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Handbook 21, Part II - Records Management

Chapter 2, Fl1es P1annlng and Organlzatlon, has been revlsed to
include the modlflcatlons to AID Form 520-2. The new form
lncludes both the tradltlonal and metrlc equlva1ent unlts.
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1. REMOVE PAGES:

TC-l and TC-2 of Chapter 2 (21-11:1)
2-5 thru 2-12 (TM 21-11:1)
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Inltla1 the Transmittal Memorandum Checksheet (ln the back of the
Handbook blnder) beside TM 21-11:19.

3. KE.ELIHlS-.IHANSMITTAL MEMORANDUM, whlch has an up-to-date Checkl1st for
th1s Handbook on the back.

4. Fl1e thls TM 21-11:19 ln the front of the handbook blnder; dlscard 1M
sheet 21-11:18.

* * * * * * *

Address quest10ns about thls Handbook to FA/AS/ISS/RM (703) 875-1573.

For additlonal coples of thls Transmlttal contact FA/AS/ISS (703) 875-1641.
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Handbook 21-11 - Records Management
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INTRODUCTION

TO

HANDBOOK 21, PART II

We1 come to Part I I of Handbook 21, Records Management, the successor
to Part III, Communications, issued in 1975. The new Part II is the second
hal f of Handbook 21. Part I, Communicati ons r~anagement, is pri nted under
separate cover.

The objective of Part II is to inform personnel of their
responsi bi1 iti es under the Agency I s Records r~anagement Program. It is
designed to guide records personnel, secretaries, and file custodians in the
proper maintenance and disposition of official files, bringing together in one
source all records management policies and procedures.

This introduction highlights some of the major changes in records
management contained in the Handbook:

o The Records Disposition Schedule (Appendix 6A-6C)
accelerates the destruction of many Agency records while
requiring the retention of some records in the office or at
post for a longer period;

o The Records Disposition Schedule allows offices and missions
to be more di scrimi nati ng in the records retai ned; although
some records will be retained longer on site, the volume of
records retained will be substantially reduced;

A new numbering system will permit development of Agencywide
and post-level automated management information systems; re
trieval of retired records will be facilitated;

o The revised Subject Outlines are simplified while permitting
greater flexibility of subject file organization by offices
and missions;

o The key post and office level records management tool
becomes the Files Maintenance and Disposition Plan.
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The Records Disposition Schedule is divided into three
sections: A.I.D./W, U.S.A.I.D., and Machine Readable Records, found
in Appendices 6A, 6B, and 6C respectively. The disposition
stipulations to all three were changed substantially when the
National Archives and Records Administration mandated that Federal
agencies be more specific in their disposition instructions.

The Schedul e has al so been altered greatly in its
organization and makeup. In the previous edition, the Schedule was
combined with the Subject Outlines and linked with the subject
classification code (e.g. ADM 7, HLS 1). Now the Schedule is
separate and apart from the Outlines and is used independently of any
subject classification considerations. The new arrangement enables

, the Schedule to include dispositions not only for subject files, but
case files, reference files and other types of files beyond the scope
of the subject file arrangement.

The present Disposition Schedule has been arranged in such a
way that it reflects the organizational structure and functions of
A.LD. It contains a chapter on "Records Common to Most Offices,"
which covers the disposition of files dealing with common
office-related matters such as budget, personnel, and administra
tion. In addition, each chapter covers an A.I.D. function such as
Procurement and Contracting or organizational element such as BIFAD,
so that users need to consult only those chapters in the Schedule
that pertain to their office function or responsibility.

There have been innovations in Schedule numbering as well.
The chapters in the A.I.D./W Schedule are numbered 1 through 20,
while the chapters in the U.S.A.I.D. Schedule are numbered 25 through
40. The Schedule on Machine Readable Records (not yet released) will
start with Chapter 45. Item numbers on the left side of each page
(e.g. 25180) have been introduced to act as a "handle" to each
disposition instruction. These numbers will become identifiers for
future automated systems and are used by the Washington National
Records Center in storing and disposing of records. The first part
of each item number refers to the chapter and the remainder is a
sequence number. More information on the Records Disposition
Schedule (Appendix 6A-6C) can be found in the introduction to each
Schedule.

•

•

•

•

•
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Another new feature of the Handbook and records management
practice is the Files Maintenance and Disposition Plan. It is now a
standardized form--AID Form 520-2--that can be obtained from
M/SER/MO/RM/PPM. The Files Plan is the only document which lists the
office/post official records and ties that list with the disposal
instructions from the Records Disposition Schedule. Thus the Plan
indicates what the records holdings are, where they are located, and
when they will be reti red/destroyed. A sampl e of a fill ed-i n Fil es
Plan is found, together with instructions, in Figures 2-3 and 2-4 of
chapter 2. Users are urged to make the transition from any currently
used plans to Form AID 520-2 at the earliest opportunity.

The Subject Outlines have undergone a transformation as
well, as subject groups have been added or deleted in order to
reflect changes in the Agency's goals and functions. The Index to
the Outlines has been updated to reflect these changes. More
information on the Outlines can be found in Chapter 4, Subject Files,
and in the Introduction to the Subject Outlines in Appendix 4A.

) It is hoped that the foregoing has helped introduce the
/' new Handbook. If there are any questions, please contact

M/SER/MO/PA/RM in A.I.D./W.

/
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THE A. I. D.

CHAPTER 1

R E COR 0 SMA NAG E MEN T PRO G RAM

1B.
>',

I
/

I

lC.

",
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J

lAo Background and Policy

The A.I.D. Records Management Program is designed to provide effective
controls over the creation, organization, maintenance, use and disposal
of Agency records. Agency policy is to assure that important policies
and deci si ons are adequately recorded and that routi ne operati onal
paperwork is kept to a minimum. Procedures of this handbook will insure
that records are maintained economically and efficiently and in such a
manner that their maximum usefulness is attained. They will insure that
records of continuing value are preserved but that records no longer of
current use to the Agency are promptly disposed or retired.

Appl icabil ity

The provisions of Handbook 21, Part II, apply to all personnel who
maintain and dispose of Agency records.

Authori ty

The statutory basis for these regulations is contained in the Federal
Property and Administrative Services Act of 1949, as amended, the
Federal Records Act of 1950, (44 USC 3101-3107) as amended, and the
Records Disposal Act of July 7, 1943 as amended. The Federal
Infonmation Resources Management Regulations (FIRMR) (41 CFR) 201-45
issued by the General Services Administration (GSA) provide Agency
regulations for the implementation of these laws. '

10. Ownership and Custody of Records

Records created or received by the Agency are the property of the United
States Government, and must be safeguarded against loss, theft,
alteration, or breach of security. No Government employee, contractor,
or participant may acquire proprietary interest in A.I.D. records under
hi s or her custody. In those cases where A. I. D. has resi dual activi ties
overseas but no active A.I.D. office exists, control of A.I.D. records
is delegated to the American Embassy.
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1. Contractors and Participating Agencies

Records created or received by contractors or participating
agencies in carrying out their tasks remain the property of the
contractor or participating agency unless the contract specifically
provides otherwise.

2. Department of State

Records pertaining to A.I.D. personnel and to A.I.D. administrative
activities, that are created, received, and maintained by a joint
administrative organization under the Department of State, are records
of the Department of State. As such, they are kept and managed in
accordance with Department of State regulations. Program records
created by A.I.D. staff must remain in A.I.D. ownership and custody.

1E. Responsi bil ities

1. Records Management Branch

a. The Records rv1anagement Branch (M/SER/r~O/PA/RM)) is responsi bl e
for the overall management of the Agency records program. The Branch
provides program direction, guidance, and technical assistance.
Specifically, the Records Management Branch:

(1) Prescribes basic policies and procedures for the
creation, maintenance, transmission, use and disposal of official
records;

(2) Coordinates the development and approval of Agency
records retention and disposition standards;

(3) Provides technical assistance and guidance to offices; and

(4) Surveys the A.I.D. records maintenance and disposition
system and recommends improvement.

b. The Chief of the Records Management Branch serves as the
A.I.D. Records Management Officer (RMO) and has general responsibility
for implementing the Agency's records management program.

•

•

•

•
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2. Heads of Bureaus, Staff Offices, and Overseas Posts

The head of each bureau, staff office, and overseas post is
responsible for implementing effective records management procedures
within his or her organization. To accomplish records management
responsibilities, each of these officials must designate a Records
Management Liaison Officer (RMLO).

a. Records Management Liaison Officers (RMLO's)

RMLO's supervise implementation of the A.I.D. File System,
recommend location of file stations, assist and direct activities of
files custodians, provide supplementary records training, and insure
that records eligible for disposal are removed from office space. A
copy of each RMLO designation (or subsequent redesignation) must be
forwarded to M/SER/MO/PA/RM.

b. Files Custodians

Files custodians are responsible for the operation of files
stations in accordance with prescribed standards and procedures
contained in this handbook. Their duties include:

(1) Maintaining files on a current basis;

(2) Disposing of inactive files by retirement or destruction,
as appropri ate.

(3) Providing reference service to active and retired files
and returning charged-out material to the appropriate file.

1F. Distinction Between Records and Non-Record Material

1. Official Records

a. Official records are documentary materials regardless of
physical form or characteristics that are made or received either in
pursuance of Federal law or in connection with the transaction of public
business and are preserved or are appropriate for preservation by the
Agency because of the informational data they contain or as evidence of
the organization, functions, policies, decisions, procedures, operations
of other activities of the Agency or because of the informational value
of data contained therein.
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b. Correspondence desi gnated "personal," "confidenti al , ..
"private," or in some similar manner, but relevant to the conduct of
public business, are official records subject to the provisions of
Federal law. If an official receives private, personal correspondence
that includes portions that relate to official business, the official
shall extract those portions that pertain to official business and make
them part of the official files.

c. Decisions, commitments, and discussions of any significance
whi ch are oral in nature must be made a matter of record. These
transactions might occur person-to-person, by telephone, in a staff
meeting, or in a conference. The information should be recorded in a
memorandum for the record and included with the official record.

2. Non-Record Material

Library and museum material made or acquired and preserved solely
for reference or exhibition purposes, extra copies of documents
preserved only for convenience of reference, and stocks of publ ications
or processed documents are non-record materials. Although offices may
require extra copies of official records, such documents should be kept
to an absolute minimum, maintained separately from official files, and
should be destroyed as soon as they have served their purpose.

1G. Mai ntenance of Personal Papers in Office Space

Employees normally should not maintain records or documents of a purely
personal nature within the workplace. If maintained within the
workplace, such documents must be maintained separately from official or
working files and must be clearly labeled IIpersonal papers" and shall
show the nam~ of the person accumulating the papers.

Material s that are considered personal papers include:

1. All personal and private papers which do not contain references to
official business.

2. Personal calendars, diaries and logs that concern primarily
personal activities, provided that official portions are extracted to
document official records.

3. Handwritten notes, reminders, and summaries of telephone calls,
provided that all official information has been incorporated in a
memorandum for the record and placed in the official file.

4. Reference books and other personal items brought from private 1ife.

•

•

•

•

•
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lH. Access to Records

Official A.I.D. records may be used by all A.I.D. employees, the U.S.
public, participating agencies, consultants, scholars, and researchers,
with the following restrictions:

1. Classified and Administratively-Controlled Records

Conditions controlling access to security classified and
administratively controlled records are set forth in Handbook 6,
Security.

2. Privileged Records

Records with information that affects an individual's private
affairs, reflects facts or opinions given in confidence, or that could
prejudice U.S., private, or business interests if disclosed, are
priv"ileged, even thOUgh they may not have security or administrative
control markings. Access to, and use of, these records may be
restricted. Conditions controlling access to such records are set by
the Freedom of Information Act, the Privacy Act, and by Agency
regul ati ons.

3. Access for Public Research

It is the policy at A.I.D. to make information freely available to
the publ ic, subject only to the restrictions above. Any questions
concerning the access to A.I.D. records should be addressed to the
Office of Public Inquiries (XA/PI).
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CHAPTER 2

F I L ESP LAN N I N G A N 0 a R G A N I Z A T ION

2A. Planning and Organizing Files

1. General

The provisions of this chapter are intended to promote efficient
and economical practices in office records maintenance and files
procedures. It provi des an organi zed system for mai ntai n"j ng Agency
records, facilitates the selection and retention of records of archival
value, and disposal of non-current records.

2. Identifying Files Groups or Series

Records are organized by files groups or series so that like
records are maintained together. The separation of records into file
groups makes it easier to file and find papers and simplifies the
disposal of records since Agency records maintenance standards provides
for records transfers and disposals by series designations.

Records usually fall into the same series because they are
arranged under a single filing system with an established arrangement
pattern, such as alphabetical, numerical, chronological, or by subject
classification. Sometimes records fall into the same series because
they rel ate to a part icul ar subject or activity and thus are kept
together as a unit, or they might be grouped together because they have
a particular form in common, e.g., microfilm or tapes.

Common files groups and series are:

a. Case Files

Case files relate to a specific action, event, person,
organization, location, product, or thing. Case files often represent
the "mission, II "function, II or work of the office. In A. 1.0., case foiles
account for the largest proportion of records. Common Agency case files
include development asssistance project files, the official personnel
files, loan files, and the contract files. All items relating to a
particular case, i.e. development project, individual employee, loan or
contractor, are fil ed together. (See Chapter 5.)
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b. Case Working Papers

Case working papers consist of bulky background or supporting
papers such as spreadsheets, questionnaires, notes, and machine
listings. Individual case working papers are often needed for budget,
project, loan, contract, and similar case files which have large amounts
of background or supporting papers.

c• Su bj ec t Fi1es

Subject files relate to standard categories, functions and
interests, and consist of general file materials of incoming originals
and outgoing yellow (record) copies of letters, memoranda, telegrams,
reports and documents i nvol vi ng a wide vari ety of topics. They are
arranged according to the alpha-numeric code system found in the Subject
Outlines in Chapter 4.

d. Techni cal Reference Fil es

Technical reference files are sometimes called technical
reference materi al s or reference publ i cations. The techni cal reference
file group consists of printed or processed material that has no record
value but has a direct relationship to the work of the office. They
include such material as technical reports, manuals and other
directives, pamphlets, periodicals, guides and handbooks. They are
coll ected for use as worki ng tool sand i ncl ude both external and
internal publications. Most are printed or reproduced copies.

e. Conveni ence Fil es

Convenience files consist of extra non-record copies of
correspondence, forms, and other papers, kept solely to satisfy a
particular reference need. They include such extra copy materials as
reading or chron files, suspense or tickler files, office copies of
Agency notices, and selected documents reflecting policies, precedents
and procedu res.

f. Transitory Files

Transitory files contain correspondence that ordinarily would
be filed in subject files except that they pertain to matters of
short-term interest. They are kept separate and retai ned only from 2 to
6 months. They constitute a separate record series because of the
disposal date. Transitory correspondence includes transmittal letters
or forms, routine requests for information, publications or
communications, acknowledgments, and other similar types of papers.

•

•

•

•

•
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g. Special Types of Records

There are records which because of their size or physical
characteristics should be kept in a separate group. -rhey include films,
disks, and tape records which require special equipment and handling,
cartographic materials and drawings, cards (manual and machine type),
and computer printouts.

3. Designating Files Stations

Each A.I.D./W office and overseas post must designate official
files stations where official Agency records will be maintained.
Official files stations should be established at locations convenient to
files users. Proper maintenance and controls over the use of official
records must be provided. Official records maintained at the files
stations should be identified and appropriate procedures established
within offices to ensure that records are filed at their designated
files stations.

4. Files Arrangement

Once organized into logical records groupings, files should be
arranged in a systematic manner. The three basic arrangements for files
are alphabetical, numerical, and chronological.

a. Alphabetical Arrangements

This arrangement is used to file documents by names of
persons, companies, agencies, etc. in alphabetical sequence. Types of
records that are often filed alphabetically include:

(1) Name Files. Arrange name files alphabetically by surname
and then by first name and middle initial. When identical names occur,
they may be arranged secondarily by other distinguishing features, such
as date of birth or social security number.

(2) Geographic Files. Papers can be arranged alphabetically
by geographic location such as region, country, or state. This
arrangement is used when the geographic 1ocati on is the primary means of
reference. Files are arranged in alphabetical sequence first by the
name of the main geographic division, such as a country, then by the
next most "important subdi vi si on requi red for reference such as states,
counties, cities, or units of local government.
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(3) Organi zati onal Fil es. Thi s arrangement will be used when
the name of the organization is the primary means of reference.

b. Numerical Arrangements

This arrangement is used to arrange records identified and
referenced by number, such as project files or purchase orders. Numbers
should not be assigned to documents for the sole purpose of arrangement
for foil i ng because thi s practice requi res the establ i shment of
additional indexes to locate documents.

(1) Straight numerical. Papers are arranged in straight
numerical sequence: 1, 2, 3, 4,5, etc. This method is generally used
if fewer than 10,000 papers are filed a year.

(2) Duplex numbers. Duplex numbers consist of two or more
parts separated by a dash, space, or comma, e.g., 942-0001,942-0002,
942-0003. Papers are arranged in straight numerical sequences by the
first part of the number and thereunder by succeeding parts.

c. Chronological Arrangements

A chronological file is usually arranged in separate incoming
and outgoing series for each type of document, i.e., one for cables and
one for correspondence, and by sequential date or numerical order--with
latest date or highest number at the front of the folder.

5. Filing Security Classified Papers

Classified papers must be filed apart from unclassified papers in
security file cabinets or secure areas as provided in Handbook 6,
Security. It is advisable to prepare a cross-reference sheet and place
it in the unclassified file. If the volume of classified papers is
small, it may be mai ntai ned as a central securi ty fil e ina common-use
office or di vi si on. When thi sis done, cross-reference sheets should be
placed in the unclassified file to show where the related classified
papers are located. In overseas offices classified papers must be
stored separately.

6. Filing Bulky Material

Bulky material should be filed separately in storage equipment
suited to its size, and maintained in file classification, date, or
serial numbet order. A cross-reference to blJ"lky material should be
prepared and fil ed with rel ated fil e papers or a notati on concerni ng the

•

•

•

•

•
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bulky material should be placed on related file papers. BUlky material
should be marked to show classification and other information necessary
to relate it to associated papers. A cross-reference form should be
attached to the bulky material.

7. Use of Labels, Guides, and Folders

The office filing system can be made easy to use through the proper
use of guide cards, labels and folders. These aids help to separate
records into their established files groups and thereby assist in filing
and retrieving documents.

a. File Guides

File gUides reduce the area of search by dividing files and
identifying each division. File guide tabs show the relationship
between broad and specific breakdowns of files. For example, the first
position guide tab normally shows the primary file title, the second
position the secondary breakdown, and the third position the tertiary
breakdown. In addition, guides provide support for the material in a
file. The following standards should be observed for file gUides:

(1) Do not use too many guides. Active files may require a
gUide for 10 or more folders.

(2) Place guides at logical breaking points within a file,
such as the beginning of each major division, each primary file
category, or each group of cases.

(3) Reuse guide cards, whenever practical, by withdrawing
them from inactive files before their destruction or retirement.

b. File Folders

The medium weight 11-point Kraft folder meets the general
filing requirements of most offices. This is the standard file folder
for use in AID. The use of other types of folders is discouraged and,
as a general rule, the request for purchasing will not be approved.
When ordering, check the GSA Customer Supply Center for the latest
series number. The following standards shall be observed:

(1) Salvage of folders, except possibly the heavyweight
pressboard type, is discouraged when disposing of papers since the
possible savings from this salvage are exceeded by the cost in labor.
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(2) Separate folders should not be prepared for potential
secondary and tertiary subdivision titles which will accumulate only a
few (10 or fewer) papers. Instead, file secondary subdivision titles
with related primary titles, and tertiary subdivision titles with
related secondary subdivision titles. However, primary file categories
shall not be combined regardless of how small the accumulation in any
one category.

(3) Special type or bound documents may not require folders.
This material can be kept directly between guide cards or in
accordion-type filing jackets.

8. Labeling

Label file drawers, guide cards, and folders to aid filing,
searching and disposition. Drawer labels narrow the area of search to
one drawer, folder labels to the contents of one folder. Labels should
be typed; when this is not practical, they should be legibly handwritten.

Page No.
2-6

Effective Date
October 1, 1992

Trans. Memo. No.

21-11:19 AID HANDBOOK 21-11

•

•
a. Drawer Labels

A general-purpose drawer label is used on each file drawer to
show (Fig. 2-1):

(1) The complete file title or a general description of files •
in the drawer;

(2) The year or years covered, or whether the file is active
or inactive;

-~ -------------------------------------..,-

* (3) The Item/Series Number, and the part of a particUlar file
grouping in the drawer. When a file drawer contains more than one
primary file category, drawer label information may be limited to a
brief general description with more specific information placed on guide
or folder labels.

LABELING FILE DRAWERS •
01120

SUBJECT FILES
AGR - HLS

SUBJECT FILES
FY XX

01240
TURKEY
083-110

PROJ ECT FI LES
FY XX - XX

*

~ ~-~~~-~----------------------- _L

FIGURE 2-1

------~.----------------------------------* nEVISED

•
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b. Folder Labels

(1) Standard file labels used at AID are white, pressure
sensitive, with either a yellow or a green band across the top. Yellow
banded labels are required for official files, and green banded labels
for working files.

(2) The file labels are attached in the first or left
position of file guides and folders for primary subject file categories
and ~l case files. These labels also may be attached to file gUides to
show the location of records maintained separately from the main body of
records, such as a bulky file.

(3) Labels on subject files are used to identify primary,
secondary, and tertiary file categories. These labels should reflect
the following information in three or less typed lines (Fig. 2-2):,

(a) The alpha-numeric symbol of the subject file
category, taken from the Subject Outlines in this handbook.

(b) The prescribed file title for these file categories
and, for subdivisions, the specific name, event, type of document,
geographic location, or number.

(c) The year in fiscal year (FY) format, typed in the
lower right-hand corner of the label.

(d) Inclusive dates of the contents for folders that
have been broken or cut off.

~ 9. Records Inventory and Disposition Plans

Each bureau or office and overseas post must prepare a written
Records Inventory and D'sposition Plan listing the files maintained at
each des'gnated files station. The Files Plan shows the location of the
f'le stat'on, the files series maintained, the disposition for the
files, and the name and title of the files station custodian. The files
series and disposal time noted above can be found in the Records
Disposition Schedule in Appendix 6A-6C of this handbook. The Records
Inventory and Disposition Plan should be distributed to files custodians
and operating officials who use the records. One copy of each Files
Plan is sent to the Agency Records Management Officer, FA/AS/ISS/RM in
AID/H.

* I1EVISED
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a. Purposes of Files Plan

The Files Plan serves the following purposes:

(1) To insure that official files are placed under the
custody of a Files Custodian and located in an appropriate designated
file station.

(2) To locate and eliminate unnecessary duplication of files
within an organization.

(3) To supply information about the location of official
records to office staff.

*
b. Preparing the Records Inventory and Disposition Plan

The AID Records Inventory and Di spos iti on Pl an (AID Form *
520-2), is provided for this purpose. See figures 2-3 and 2-4.
Properly completed, the plan provides each file station with a guide
tailored to the needs of individual file stations and an index to the
files. Each files custodian shall review and revise individual files
plans at the end of each fiscal year.

2B. File~ipment and Sup~

1. Ordering Egylpment and Supplies in AID/W

In AID/W all files related supplies, equipment, and forms should be
requisitioned from the Resource Management Division (M/SER/MO/RM).
Requests for files equipment are reviewed and approved by the Chief,
Records Management Branch M/SER/MO/PA/RM. Prior to approval, the Chief
of M/SER/MO/PA/RM assures that the office and bureau are effectively
applying Agency records disposal standards and that files equipment is
being used for the intended purpose.

'\ 2. Qr..dering EQy.lpmen_t-2nd Supplies Overseas
\

Files equipment and supplies for overseas offices should be
purchased through normal supply channels. Appropriate controls should
be applied to assure that records disposal standards are being applied
and that non-current records are not being maintained in office space
before files equipment is approved.

,
/

* REVISED
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26 •3. Guidelines for Use of Files Equipment and Supplies

To promote effective use of filing equipment, the following
standards for filing equipment and supplies should be used:

a. Use files equipment only for records and other official
documents. Do not use it for stocking blank forms, stationery, office
supplies, or personal effects.

b. Dispose of non-current records in accordance with records •
disposal standards in Chapter 6.

c. Allow enough room to hold all the documents expected to
accumulate until the next file cut-off. Also, allow enough room for
storing classified material overnight.

d. Use letter-sized folders and five-drawer letter-sized filing
cabinets whenever possible.

e. Return the oldest pieces of equipment, not needed for current
or anticipated use, to stock.

f. Do not personalize filing equipment. Do not assign drawers or .,_.
cabinets for the exclusive use of any member of the office staff.
Instead, group files in a logical sequence for the benefit of all
users. Prepare a Files Maintenance and Disposition Plan (see Figs. 2-3
and 2-4) for each files station.

•

•
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Office of Food for Peace. Asia/Near East Europe Division (FHA/FFP/ANEE)

3. FILES PLAN (Check one)

1. ORGANIZATIONAL UNIT NAME 2. FOR RECORDS MAINTAINED
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351-XXXX
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To: 09 / 30 / 94From: 10 I 01 /93

Mary Smith

5. PREPARED BY (Files Custodian)
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01010 Office Administrative Files

ADM 1 Management Policy and Plans
ADM 3 Meetings and Conferences

BUD 1 Annual Budget Submission
BUD 3 Congressional Presentation
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TRV 7 Travelers Records

CASE FILES
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04080

FHA Grant Files
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11. THIS PLAN REFLECTS ALL RECORDS MAINTAINED BY THIS
OFFICE. •

Supervisor's Signature I Date

12. THIS PLAN CONFORMS WITH RECORDS MANAGEMENT
STANDARDS. •

Records Liaison Officer's (RLO) Signature (Appointed by Bureau/Office Director) I Date

13. THIS PLAN CONFORMS WITH RECORDS MANAGEMENT
STANDARDS AND IS APPROVED, ..

Agency's Records Manager's Signature I Date

AID 520-2 (10/92)--Report Control Symbol W-155 (Use Form AID 520-2A for Continuation Pages)



Form AID 520-2 is to be prepared on a fiscal year basis by all Files Custodians. Records Officers are to review and
forward all plans to the Records Manager no later than September 1 each year. (See Handbook 21, Part II, Records
Management Handbook, Chapter 1.) Send plan to: A.I.D. Records Office, Room 1200B, SA-14, Washington, D.C.
20523-1413.

I
Instructions for the completion of items 1 through 6 are self-explanatory. Specific instructions for items 7 through
13 are as follows:

TM 21-11:19
October 1, 1992,
Page 2-12

General

Instructions for Completion of Form AID 520-2
and Form AID 520-2A

o

17. Records Management Handbook Information:

Col. A. Enter the applicable disposal item number from the Handbook (see II Appendixes A, B or C"). If none 0
is found, enter the word II None" and complete SF 115, Request for Records Disposition Authority.

Col. B. Enter the Handbook disposal item title. If no item is found, enter the title used by record holders and
the words II None authorized."

Col. C. Enter the Handbook disposal instructions. If no item is found, enter the words IINone authorized."

8. Classified Material (Yes or No): Classified must not be mixed with Unclassified. (See Handbook 21, Part II,
Ch 2)

9. Medium: Enter the appropriate letter code as indicated for the medium on which tl1e records are maintained.
Audiovisual includes still photos, videos, etc. Electronic media includes data stored in computer memory, on
diskettes, or mag tape.

10. Volumes Cubic Meters (Cubic Feet): Use the conversion chart below. In Columns A, B, and C, enter the
applicable cubic meter and cubic foot measurements for each record item shown on the plan. Round all figures
to whole numbers. Specify cubic foot measurement in parenthesis. To convert Cubic Feet into Cubic Meters
multiply by 0.03.

Standard Other
Filing Card Files Map Tabulating Magnetic Equipment

Cabinets Flies Cards Tape Lextrlever.
Hanging

Letter Legal 3x5 4x6 5x8
Flies. Etc.

1-1/2 2 1/10 1/6 1/4 1/2 1 1

Per Per 12" Per Per Per 7 Inside CubIc
Drawer Drawer Drawer 10.000 Reels Measurement

NOTE: Attach copy of Standard Form 135, Records Transmittal and ReceIpt, for each entry In Column 9A.

11. Supervisor's Signature: After signature by office supervisor, original and three copies are to be forwarded
to the Records Officer.

12. Records Liaison Officer's Signature: After review and signature by the Records Officer, original and two copies
are forwarded to the Records Manager.

13. Records Officer's Approval: After review and signature by Records Manager, two copies are returned to the
Records Officer who retains one and forwards the other to the appropriate office supervisor.

AID 520-2 (10/92) Back

FIGURE 2-4
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3A. Maintaining Files

1. General

To secure the greatest return on the funds spent for recordkeeping,
continuing attention and direction must be given to the day-to-day
maintenance of official files.

2. Avoid Needless Filing

Unnecessary filing of materials wastes both staff-hours and
equ"ipment and hinders files maintenance and reference. To prevent
needless filing the following guidelines are presented:

a. Periodicals, circulars, and similar printed materials received
for general infonnation should be retained on a selective basis.
Recipients of the material shall detennine whether it should be retained
and for what period of time. If a particular article is of greater
value than the entire pub1 ication, a copy of the article mqy be made and
re tai ned.

b. Infonnation copies of letters or fonns should not be filed
unless future reference to the material is likely. Generally, do not
file infonnation copies if the document is available in the originating
office.

c. A.I.D. Handbook directives should not be interfi1ed with
actions or transactions except when essential for complete
documentation. Directives needed for reference nonna11y should be
maintained in binders and bookcases rather than in file cabinets.

d. Copies of routine communications that are not needed for
records purposes should be eliminated or avoided by:

(1) returning routing requests for printed matter with the
material s sent,

(2) returning routine requests with desired infonnation noted
at the bottom,

(3) using routing slips in preference to transmittal letters,
and
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(4) returni ng the ori gi nal request with a fonn 1etter used to
transmit requested infonnation if possible. If a request must be filed,
enter the date of reply and the fonn letter number rather than retaining
a file copy of the foml letter.

e. Extra copy and comparabl e nonrecord fil es are often kept by
various elements within the same office or organization. Extra copies
are costly because they duplicate the record copy, and they can be •
misleading since the background data necessary for complete
documentati on usually is not present. In many instances, extra copy
files can be eliminated by an agreement between or within offices
concernoing use of record f"iles. In this way, files maintained at one
file station will supplement rather than partially duplicate the records
at another f"il e station.

f. Infonnation copies of communications should be provided only
when:

(1) Copies have been requested;

(2) A valid purpose will be served; or

(3) The communication is of such a nature that it would not
be included in a circulated reading file.

g. Reference publications should be centralized to the extent
practical. The material s can be circul ated \'/hen recei ved and returned
to the central point for maintenance.

3. Recognizing Official File (Record) t1aterial

The following is a list containing some examples of official file
material. Take special care not to file official file documents in
working file folders.

Type of Document

a. Incoming Telegrams

b. Outgoing Telegrams

Official File CoPy

Acti on copi es, copi es
designated as official file
copi es.

Originals or copies
designated as official file
copies.

•

•

•
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c. Incoming Letters/Memos

d. Outgoing Letters/Memos

e. Agreements, con
tracts or other docu
ments of legal
s i gnifi ca nce

f. Fiscal or financial
records

g. Completed forms

h. Originals of reports or
publications and their
supporting documents

i. Other

Originals or copies
designated as official file
copies.

Yellow copies or designated
file copies retained by the
originating office as
official record of action
taken.

Signed or conformed copies.

Original papers which
document acquisition,
distribution, utilization
or expenditure of funds.

Original documents
containing information on
personnel, property,
accounts, procurement,
commodities, shipping
programs and projects.

Documents which reflect
conclusions of studies,
surveys, or investigations.

Documents which establish,
confirm, implement or
recommend Agency or office
policies, programs,
positions or procedures.

4. Recognizing Non-Record Material

Some papers m~ appear to be official record documents because they
are involved in daily activities. However, they do not document A.LD.
procedures, practices or operations. They are therefore non-record
:rlaterial and should be maintained separately from official files. They
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should be destroyed when no longer needed. The following list shows
examples of non-record material.

•
a. Chron files

b. Extra copies

c. Personal files

d. Publications

e. Reading Files

f. Reproduction materials

g. Routing slips

h. Suspense files

Extra copies of telegrams,
memos or correspondence,
arranged by date or number
and used as finding aids
for material in official
fi 1es.

Extra copies of official
documents. (Only one copy
is maintained in the
official files.)

Personal copies of travel,
personnel acti ons, etc.
which are already
documented in official
fil es.

Advertising, trade
journals, catalogs,
pUblications of Government
Printing Office, etc.

Extra copies of random
current infornlation papers
circulated within the
office.

lv1imeograph stencil s, hecto
or ditto masters, etc.

Used to transmit official
materi al. Detach from
document and destroy.

Extra copies of documents
which serve as reminders of
documents charged out,
action due on certain date,
etc.

•

•

•

•
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/

i. Working files

j. Wrappers, labels,
envelopes

May consist of a collection
of notes, drafts,
duplicates of papers in
official files and action
papers used primarily as
reference or background
material, but not required
as supporting evidence of
official policy or program
operation.

Used to transmi t offici a1
envelopes material. Destroy
immediately upon receipt or
after return address has
been recorded.

/

5. Daily Filing

Papers should be filed daily whenever possible. Because current
papers are more frequently requested, prompt filing is necessary to
ensure their ready availability.

6. Inspecting Papers to be Filed

The files custodian should inspect all papers received for filing
to ensure that:

a. Documentation is complete. When essential documentation is
missing, attempts shall be made to obtain the missing papers or copies
of them. When missing papers or copies cannot be obtained, a notation
that no record is available should be made on the related file papers.

b. Unnecessa~ material is removed. All pins, paper clips,
rubber bands, used envelopes, routing slips (unless they contain
additional information), extra copies, and other unnecessary papers
should be eliminated before filing.

c. Papers that should be filed at another file station are
forwarded to that file station.

d. Actions have been completed, such as papers requi ri ng
circulation, follow-up actions, or suspense actions.

e. Damaged papers are protected. Torn pages should be repaired
with transparent pressure-sensitive tape.
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•

7. Assembling Papers for the F"ile

To assure sUfficiency of documentation, the files custodian must
assemble directly related records and check for completeness. For
case-filed records this means filing together the incoming letter, a
copy of the reply, and any perti nent attachments or enclosures.

For general correspondence subject files, the files custodian (1)
removes any earl i er correspondence al ready on fil e, (2) detenni nes if
any segments of the current correspondence are lacking, and (3)
assembles the complete papers in reverse date order with the earliest
paper at the bottom of the pile.

8. Fasteni ng Assembl ed Papers

Nonnally, assembl ed papers are stapled. If the assembl ed papers
total 30 or more pages, prong fasteners may be used.

9. Sequencing Papers

Before filing papers in folders, arrange them in the same sequence •
as the actual files arrangement. When filing is done daily, the number
of papers involved is usually small and requires only a rough sort into
separate stacks for each file group in an office.

10. Filing Papers

A common filing standard is ufile the papers loose." General
correspondence records in a subject file need not be fastened to the
folder. Unless the entire folder is charged out from the file (as a
case folder often is) or is circulated throughout an office, fastening
the papers to the file is usually unnecessary. rhis practice more than
doubles the time required to place or remove papers in the file.

11. Checking Folder Thickness

While filing new documents, the files custodian should examine the
contents of noticeably thick folders to detennine whether the contents
pennit subdivision into separate folders or whether the folder should be
cut off and a new one started. Whichever is the case, new or additi onal
folders should be prepared as soon as needed to avoid overloading
existing folders and to maintain a neat and orderly appearance to the
fil e.

•

•
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Whenever the contents of a folder reaches three-fourths of an inch
in thickness and is not to be subdivided further, it is time to IIbreak ll

the file; i.e., begin a new folder. Inclusive dates of contents shall
be added to the caption of the original folder, and a new folder with
the same caption shall be prepared and pl aced in front of the ori gi nal
folder. New or additional folders usually are prepared periodically,
such as at the beginning of a month or quarter, but may be prepared at
any other time, if necessary.

12. Keeping Folder Labels Visible

All folder labels should be easily visible. Oversize papers should
be neatly folded or trimmed, and other folder contents IItapped ll by
gentle shaking, to prevent obscuring of labels. As folders become
filled, crease the bottom scoring of folders. This causes papers and
folders to rest s<J.Iarely on the bottom of the file drawer.

13. Leaving Working Space in Drawers

Four inches of working space are needed in a drawer of active
records if papers are to remain loose in folders. It takes twice as
long to insert papers into folders when drawers are filled to capacity.

14. Indexing and Cross-Referencing

Some papers will concern more than one subject, topic, or case or
will be requested by a fil i ng feature different from the one under wlli ch
it is filed. These papers require files custodians to establish an
index or to inter-file a cross-reference. However, uncontrolled
indexing and cross-referencing is uneconomical and should be done only
when essential to referencing needs. A large number of cross-references
usually indicates excessive subdivision of a file. When available,
extra copies of papers should be filed with other material to which they
rel ate, rather than prepari ng a cross-reference. Indexes and
cross-references can be minimized by determining from the user of the
file the most likely w~ the user will request papers and then filing
them accordingly.

a. Use of Cross-References and Indexes

Indexes and cross-references may be used for:

(l) Correspondence concerning more than one process,
transaction, or case;
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(2) Correspondence containing the name or names of
individuals, organizations, or geographic locations when it is probable
that reference requests will be made by the name or names;

(3) Security classified papers having a direct relationship
to papers in unclassified files;

(4) Papers on one process, transaction, or case which are
not filed together; and

(5) Bulky enclosures filed separately.

b. Cross-Referencing Methods

(l) Extra Copy Cross-Reference

Mark the main file classification in the upper-right
corner of the pri nci pa1 copy. Underneath it, wri te the cross-reference
file classification with an "X" in front of it. Mark the same
information on the copy in the same way. Circle the first file
classification on the principal file copy. Circle the second file
classification on the cross-reference copy. See figure 3-1.

CROSS-REFERENCING PAPERS

•

•

•
Original (or principal copy):

Secondary copy:

FIGURE 3-1

@R P
XHLS

AGR 4
XQiLD) •

•
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(2) Opti ona1 Fonn 21 (OF-21), Cross-Reference

Use Optional Fonn 21 (OF-21), Cross-Reference, when extra
copies are not available to file. Also, use the OF-21 when documents to
be cross-referenced are too thi ck or bu"1 ky. See figure 3-2.

(3) Optional Fonn 22, Continuity Reference

(a) Single Documents

When a document is taken out of a closed or cut-off
file folder so that it can be actively and continuously used, place it
in the current file. Make a record of this action by filling out
Optional Fonn 22 (OF-22), Continuity Reference. See figure 3-3. File
this fonn in the closed file in place of the document taken out.
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CROSS-REFERENCE, OPTIONAL FORM 21 (OF 21)

•

CROSS
REFERENCE

(N_-w....
...bl«>' -w
~e.w./_

;. p.d)

TO

September 9, 19XX

USAID/LIMA

•

ALED TRP 2 Hi ghways
(N_ -W.... nobj...t
....ur ..o\k.\ 1M~t

wolf i.o jlW)

IDENTlFl.
CAnON

OF
RECORD IlIE.

SUMIUl.Y
Of

COHTDITS

AID/W
Memorandum
Policy interpretation of commodity assistance techniques
and their relationship to marketing and distribution in view
of existing transportation facilities.

•
This illustration shows three cross-references to a memorandum classified

and filed under subject file group code TRP 2. In this case, the text called
for cross-referencing to three other subject files. All three cross
references were made at the same time by putting carbon paper under the first
and second sheets and typing in the three cross-reference file group codes in
the top-right corner of the form, as shown above. (The shaded areas are
changed for the second and third sheets.)

Use this form for double and single cross-references, too.

Do not use this form for documents of only a few pages that can be easily
copies.

•
0 ,..11

,. INI
GSA Clrc...JU' SIll CROSS-REfERENCE

FIGURE 3-2 •



)

/

Trans. Memo. No. Effective Date Page No.

AID HANDBOOK 21, Part II 21-11:1 Oct. 1, 1987 3-11

CONTINUITY REFERENCE, OYfIONAL FORM 22 (OF 22)

DESCRIPTION OF CORR.ESPONDENCE OR DOCUMENT BEING BROUGHT FORWARD

SUBJECT
(U~ wltic" t1t.i. 1_ EDU EDUCATIONia fiUd)

DATE (U~ tDl&icJ& August 4. 1985
t1t.ia f- ia /fW)

TO AA//lSIA

AtOM ASINTECH

BRIEF SUMMARY Report regarding sector analysis of education
Of in Pakistan

CONTENTS

BROUGHT FORWARD and filed with the documcnh described below

SUBJECT EDU EDUCATION

DATE FY 87

TO

FROM

The Continuity Reference form serves as a cross-reference
from the inactive to the current file. The form shows the
original file classification. date. title. and a new file
classification of the document. in this case a change in date.
If a document is not required for continued current use. it
is returned to its original file.

0.«1.... r.r. zz
CO~TINUITY REFERENCEF_.1HZ

GSA CIrculAr He>. 2SI

FIGURE 3-3
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(b) Complete Folder

When an entire folder is transferred from an
inactive file to a current file, replace it with an empty folder. Copy
the entire label information on to the empty folder and write the words
"Carried forward to (appropriate date)." Staple the empty folder closed
so that nothing can be filed inside it. On the label of the folder •
bei ng transferred, wri te the words "Brought forward to (appropri ate
date). II

(4) File Fo1 der Cross-Reference

Use cross-reference 1abel s on fi1 e fo1 ders when two fi1 es
are frequently used together. P1 ace the cross-reference 1abel on the
outside of the file folder so that when the folder is closed, it will
appear immediately below the file folder label. See figure 3-4.

File Folder Label:

CROSS-REFERENCING FILE FOLDERS

AGR 4 CROP PRODUCTION
FY XX •

Cross-Reference Label: See Also:

FIGURE 3-4

HLS 6 NUTRITION
(Low Cost Nutritious Foods)

FY XX

•
15. Cutting Off Files

Files are cut off periodically to aid their disposition and to
separate active from inactive files. Files mqy be cut off monthly,
quarterly, semiannually, annually, or on the occurrence of an event.
All subject correspondence files and the majority of other records are
cut off at the end of the fiscal year. Certain records are disposed of
inmediate1y after cutoff, but most are placed in an inactive file to

•
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await final disposition at a future date. Case files that have been
completed or otherwise have become inactive should be immediately
separated from active case files and placed in a closed or inactive
file. The inactive case file is then cut off at the end of the fiscal
year.

16. Charging Out Files

a. Procedures

When documents or file folders are removed from the fi'le, it
is essential that a chargeout card be inserted in its place. Chargeout
cards shoul d be stored in the front of every fil e drawer so they are
readily available. Be sure a chargeout form is used even if the file is
to be borrowed for 1I 0nly a few mi nutes. II Sometimes a few mi nutes grow
into days:

b. Methods

(1) Chargeout Record, Optional Form 23 (OF-23)

(a) The chargeout record is a re-usable buff-colored
card. See figure 3-5. Use it to charge out material that will be used
in the immediate area of the files station. Fill out all the columns on
the form by hand. Place the form in the exact location from which the
document(s) or folder was taken, so that the word 1I0UT II appears above
all the other folders in the drawer.

(b) Remove the form when the material is returned to
the files. Cross out the chargeout information so the form can be
re-used. Keep unused forms in front of each file drawer so they are
always handy.

(2) Charge and Follow-up of Files, AID Form 5-68

(a) This is a four-part form. See figure 3-6. Use it
to charge out material that will leave the immediate area of the files
station. Fill out the form by hand or on a typewriter. The use of the
second and third copies (the third and fourth plys) is optional. The
recommended use is:

(i) Original. Fasten the original to the top of
the document charged out (or to the outside of the folder). Thi s acts
as a reminder to the borrower to return it to the files station.
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CHARGEOUT RECORD, OPTIONAL FORM 23 (OF 23)

OUT
IDENTIfiCATION Of RECORD CHA~ED TO DATE

CHARGED
P«JMWI. TllU ~/DI SUlJfCf. OAT( Of flU 01 OOCUMENlI 1"'ISON .. OffICI) OUT

AD~1 JttO..P;i::ZWVO &J.iexd ~ a~ ..... -.- .... Nl v't:-.QI/ .... I, /,
"1 ......vv __v_

.... I ~ /'...."

8U.D ~/G-u.Lw~ Adam.4- FM I~SD XSI/2tt 7/30/XX

0f'TI0NAL POltM 23

CHARGEOUT RECORDfB 1962 .00 ..t3-16-t097't-l 3S6-2H

GSA OK"'''' No. 2$9
5023-101

11)0 IJ:>l'lO W NOnu) IlNJwn~ 10 J1U Kl nya 'OJlW/lS lOla.... J11l1 'ntwnNlQl!)IYIO 01 Ol!)iVIO ClIOJll iO NOUYJlillNJOI
liVO

lno
FIGURE 3-5

•

•

•

•

•
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CHARGE AND FOLLOW-UP OF FILES, AID FORM 5-68

eKAlOl ANO ,ouow.up 0 (.&v-. n... ...-... ........ 0 OAl(
0' nul .., ....... ~...,.. 0.... ,....... /0 ZO xx---............. ' ......OfO

IlUll m. Of"" tIADl"G 100101 "0.
QII.IOtO

~ IZ3't ANE-!DP NS 3'1/.31O TV

Ofnet 'VI\DlHO tooM NO.
10 IflUtN fa!, DUWUHf MOllOH

Itl\IIN UO't't NA" ANO ADO'US
1O SER. MO NS 37/:2/

DOCUMfNI DnetlmoN

raJ cuumo110" o. II,uei

ADM-<iS

\
TRANSMliTAL Fasten to paper or folder charged out.

1'1 "ISS

-

/

FIGURE 3-6



Page No. Effective Date Trans. Memo. No.
3-16 Oct. 1, 1987 21-II:l AID HANDBOOK 21, Part II •

(ii) First COBY. Staple this copy to the OF-23 and
place them both in the folder or flle drawer in place of the withdrawn
materi al •

(iii) Second Copy. File this copy in a 5" x 8"
card file box, or a file folder, arranged by the date the material was
charged out, with the latest date in front. Material is usually
expected to be returned within 10 working days. If the material is not •
returned in that time, take follow-up action. If the material is needed
by the borrower for a longer period of time, make a note of this on the
fonm. Always follow-up if the file is not returned on time.

(iv) Third COtY. File the last copy by the last
name of the borrower. Use this fi e to clear individuals separating or
rotating to other assignments.

(b) Destroy all four copies when the material is
returned to the files.

(3) Backing Sheet. AID Fonm 5-103

If only one or a few papers are removed from the file,
attach the paper(s) to A.I.D. Fonm 5-103, Backing Sheet for Charged-Out
Files. See figure 3-7. When documents are returned, remove them from
the backing sheet and file them in the appropriate file folder(s). Be
sure they are filed chronologically and not just in front of the folder.

(4) Temporary Folder

If an entire folder is withdrawn, insert an unlabeled
folder in its place to hold the chargeout card (OF-23) and any papers
that accumulate. When the charged out folder is returned, remove the
temporary folder, file accumulated papers, and cross out the chargeout
infonmation on the card. Replace the folder in its proper place and
return the chargeout card to the front of the drawer for re-use.

•

•

•
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AID FORM 5-103 BACKING WITH AID FORM 5-68
AND CHARGED-OUT PAPER AlTACHED

CAtmON: Thue record. will be uaed 0
(or oUidal purpo.u oDly. Do Dot remove DATE
paper., retum them promptly. CHARGED

HARGED NAME EXT. I OFFICE BLDG RM.

TO

RETURN OFFICE BLDG RM.
TO REn1RN FILE. DRAW UNE mROUGIl

TO ABOVE NAME AND ADDRESS

DOCUMENT DESCRIPTION
DATE OF NUMBER OF ORIGINATOR OR FlLE ClASSlFtCATION OR SUBJECf
DOCUMENT DOCUMENT ADDRESSEE

I

CHARGE AND FOLLOW-UP
OFFILES 0

AID 5-68 (7-55)

C

FORM 5-68

o

o

o
FORM 5-103

BACKING SHEET

OFFICIAL FILE OF THE AGENCY FOR INTERNATIONAL DEVELOPMENT

DO NOT REMOVE PAPERS

<J FIGURE 3-7
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C HAP T E R 4

SUB J E C T F I L E S

4A. General

Subject files consist of general file materials of incoming originals
and outgoing record (yellow) copies of letters, memoranda, telegrams,

/ reports and materials involving a wide variety of subjects. They bring
together documents relating to the same subject so that information can
be easily found. The subject categori es chosen as fil i ng gui des for
A.I.D. reflect the organization, policies, programs, and functions of
the Agency. A.I.D. subject files are arranged according to the Subject
Outlines shown in Chapter 4, Appendix 4A.

1. Subject Files Outlines

I

)

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

2. Index to Subject Files

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

4B. Setting Up Subject Files

1. File Group Codes

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

FILING CODES

•

•
Example

General Subject of Agri cul ture

Specific documents on
Crop Production

FIGURE 4-1

Filing Code

AGR

AGR 4 •
Use only the chapters in the Subject Outlines that pertain to your

office. Set up a folder with a primary subject file group code for
papers that don't fit into any of the secondary subjects or that relate
to two or more of the secondary subjects. Thi s makes cross-referenci ng
between subdivisions within a primary subject unnecessary. If a paper
involves more than one secondary topic in a primary subject file group,
file it at the next higher classification level. Use secondary and
tertiary breakdowns only if the primary subject has been used and there
is a need to file 10 or more documents.

2. Folders

a. Use the standard A.I.D. Kraft file folders, square cut, scored
to indicate label position.

•

•
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b. For rarely used subjects it may be necessary to prepare only a
primary folder. All documents on the primary subject area will then be
filed in this folder. The primary folder can be subdivided into
secondary file group codes, as volume increases or user need dictates.

3. Label s

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

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

PLACEMENT OF FILING CODES ON LABEL

[.....__ED_U__E_DU_C_A_TI_O_N FY_ X_X_J

/

EDU 3 CURRICULUM DEVELOPMENT
FY XX

FIGURE 4-2

4. Positions of Labels on Folders

The A. I.D. fil i ng system provi des for standard pl acement of
labels on folders. The primary label is placed in the left
position, secondary label in the center position and tertiary
label in the right position. See figure 4-3.
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5. Subject Expansion Files

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

POSITIONS OF LABELS ON FOLDERS

•
COMMUlIITY WATER SUPPLY J\

FY XX

SANITATION( illS 7

\
FY xx] \

--------\l

.

(( HlS ilEAL TM ANO SANITATION )

Jl FYXX

•
FIGURE 4-3

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

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

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

SUBJECT EXPANSION FILE HEADINGS

AGR AGRICULTURE
(Farm Fair, Brazil--Oct. 19XX)

AGR 4 CROP PRODUCTION
(Winter \~heat)

FIGURE 4-4

FY XX

6. Cutting-Off Subject Files

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

Depending on available filing equipment, the cut-off file folders
may be filed behind the current fiscal year subject files or moved to
separate cabinets.
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4C. Classifying Documents to Be Placed in Subject Files

1. Marking

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

2. Sorti ng

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

3. Assemb1 i ng

Assemble all the papers to be filed within each primary file group
code. Then, within each primary file group code, assemble all the
papers to be filed within each secondary or expanded file group code.
Then fi1 e the papers chronologically withi n each subject breakdown.
Place the latest date on top. Related papers should be stapled or
otherwise fastened together. •

•

•
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MARKING SUBJECT FILE
CLASSIFICATION ON A PAPER \

UNCLASSIFIED
Department of State
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USAID MALI WOULD BE INTERESTED IN HOSTING A RECIONAI

COMMUNICATIONS AND RECORDS WORKSHOP DURING THIRD OR FOURTH

QUARTER FV lH8.

RVAN

UNCLASSIFIEO

FIGURE 4-5
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INTRODUCTION

SUBJECT OUTLINES

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

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

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

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

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

An alternate means of finding the subject file code is to use the
Index to the Subject Outlines. In the example on weeds, looking under "Weed
Control II would have led directly to AGR 4. Even looking under the entry
"Meetings" would have led eventually to AGR 4, since the entry advises to look
under the appropriate subject.
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As mentioned in the introduction to this handbook, the Subject
Outlines are no longer tied to retention periods for the categories used, as
they were in the previous edition of Handbook 21. Instead, retention periods
are addressed separately in the Records Disposition Schedule (Appendix 6A-6C).

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

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

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

•

•
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Economic and Financial Affairs

Education
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Food for Peace
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•

•

•
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SJRJECT am..U£S

AU~INISTRATIVE IWJNJEM:NT

Instructions

Use for material on 't:re organization, fuoctions, r.anagerent, arrl erersen:y plannil'YJ of the
Ag?ncy; adninistration coord"ination arrl relations with otrer Federal ageocies arrl with
cooJ:erative service organizations of Inst gJverments.

Includes p~rW:)l1<, autanation, arrl otrer managerent systans arrl prograns.

r~terial corcemil'YJ specific adninistrative areas arrl \'kEre J:ertirent, progran areas, stlJUld lx!
filed urrler appropriate subject classification, such as 8I..ffiET, FI3:/U.. fCCOJNTIt£, PERg}.JNEl,
etc. - - -

/

FILE
ClJ\SSIFfCATION

A1J~INISTRATIVE

fv\L\NPWt£NT

ArM 1 (?fJ£RJ1L Pa..ICY
AND PLANS

ArM 2 GEt£RJ1L IUORTS AND
SfATISfICS

OC3:RIPTION (F IEOOS

Material docl.lTenting ~n:y managarent techniqJes,
concepts, arrl proposal s, \AA1i ch is too cOf1Jrehensi ve to be
fil ed ullEr ore of the seeorrlary breakdOtJllS in thi s
classification category.

Overall pol icy arrl plans for tre adninistrative
managerent of tre Ageocy.

~ subjects which rnqy lx! filed !'Ere ioclude:

- managerent ill"pro\te'mnt prograns
- cost redoction prograns
- managerent systans plans
- feasibil it' arrl \'wOrkload studies

~ports arrl statistics which are too gereral to file
ullEr a rrore specific subject. Iocludes periodic
adninistrative reports, reports subnitted ~ A.I.D. to
Office of Managarent and Budget, arrl related feeder
reports, analyses, and data. 9Jbdivide ~ reporting
unit, project control flJ'lIiEr, or title of report, if
voll.l'lE \'.errants.



PCl!J! tb. Effecti~ Dam Trans. M!ID tb. .
4A-2 Oct. 1, 1987 21-II:l AID JWIBD( 21, Part II •

FILE
ClASSIFiCATION

A[J~ 3 tlffTHGS At{)
C(}.ff~t£ES

,A[M 4 ALJTlJ.1ATHlJ

,A[M 5 (Rese~d)

AIJ.1 6 CffiANlZATION Am
FlH:THJJS

AIJ.1 7 IN3>ECTIONS

II:s:RIPTION (F ~COODS

l<1aterial regarej-ing rreetings and conferen:es which
canrot 00 filed under a more slEific subject. 9Jbdivice
~ 11iJTle, date, and location of rreeting or conferen:e, if
voll.l1'e warrants.

(£reral corresp:mEn:~, reJDrts studies, planning, and
1Taining Il'aterial regarding autanation and its use in tre
agen:y; iocluces infonnation systans, systans JDl icy am
procedJre, systans 1Taining, am \\Ord processing.

History am background of tre I'vJcrcy and its offices,
organizational charts, reorganization plans, and
functional assignrents. Incluces o~ning and closing of
offices and the coordination of fun:tions within and
reb.een agen:ies. 9Jbdivice ~ nare of office,
U.S.A.I.D., or agercy if vollJre warrants.

DoclJrentation which reflects policy, objecthes, am
guicelires for gereral adninistrative "inslEtions,
ClJdits, am o~rational surveys. Iocluces field trips of
~rsonrel for briefing IXlrJDses. File inslEtions of
slEific functions under appropriate subject.

PaJl!rs <iocl.Jrenting gereral plans and prograns to redce
~rw:>rk Il'anagerent systans am standards on creation,
maintenan:e, use, am disJDsition of records; and the
concept, cesign, and irq:>larentation of infonnation
Il'anageTEnt and retrieval systans. File material
~rtaining to a slEific p~rw:>rk function under tre
appropriate subject readi ng.

Files ~ consist of tre follOtling:

Pol icy and planning p~rs regarding <E\eloprent, review,
and approval of allt series of A.I.D. directi\es.

Standards to sirrplify and speed the handling of mail and
telegrans, Ageocy am ~l'vJcrcy. (Conti d)

•

•

•

•
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FILE
ClASSIFlCATIOO

.ALM 8 PJlPEI&Of«
~NT (Cont'd)

,4[M 9 lXl:lJv£NT ,lIND HHR
M\TION ~URllY

IEg:RIPTIOO (F ~C<roS

Corresp:m1erx:e arx:l reJXlrt files on camtJnications
adlTinistration arx:l ~rations.

Starx:lards arx:l systans for organizing, mainta"in"ing, arx:l
disposing of files.

Feasibil i1y st1Jdies to exarrire prospects for autanation
or data processing.

SYstans arx:l proce<1Jres for protecting arx:l controlli ng
OOcurents arx:l infonnation. Iocludes maruals, directi~s,

plans, arx:l reJXlrts refl ecti ng JXll icies arx:l proce<1J res
re~lo~ in tre ad'ninistration arx:l direction of tre
securi1(y progran.

Correspmieoce regarding adninistration am o~ration of
tre A~ncy'S E!TE~ncy planning program. P~rs

OOcurenting A.1.D. jX>licy arx:I planning, am coordination
with otrer a~n:ies in tre 8'1'E~ncy planning progran.
SJbdivide specific 8'1'Ergency planning prograns if volure
warrants.



Pa~ tb. Effectiw! Date Trans. MlID tb.

4A-4 Oct. 1, 1987 21-II:l AID IWIJDJ( 21, Part II

InstnJctioos

•

This categ>ry is desigred for all material regan:ling agriculture, iocluding palErs reflecting
agricultural corrlitioos or problans in COOlErating countries; technical as~ts of agriculture; •and jX)licy, procedures, am rrethods of inplarenting agricultural progrcms.

FILE
CLASSIFICATIOO IES::RIPTIOO (F ~COODS

J'GR J'GRIClI..l1J~ Data regan:ling agricultural technical aid aspects of the
Foreign Aid progran, inclUding progran purpose am
coocept, decisions or comitions affecting the course of
its cooduct, am planning, oo~loJlTEnt, am
inplarentation of agricultural progrcms am use of
natural resources in coolErating countries.

JIGR 1 JlGRIClI..TURAL CorresJX>rrleoce, reJX>rts, eva1uati~ and p1anni ng •CQLEGES At-ID material regarding agricultural colleges am uni~rsities

lJHVERSITIES in coolErating countries and their relations to A.I.O.
progran support am inplarentatioo. Includes
eXlErirrental am research octivities urrlertaken in
coorectioo with these institutioos.

J'GR 2 JlGRIClI..l1JIW.. CorresJX>rrlerce, rejX)rts, am evaluati~ am planning
ECOO1ICS material regan::l"ing agricultural ecorunics, fann

managarent, marketing, distrilxJtion am \\erehousing of
lBlprocessed agricultural products.

J!GR3 CaPERATIVES AND CorresJX>rrlerce, reJX>rts, am evaluative material regarding •C~DIT agricultural coolErati~s am credit.

J'GR4 C~ PRalCTICJ.J CorresJX>rrlerce, reJX>rts, am eva1uati~ am p1anni ng
material regan::l"ing crop am gra"in productioo; seed
improverent; inproverent of planting stock; agricultural
use of radioacti\e material; narcotics; am w:eds,
diseases, and IEsts, affecting crop production.

PGR 5 EXIDJSIOO Correspoodence, reports, am evaluati~ am planning
material regarding oo~loprent of the agricultural
extensioo prograns; ex~rirrent statioos; de~lOJllEnt of
hare econanics, agricultural w:>rkshop, agricultural youth
club prograns; fann lxJildings; fann m:chanization. •
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FILE
CLASSIFICATIOO IES:RIPTlOO (F ~COODS

I6R6 Fm1S Corres(X)rden:e, re(X)rts, am evaluative material
regard"ing fanns, fann lxJildings, am fann rrechanization.

fbR 7 FI91ERIES Corres(X)rden:e, re(X)rts, am eva1uati ve aoo p1anni ng
I rraterial regarding fisreries, am aq,Jaculture.

/

ff.R8 FCH:STRY Corres(X)rden:e, re(X)rts, am evaluative am planning
rraterial regarding reforestation, reforestation,
desertification, laoo capabil iw, watersred protection
am w:xx:Il ots.

ff.R 9 I..JIM) Corres(X)rden:e, re(X)rts, am eva1uative aoo p1anni ng
rraterial regarding lam used for agricultural plJr'JXl5eS;
lam distribution, "in:lud"ing settlerrent, terure, am
refonn prograns; flood control; irrigation, drainage, am
reclanation; ra~ managerent am related water

j
reveloprent activities; soil conservation including soil

/ surveys, analyses, aoo fertilization.

JlGR 10 LIVESfOCK JW) Corresporrlence, reports, am evaluative am planning
PCll.1RY material regarding livestock arxi IXlUltry il11Jrovarent.

PGR 11 ~~ Agricultural research activities not classifiable urder
anotrer subdivision of this outline.

JlGR 12 FOOl s..PPLY Corresporrlence, reports, am eva1uati ve am p1anni ng
material regarding national am Wlrld food reserves,
problans, shortages, am req,Jirarents.
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BUffiET

InstnJCtions

lhi s category co~rs a11 Iflases of tre Ageocy I s IlJdget acti vi ties; gJidel i res for am
preparation of llJdg:t reqJests; review and revision of ttese reqJests; preparation of tte •
ACflOCY'S subnission to tte Office of Managarent am Budget; preparation am presentation of tre
detailed ACflrej lxJdg:t reqJest to tte Congress, and rearings refore Congressional
appropriations conni ttees; copies aoo analyses of proposed appropriations bill s am arernrents,
and tte appro~d legislation; apjX>rtionrent of tte ACflrej'S appropriated funds I:y tte Office of
Managarent aoo Budget, am adninistration of tte appro~d IlJdget.

wrere it is useful to distingJish material regarding foreign currert:ies fran those regarding
cb11ars, case file within this category, adding "(Fe)" to tte estab1isred code.

BUD

FILE
CLASSIF1CATION

IlJffiET

IE!rnIPTION (F RECCIDS

Docurentation of A.I.D. policy and procedures !p~ming

IlJdget adninistration, am reflecting policy <Ecisions
affecting exJEmit1lres for A~rej Prograns.

Anrua1 IlJdget subnission I:y each o~rseas post aoo each
A.I.D.M organization enti1;y. Irt:1udes instnJCtions,
asSll1l>tions, am gJide1ires for preparation, tre llJdg:t
reqJest itse1f, supjX>rti ng pap:rs, and related
camlmications.

•
BUD 2 (fFICE (F

r~At{)

BlffiET (CM3) REQLEST

BUD 3 C<J.GRESSI<Jt.W.
PRESENTATHJJ

Consolidated ACflrej subnission to CM3. Inc1 udes
supp1erentary scredu1es, exhibits, am special data
for (J13 review.

£b:urents tte preparation of tte detailed Agency llJ~t

reqJest and its presentation to Congress, inclUding
supp1erentary scredu1es, exhibits, daily 'transcripts of
rearings refore Congressional connittees, copies and
analyses of proposed appropriation bills am arernrents
trereto, position paJErs on projX>sed legislation and
appropriation acts, aoo reQJests for supp1erenta1
appropriations.

•

•



Trans. f!bD ~. Effectiw Da1E P~~.

AID JWDD]( 21, Part II 21-11 :1 Oct. 1, 1987 4A-7

/

\

/

!
/

FILE
CLASSIFICATIOO

BUD 4 lIm-ATNEP~
LEVEL

BUD 5 CPERATIllW.. YEAR
R.NDHG PLAN

OCg:RIPTIOO (F IEOOS

CorresJX>rden:e oobEen A. I.D./W am o~rseas JX>sts, am
related data, supporting 1Entati~ progran le~l.

OJErating Year Budget (OYB) am ArnJal Adninistrati~

FUnding Plan; and review and revisioo of trese
docurents. Case file t&' coontry, region, or A.I.D./W
organizatiooal unit am/or by nmth or qJarrer if volllre
\\errants.

locludes docllrentatioo of distril:lJtioo t&' tre Office of
Mlnagerent am Bud~t of ~rcj appropriation am otrer
fums available under legislati~ authorities. ReqJests
for am establishrent of allo1Jrents to regional I:lJreaus,
heooqJarrers, offices, am o~rseas posts for each
activi1¥;

Statarent of Funds Available for (bligatioo, fumisrect
A.LD. offices as planning device for controlling
exJ:enditures;

ReqJests for, establishrent of, and control of nllrerical
authorizatioo of staffing le~ls. locludes arplqy'lrent
limi tations.
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ECCJrnIC AND FI~IflJ... AFFAIRS

InstnJctioos

•

This categ>ry co~rs basic econanic arK! finaocial data arK! its analysis, arK! groups material on
Wlich tre long-range assistance reqJirarents of coo~rating countries arK! regions are estimated •
arK! Agerr:y assistaoce prograns de~lo~d.

EXCEPT: Material Wlich pro~rly fumisres backgrourK! infonnation in recognized areas of Ageocy
technical assistaoce prograns (i.e., sector analysis ), which is fil ed in tre
appropriate functional primary category. see Pffi., EIlJ, HLS, HID, PUB, gx:, arK! lW.

FILE
CIJ\SSIF'ICATION

ECF ECCJrnIC ,AU)
FI~IJIl AFFAIRS

ECF 1 BAN<It£ ,AU)
CREDIT

ECF 2 COPERATIt£ COJNTRY
BUIlJETS

ECF 3 ECOOCMIC NW.YSIS

[E3:RIPllON (F ~COODS

Materia1 regardi ng plans, proJX)sa1s, arK! stated PUY'JX)ses
of tre co11ection arK! analysi s of data on ecooonic
factors in aid-recipient countries.

rereral correspooJence, statistical arK! otrer data am its
analysis, regarding central, state arK! otrer 9l~mrent

barting o~ratioos. Includes credit portfolios, loans,
deJX)sits, discounts arK! rediscounts, currerr:y issuaoce,
circulation, arK! c0111t!rcial barting arrl credit o~rations
in coo~rating countries. Also statarents of legal
reserve reqJi rarents, reserve reports, tine arrl si~t
deJX)sits, arK! discounts on c0111'Ercial arK! otrer parer.

Material regarding coo~rating country central go~mnent

case flOt'l statarents, re~l1Jes arK! ex~rK!itures, debt
aCCUlUlation, am short-tenn supplier credits.

Material regarding coo~rating country central 9l~mrent

txJdgets, arrl i rrI ividual mini steria1 (departnenta1)
budgets. case file arK! arrange al~tetically ~ rare of
ministry or departnent. Includes material on debt
aCCUlUlation arK! oorden.

DoclllEntation regarding reviB'l, assessrent am/or sunnary
of o~rall econanic situation. Includes retail arK!
\'hJlesale price irK!icators, oodget arrl irrport data,
foreign exchange tax results, cost of living index,
1TerK!s in coostnJction activiw, reports of gross
national product, conslJllltion arK! production analyses,
population, arrl otrer ecooonic irK!ications.

•

•

•



Trans. M3JD tt>. Effecti\e Dam p~ tt>.
AID JWIBD( 21, Part II 21-11 :1 OCt. 1, 1987 4A-9

/

/

FILE
Cl.ASSIFICATIOO

ECF 4 INlERW\TI(}w'
T'RAIE

OCg:RIPTIOO (F ~coos

Statisties am reJX>rts Sl.l1111arizi ng foreign tr<iOO of
coo~rating coontries. Includes trade agreerents.

ReJX>rts of capital rrovarents, mi1ital)' offset prograns,
balance of pqyJrents reports, reports of trade with other
coontries, relations with varioos canron market groups,
iJll>Ort QJotas, blocked cu~ncies, barter am bilateral
trade, restrictions on trade, reJX>rts of foreign excha~

reserves, free an:! restricted aJ~ncy tnldings,
contrabam activi ties am 911Jgg1i ng ri ngs, am thei r
effects on 1oca1 ecororrt.
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ElJ.[ATIGJ

Instructions

This category is desigred for all material regarding education in coo(:erating
coontries; ftI:flrcy prograns in the cE~loprent am adninistration of educational
institutioos, systans, am netOOcis; material on technical asJECts of education; am
A~rcy JX)licy, pro::edures, am nethods of il11l1erenting prograns in this field.

•

•
FILE

CLASSIFiCATION

EOO EIX£ATIGJ

EOO 1 JlDll.T

EIlJ 2 EIl.CATION INSIT1UrES

EllJ 3 CURRICll.LM
[B'aa:M:NT

EllJ 4 aEJ.£NTAAY

EllJ 5 FEll.oo-lIPS

EllJ 6 HIGlER EDLCATH1,J

!E~IPTION (F ~COOS

CorresJX)llieoce, reJX)rts, am eva1uati~ am p1anni ng
material regarding educational technical aid asJECts of
the Foreigl Aid Progran, including progran PJl")X>se am
concr,:>t, am decisions or corrlitions affecting the course
of its corxluct; and planning am cE~loplEnt of
educational prograns in cooperating coontries.

CorresJX)llience, reJX)rts, am eva1uati~ am planning
material regarding literacy tests, e1igibi1it' criteria
for assistaoce to sc0001s am e1erents of sc0001 l:xJd~ts.

case file docl.lrentation of U.S. support of imividua1
Itrerican-sJX)nsored sc0001 s.

Correspcn:lence, reports, am eva1uati~ am planning
material regarding curricu1lJTI cE~loplEnt am saJT1l1es of
teaching ITBteria1s desigred for sC0001s at various 1e~ls.

CorresJX)llieoce, reJX)rts, am eva1uati~ and planning
ITBteria1 regarding planning, cE~loJl1Ent, am corrluct of
e1erentary education prograns.

Correspcn:lence, reports, am eva1uati~ am planning
material regarding the avai1abil it' of fellOt'lShips and
scro1arships in sc0001s in coo(:erating countries.

CorresJX)llience, reJX)rts, arxl eva1uati~ am p1anni ng
ITBterial regarding cE~loprent and corrluct of prograns at
colleg:! am uni~rsit' 1e~1.

•

•

•



\
)

Trans. ftJrD ~. Effecti\Ie Date P~~.

AID.wIBD( 21, Part II 21-11:1 Oct. 1, 1987 4A-ll

FILE
CLASSIFiCATIOO

EJ)J 7 LIBRAAY CPERATIrn

OCg:RIPTIOO (F rl:COOS

CorresJl:m:lerce, reJX)rts, am evaluati~ arxl planning
naterial regarding library operation in c~rating

countries.
"

\ EllJ 8 PR!FESSIQ'W.. Correspmience, reports, am eva1uati 'A:! arx1 P1anning
/ EIl[ATIrn material regarding de~loprent arxl comuct of educational

prograns at 1:tla professional le'A:!l. Case file ~ 'type of
profession if velure warrants.

EllJ 9 nm.. FfCILITIES Correspmience, reports, am evaluati'A:! arx1 planning
material regarding existing sclmls, reed for additional
school facil ities, school adninistration, arx1 sdx>ol
construction in cooperating countries.

EllJ 10 ~Crn[)!\RY Correspmience, reports, am evaluati~ arx1 planning
material regarding de~loprent am comuct of prograns to

'\ il11Jro~ secoo:fary education in cooperating countries.
/ EDJll lFlCHUG M:llmS AND Corres/Xln:1erce, reJX)rts, am evaluati~ arxl planning

M:DIA naterial regarding teaching netlxxfs amllEdia not
included in project files. In:ludes audiovisual aids,
radio arx1 television, lecture naterial, text.tx>oks, am
o1:tlar teachi ng lredia.

EllJ 12 VOCATIOtW.. Correspmience, reports, am evaluati~ am planning
lRAINIt-G material regarding de~loprent arxl comuct of prograns to

il11Jro~ vocational edocation in cooperating countries.

EllJ 13 HGLIS1 I.JWlLVGE Corres/Xln:1erce, reJX)rts, am evaluati~ arxl planning
naterial regarding de~lOJllEnt arx1 conduct of prograns

/
I for teaching Engl ish as a secom 1angJage.
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FIg')\L JlCCaJtmtli & AlIHT

Instructions

•
lhi s category groups to~1:I'er materia1 regardi ng 1:I'e co11ection, disllJrserent, arK!
accounting for A~rr;y funds; tre o~ration of occounting and fiscal reporting systans;
accounting procedJres for slEial prograns; audit, managerent inslEtion, arK! •
in~stigation of A~rr;y o~rations; MYroll o~rations arK! all ied fuoctions of a
fiscal nature.

Afile station \'t'hich ~ds to distingJish records of foreign curreocy transactions
fran transoctions in doll ars l11cW case fi1e wi thi n ary secondary or tertiary
subdivision of thi s category, addi ng II (FC )II to tre estab1i sred ccxE.

FILE
CIJ\SSIFICATION IEs:RIPTION (F ~ccros

FIS FI3:N.., JlCCaJNTUIl CorrespollEll:e or subject files maintaired l?f
AtI) AlDIT o~rating units responsible for accounting, ~rtaining to •their internal o~rations and adninistration.

FIS 1 JlCCRlW.. Accounting manuals, procedJres, and related
JlCCQltlTI tli camunications.

Miteria1 regardi ng accounti ng activi ties, reflecting
discussion, acljus'brent, or partiOJlars of slEific
accounts or accounting systans.

f>1aterial regarding adninistrative, project and nonproject
ex~nses, representing supporting docurentation for
accrued 1iabil iW reporting req,Jirarents.

FIS 2 PPPRlJ>RIATION-JlUaT- A1101nent records, sOOwing status of obligations and •t<£Nl" JlCCaJNTI tli allo1lTents ullEr eoch authorized appropriation.

Periodic reports on tre status of appropriation accounts
arK! apportionrents, Advice of Charge Files, pap:!rs
docurenti ng acini nistrati \e reservations.

Liq,Jidated 001 igations files, consisting of tra~l and
transportation req,Jests, req,Jests for J1Irchase, purchase
orcers, and ot:l'er adn"j ni strati~ 001 igations, arK!
~ister of Cllligations. (Cont'd)

•
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FILE
ClASSIFICATION lES:RIPllOO CF ~COODS

FIS 2 PS'PRCPRIATH1J-JlU.Of- OJl igation copies of progran docurents soch as
rerr ICCUMfUlJ (Contld) procurerent autrorizations, forei gn currency

autrorizations, transfer authorizations, procurerent
authorizations/reqJisitions, project illlllerentation
ortlers, technical assistan:e autrorizations, arerdrents,
and related correspondence.

Mninistrative corresponden::e, reports, and ottEr data
regarding voocher preparation and managerent and related
accounting and disoorsing operations:

~1aintain individual disoorserent voochers as a separate
case file group by Bureau ~octer or schedule ~r.

FIS3 AlDIT ,AID INS'ECllON Planning papers and cOl1TlJnications which docurent
pol icies and procedures under which ttE Ag=n::y IS audit

\ progran is operated.
I

/
ProcedJres for condoct of end-use checks on c011llX1ities
financed under Ag=ncy prograns.

Docurentation for individJal audits should be case filed.

FIS 4 I3At'.J< FI~nlJ M:iterial regarding letter of cannitrrent financing of
Ag=n::y c011llX1i't¥ transactions, technical service
contracts and 1cans.

Specific 1cans or grants are case fil ed.

FIS 5 BILLHlJ Arf) Docurentation regarding billing and collection, and the
Ca.lECTIrn availabili't¥, collection, custoqy, and deposit of funds.

FIS 6 8(}JDIt£ CF EWU1iEES Federal personrel sure't¥ bond files.

FIS 7 CLAIMS ,Corresponden:e and I1BlDranda expressing pol icy or
gJidance in handling of claims.

case file individual claims.

FIS 8 cra:s Notices and COl1TIJnications establishing allotrrent and
appropriation Sj11ix>ls, and ottiect classification c~s.

\
'I
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FILE

ClJ\SSIFICATION

FIS 9 cosr ICCUJtm~

FIS 10 DISlURSI~

FIS 11 GEt£RJll LEffiER
PCCUJtm~

FIS 12 PAYRlll PROCEIllRES

FIS 13 II:PORTS

FIS 14 SlEtIAL PJmW.1S
fCCa.INTI~

lEs::RIPTION (f II:COOS

Copies of cost occoonting reJX)rts am related supJX)rting
papers. Ledgers, forms, am rrachi re records used to
accurulate data for use in cost reJX>rts.

Corresporrlence oobEen A.I.D.,M am o~rseas offices,
giving gJidarx:e am explanation on disoorserent matters.

1Ec0rds used as posting am cootrol lredia, subsidiary to
the !J!reral am allo1Jrent led!J!rs, am not otiErwise
provi~ for in this scredule.

~reral corresJX>n:ieoce files rertaining to routire
rratters of adninistratioo am ~ratioo, preparatioos am
processi ng of ~ro11 s.

Case file pqyroll actions am arrange al JilaI:etically, as
best suits users I reeds

~reral docurentatioo of tiE policies am procedures
g>~ming tiE Pg;ocy's finaocial reJX>rting progran.

Case file ly imividual reports.

Docurentation of Pg;rcy JX)1 icy g>~ming occoonting
procedures for tre special prograns adninistered.
Prograns in this file ioclude: Cash grants, coonterpart
furds, inves1Jrent gJaranties, loans am trust fums.
Case file as necessa~.

•

•

•

•
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FaD FeR PEfCE

Instructions

Use for ~rs on N:fJrr;y prograns to furnish available agricultural canoodities to de~loping

coontries l?f sale, grant, or donatioo as autrori2ed urx1er tre Agricultural Trade ~~loprent

arrl Assistan::e JIct of 1954, as aren:led, arrl tre Food for Peoce Pet of 1966 (Public Law 480).

FILE
ClJ\SSlFfCATIOO

/

FPC FaD FeR PEfCE

FPC 1 C(JvM))ITIES

FPC 2 FJ'tv1I~ InIEF
lID aTHER
ASSISTAt£E

FPC 3 FCREIGNC~Y
saLES

FPC 4 INlERffm;Y STAFF
COOIlTEE (}J P.L. 400

Records dOCtJlEnti ng the de~1oprent of Stamards,
policies; procedures arrl tre coordinatioo of special
prograns UnEr Title I, II, III, arrl N of P.L. 480; am
progran coordinatioo with otrer ageocies.

selection criteria for designation of ~s am
qJantities of surplus agricultural camKX1ities ava"ilab1e
for sale, grant, or donation UnEr P.L. 400. 9.dxtivide
l?f I1CI1l:! of anmcx1i~, if w1LIIe \..arrants.

Q:!reral COrreslX>nEn::e relating to grants of surplus food
un:Ier Title II, Fanire Relief, arrl oili:!r assistance,
direct to oost !p~rnrent, am "iocluding such topics as
grants in cool'ECtioo with u~nt or extraordinary~
(e.g., natural disasters such as floods» earthqJakes) am
are~ocy prograns arrl grant assi stance to rEe<tY peoples
in urDm:le~lo~ coontries which iocludes refugee am
child feeding, school lunch prograns, am pqyIrent-in-kim
in conra:tion with de~loprent projects. Case file l?f
progran \'ken voll.lre \..arrants.

Policy arrl procedural materials !p~rning the sale of
surplus agricultral cannodities for foreign cUrTeocies,
UnEr Title I.

Case file each sales agrearent.

Material s dOCtJlEnting the IlIrpose, organization, arrl
objecti leeS of tre Interageocy Staff Canni ttee 00 P.L. 480.



p.~. Effecti~ Dam Trans. M:!ID ~.

4A-16 OCt. 1, 1987 21-11:1 AID JWBD)( 21, Part II •
FILE

CLASSIFICATION lE~IPTION (F ~COODS

FPC 5 L(N] 1ERt~ s.PPLY Pol icy arx:l procedlral material s gJwming sales of
COORfCTS surplus agricultural carmcx1ities for long tenn dollar

credits or for conwrtible foreign curren:ies urrler Title
N.

•Case file each long tenn supply contract.

FPC 6 VU-LtITAAY ftf:f1C,Y 1Ec0rds regarding donations of agricultural cCJllTKXiities
PRffiRJlM urrler Title III to ree<:!Y j:eOples for school lun:h

prograns, refugee arx:l child feeding, arx:l for urgent or
extraordinary relief reeds, corx:lucted ~ nonprofit
voluntary ageocies.

Food for Peace progran related material con:eming
Advisory Carrnittee on Foreign Aid.

FPC 7 BARTER AND EXQW.I]E Parers on tte barter or excha~ of agricultural
camxxlities for strategic rraterial am otter ~s arx:l •e(JJiprent reeded ~ tte United States.

Case file ~ nare of strategic rraterial or eQJiprent, if
vol lire warrants.

•

•
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GEt£1W. ~RV ICES

InstnJctioos

This ca1:eg>ry groups togetier records relating to internal service o~rations; acq,Jisition,
allocatioo, am adrrinistratioo of both office am residential spoce; bJilding waintenance;
safew and protection; adrrinistration am accountabil i1¥ for supplies am eq,Jiprent; IOOtor /XI01
operatioo am waintenance; library, printing, reprodoctioo, am distribJtioo services provided
for AC]2 rr::j i nterna1~rati ng p..ll"JX>ses.

FILE
CLASSIFICATION

GRS GEt£1W. ~RVICES Material doct.rrenting tre f~rI< of design corcept and
operating functions of tie divisioo respons"ib1e for spoce
and proj1!r1¥ managarent.

/

GRS 1 BUILDI~ ~RVICES

GRS 2 EQUIWENf MID
SJ'PLIES

GRS 3 LIBRARY ~RVICE

GRS 4 t.nTCR PCXl.
lPERATION

GRS 5 ~PIID£TlON AtlJ
DISTRIBUTION ~RVICES

terera1 correspoodeoce relating to tie provisioo of basic
services for g1\entrent-<7t'll'Ed or leased bJild"irgs.
Ioc1udes policy am procedures for obtaining maintenance,
te1eJh>re, securiw and cleaning services. case file ly
imividua1 service area as reeded.

terera1 doct.rrentation regan:1ing adninistration of and
accountabil iW for supp1 ies am eq,Jiprent, ioc1uding
loss, treft, am destruction and di sJX>sa1 ly
corrlennatioo, sale or transfer. case file sale of
surplus pro~rt;y.

terera1 correspoodence regarding o~ratioo of A. I.D.
C7t'nl!d 1ibraries.

terera1 correspoodeoce doct.rrenting pol icy am procedure
for acq,Jisition, use maintenan::e am disJX>sition of
go\emnent-cwEd \ehic1es. case files for imividua1
\ehic1es should re used as nacessary.

Files of printing am distriwtioo unit regarding
adrrinistration am o~ration of tre office.
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FILE
CLASSIFiCATION

ffiS 6 SlICE

IJ:3:RIPTIotJ (F ~crnos

Material regarding spoce starrlards arrl arrall]arents;
all ocation, util ization, occupaocy, arrl release of spoce;
ooilding plans am related records; ~n::y C1tJfErship,
custoc{y, or rental of office spoce, arrl maintenance arrl
repair of txlth irrlividua1 office resicEntia1 units.

Maintain case files for each irrlividual ooilding or
resicEn:e C1tJfEd or leased. •

•

•

•
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HEJlLlH At{) S\NITATlCN

Instructioos

This categ>ry is desigred for material regarding rea1th am sanitation in coo~rating

coontries; A~rcy activities in tre adrrinistration am coo:luct of rredica1 am public health
prograns; fani1y planning, 1JOIl.I1ation, am technical aspects of Jl.Ib1ic rea1th, rredicim, am
sanitation; am A~rcy policy, procedures, ard IJEttDds of ilTp1erent"ing prograns in trese fields.

/

HLS

FILE
ClASSlFlCATIOO

HEPLlH AND Sl\NITATlCN

OCG;RIPTIOO <F ~C(R)S

Corresj:OOOeoce, rej:Orts, am evaluation am planning
material regarding health am sanitation technical aid
aspects of the foreign aid progran, corresJXlOOeoce,
reports, am planning material relating to n1J1ti1atera1
fumill:) of l-£a1th and Sanitation prograns and projects in
host countries, ioc1udill:) progran PUr')X)Ses am concept
am decision,or comitions affecting the coorse of its
cm1uct.

HLS 1 lEVEUFtt£NT <F
HE'ftLlH PER9Hfl.

HLS 2 DI~S

HLS 3 HE'ftLlH EILtATIOO

Corresj:OOOeoce, reJXlrts, am evaluation and planning
rrateria1 regarding health am sanitation training of
nationals of cOOJErating coontries; adninistration am
operation of lIEdica1 ,rursill:), am health schools in
coo~rating coontries.

case fi1e I:y I'liIre of school as reeded.

Corresj:OOOeoce, reJXlrts, am eva1uati~ am planning
material regardill:) tre detection, spreoo, am treatJrent
of diseases and dlronic rea1th comitions in cOOJErating
countries. Inc1udeserergercy rredica1 activities;
lIEdical ,uses of atonic erergy am drugs; am research
into diagrosis, cootro1, treatnent, am eradication of
diseases, inc1lk1ill:) drug ntiction.

Correspoo:lence, reports, am eva1uathe am p1aMing
material regarding octivities for proootion of nxxEm
sanitation am disease pre\ention am control practices
arong 1JOIl.I1ations of cooperating coontries.
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FILE

CLASSIFICATION

HLS 4 HEPllH FICILITIES

HLS 5 NURSI~

HLS 6 MJrRITION

HLS 7 SANITATION

HLS 8 RE~H

lE3:RIPTION (F ~C<mS

CorrespJrrlerce, repJrts, am evaluati~ am planning
naterial regarding health centers, hospitals, clinics,
lalx>ratories, phannccies, disjl:!nsaries, an::! IOObile units
in coojl:!rating coontries.

CorrespJrrlerce, repJrts,am evaluati~ an::! planning
naterial regarding tre qJaliw am adeqJacy of nursing
services in coojl:!rating countries.

Corresp<nleoce, reports, an::! evaluati~ am planning
material regarding nutrition in coojl:!rating countries.
Iocludes prograns to camat nalnutritioo, iJlllro~ food,
etc. File material corceming tre o\erall nutrition
progran in this category. Use imividual tertiary
breakdotn1s for material regarding sjl:!Cific Jilases of tre
progran.

CorrespJrrlerce, repJrts,am evaluati\e an::! planning
naterial regarding all asjl:!Cts of emironnental
sanitation, sanitary engireering, am inspection
activities. Use tertiary breakc1on'ns for sjl:!Cific areas
such as: design, construction, am engireering
managarent of rural am urban C01l11JniW \>ilter supply
systens, ircluding water pJllution an::! p.Jrification.

Imustrial hYgiere corditioos in coojl:!rating countries,
and prograns for treir iJll)rovarent.

Control of insects am rodents that affect I-eath
comitions in coojl:!rating countries.

Corresp<nleoce, reports, am evaluati\e material
regardi ng real th am sani tation research that cannot re
filed umer aootrer breakdMl in this outlire.

Iocl udes jl:!riodic SlJ11l1aries of basic vital statistics
used to support or verify fimings relati\e to I-ealth am
sanitation research in coojl:!rating countries.

•

•

•

•
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FILE
CU\SSlFICATlON

HLS 9 P<FLLATI(}J AND FIMILY
PLAnm~

IEs:RIPTlON (F ~COODS

CorrespJrrErce, repJrts, am eva1uati~ material
regarding birth control am fanily planning as rreans of
coping with too rapid poPJ1ation growth, am related
cBnograrhic studies.

case file ly area of activiw as volUTe \\errants.
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InstnJctioos

•

IE~IPTION (F ~ccms

This categ)ry groups togetrer material regarding irrlJstrial comitions "in coo~rating

countries; treir JX)tential for de~lop!Ent; technical am managerial aSJEts of imustrial •
de~lO\llEnt; procedJres, IXllicy, am rrethods of inplarent"ing irrlJstrial prograns am projects.

FILE
CLASSIFICATION

IND 1 AERIJlL PHOf<rnPPHY
AND r.w>PI~

IOO lNOOSTRIJlL rEVELm>£m" CorresJXlmeoce, reJXlrts, am evaluati~ am planning
material regarding "imustrial technical aid aspects of
the foreign aid progmn, iocluding progrcm IlJrJXlse am
concept, am decisions or COIl1itions affecting tre course
of its comuct. Iocludes rrechanization of irrlJstries in
cooJl!rati ng countries.

CorresJXlmeoce, reJXlrts, am evaluati~ am planning
IlBterial regarding IlBp nBking am related grourrl am
~rial surveys. •

HIl 2 CCXPERATIVES Atll
CREDIT

HIl 3 Et-liH£ERI~

HIl 4 HlllSrRIJIL fW.VlGeeIT
At.IJ ClJ.lTRll.S

Corresporrleoce, reJX)rts, am evaluati~ am planning
material regarding de~loparent of c~rati~s am
credit in c~rating countries. Includes imustrial
de~lO\llEnt barks am cot~ irrlJstries.

Correspcn1eoce, reports, am evaluati~ am planning
material regarding architecture, am engireering
de~1oprent prograns in cooJl!rating countries, \\trich are
not classifiable umer otrer outlires.

Corresporrlence, reports, am eva1uati~ am p1anni n9
material regarding rretOOds of establishing ~rship,

managarent practices, llIsiress ethics, corruption,
profit-sharing, llIsiress failures, barKruptcy, etc.
Iocludes go~mrent C7t\rership or control of llIsiress am
irrlJstry am the expropriation or confiscation of
national or forei~ imustry or proJl!Y"W all:I
restitution or c011Ensation ~ the takeo~r ~~mrent.

S,dxiivide ~ Wpe of imustry or by Mre of C011l~ if
val urre Wlrrants.

•

•
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/

FILE
CLASSIFICATIOO

IND 5 fWJLFICTURIt£ JWD
PInESSU,G

IN) 6 M\MT[ t£ ,AID
DISTRIBUfHJ-J

HI) 7 MINlt£

IND 8 NltlEAR ENE~Y

IND 9 PGER

IN) 10 PIUl.CTIVIlY

I~ 11 Il':~H

IEs:RIPTIOO (F Il':COO$

CorreslX>rrleoce, relX>rts, am evaluati'Ae aM planning
ITBterial regarding rrarufacture of elecbical eqJiprent,
forest prodocts, rreat pro:essing, ITBnufocture of
tExtiles, milling, rrachirery reprodoctioo am fabrication
of rretals. Ioclllies fertilizer prodoction am supply.
Arrange al~tically ~ 1ype of imusby WEre volure
Wlrrants.

Mlterial CO'Aering trade fairs amlTBrketing am
distribution of pro:essed dairy products, agricultural
arrl forest prodocts, in cooperating coonbies. Iocludes
eXlX>rt praootion.

COrTesporrlence, reports, am evaluati'Ae am planning
material regarding ore exploration, de'Aelqmmt,
refining, am srelting; am oil exploratioo, extracting,
am refining in coo~rating coontries. case file ~ 1¥pe
of ilt1usby if volure Wlmlnts.

CorreslX>rrleoce, relX>rts, am eva1uati 'Ae and p1anning
material regard"ing 't:tl! use of ruclear erergy for
industrial l1I~ses in ~rating coontries.

COrTesporrlence, reports, am evaluati'Ae arrl planning
material regard"ing de'Aeloprent and planning for JX1iEr
prodoctioo, distril:lJtioo, o~ratioo, am managarent in
coo~rati ng coontries• Ioclllie uti1i ties.

Technical infonnatioo on imustrial prodoctiviw,
ioclooing statistics, imices, am neasumrents, am
oonc~ts am teehniqJes.

Camunications regarding A.I.D. JX>licy, procedJres, and
o~ratiooal ~idelires for imustrial research. Limited
to octivities not classifiable urrer ottEr secomary or
tertiary sulxlivisioos of this outlire. Iocludes
industrial stamards.
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ClASSIFICATION

IN!) 12 ~RVICE INOOSTRIES

1m 13 TELECCJvMJNICATICNS

IN!) 14 ENE~Y lB'ELa:M:NT
Am PROO£TION

OCg:RIPTION (F RECcmS

CorresjX>rrEn:e, rejX>rts, arrl eva1uati~ and p1anni ng
material regarding service irrlustries in cooperating
coontries. In:1udes maintenan:e and repair "irrlustries;
<E~loJlTEnt an:! ecornnic grotlth of touri9l1 as an
irdJstry; arrl waretwsing arrl storage focil ities. Case
file by Wpe of irrlustry if vo1l1re warrants.

CorresjX>rrEn:e, rejX>rts, arrl eva1uati~ and planning
material regarding te1ecOl1llJnications prograns in
cooperating coontries. In:1udes radio, te1eJ:h>ne, arrl
te1egra~.

CorresjX>rrEn:e, rejX>rts, arrl eva1uati~ and p1anrring
material regarding tre s~ific <E~loprent of varioos
Wpes of erergy; focil ities used to prodt.K:e erergy for
irrlustria1 arrl darestic cOflSlIllltion; constnJction,
avai1abili1¥, arrl utilization of foci1ities; erergy
produci ng prograns.

•

•

•

•
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HFOOvY\TION Atl> 11\SS CCMtUNICATIONS

Instructions

Material regarding dissanination of infonnation on f¥;jercy o~rations; liaison with retIS J1~dia;

arral'lgB'l'Ent of s~aking engagarents; clearan:e of s~res am articles for \lJbl ication;
preparation of periodic reports to ttE Congress; am dissanination of illlJOrtant rews
re~loprents to A~rcy officials. Ioclures material regard"ing ttE application of audiovisual
arxt ottEr mass-cm1l1mication techniQJes in support of f¥;jercy technical assistaoce prograns,
both in ttE re~loprent of technical \lJblications am ottEr training materials, am of rredia
for mass camlmications in cooperating coontries.

HF

;'

\

)

FILE
CLASSIFICATION

HHR1l\TIGJ NlJ M\SS
C(JWNICATIONS

Itf" 1 A1JDIOIISlW.. MA1ERIPL

HF 2 BRIEFINJ W\lERIft..

HF 3 COOJNICATIONS
RESUKES CEmERS

HF 4 ItQJIRIES, TRANg.,ITTPLS
JICKNOtlEffi8i[NTS

Itf" 5 P~SS, IWHO,
NlJ ID.EVISION

lEs::RIPTION (F ~CORDS

Material reflecting A.I.D. infonnation JX>licy in the
UnitEd States am in cooperating countries.

Material regarding techniqJes of production, util ization
of available ill1igerous material, analysis of
effecti~ress of various rredia; resign of arblens am
lette~ads; exhibits displqyed publicly to explain or
praoote A.I.D. objecti~s; \lJblicity CK:tivities of
A.I.D.; am pro<iJction am use of films.

case file wrere wlure \'.errants.

Corresporxlence brief fil es prepared for tre Acini ni strater
and/or Assi stant Acini nistrators; ~rera1 briefi ng
material prep~d I:y o~rseas offices; refereoce files
maintaired I:y press officers.

Infonnation services project case files of Canrunications
~soorces centers.

Ackrwle<:lge'rents, reQJests for am tral1911ittals of
\lJblications, Jh>tograJils, literatlJre, etc., eittEr
within A.I.D. or to/fran tre public.

CorresJX>rx1en:e am reJX>rts <::Icx:urenting ttE use of press,
radio, am television in suPJX>rt of f¥;jercy prograns in
cooperating coontries, am in etissaninating infonnation
aOOut ttE progrilll to ttE public. (Cont'd)
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FILE

ClASSIFICATION IE~IPTION (F ~ccms

I~ 5 PRESS, RADIO, Transcripts of press conferell:es reld ~ major
Pm mEVISION (Cont'd) Age~ officials.

case files of cl ippillJS of feat1lre stories on A. J.D. •progrcrns or personalities.

Hare tanrI rews story releases on ~rcy personrel.

HF 6 PUIl.IC HHRt\\TION Papers \'8rich docl.JTent tre establ i shrent am corrluct of
PImWv1S prograns to dissaninate infonnation to tre poJ1Ila::e of

otrer countries, all1 such prograns as Freedan Of
Infonnation, all1 Privocy Pet; all correslXlmen:e,
reports, IXllicy, all1 otrer data relating to tre abo~.

I~ 7 PUBLICATH}-IS PajErs doclllEnting de~loprent, clearan:e, arxf control of
Age~ infonnatioo JXJblications for gereral public •conslJl1ltion; prograns to provide bod<s arxf otrer
JXJblications tode~loping countries all1 to assist in
de~loping all1 expall1ing local writing, printing,
publishing, all1 distribJtioo cap<i>ilities all1 resources.

HF 8 SlECIJlL E.VEm-5 Co~raga of cemronies, anni~rsaries, CMlrds, arxf
official social affairs, WTich invol~ tre Mrrinistrata-
or hig, A.I.D. officials, or in:l~ officials or gJests
fnm forei gn countries.

Speecres on tre subject of foreign aid rnOOe ~ A.J.D.
officials to foreign or U.S. audien:es.

•

•
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LffiIs..ATIVE AtV LEGPL

Instructions

Use this category for material regarding legislatioo of interest to tiE ~rcy; legal opinions,
arK! detenninations mOOe IlJrsuant to soch legislation; relations with tiE Congress arK! its
Conni ttees, am Congressi ooa1 heari ngs am investigatioos re1ati ng 1:0 fv;Jarcy activi ties;
ea:>nanic arK! technical assistall:e agrearents with coo~rating countries, am agrearents with
participating ageocies; executi~ OnErs; am similar subjects of legal nature.

FILE
CLASSIFICATION IE9:RIPTION (F !£COOS

LEG LEGIs..ATIVE AND LEGAL Material regarding tiE basic organization am
responsibilities of legislati~ am legal advisory
service to tiE ~rr:.y.

Lffi 1 JlGREEM:NTS Material regarding procedures, objecti~s, am corditions
for entering of agrearents reb.een A.I.D. am otiEr

/
parties, iocluding agreerents regotiated am OOninistered
~ o~rseas \X>sts.

Case file agreetEnts reb.een United States am
COO!Erating countries, representing tiE basis for ~rr:j

cE~1oprent assi staoce prog-ans.

LEG 2 CCJmSSI(}W. tereral material regarding Congressional liaison
IllATIONS activities, iocluding correspoo:feoce with tiE Congress,

both Catrnittees am imiviwal nenrers, inwl ving
statarents of policy am exp1anati00 of policy decisions,
adni nistrati~ action, am special research am
CQl1)ilation.

Corres\X>rnell:e with imivic1Jal Congres9TEn is filed "in
accordance with tiE subject content of tre
camtJnications, am cross-referell:ed to case files
arranged allf1aretically ~ nare of Congres911an.

LEG 3 (II:~~ED)
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FILE

CU\SSIFICATION

LEG 4 IBERvlINATICNS

LEG 5 EXECIJTIVE ORIERS

LEG 6 FOREIGN ASSISfAK:E
JILT

LEG 7 LEGJlJ... CPINICNS
At-I) lEISIONS

LEG 8 L.EGJU.. ~S

LEG 9 LEGI9-ATICN, U.S.
(otrer tlBn Agercj)

LEG 10 PAlENTS

lEs:RIPTION (F ~C(R)S

{£reral corresJXln:1en::e regarding evaluation of sJEific
progran proposals as reQJired ~ 'l:tE Pgcrcj, enabl ing
appropriations am otl'Er 1egis1ati~ acts, am deci sions
tlBt 'l:tEir ilJlllerentation is consistent with criteria
establ i srect in soch 1egisl ation.

Case file fonnal ~tenninations am supporting pa~rs.

Executi~ ~rs (sigood ~ tre President of tre United
States) \\hich affect A.I.D. progran or aaninistrative
OIErations am resJXlnsibil ities, maintaired ~ tre Office
of Gereral Counsel.

ProIXlsal, presentation, am analysis of legislation (am
anerdnents 'l:tEreto) establ ishi ng or affecti ng tre forei gn
assistan::e progran, A.LD., am tre JXllicy gJidelires
un:1er which it o~rates. Includes exhibits am
supplerentary docurentation which SUpJXlrts legislative
proposals.

Files of reqJests ~ A.LD. offices for legal opinions on
laws am Executi~ ()'ders, am replies to such reQJests
~ 'l:tE Gereral Camsel or Regional Camsels. File
imividual reQJests am opinions in accordance with
subject content.

ere exarple of each autmrized legal seal or otrer device
used in A.LD./W, or o~rseas JXlsts for identifying
legally certified pa~rs.

Legislati~ review files containing copies of bills am
1aws, draft proJXlsa1s am staff COl'Il'ents on proposed,
existing, or revised legislation. wtere volure \\errants,
case file ~rs regarding a sJEific law am arran~

alrha~tically ~ title of law, or rurerically.

Material regarding tradanari<s, trade nanes, copyri~ts,

etc., am tre infringerent or violation of rights, rod<
pri vacy, etc., not made a part of claim files. 9Jbdivicle
~ 1y~ if volure \\errants.

•

•

•

•



Trans. M:JJD tb. Effi!ctiw! Dam P~tb.

AID JWfBX){ 21, Part II 21-II:l Oct. 1, 1987 4A-29

UW.JS, GU4JW.1fIES, AND PRIVATE ENlEWRI9:

Instructions

This categ:>ry is desig~ for material regarding 1te finan:i~ of de\eloprent assistan:e
prograns throug, loans am private imeS1l'Tent, am1te N;ycocy's imes1l'Tent gJaran1¥ progran.

/

/

FILE
CLASSIFICATION

UP UWJS, GLWWlI1ES,
At.J) PRIVAlE
ENlE~RI9:

LG> 1 HNESTIvEm-
GlJARANITES

LG> 2 LO'\NS

lEg::RIPTION (F RECOOS

Material regardi~ con:epts, objecti\es, am explanation
of pol icies in Ageocy's loan, imes1l'Tent gJaran1¥, or
pruootion of private enterprise prograns.

(?ereral corresporrlence regarding inves1l'Tent gJaranties,
including material regarding roth exterrled am specific
risk cO\erage, am "imes1l'Tent gJaran1¥ ceiling.

ProcedJres am gJidelires gJ\erning 1te neg>tiation am
approval of investnEnt gJaran1¥ agrearents wi th o1ter
countries.

Case file country agreEm!nts files.

case file imividJal in\es1l'Tent gJaranw contracts am
arrange alrflabetically !?f nare of contractor, or by
contract I1J1llEr, as best suits users I reeds.

Mlteria1 docurenti ng 1te concept, objecti \eS, am goal s
of 1te ~rr:j loan program.

Procedures am gJidel ires cO\eri ng regotiation,
reneg>tiation, finan:ial analysis, etc., of loan
agreerents, including stamard langJage de\eloprent for
use in loan agreEJl'Ents.

Case file !?f 1¥Pe of loan wren volllre warrants.
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FILE

CLASSIFICATION

LG> 3 PRIVAlE ENTEWRI~

lEs:RIPTION (F fl:COOS

Material docurentil'9 the coocept, projX>sals, arxl
ilJlllarentatioo of ~rq activities oosigred to enl ist
no~~nrrental resources into econanic oo~loprent

activities in cooperating countries. Includes U.S.
inws'brent in:entiws; stlkiies of the oo~loprent

jX>tential of ~alitic area; arxl analyses of laws,
re9Jl ations, arxl attitOOes in coo~rati ng coontries which
affect tte proSjEts of attracti ng pri vate capital to
tOOse coontries iocluding sLdl specifics as tax
ex6Jlltions am otter incenti~s.

•

•

•

•
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(ffiI\NlZATIONS, C(M~ITlEES, AND tffTIt£S

Instn.k:tions

Use for material \'A1ich canrot 00 filed urder a specific subject in al1f otrer outlire in this
HarrlOOok. FolcEr laools rust clearly irrlicate tre technical area in~l~ (e.g., C01--Fanily
Planning FY XX) or tre specific organization, canllittee, or rrreting docurented (e.g.,
OCM-~resicEnt's Cannittee on POJ1Ilation Growth, FY XX).

OCM

FILE
CL4SSmcATION

lffitl.NlZATI(}lS,
COOITlEES AND
tffTIt£S

[£~IPTION IF ~COOS

SJbstanthe A. I.0. -related material prepared by, for, or
alx>ut organizations, cannittees or rrretings in \'Arich
A.I.D. is in~l~ or which are ·in~l~ "in A.I.D.
prograns.
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PERSOHl.

Instructions

This categ>ry co~rs all Jilases of J:ersonrel oomnistration, iocluding IXlsition classification
am stardards; recnJitrent, appointJrent, placarent am separation of arplqy-ees;
ffi\)loyee~nagerent relations am oocessary J:ersonrel services; orientation am training of •
ffi\)lqy-ees; evaluation, praootion am iocenti~ prograns; aOO comitions of ffi\)l<:ylrent.

separate files mqy I:e maintairEd for material regarding local am third country national
ffi\)lqy-ees, using ary portion of this category, by inserting "til:! letters ItOC II or IIltNII after
IlPERII in the code, as appropriate. For exCll1lJle: salary scales for Arerican aq::>loyees are
classified PER 3; for local aq::>lqy-ees, PER LOC 3; aOO for third country national aq::>lqy-ees, PER
ltN 3.

PER 1 ATJEN[)!lJ£E AND
LEAVE

PER

FILE
CLASSIFICATION

PERscnJEI..

OCg:RIPTION (F ~C(IDS

Material regarcHng tiE ministration aOO oJ:eration of
J:ersonrel functions in A.1.D. offices, rot otrerwise
provided for in this sct-edule.

Gereral material regarding atteOOaoce aOO lea~,

iocluding annual, hare, military, court, aOO sick leave,
exterrled hours aOO c011Jensatory tirre procedures; aOO
trors of duW aoo ter!lX>rary duW (lDY).

•
PER 2 AWARDS AND

I~ENTIVES

PER 3 CCWENSC\TI(}l

Criteria, activities, am procedures go~ming tre
recognition of sUJ:erior J:erfonnaoce, length of service,
creati~ effort, etc.; paJ:ers regarding d2tennination of
eligibiliW, selection, am cemronies for varioos tonor
<rv.erds. Iocludes letters of ccmrerrlation, ACflrcy
rreritorioos service citation, distinguist-ed J1Jbl ic
service, aoo Presidential aWlrds.

Regulatory am procedural paJ:ers co~ring salary aoo wage
scales, o~rtirre, night aoo holidqy pqy, J:eriodic aoo
longeviW step iocreases, am related corresJX>rderce.

Allo1lrent of pqy, u.s. savings ooOOs; Go~mnent life,
am oospital aOO rredical insurarce; withoold"ing taxes;
aoo final salary clearaoces.

•

•
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FILE
CU\SS!FICATION

PER 4 C(}J[lCT At{)

DI3:IPLINE

PER 5 DEPENIENT
EDlCATIGJ

PER 6 DIPLCJv1ATIC RJ1J'.I<
At{) TITLE

PER 7 EWLOYEE
tvWJfG8.£NT

/' RELATIONS

PER 8 EWLOYEE ~RVICES

PER 9 EWLOYrV£NT

OC3:RIPTION (F ~ccms

RegJ1ations, procedures, arrl g:!l1:!ra1 material on conflict
of interest, insul:x:>rdination, prohibited political
activi1;y, sale or barter of ~rsona1 pro~rw abroad,
local curreocy transactions of 6J1l1qyees, acceptance of
gifts or decorations, 1egl1 offenses of 81l>loyees, etc.;
arrl related disciplinary action such as official
reprimarrl arrl sus~nsion.

M1teria1 regarding assistance to schools organized at
o~rseas p:>sts for tre education of de~rrlents of
6J1l1qyees; education allQoBnces arrl educational tra~l.

Material regarding p:>licy on privi1~s arrl inlllmities
exterrled to Ageocy 6J1l1 qyees ly cooperati ng coontry
g:>~rnTEnts.

M1teria1 regarding 6J1l1qyee unions arrl similar
organizations, arrl their activities; consultation with
6J1l1qyees ly managerent on personl1:!l arrl otrer managerent
matters; arrl harrl1ing grievan:es arrl ap~a1s. File
slEific types of grievances arrl a~a1s urrler
appropriate subject in out1i~.

Material regarding activities of, or services to,
6J1l1qyees. Inc100es cannissaries, p:>st excha~s (PX),
arrl similar facilities; charitable civic arrl otrer
sinri1ar contrHxrtory efforts arrl annual dri~s; arrl
6J1l1qyee \Elfare organizations, such as recreation
associations arrl credit unions.

M1teria1 regarding initial appoin1lrent, reinstatarent,
preaq:>lo.JfTEnt after break in service, or con~rsion,

witlDUt break in service, teb.een Civil ~rvice arrl
Foreign ~rvice rolls; arrl ffil>l~nt of retired
annuitants.

Inc100es adninistration of personal services contract
SJl>lqyees; p:>licy arrl procedures to insure against
discr-imination in ffil>l~nt on basis of race, sex,
creed, national origin, etc., arrl tre detail of 6J1l1qyees
within tre Ag:!ncy, teb.een tre ~rq arrl otrer
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Cu\ssIFICATION lE~IPl1ON (F ~C(R)S

PER 9 EWLO'flv[NT (Cont1d) Go~nmmt ~n::ies am international organizations;
transfer, pranation, rotation am assignrent of
EJ1l>1qy-ees; exerci se of rearp1<¥IEnt rights; assignrent
systen procedures; am mnination of 8T\Jlqy-ees to Foreign

•~rvice JXlsts.

~n voll.lre warrants, establish case files for twe of
apJXlintrlJant (e.g., caq:etiti~ service, exc~ted service,
executi~ appointrlJant, Foreign ~rvice, Presidential
appoi ntrIJant, resident staff, am tal1X>rary apJXli ntnEnts).

PER 10 EVJlLUl\TION Q.lideli res am starr:lards, wi th related backgroum and
canrent, used in appraisal am evaluation of classes of
A.I.D. EJ1l>lqy-ees for praootion. Iocludes probationary
ratings, IErfonnan::e rreasumrent am ratings, carpletion
of assignrent reporting am related a~al procedures.

PER 11 HEJlLlH Material regarding prearpl<¥IEnt am otter rredical •exaninations, rredical clearaoces am wai~rs;

imrunization am trea'tJrent of foreign service E!J1)lqy-ees
arr:I depements (iocluding care in u.s. Go~mnent

operated oospital); first aid am otter l"ealth roan
services; rredical evacuation of foreign service 8T\Jlcrlees.

PER 12 IN9JIW.[E Policy am proce<kJral material on E!J1)lqy-ee insuran::e,
iocluding special issuaoces regarding co~rage, tenus,
eligibility, or comitions related to ary kim of
EJ1l>lcrlee insuraoce recognized or adninistered I:rt ~
Ag=n::y.

PER 13 ORIENfATION Material docurenting tte concept arrl detailed content of •/\ND lRAI NI~ E!J1)loyee de~l~nt prograns, in::luding description of
courses, sponsors, sanple scl"edule of classes, classroan
Wlrk, conferen::es, Wlrkshops, sllJErvised proctice, etc.,
I:y this Agen::y or otter ageocies or edocational
insti tutions, etc. Wl"en wll.lre warrants, case file am
arrange al~retica11y I:y twe of training progran or
nare of training ~rr:j or institution.

•
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FILE
ClJ\SSUATIOO

PER 14 PERsaw... STAlUS

PER 15 POSITIOO
ClASSIFICATH}J

PER 16 RETIR&HIT

PER 17 ~CURIlY

PER 18 ~AAATIOO

PER 19 STAFFI t£

lI:3:RIPTHJJ (F RECORDS

(£reral material con:emiD:J A~rr::J JX)1 ides arrl
procedures relati\e to the ~rsonal status (as opposed to
enplO)1rent status) of erplqyees. Iocl~ such itans as
biograjtlic data on marriage, diwrce, nare change arrl
de~llErr::J status, present JX)sition or assignrent, etc.

(£reral material regarding acministration, C3:
decisions affecting classification \\Ori<, classification
starrlards problens, activiw reJX)rts, arrl gereral
J1B1[)rarxla. Iocl~s proce<1Jres for ap~ls to A.I.D.M
am Civil ~rvice Crnmission.

Material regarding ~rsonrel retirarent, iocluding
correspoo:1eoce rebEen ~rsonrel offices arrl FS erplqyees
on routine inqJiries arrl assistaoce regarding retirarent.

Correspoo:1ence files regarding acministration arrl
o~ration of routine ~rsonrel securiw matters,
iocluding investigation arrl clearance procedures cO\ering
lcyalw, securiW arrl suitabiliw of A~~ arplcyees arrl
their de~rrlents; arrl applicants for erplC&'llEnt.
Incl~s fingerprinting arrl ID cards.

(£neral correspoo:1ence regarding Agerej pol icy arrl
procedJres co\ering erployee resig'lation, separation for
ea.tse (raooval), death, arrl departure urrler s~ial
legislati\e arrl otrer authorities, such as ~lection-QJt;

arxl reduction-in-force (RIF )•

(£reral material regard"ing authorized staffiD:J le\el s arrl
~rsonrel strength.
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Instru:tions

This category co~rs policy, procedJres, regJlations, arx:l o~rations regarding procurarent of
canrodities, services, arx:l supplies for A~rcy assistaoce prograns and for adninistrati~ reeds. •

•

FILE
CLASSIFICATION

PRe PROClJREJfJIT Atl)
COO"RfCTL t£

P~ 1 AUlHORIZATION

P~ 2 COMMODITlES

P~ 3 COO"RfCTS

[E~IPTION (F RECORDS

CorresJX>llEoce, rejXlrts, arx:l eva1uati~ and p1anni ng
ITBteria1 regardi ng tI'E <E~loprent of procurarent
starx:lards, JX>licies, and procedJres.

(£reral corresporx:lence regarding autrorizations.
Agrearents and related pa~rs reflecting procurarent
relationships with otrer U.S. Go~mnent agencies.

Inclu<ES procurarent autrorization control; <Esignation •
of private or IXJblic ageocies to i~larent procurarent
transactions and special procedJres !p~rning IXJrchasing
activities of each; arx:l procedJres for preparation arx:l
use of procurarent ~nts such as procurarent
autrorizatiOIlS, project irrp1arentation OreErs, arx:l
IlJrchase ord:!rs.

(£reral corresporx:lence arx:lllBllOrarx:la regarding
cesignation of canrodities trf code, arx:l use of or
adjustrrent to codes. Cannodi1(y procurarent controls.

Arrival accoonting,~ arx:l soortage procedJres;
cannodi1(y irrport processi ng.

Soorce limitations in canoodi1(y procurarent, inclUding
1Ill.w Arericanll policy; arx:l Ot8Ership of cannodities
finaoced ullEr A.LD. progrcms.

Pol icy arx:l procedJra1 materia1 go~mi ng contracts.
Incluces starx:lard provisions establishad for inclusion in
all contracts; responsibilities of contract
representati~s; preparation of invitation to bid, arx:l
assuring availabili1(y to all bid<Ers; lists of acceptable

•
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FILE
CLASSIFICATION

PRe 3 CONTRICTS (Cont'd)

PRe 4 OCClM:NTATICtJ

PRe 5 INSURANCE

PI{; 6 r.-M<I t£
REQUIREJv£NTS

PRe 7 s-JIPPI~

~~ICE

PI{; 8 lRIJW11J..AR
l1W.JSl'CTICtJS.

PI{; 9 U.S. GQVEJW.[Nf
o,.m) P!U>ERlY

PI{; 10 PRIVATELYroJATED
P!U>ERlY

OCS::RIPTION IF ~COOJS

bicI<Ers and routire inQ,Jiries and reqJests for p1a:arent
on bid lists; background, capabilities, and e1igibili1;y
of contractors; contract neg>tiation and a\*ward.

Case file pa~rs regarding a\*ward"ing of specific contracts.

(£rera1 material regarding ~rs reQ,Jired to fully
docl.lTent procurerent transactiOIlS •

Material regarding insuraoce finaoced urrer ~ocy
procurerent prograns, including gerera1 awrag:!
contri butions.

Correspondence regarding design of aTt>lens, labels, and
S)111bo1s used to pJb1icize and identify ~rcy activities.
Wai\ers of marking reQ,Jirerents, not otrerwise case filed.
Corres(X>rreoce, re(X>rts, and eva1uatiw and p1anrring
materia1 regarding procedures, (X>1icies, and o~rati ons
associated with tre trans(X>rtation of canrodities
financed under Ageocy prograns.

File material regarding a specific canrodi1;y transaction,
with otrer ~rs docl.lTenting tre transaction, and
arra"9=! ~ canrodi1;y doclJTEnt runrer.

Pa~rs docl.lTenting background, origin, procedures, and
'JX)licies of triangular trOOe program.

Policies, procedures, and criteria for aCQJiring and
using U.S. Go\ernrent~ excess p~r1;y in ~rcy

prograns.

Agreerents with coop:rating countries, international
organizations, and nonprofit relief ageocies for
utilization of darestic excess pro~rty.

Case files concerning aCQ,Jisition ~ host countries and
voluntary ag:!ocies.

l:erera1 material on pro~r1;y privately donated for use in
lEWloprent assi staoce prograns. Ioc1utEs ~rcy
conditions of acceptance.
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PJmtlt4 DEVEUJmrr, f.VALUI\TION, AtllIl:~H

Instn.k:tions

This category concerns tre substanti~ de~loprent of ~rcy prograns, as distillJ.listEd fran
finarcia1 planning am managerent of progran activities associated with fomu1ation am •
tdninistration of tre ~rcy lIJdget. It includes policy am procedural gJide1ires which
provide tre basis for detailed progran planning; criteria for selection of tre ~ of
assistance most appropriate to tre~ of a cooperat"ing country or area; research into I'8'l

techniq..es for econanic am social de~loprent; evaluation of progran effecti~ress; am
infonnation on assistaoce prograns in de~lOP'ing nations I:y otrer countries, otrer U.S.
Go~mrent ac:;ercies, am international organization.

•

•

•OC~IPTION (F Il:C<IDS

Corresp:>rrlarce, rep:>rt5, am eva1uati~ am p1anni ng
materia1 regardi ng progran feasi bil i1¥, de~loprent am
approval, not filed in imividua1 project files.

Policy, procedural, am ~idance material go~ming 1te
de~loprent of A.I.O. prograns for cooperating coontries,
am sct'edu1es of subnission. Includes correspon:1ence
beb.een A. I.O./W am o~rseas offices regardi ng
fomu1ation am coordination of technical aid prograns in
urrlarOO~loped coontries; analysis of prob1ens in
identifiable rngions \'lithin cooperating countries, am
prop:>sa1 s for progran activi ties; coontry progran
assi staoce plans; Country Assi stance Strategy Staterent
(CASS); Long-ralW Assi starce Strategy Statarent (LASS);
planning docl.lTEnts; project, sector or ~1 plans. case
fi1e I:y coontry or activi1¥ as wll.1TE \errants.

Correspon:1ence am nBllOrama relating to fomu1ation am
coordination of technical aid prograns in designated
geograrhic regions which ha~ broa:ler geograrhic scope
than is encCJll»ssed I:y estab1ist'ed regional corcepts.
Includes staterents of pur,x>se, scope, am oQjecti~s of
inter-regiora1 technical aid activities; req..ests am
approval of substanti~ progran activities, applicable to

EXCEPT: Project Files. Estab1 i sh a case file to provide carp1ete docl.lTEntation for each
project am arralW as prescriOOd in Chapter 5 of this hamOOd<.

FILE
CLASSIFICATION

P~ PImWv1 lEVEUJMJIT,
f.VALUI\TION, Atl)
RESf:J'OCH

P~~ 1 CUMTRY PCTIVITIES

P~~ 2 INTER-REGIONN..
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FILE
Cu\ssIFICATION [E3:RIPllOl'J (F ~C(R)S

P~2 INTER-REGICJ.W. (Cont'd) interregional prograns am statarents of organization am
technical applicatioo as related to interregiooal
activi ties.

P~ 3 ~GIOWlJ.. Correspcntence relating to gereral pro!Tan am
J'CTIVITIES ba:kstopping octivity exteming b2yom the geographic

limits of a ghen camby, rot within regiooal tx>umaries
establisred !:&' the ~rr:j (Africa, Asia, Latin Arerica).
Includes fonnal statarents of plJrpJSe, scope, am
objecti~s of regionally ooninistered technical aid
activities; regiooal progran plans, appraisals, am
evaluati~ docurents; and project, sector, or gxll plans.

P~4 PImRfM EVJlLIJl\TION Gereral material regarding policies am procedures for
review am assessrent of rretrods of providi ng assi stan:e
am appraisal of effecti\eress of ftlJency pro!Tans.

Case file imividJal evaluations.
/

P~ 5 P~ t£IHOOS Gereral material regarding rretrodology am Wpes of
prograns; criteria for detennining the rretmd of
financing am the adninistratioo of capital assistance
projects; pol icy and proce<ilral material regarding
selectioo of pro!Tan assistance as an ftlJency rretrod of
providing nonproject assistan:e am selection of
tEchnical assi stance as a rretrod of pro!Tan
implerentation.

P~6 P~RE~ Correspcntence regarding o~rall activities in the
exploration of rew rrethods of progran irrplerentation.
File material docurenting imividual research projects
uniar appropriate su~ect.

P~7 OTHER ASSISTAK:E Correspcntence, IlBllOrama, mil1Jtes of rreetings, stLrlies,
PImWv1S and position papers regarding A.I.D. participation or

interest in reviS'ling pro!Tans am coordinating Agen:y
and U.S. JX)sition refore international organizations am
cooperating canni ttees. InclUdes arrangarents am
comitions for COnsortiLlll agreerents or 1TU1tilateral
financing of foreign aid activities; foreign assistance
and A.I.D. liaison with soch organizations; prograns of
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FILE

ClASSIFICATION

P~ 7 OlHER ASSISfAt£E
PRffiRfMS (Cont I d)

lES:RIPTION (F II:crros

LN am its affiliated organizations; foreign assistall:e
activities of otrer u.s. Govemnent agell:ies, am otrer
nations; s1lKlent excha~ am u.s. Exchallje prograns;
Grants-in-Kirrl an::! Grants-in-Aid files am related
paJ:ers; am bockgroom infonnation on o~rseas octivities
of fOl..lOOati ons, edocationa1 insti tutions, oonprofi t
voluntary ag2ll:ies, etc.

Case fil e ly nare of organization or country as reed am
volure dictate.

•

•

•

•
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PUBLIC ADMINISTRATION

Instructions

Use for p~rs on p.lbl ic actrrinistration, iocluding Agerr;y JX>licy, procedures arrl rrethcx1s of
ilJlllarenting arrl coordinating public adninistration prograns in coo~rating countries.

FILE
CLASSIFICATION

PUB PUBLIC
ADMINISTRATION

PUB 1 ADMINISTRATIVE
~RVICES

PUB 2 BlffiETI t£ AND
FItW£E

PUB 3 GOIEI*£NT
(ffilWIZATION At-I)

FOCTIONS

PUB 4 (lEserved)

PUB 5 PWl.IC PERgna
MJ.1I NISTRATION

lEs:RIPTIOO CF ~C(R)S

CorresJX>ni:!oce, reJX>rts, arrl evaluati\e arxi planning
rraterial regarding public adninistration technical aid
aspects of tre foreign aid progrcm, iocluding progrcm
puY'JX>5e am concept am decisions or corrlitions affecting
the course of its corrluct.

Corresporrlence reports, arrl eva1uati \e am p1anni ng
material regarding office managerent; palEn-.ork
rranagerent assistance to coo~rating country go\emnents
arrl assi staoce i n supply managerent.

Corresporrlence, reports, arrl eva1uati \e am p1anni ng
material regarding prorotion of budget and finaoce
managerent prograns; ootter accounting arrl audit
~rations; adninistration arrl managerent of coolErating
country go\emnent barKing, currency am credit
activities, bali< exanination systans, tmretary refonn,
currency control arrl stabilization, de\eloprent plans arrl
o\era11 econanic JX>1icies; arxi procedures for budget
fOmlll ation arrl adni ni stration.

CorresJX>ni:!oce, reJX>rts, and evaluati\e and plann"ing
material regarding prograns for ilJllro'.ed function and
organization of tre executi\e braoctEs of c~rating
country go\emnents, including ministries, agencies,
go\emrent corJX>rations, central/proviocial/local
go\emnent relations; judicial braocres; arrl tre
legislati\e braoch.

Pa~rs regarding prograns for tre ilJllro~nt of public
~rsonrel adninistration in c~rating countries,
including recrui1Jrent am testing, classification, J)CW,
~rsonrel legislation, and civil service training arrl
octivities.
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FILE
CLASSIFiCATlOO

PlB 6 (fese~)

PUB 7 SJm...S (F PUIl.IC
AIJt1I NISTRATHJJ

PUB 8 SfATlSTICftJ...
t-Ell-KDS PW
fCTIVITIES

OCs:RIPTIOO (F I£COOS

Pa~rs regardi ng prograns for 1:t'e irrpro\erent or
establishrent of sclmls of J1Jblic OOninistration, an:l
institutes an:l scrools of lllsiress adninistration, in
coorerating coontries.

Pa~rs regardi ng prograns for 1:t'e irrpro\erent of
coo~rating coontries I statistical trethods am
activities, including streng1:t'ening of organization an:l
proced.lr-es for call ection, analysi s, am J1Jb1ication of
statistical data.

•

•

•

•
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g:IOCE Mf) lIDitfi.ffiY

Instn.ctions

Use this category for material concerning scieoce am techoology prograns, technical assistaoce
activities E!J1l10ying applied scierce am engireering netOOdologies to advan:e econanic am
social de~lop1Ent; assistance to host countries in aCQJiring nxxErn techoologies,
capabilities, am ex~rtise; oost country scierce arxt techoology JDlicy, prograns, am
operatioos.

/

FILE
CLASSIFiCATION

GE~PJIJ.. Pa-ICY,
PLANS, ANDP~

g:T 1 W\RRATIVE AND
SfATISTICJlL IUORTS

g:T 2 Cffil\NIZATIrnS,
COOITIEES, AND
tlEETlJGS

g:T 5 tit\TIGW.. g:IE~E

Pa-ICY

lJ.:s:RIPTION (F !E:OOS

CorresJDrtEn:e, lIBOOrama, reJDrts, am studies regarding
tte fomulation am approval of tte scientific arxt
techoology prograns arxt their coordination with the otter
A. I.D. prograns.

(£lEral scierce arxt techoolDgf reJDrts am statistical
OOcUlEnts not filed urxter IOOre specific subject
readings. In:llrles anrual narrati~ arxt statistical
reports.

(£lEral organizational itans oot filed urtEr ITDre
specific file subjects. Iocludes agema am minutes of
A.I.D./Sn staff neetings. SJlx1ivide ly nare of
organization or canni ttee (e. g., \\hi te House Mvisor,
Nationa1 Bureau of Starxtards, Worl d BarK, etc.).

(£lEral correspon:1eoce, evaluati~ material, am otter
data on research centers arxt laboratories.

Case file scientific arxt technical research reports am
related data.

GelEral correspon:1eoce am routilE evaluati~ am
adninistrati~ material for JDlicy, plans, arxt prograns
on scieoce am engireering.

(£lEral corresJDrtErce relating to oost country JDlicy,
plans, arxt prograns for science am technology
utilization for country de~lqnent.
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ClJ\SSIFICATION lI:9:RIPTION IF 1E000S

s:T6 9:IE~FIC At{) Material regarding coo~rating country reqJirarents for
lECHNICAI.. scientific infonnation, data, reports, IXJblications,
UFcmATI(}IJ infonnation exchange; aCqJisition, processing and use of

tEchnical infonnation, facilities and skills.

•9:T7 lECHtn..ffiY Haterial on assistan:e to coo~rating coontries in
~s=ER a::lopting nxx:lem t.echoologies, \'irich canoot 00 filed under

a specific technical assistan:e categ)ry.

9:T8 W\TrnAL ~SlJ~ES Correspondence and IIBllOranda of a gereral nature on
natural resources in coo~rating countries.

9:T9 ~I~ 9:IOCE Correspondence, J1BT1Oranda, reports, studies, and otrer
AND FI9-lERIES data on marire scien:e and fisreries JXllicies, plans, and

prograns•

9:T10 FOOESTRY Corres~nden:e, rraooranda, reJXlrts, studies am otrer •data on host country prograns for more effective
managarent and use of forestry resources.

9:T 11 PUEUC ~S Correspondence, IIBllOranda, reports, studies and otrer
lECHtn..ffiY data on assi stan:e in redoci ng OOil di ng and construction

ITBterials.

9:T 12 HaJSUG lECHtn..ffiY CorresJXlnden:e, rraooranda, reJXlrts, studies and otter
data on i rmvati~ approacres to reduci ng costs;
improving ~rfonnan:e and utilizing local materials and
labor in tre construction of housing and related
camunit' OOildings in de~loping countries.

9:T 13 CCWUTER TECHtn..ffiY leports, correspondence, and surveys on applications of •cooputer techool<>gf to coo~rating country de~loprent

reeds, carputer data processing systans; invesment,
manjX1ter and trai ni ng reqJi rarents.

9:T 14 CCMWICATIONS leports and studies on 10t'l-Cost telecanrunications
lECHtn..ffiY reqJirarents; ra::lio and television systans; educational

applications; canrunications satellites.

9:T 15 lRANS'ORTATI(}IJ ReJXlrts and studies of efforts of coo~rating countries
lECHnffiY to expand transportation techoology.

•
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FILE
CLASSIFICATION

S:T 16 INOOsrRIftL
lECHtU.ffiY

3:T 18 EWIRGlJENT

3:T 19 ElLCATION At'ID
LtJ IVERSI1Y
auENTATION

3:T 20 ~~Y

S:T 21 LAWS, Rffil1J\THNS,
Atf) JV.]REf11[NTS

rES:RIPTION (F II:COODS

CorresJXlrr:1en::e am I1BOOrama on att:aTpts by coolErati ng
countries to expard imustrial base, 91lall-scale
i rrlJstry, etc.

Corresporrlence, lTBJlOrama, reports, stLK1ies, am otter
data on tte Earth Iesource 9Jrvey Prograns.

Corresporrlence, lTBJlOrama, reports, stLK1ies am otter
data on control am aba'l:a1'Ent of earth, water, am air
pollutioo; assessing urx1ersirable effects of rm:1em
technologies on tte environrental safeg.Jards. Includes
~rs am docurents cooceming soort-tenn am long-tenn
resource managment as \\ell as papers providing
infonnatioo on A.I.D.'s environnental prograns am
pol icies.

Stu::lies am surveys on encouraging IOOre effective
orientation of unhersi1(y, scien::e am engireering
prograns to de'A:loprent rEeds in lesser de'A:loped
countries.

Policy or procedural, planning, am !J.lidance material
~\emi ng tte de'A:loprent of erergy prograns am projects
in urx1erde'A:loped countries. Includes gereral research
am de'A:loprent on ~ttennal, lON JX1ter, nuclear, am
solar ererw, as \\ell as materials dealing with
altemati'A: fonns of erergy, such as bie-gas, bio-mass,
tydro-JX1ter, am p,otow1taic techno1ogf•

case file by imividual nare of project or fonn of erergy
if volure \\alTants.

ReJXlrts am stLK1ies on legislati'A: prograns on legal
natters pertaining to science am technologf.
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gJ;IJll NlJ INsrrnmOt-W.. IB'ELCFt-urr

Instru:tions

•
This category is desigred for all material regarding tie social stru:ture am cultural patterns
of cooparating coontries am activities amng local pofXJlations to initiate am irrplarent •
self-relp de\eloprent progrcms. Includes backgrourrl infonnation am A.I.D. policy, procedures
am o~rations in irrplarenting prograns in tre fields of canruniw de\elq:rrent, cooparative
organization am managarent, housing, labor affairs, am social \Elfare.

FILE
CLASSIFICATION

gJ;IJll AND
I NsrrnmOt-W..
IB'EL(Ff;[Nf

gJ; 2 CCXFERATIVES

gJ; 3 Cll.llPJIJ.. At{)

SOCIJll FfCTORS

soc 4 HUJSlt£ AND
URBAN IB'ELCFtt£NT

IEg:RIPTION (F If:ccms

CorresjX>rr:leoce, rejX>rts, am eva1uati ve am p1anni ng
IlBteria1 regardi ng socia1 am insti tutianal de\e1oprent
technical aid aspects of tre Foreign ~rvice progran,
including progran pur,x>se am concept, am decisions or
comitions affecting tre coorse of its comoct.

Correspondence, reports, am evaluati\e am planrring
material regarding Agency prograns for raising living
stamards am pranoting political stabiliW at tie
cannuni1y or village le\el, am inwl ving participation
of local populations in planning am implanenting
self-relp urr:lertakings. Iocludes: finaocial markets,
altemati\e strategies, am rretlDdologies.

CorresjX>rr:leoce, reports, am evaluative am planning
IlBterial regarding de\elOJl1Ent am pranotion of
coo~ratives. Material regarding s~ific coo~rative

organizations mqy re case-filed am arrang:!d
al[ilaretically I:y nane of organization if wlune Wlrrants•

Correspondence, reports am evaluati\e am planning
material regarding racial, tribal am caste
relationships; analyses of etlllic groups am otter
sociological am anthrojX>logical studies. Iocludes
custans, manrers, art, culture, am religion.

CorresjX>rr:leoce, rejX>rts, am evaluative am planning
IlBterial regarding housing am urban de\eloprent, housing
design, facilities am specifications; self-relp housing
construction am utilization, availabiliW am

•

•

•
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FILE
CU\SSIFICATION

SOC 4 H(lJSlt£ J'ln)

URPAN IEVEUFfBrr
(Conti d)

soc 5 IA30R

soc 6 SOCIJll ~RVICES

soc 8 DIS!\STER ASSISfAr£E

IEg:RIPl1ON (F ~C(R)S

utilization of lxJild"ing materials, and construction of
lxJildings; condition or extent of coojX!rati\e housi ng;
InIsing finan:e, managarent of savings am loan
associatiens, and IOOrtgage insurance; OOusi ng and urban
oo\eloprent prograns; vill~ and ciW planning, finan:e,
labor marl<ets, migration, and \'tOrl<ers participation in
de~loprent.

Correspondence, reports, and evaluati\e am planning
material regarding lalx>r de\elq:rrent. In:ludes
coojX!rating country go\emTJent attitu1es and policies and
makeup of lalx>r fortes; lalx>r infonnation prograns;
imustrial relations; enforcerent of labor standards;
availabiliw of skilled and unskilled lalx>rers;
utilization of training, projections of future
reQJirerents, and distribution of manjX7toer; disabiliW,
retirarent, and UrB1lllqynent -insurance prograns; trade
union acini nistration; techni q..es of co11ecti \e
bargaining; union-sponsored activities.

Correspol'lien:e, reports, and evaluati'A:! and planning
material regarding social services, including maternal
and child care, group w:>r1<, call11miw service
organizations, vocational rehabilitation, and prograns
for relief of refu~s and migrants.

prograns and projects reflecting tre role and function of
\rUIEn in less de\elo~ ooJntries. Strategies for
rerefiting \..aren; sex disaggregated data collection;
~J1Er-specific social soumress analysis and/or econanic
analysis; prograns \\hare special efforts are reQJired doo
to cult1lral conditions; ftJnding less oo\elOjX!d oomtry
w:nen for trai ni ng.

Con:ems nat1lral and rnan-mOOe disasters on a w:>rld-wide
basis. For exarple, matters concerning eartl'QJake
reconstruct;on, refu~ ass; stan:e, 001 i \erj' of
1ife-support goods and services \\han and WEre reeded and
enhan:erent of reco\erj' I:&' rehabil itation prograns.
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lRAINI~

Instructions

This categ>ry cO\ers ~rr;y activities, pol icies, am pnx:e<itres related to the training of
coo~rating-country nationals, iocluding selection of participants, planning arrl irrplarentation •
of their training courses, follOlHlp to assure optilJUTl utilization of training arrl evaluations
of tiE training progran as a WDle.

Maintain case files of participant or training projects as a separate file group, arrangad
aliblbetically ty I1iJre of participant or ty project IUl1lEr.

FILE
CLASSIFICATION IE~IPTION CF ~C(H)S

lRAINI~ Slbstantive policy, plann"ing, progran arrl evaluative
naterial doclllEnting tiE develo)lTent of Iretrods am
procedures for irrplarentation of the participant training

•progran.

Routi na adni nistrative arrl eva1uati ve correspon:lert:e
regarding ary iblse of participant training progran.

116 1 J!U.GWl:ES Material regarding training allC7t'oart:es for exlEnses,
maintenance, books, tra\el, eQJi)lTent, am supplies.

1RG 2 fMA CF lRAINI~ Correspon:lert:e arrl reports re1ati ng to pol icy am
procedures on third~ountry training arrl host country
training, iocluding infonnation arrl evaluation of
facil i ties.

PaJ:Ers regardi ng pol icy on trai ni ng in tiE United States. •1RG3 C(}fE~~E PaJ:Ers regarding conferences atterrled ty participants in
ATIEN[W.[E connaction with training prograns, irrlicating IlJllIEr in

atterrlance, dates, places, arrl i ti nararies.

lRG4 COJR~S r,1aterial describing training courses available to
participants, iocluding prospectuses.

If vollllE warrants, case file ty technical activiw
covered Qy tre courses.

•



Trans. Mm~. Effecthe IBtI! P~ tG.

AID JWODJ( 21, Part II 21-II:1 lkt. 1, 1987 4A-49

FILE
CLASSIFICATION [Eg:RIPTlON (F ~C<mS

lffi 5 IXJRATIGJ P~rs regarding length of training prograns ard
gJide1ires on desired starting ard tennina1 dates.

TRG 6 EVJlLLLL\TIGJ RejX)rts ard stlKties used to evaluate effecti\\:ress of
training IlEttDds ard techniQles in specific fields of
activiw, coontry, or o\\:ra11 participant training
progran. Case file 1?1 irdividua1 evaluation stLK:IY or
project if vo1ure w:irrants.

lffi 7 FJlCILITIES Liaison ard strengttening of re1atiooships with
organizations that provide training, oospita1 iW,
cam1.miW activiw, or services to participants.

Case file 1?1 irdividJa1 foci1ities, as reeded.

lffiB Fa..UM-LP (F Correspcnieoce ard related rmteria1 regarding IlEttDds to
PARTICIPANTS assure contiruing contact with participants after

training 1:0 de\\:lop rraxinun potential of irrlividua1
participants.

lffi9 Pm:ESSI~ Policy, procedures, ard guidaoce ~rs regarding
processing of irdividJa1 participants.

Papers regardi ng pol icy, procedures, ard guidaoce in
preparation ard use of PIQ/p IS.

Missi on predeparture briefing, port of entry ard
reception proce<ilres, ard orientation in coontry of
training; participant arrl deperrlent tra\\:l, JX.Irchases,
~rship ard operation of autarobiles, interpreter
services, insuraoce, w:iher of visa reQlirarents, ard
hard1 ing of ill ress arrl death cases.

lffi 10 1RAINI~ NOfICES

lffi 11 ~ECTIGJ

Participant Training Directories, rews1etters, ard otrer
issuarx:es prepared for use of participants, s&T/IT, ard
otrer A.I.D. staff.

Policy aM procedural papers regarding criteria for
selection of participants, ioc1uding securiW c1earaoces,
acadenic reQli rerents, etc.
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CLASSIF'iCATIOO

TR:l 12 9'(}JSR$

TR:l 13 lRAINIt£ AIDS

[J.:g)lIPTION (F Fl:ccros

Material regarding training of coo~rating-coontry

natiooals urx:ler o't:tEr than direct A~rcy ministration
am/or financing. Includes training arra~ or
adninistered itt 't:tE A~rcy rot financed fran o't:tEr
sources.

Exal1>les of training aids de~lored itt 't:tE A~rcy,

including bOO<s, translations, audiovisual, arrl o't:tEr
training rredia.

•

•

•

•
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lRANS>CRTATI(}J

Instructions

This category groups togetiEr material regarding transportation systens in cooperating
camtries; existing trans!X>rtation focilities or problens; technical aspects of air am surfoce
transportation; am procedures, J»licies, am trethxls of iJllllarenting Agerq capital am
technical assistance prograns in this field of octiviW.

FILE
CLASSlF'"EATION

1RJlJ'Js>mTATI(}J

lW 1 AIR lRANS>ORT

lW 2 HIGMll.YS

lW 3 HlJl.t.m WATERWAYS

lW 4 PORlS At{) HAABORS

lW 5 RAILRQl\DS

[[s:RIPTION (F ~ccms

CorresjX>nEnce, rejX>rts, am evaluati~ am planning
material regarci"ing transportation technical aid aspects
of the foreign aid progran, including progran ll.IY'JX>se am
con~t, am decisions or corrlitions affecting tiE coorse
of its comuct.

Corresporrlence, reports, am eva1uathe am p1anni ng
material regarding air transJ»rt de\eloprent; airlire
operation, maintenance, am safew; am air navigation
systens am rreteorological services of cooperating
countries.

CorresjX>nEnce, rejX>rts, am evaluati~ am planning
rmterial regarding higwqys systens; tiE MeQJacy ant
CJ.Iali1¥ of higtwqy construction am maintenance; am
JOOtor transport systens in cooperating countries.

CorresjX>nEnce, rejX>rts, am evaluati~ am planning
material regarding inlam \\ate~s in cooperating
coontries.

Corresporrlence, reports, ant evaluati\e ant planning
material regarding jX>rts am harlx>rs; harrll ing of car!p,
port storage ant \\areOOusing facilities; am dock
focil ities.

Corresporrlence, reports, ant evallJati\e ant planning
materia1 regardi ng cooperati ng coontry rail mOOs; their
construction am maintenance; operation, am rail signal
systens.
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ClASSIFICATION

TRP 6 s-IIP (J>ERATICNS

lEs:RIPTION IF IEOOS

CorreslXltn!oce, relXlrts, an::! evaluati~ aoo planning
IIBterial regarding ojEration of ships, sea navigational
aids, an::! maritirre fa:ilities in coojErating countries.
Iocludes reports of velure carried. •

•

•

•
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lRAva

Instructions

Policy, procedures, o~rations, am regulations regarding tra~l of ACflrcy, participating
a~rcy am contract ~rsonre1 am their de~rlEnts; IOOvarent of ~rsona1 am InJseoo1d effects
of such tra~lers; am Congressiooa1 am o'ttEr tra~lers \'h)se visit is concerred with, or of
interest to, this A~rr;y.

FILE
ClASSIFICATION lES:RIPTION (F ~C(R)S

lRAVEt. ~rera1 JX)licy am procedural material regarding tra~l

of ACflrcy, participating aCflrcy, am contract.

1RV 1 ftUGW.[ES Material furnishing infonnation am interpretations of
policy regarding I1D'Etary allo...eoces for tra~l ex~nses,

ioc1uding ~r dian am mi1eaga rates.

) lRv' 2 A1HHORIlATIOO ~rera1 correspotllence am reports regarding tra~l

autOOrizations (tra~l orders). File tra~l orders of
irdividua1 tra~lers in enp1~eesl tra~l folder.

lRv'3 CAARIERS Infonnationa1 am procedural material regarding carriers,
ioc1uding services, rates, routes, am scredu1es.
IoclLlOOS air, ships, I:lIs am rail carriers.

"004 IE'ENlDITS Material regarding interpretation am explanation of
policy, procedJres, am O\Erations g:>~rning tra~l of
<E~rdents, ioc1uding advaoce hare 1ea~ tra~l.

1RV 5 PA$9>ORTS PassJ:Ort files, ioc1uding copies of c01lJ1eted fonns used
/ for application, issuances, rerewa1, etc., am related

corresJX>OOeoce. Ioc1udes visas.

lRv' 6 EFFECTS Material regarding transport of effects, ioc1uding
interpretation or explanation of policy am procedures.
Co~rs pocking am crating, insuraoce, shiprent, am
storaga am ~rsom1 InJseoo1d effects, bag~ am
~hic1es.

~rera11y, material regarding effects of imividua1
tra~lers is filed in enp1~ee's tra~l folder.

I
/



PCl!J! ~. EffectiE Da1e Trans. Mm~.
4A-54 Oct. 1, 1987 21-II:l AID KWJD]{ 21, Part II •

FILE
ClJ\SSIFICATION

lRV 7 TRAVELERS

II:~IPTION (F ~ccms

Nare files (tra~l foloors) consisti~ of passe~r
transportation records pertaining to reinbJrsarent to
in::!ivicilals, copies of tra~l OreErs, ~r dian ~lJCters,

travel reqJests, hotel am trip reservations, am otter
suPJX>rting ~rs regarding official tra~l of officers,
etl>l<yees, contract personrel, am oopen:::lents, iocluding
pa~rs regardi~ shiprent of autarobiles, baggage, an::!
effects.

Arra~ alpI'Bretically I?I nam of tra~ler.

•

•

•

•
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APPENDIX 4B

SUBJECT OUTLINES INDEX



A
ABSENCE & LEAVE PER I ACCRUAL ACCOUNTING • • F I S

ABSENTEE VOTING • • PER 8 ACCRUED LIABILITIES. • • FIS

ACADEMIC REQUIREMENTS FOR
PARTICIPANTS •••••• ••••• TRG II

ACTIVITIES (use approp. subj.)

ADDRESSES:
Employee (home & next-of-kln) •• PER 8
MaIling ••••••••••••• GRS 5

ACCESS TO:
Records • • • • • • •

Executive priVilege

ACC IDENTS:
Agency employees
Vehicles:

Agency • • • •

• • ADM 9
LEG 2

PER II

• •• GRS 4

ADMINISTRATION:
Agency (use approp. subj.)
Hospital •••••••••
Joint Administrative Offices
Public
School

• ADM
• HLS 4

• • ADM 6
• • PUB
• • EDU 9

ACCOMMODATION EXCHANGE • • FIS 10

• • • • • • GRS 2

FIS 2

• • GRS 6
• • • • • • GRS 2

• • BUD

• • ADM 2

• F I S 2

• GRS 2

• • GRS 2

• • PRC
• ADM 7

••• GRS 2

••• PRC
• FIS 3

• • • • • BUD

ADMINISTRATIVE:
Aircraft:

Accountab I I Ity
Procu rement • •

Audit of vouchers
Budget • • • • •
Equipment & supplies:

Accountabl I Ity
Procurement

Inspections •••••
Reports:

Periodic (general)
Specific functions (use

approp. subj.)
Reservations of Funds
Supp I Ies •••••••
Support:

Accounting & audit •••••• FIS
General policy & plans •••• ADM 6
Reimbursement est. &

agreements • • • • •
ServIces performed by

mIssions for employees
of contractors • • • • • • • PRC 3

• • PUB 2

• FIS 14
FIS 14
FIS 14

• •• FIS I
• F I S 2

FIS 14
• • F IS 8

• PRC 2
• •• FIS 14

• • • • FIS 9
• • F I S II

• •• FIS 14
• • • F IS 2

Property, real
Vehicles

ACCOUNTABILITY:
Equipment & supplies
Funds • • • • • •

ACCOUNT ING:

Accrua I ••
Allotment ••
Cash grants
Codes • • • •
Commodity arrival
Cooperative service.
Cost • . . . . • • • . .
General ledger
Loans • • •
Obi Igatlon
As a public administration

activity
Revol vlng fund
Special programs
Trust funds

ACCOUNTS:
Current •
NatIonal ••••
Payab Ie ••
Receivable

• FIS I
• • ECF 3

• •• FIS 10
• FIS 5

ADG>TIONS (by Agency employees) •• PER 14
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ADULT EDUCATION ••••
Labor union programs

• • EDU I
• • SOC 5

AGENT CASHIERS •••••••••• FIS 10

AGENTS:
ADVANCE HOME LEAVE TRAVEL • • • • • TRV 4 Procurement • • • • • • • • • • • PRC

Sa Ies, Comm Iss Ions • • • • • • • PRC

• •• FIS 10
• • • • • • • TRV I

ADVICE OF LOAN APPROVAL ••

ADVERTISING:
Employee opportunities
Proposed procurement
Trade development.

• AGR

PRM I

• LEG I
• ECF 4
• LEG I

Trade • • • • •
With other U.S. Govt. agencies

AGRICULTURE.

AGREEMENTS: (use approp. subj.)
Administrative support ••••• LEG I
Bilateral:

Economic & technical
assistance • • • ••• LEG I

Economic assistance. • • LEG I
Interagency • • • • • • • LEG I
Investment guaranty ••••••• LGP I
Labor-management • • • • • • • • SOC 5
Loan •• • • • • • • • LGP 2

Terms &Conditions •••••• LGP 20
Participating agency •• LEG I
PL-480 Sales •• • • FPC 3, 5
Program • • • • • LEG I
Project (ProAgs &Cooperative

servIce) ••••••
Technical assistance •••••

PRM 7,
FPC 6

• LGP (B)

• BUD 5

• • F IS 2

• • • PER 9
•••••• PRC 3

IND 6

ADVISORY ASSISTANCE:
EconomIc & technIcal

(use approp. subj.)

ADVISORY COMMITTEE ON
VOLUNTARY FOREIGN AID

ADVICE OF CHARGE

ADVANCES:
Cash
Travel

ADVICE OF ALLOTMENT

AFTER HOURS ENTRY & DEPARTURE
(govt. bldgs.) ••••••••• GRS I

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

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

• • AGR

••• AGR 3
• • AGR 3

AGR 3
• AGR 8

• • AGR 2
• • AGR 2

AGRICULTURAL:
BIFAD • • • • • • • • • •
Colleges:

Agency contracts with • • PRC 3
In participating countries •• AGR I

Commodities & crops:
Production •••••••••• AGR 4, 10
Disposal under PL 480 ••••• FPC

(See SURPLUS AGRICULTURAL
COMMODITIES)

Cooperat Ivas •
Credit banking
Credit loans
Deforestation
Development ••••••
Economics •••••••

• •• TRP I

• • • • I ND
.TRP

IND
• • I ND

AERONAUTICAL EQUIPMENT:
Civilian ••••

AERIAL: .
Mapping •••••••
Navigation systems
Photography •
Surveys • • • • • •
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AIDED SELF-HELP (use approp. subj.)
Hous Ing • • • • • • • • • • SOC 4 • SCT 21

• PER 3
• • PER 5

• PER 3

• PER 3
• • PER 3

• PER 3
• • TRV I

• TRG I

FIS 2

• • BUD 5
• • BUD 5

• PER 3
• FIS 8

• • BUD 5

ALLOWANCES:
Agency employees:

Cost of lIving •••••
EducatIon (dependents)
Post d Ifferentl a I • • • •
Quarters & temp. lodgIng
RepresentatIon
SeparatIon
Trave I

PartIcIpants

ALTERNATIVE ENERGY

ALLOCATIONS

ALLIANCE FOR PROGRESS. • •• PRM 7

ALLOTMENT:
AccountIng
AdvIce of •
Of funds
Of pay by employees
Symbols ••••••

ALI ENS:
As Agency employees (FSL) • • PER

AIRPORTS • • • • • • • • • • • • • TRP !

IND 6
AGR 2

• • AGR I
• • • • AGR II

••• AGR
AGR 2

• • TRG 4
• • AGR I

AGR 4
• • • • • • • • • AGR 5

Resources •••
StatistIcs
TraInIng courses
Un Ivers Itles

Use of atomIc & nuclear ener.
Youth programs

AGRICULTURAL: (Cont'd)
EngIneerIng •••••••••• AGR
ExtensIon ••••••••••• AGR 5
Products, dIstrIbutIon and

marketIng:
Processed •
Unprocessed

Research:
Col leges ••••
General
SpecIfIc (use approp. subj.)

AID:
To AmerIcan sponsored schools

abroad •••••••••••• EDU 2

EconomIc & technIcal
(use approp. subj.)

TyIng (restrIctIng procurement
source to donor country) • PRC 2

AMORTIZATION, LOANS •••••••• LGP 20

AIR:
PollutIon & contamInatIon:

As health problem
Transportalon:

CI vI I (systems) ••
Travel (Agency-fInanced):

Emp Ioyees • •
PartIcIpants ••••••

• • HLS 2

TRP

TRV 3
• • • TRG 9

AMERICAN-SPONSORED SCHOOLS
ABROAD • • • • • •

AMERICAN STATES, ORG. OF (OAS)
(For specIfIc programs, use
approp. su bj • )

• • EDU 2

AIRCRAFT
AdmInIstratIve, Agency
CooperatIng Country.

AIRGRAM PREPARAT ION • •

• GRS 2

• TRP I

• ADM 8

ANALYSI S:
EconomIc
EdItorIal
News
Prl ce ••

Opl nIon •
••• ECF 3

• I NF 5
I NF 5

• FIS 3

ANIMAL HUSBANDRY AGR 10
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FPC 6
• • • • PER I

ANNUAL:
Agency budget submlsslon
Estimate of voluntary agency

requ irements
Leave •

• • BUD I
APPROVAL:

Country programs

Implementation approval
documents (I AD)

BUD 4
PRM I

BUD 4

ANTHROPOLOGICAL STUDIES
(of ethn ic groups) ••••••• SOC 3

ANNU ITIES •• • PER 16 APTITUDE TESTING:
Agency employee appl icants
In educatlon ••••

AQUACULTURE •••

••• PER 9

• • EDU

• AGR 7

APO FACILITIES (Agency prlvl lege) • ADM 8

APPEALS, PERSONNEL (procedures) •• PER 7
Discrimlnatlon ln employment •• PER 9
Performance ratlngs ••••••• PER 10
Posltlon classlflcatlon • PER 15
Separatlon actlons • PER 18

ANT IB lOT ICS:
Manuf acture • • • • • • • • 1NO 5
Med ic 1na I use:

Personne I Hea Ith program ••• PER I I
Treatment & preventlon of

dlsease • • • HLS 2

Procurement • • • • • • • • • • • PRC

ARBITRATION, LABOR D1SPUTES • • SOC 5

PRC 2

• • • • • TRV 7
• • TRG 9

ARRIVAL & DEPARTURE NOTICES:
Re Individual employees

(See PER Instr. A)
reporting requirements ••••• PER 9

ARRI VAL:
Accountlng, commodltles
Travel notices:

Employees & vlsltors
Partlclpants ••••

AREA (S):
Free trade •• • • • • • • • • • ECF 4
Of tralnlng (partlclpants) ••• TRG 2

ARCH ITECTURE <Use approp. subJ.) • INO 3

• PER 9
• • UP I
• • LGP 2

APPL ICAT IONS:
Emp Ioyment • • • •
Investment guaranty •
Loan • • • •

• • PER 9
• GRS 6

• • PRM 7

• PRM

APPO I NlME NTS:
Agency employees

APPORTIONMENT ••••

APPRAISALS (employees
performance)

• • PER 9

BUD 5

• PER 10

ASSIGNMENTS:
Personnel
Space • • •
Ccxrvnu n1st bloc:

Economlc
Economlc & technical (general)

(for speclflc programs, use
approp. subJ.)

••••• SOC 6
APPRENTICE TRAINING.

APPROPR IAT ION:
Accountlng
Act
Symbol s •••

SOC 5

• • • F I S 2

BUD 3

• FIS 8

ASYLUM POLICY:
Refugees

ATOMIC & NUCLEAR ENERGY:
Agrlcultural uses •••••
Development ••••••

• AGR 4
IND 8
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ATTORNEY GENERAL (decisions &
op InIons) • • • • • • • • • • • • LEG 7

ATOMIC & NUCLEAR ENERGY:
Med Ica I uses
Power generation

ATTENDANCE AND LEAVE

AUD IO-V I SUAL:
Centers •
Materl als •

(Cont'd)
• HLS 2

IND 9

• PER I

INF 3

• I NF I

AUTOMATION: (Cont'd)
Effects on labor ••••••• SOC 5

Information systems, Systems
pol Icy and procedures, Systems
trainIng ••••• • • • • ADM 8
Equipment management &
control, word processIng • ADM 8

AUTOMOTIVE VEHICLES & EQUIPMENT
(See MOTOR VEHICLES)

AVIATION:
CivIl •••••••••••••• TRP I

••• PER 2
••• PRC 3

AWARDS:
Agency personnel
Contract • • • • •

• FIS 3

• • F I S 3

• FIS 3
• F IS 3
• FIS 3

•• F IS 3

• FIS 3
• FI S 3

• • • F IS 3
• FIS 3

AUD ITS:
Contract • • • • • • • • • • •
Cooperative services and Joint

funds • • • • • • • • •
General Accounting OffIce.
Independent •••••
I nterna I
Reports
Self
SIte
Voluntary Agency programs •
Vouchers ••••••••

AUTHOR ITY, DELEGAT IONS OF • • • ADM 6
(For specific delegations, use

approp. su bJ • )

AUTHORIZATION:
Agents, commodIty

procurement • • • • • • • • • • PRC I
Fore Ign currency (FCA) ••••• PRC I
Leglsl atlon (FAA) •••••••• LEG 6
Loan • • • • • • LGP 2
Overt Ime •••• • • PER I
Procurement • • • PRC I
Pu rchase • PRC I
Signature •• ADM 6
Trave I • TRV 2

AUTOMATION:
Agency Use (general)
AgrIcultural •••••
Industrial ••••••

• ADM I
• AGR 6

IND
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B
BACKGROUND PAPERS (use approp. sUbJ.)

BAGGAGE ALLOWANCES •••• TRV 6

BIBLIOGRAPHIES (use approp.
subj.) or •

BIDS

GRS 3

• • PRC 3

BANKS & BANK I NG • • • • • • ECF I
Agr Icu I tura I cred It • • • • • • AGR 3
Commercial &private •• ECF I
Development (Use approp.

su bj .) or • • • • • LGP 2

BALANCE OF PAYMENTS (U.S. &
other countr Ies ) •••• • • ECF 4
Restrictions to rei leve U.S.

dollar flow:
Procurement source •••••• PRC 2

Shipping (U.~. Flagship) • PRC 7
Travel <u.S. Flagship) •••• TRV 3
Other (use approp. subj.)

BIOGRAPHIC DATA:
Agency personnel (preparation

of) •••••••••••••• PER 9
Congress (U.S.) members of • LEG 2

Participants (preparation of) •• TRG 9

BANKRUPTCY (business)

FInancing of Agency
transactions

Government ••••
Industrial Development
International Institutions
Participation In Agency loan

transactions ••••
Public administration

Programs In ••••

IND 4

••• F I S 4
•• ECF I

IND 2

• PRM 7

• LGP 2

• PUB 2

BILATERAL AGREEMENTS:
Economic & technical

assistance

BILLING ••••••

BILLS OF LADING:
Commodities, equipment &

supplIes ••••
Employee effects

BIO-GAS ••

BIO-MASS

BIRTH CONTROL

BLACK LISTS:
Procurement agents
Trade • • •

• LEG I

• • F IS 5

PRC 4
• TRV 6

• SCT 21

• SCT 21

• • HLS 9

• PRC I
• • ECF 4

BLOC ASSISTANCE:
Economic & technical:

Genera I • • • • • • • • • PRM 7

Specific (use approp.
subj. )

BARGAINING, COLLECTIVE
LaborlManagement o

••

Trade union techniques In

BARTER:
International trade ••
Of personal property by

overseas personnel
Under PL-480 • • • •

BASE METALS • • •

••• SOC 5

SOC 5

• ECF 4

PER 4
•• FPC 7

IND 7

BLACK MARKET:
Agency employee transactions
Currency •••• • • • •
Operations (general) ••••

• • PER 4
• • ECF 4

ECF 3

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

Page 6

BLOCKADE:
Econom Ic •••••••••••• ECF 4



••••• PRC 3

BLOCKED CURRENCIES •••••••• ECF 4

BOOK P IRACY • LEG I 0

BOOK EXCHANGE, U.S. • • • PRM 7

• • GRS
GRS

IND 5

••••• PRC 2
SOC 4

• SCT 13

• GRS I
• GRS I
• GRS I

••• GRS I
• • • • • • GRS 6

BUILDING:
Guards
Maintenance & repair
Materials:

Manufacture ••••
Procurement
Use, Aval lability.
Design, Methods •

Protection •••••••
Safety • • • • • • • •
Security
Services
Space ••

PER 8

• • FIS 12

BOOK ALLOWANCES (participants) •• TRG

BONDS:
Performance bid •
Savings:

Dr I ves •• • •

Payrol I deductions for

BOOK PROGRAM INF 7 BUILDINGS, FARM. • • AGR 6

• • PER 4

• ECF 3
• IND 4

IND 4

• • UP I
IND

• • • • • I ND 4

• LGP 3

Restrictive Practices •
Vol unteers

BUSI NESS:
Activities of Agency

employees •
Cyc les •• ••
Ethics ••••
Expropriation •••••

Risk guara nty • • • • •
General •••••TRP 2

TRP 5

• • PRM I
• • • • ECF 3

BOOKS:
Country program • • •
Econanlc data ••••••
Use In Agency program

(use approp. subJ.)

BRIDGES:
Highway.
Railway ••

BRIEFING MATERIALS INF 2
BUY AMERICAN • PRC 2

BROADCASTING:
Canmerclal
Information •

IND 13

INF 5

BUDGET:
Agency (Including gold

budget) • • • •
Country • • • • •

Participant training
courses In ••••

Support, Cash Transfer
Support, Shared

Adm InIstrati va

• • BUD
• • • •• ECF 2

TRG 4
• • PRM 5

BUD 5

BUDGET, OFFICE OF MANAGEMENT AND
(Agency submission &

hearings) ••••••••••• BUD 2
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CABLEGRAM PREPARATION ••••••• ADM 8

CANALS:
Inland waterways •••••••• TRP 3

c

CANDIDATES:
Agency employment applicants •• PER 9
Participants •••••••••• TRG II

• ECF 4

e
• FIS 10

• SOC 3

• BUD 5
• • UP I

• BUD 5

• • TRG 9 e
• SOC 6

CElLI ~S:
Budget • • • • • • •
Investment guaranties ••
Personne I • • • • • •

CENSUS:
ReceptIon (particIpant) •
Refugee • • • • • • •

CASHIERS, AGENT ••

CASTE RELATIONSHIPS.

CENTRAL AMERICAN COMMON
MARKET ••• • • • • •

• PER 8

• ADM 8

CAMPAIGNS (fund raising)

CABLES:
Agency communication

(preparation) •••

CAPITAL:
Assistance ••••••
Equipment (procurement)
Movements (flight of)

• • PRM 5

• PRC
• ECF 4

CERTIFICATES (use approp. subJ.)
Of particIpant achievement ••• TRG 8
Suppliers •••••••••••• PRC 4

CARDS, ID • • PER 17 CERTIFICATION, SECTION 131 I FIS 2

CAREER DEVELOPMENT • PER 13 CERTIFYING OFFICERS • FIS 3

CHARGE TRANSACTIONS, GSA
RETAIL STORE •••••••••• PRC I

CARGO:
Handling & storage In

ports • • • • • • •
Shipment of Agency-financed

commodities •••••••

• TRP 4

• PRC 7

CHARGE, ADVICE OF • • FIS 2

CARGOES, DISTRESSED (Agency
end-use observation) •••• FIS 3

CHAR IT! ES:
Emp loyee dr Ivas
Social services ••
Under PL 480 •

•••• PER 8

• • • • • • • SOC 6
• •• FPC 2

CARRIERS:
Shl pp Ing
Travel

• • PRC 7
• TRV 3

CHARTER OF AIRCRAFT (by Agency) •• PRC

CARTELS •• • • IND 4

CHARTS, ORGANIZATION • • ADM 6

CARTOGRAPHY • • I ND I
CHAUFFEURS (Agency) ••• • • GRS 4

CASH:
Advances ••••••
Awards to employees
Grant accounting
Transfers • • • • • •

• FIS 10
• • PER 2

• FIS 14
• PRM 5

CHILD:
Care, social service
Feeding under PL 480

Health
Labor • • •

• SOC 6
• FPC 2

FPC 6

• HLS 5
• •• SOC 5
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CHOLERA • • • • • • HL S 2

CITIZENSHIP REQUIREMENTS,
PERSONNEL • • • • • • • • PER 17

CHILDREN:
Adoption by employees •••••• PER 14
Education of FS dependents • • • PER 5
Soc Ia I Servl ces • • • • • SOC 6

CLAY REPORT • • • • • • • • • • • • PRM 4

• PER II
TRG II
INF 7
INF 5

• • TRP

• PER 17
• • TRG II
• • SOC 4

• • ADM 8
• • PER 3

LGP 3

• • • • I NF 9

• PER 9

SI urn • • • • • • • •
Speeches (by Agency

employees) ••••
Whrte House (of employees)

Employees •••••••
Partlcrpants ••••

Publlcatrons (Agency)
Radio & TV programs (Agency)
Securrty:

Employees •••
Partlcrpants

CLIMATE, INVESTMENT ••

CLEARANCE:
Correspondence
FInal Salary
FI rght:

Non-military arrcraft •
Mad Ical:

• SOC 4

• PUB 5
• PER 16

• PER 9
• • • PER 9

• • • • • TRP I
CIVIL:

Aviation •••••••
Servr ce:

Appointments (Agency
employees)

Ex an rnations
Pub I rc personne I

admlnlstratron
Retrrement

CITY PLANNING •

CLOSING OF MISSIONS &OFFICES ••• ADM 6

CLiPP INGS:
General. • ••••••••• INF 5
Specrfrc (use approp. subJ.)

CLOUD SEEDING

CLAIMS:
Commodrty Insurance
Employees:

Accrdent •••••••
Evacuatron
Insurance •
Tort •••

Investment guarantee
Partrclpant Insurance.

• PRC 5

PER II
• • F IS 7

• PER 12

• • F I S 7
• FIS 7

TRG 9

CLINICS, MEDICAL
Agency use

• • • • • HLS 4

• • PER II

• SCT 9
CLASS STRUCTURE • SOC 3

CLASSIFICATION:
Codes:

Fiscal
Records

Positron
Security
Voucher •

• • F IS 8

• • ADM 8
• PER 15

ADM 9

• FIS 2

CLUBS:
Employee ••••••••
Youth:

Agr rcu Itura I (4-H etc.)
Non-agr rcu I tura I ••••

COAL & COKE MINING

• • PER 8

• • AGR 5

• SOC 6

IND 7

COASTAL RESOURCES MANAGEMENT • SCT 19
CLASSIFIED DOCUMENTS

Control
Storage • • • • • •

ADM 9
• ADM 9

•••• ADM 9
CODE OF ETHICS (personnel) • PER 4
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CODES: (use approp. sUbj.)
Ccmmod Ity • • • • • • • •
FIscal classIfIcatIon ••
Language (personnel aptItude

classIfIcatIon) •••
Object classIfIcatIon ••
OccupatIonal •••••
Records classIfIcatIon

• PRC 2
• • F IS 8

PER 13

• • F IS 8

• PER 15
• ADM 8

COMMITMENT, LETTER OF
(proced ures)

COMMITTEES: (use approp.
sUbj .)
CongressIonal

Travel

• • • • • F I S 4

OCM
• • LEG 2

• •• TRV 7

COLLECTION TRANSACTIONS
(fIscal) •••••••••••• FIS 5

CODIFICATION OF LAWS • • ••• PUB 3
COMMOD ITI ES:

Manuafacturlng, processIng
MarketIng & dIstrIbutIon
AgrIcultural, under PL 480

IND 5
IND 6

• FPC

COMM INGL ING OF PROGRAMS
(U.S. & Ccmmunlst bloc) ••••• PRM 7

COLLECTIVE BARGAINING (Iabor-
management) • • • • • • SOC 5
Trade unIon technIques In •••• SOC 5

COLLECTIVES (see COOPERATIVES)

• ECF 4

• PRM 5
• PRC 2

• PRC 2

• • PRC 7
PRC 7

• • PRC I

• • F I S 4
• PRC 4

• PRC 2

• •• PRC 6

• • PRC 2

• • PRC 2

• • ADM 8,
• • • • • • • • • LEG 2

••••• IND 13
INF

• TRG 4
• INF 3

• • • SCT 15

Codes • • • • •
Procurement:

Author Izat Ion
Bank fInancIng
DocumentatIon • •
Eltgtbtl tty for Agency

fInancIng ••••
Label lng, markIng ••
OwnershIp •••••
Source requIrements
UntyIng source

restrIctIons
Sh Ipments •••

U.S. flagshIp requIrements

COMMUNICATIONS:
Agency • • • •

CongressIonal
Industry
Mass •••••
MedIa, traInIng courses ••
Resources centers
Techno logy ••••••

COMMODITY:
AssIstance (as program

method) ••

COMMON MARKETS

• PRM 7

• • ECF I

• • ECF 4

• • EDU 9

• •• PER 2

• • TRG 8

• • • EDU 6
AGR I

• PRC 3
• HLS I

COMMERCE, FOREIGN •

COMMERCIAL BANKING

COLLEGES:
Academ Ic ••••
AgrIcultural
Contracts wIth
Med I ca I •••

COM\1ENDATIONS:
(use approp. subj.)
Agency emp Ioyees .•
PartIcIpants

COLLEGE FACILITIES

COLOMBO PLAN

C0M\11 SSAR IES:
Employee prIvIleges (Agency)

COMMISSIONS (use approp. subj.)
Agents • • • • • • • • • • •

• • PER 18

• • PRC I

COM\1UNIST BLOC:
ActIvItIes (use approp. subj.)
AssIstance:

EconomIc & technIcal ••••
Propaganda •• • • • •

• PRM 7
INF 6
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• • OCM
• PER 13

• • ADM 3
• TRG 3
• INF 5Press • • • • • • • • • •

CONFISCATION (of Industry or
property) • • • • ••••• INO 4
Risk guaranty •••••••••• LGP I

CONFERENCES: (use approp.
subJ.) •••••
Employee development •
Mission dIrector
Participant attendance

• PER 5
• HLS 7

• SOC I
• SOC I
• SOC I

• • SOC I
TRG 4

• • SOC 4

COMMUNITY:
Deve Iopment • • • • • • • •

AlternatIve strategIes
FInancIal markets
Methodologies ••
TraIning courses

PlannIng •••••
Schools abroad (for dependents

of FS employees)
Water supply •••••••••

• INF 7

• BUD 5

• • LEG 2

sUbJ. )

CONGRESS:
Agency relations with.
Reports to:

General comprehensive
Specific (use approp.

Fund utilization
(Sec. 634d) ••••

CONFLICT:
Of Interest ••••••••••• PER 4• PER 3

• PER II
• • SOC 5

SOC 5

• • PER I

• • • • • PER 9

COMPENSAT ION:
Agency personnel •••••••

Federal Employees Compensa
tion Act

Unemployment
Workmen's •••••••

COMPENSATORY TIME.

COMPETITIVE SERVICE
APPO INTMENTS

CONGRESSIONAL:
CommIttees ••••••••••• LEG 2
Hearings:

Appropriation legIslation:
House • • • • • • • • • • BUD 3
Senate • • • • • • • BUD 3

AuthorIzing legislation:
House • • • • • • • • • • LEG 6
Senate •• • • • • • • •• LEG 6

InquirIes (use approp. subj.) •• LEG 2
Investigations •• • • • LEG 2
Presentation •••••• • BUD 3
Relations. LiaIson. •• • • LEG 2
Trave I (Agency-f Inanced) • • TRV 7

COMPLETION OF ASSIGNMENT
REPORTING •••••••

COMPTROLLER GENERAL DECISIONS:
Genera I •••
SpecIfIc (use approp. subJ.)

COMPULSORY:
Labor ••

COMPUTER TECHNOLOGY •

CONCILIATION:
Labor-management disputes.

• • PER 10

• • LEG 7

• • SOC 5

• SCT 14

• SOC 5
CONSERVATION • • SCT 19

CONSOLIDATED ADMINISTRATION
(Of State/A. I .D ./US IA) ••••• ADM 6

CONDEMNATION (property) ••

CONDOLENCES:
. Congress, members of

CONDUCT, EMPLOYEE.

• • GRS 2

LEG 2

• PER 4
CONSORTIUM ARRANGEMENTS:

Genera I • • • •
Loans • • • • • • • • •

• PRM 7
• LGP 2

CONFEREE ACTIONS (of Congressional
approprIatIon commIttees) •••• BUD 3
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CONSUMER COOPERATIVES IND 2

CONSULTATION, PERSONNEL • PER 9

CON SUMPT ION, POWER
(as economIc IndIcator) ••••• ECF 3

CONSULAR:
InvoIces •••••••••••• PRC 4

ECF 4

• AGR 9
ADM 8

• FIS 14
• FIS 14
• PER 8

PRC 3

• • TRG 12

AGR 10

• • AGR 4
HLS 7

• ADM 8
• ADM 8

• • ECF 4

• AGR 4

• PRC 3
FIS 3

• PRC I
••• F IS 4

• PRC 3
• • PRC 3

• LGP I

• HLS 9
• ADM 8
• ECF 4

••• ADM 8

• HLS 2

• • • • • • • ECF 4

Pest: (Insects, rodents, etc.)
AnImal ••••••••••
Crop •••••••••••
SanItatIon aspect.

Records •
Reports
Trade ••
Weed

Fonns • • • • • •

CONTROL:
BIrth • • • • •
Canmunl catIons
Customs • • • •
DIrectIves
DIseases & epIdemIcs
Exports & Imports (other

than anns)
Flood • • • • • • • • • •

CONTRACTORS •

CONTRIBUTIONS:
Agency accountIng:

Host country • • • • • •
To other assIstance programs

8np loyee • • • • • • • • • • •

CONTRABAND

CONTRACTS ••
AudIts of •
AuthorizatIon documents ••
Bank fInancIng of •••
BIds ••• • • • • • •
Employees of contractors
Investment guaranty ••
Long-term supply (under

PL 480) • • • • • • • FPC 5
Persona I servl ce • • • PER 9

SelectIon panel • • PRC 3
Standard provIsIons ••••••• PRC 3
TechnIcal servIces (Agency hIre). PRC 3
UnIversIty ••••••••••• PRC 3

CONTRACTOR-SPONSORED
PARTICIPANT TRAINING

BUD 5

• •• FIS 14
• •• BUD 5

AGR 9

• SCT 9
IND 9

• • TRP 2

• •• HLS 4
SOC 4
IND 12
SCT 13

• • TRP 4
• • TRP 5
• • EDU 9
• • HLS 7

IND 13

• EFC 3
• HLS 7

CONSTITUTIONAL LAW:
Of U.S., affectIng Agency •••• LEG 9

CONTINUING RESOLUTION •

CONTINGENCY:
Fund: (Agency)

AccountIng
BudgetIng ••

CONSTRUCTION:
AIrports & landIng fields •••• TRP I
DOO1S:

IrrIgatIon, draInage, &
recl amatlon

MultIpurpose
Power •

HIghways
HospItals ••••••
Hous Ing ••

As Industry.
Methods, materIals, desIgn
Ports & harbors • •
RaIlroads ••••
Schoo I f ad I ItIes • • • • • •
Sewer systems • •
TelecommunIcations systems
Trends (as economIc IndIcator)
Water systems • • • • • • • • •

CONSULTANTS:
Emp loyment • • • • • • • • • • • PER 9
Work of (use approp. subJ.)

CONTAI"1INATION:
Health aspect (aIr, food, water). HLS 2
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CONVENTIONS (use approp. subj.) CORRUPTION:
BusIness IND 4

CONVERSION, CURRENCY
(see CURRENCY) COST ACCOUNTIt\G • F I S 9

CONVERTIBILITY, CURRENCY
(see CURRENCY)

COST OF LIVING:
AI lowances • • • • • •
Index (economIc Indicator)

• PER 3

• ECF 3
CONVERTIBLE DEBENTURES

(Agency loan provisions) •••• LCP 20 COST REDUCTION & MANAGEMENT
IMPROVEMENT ••• ADM I

COOPERAT IVE ADV ISORY
COMMITTEE •••••••••••• SOC 2

COORDINATION: (use approp. subj.)
Agency wIth other Federal

Agencies ••••••••••• ADM 6

• • FIS 14

• BUD

COUNTRY:
Agreements:

EconomIc & technIcal
assistance · · · · · . . · • LEG I

Assistance prgram (CAP ) · • PRM I
Aud It reports • · · · · · • FIS 3
Books . . . . . · · · · · · • PRM I
Briefing books &papers. . · INF 2

Congressional hearings:
ApproprIatIon bll Is • BUD 3, 3
AuthorizIng bll Is • LEG 6, 6

Program{s) . · · · • PRM I
Approval . · · · • BUD 4

PRM I
Gu Idel Ines • PRM I
Implementation plans . · • PRM I

Long-Range AssIstance
Strategy (LAS) · • PRM

COURSES:
Participant traIning • TRG 4
Personnel training PER 13
School curriculum. · · · • EDU 3

COUNTERFEITING:
Economic aspect ••••••••• ECF I

COUNTERPART FUNDS:
AccountIng ••••••
BudgetIng •••••••••
Uses of (use approp. subj.)

COTTAGE INDUSTRY • IND 2
• ECF 4

PRM 7

• • LGP 2

• • LEG 10

••••• FIS 14

• •• PRM I
• • F I S 3

• ••• ADM 6

• ••• ADM 8
• • ADM 8

• ••• ADM 8
• • • • • • ADM 8

• • AGR 3

• •• PER 8

• • SOC 2
• • • SOC 4

• • • • IND 2
SOC 5

COPYR IGHTS ••

CORRESPONDENCE
Control •••
Handbooks •
Management
PreparatIon

COORDINATING COMMITTEE ON
DEVELOPMENT FINANC It-.G

COOPERATIVE SERVICES:
AccountIng
Agreements •••••
Aud It, Interna I • • •
OrganizatIon & functions

COOPERATIVES: (use approp. subj.)
Agricultural
Employee ••••
General ••
Hous Ing •••
IndustrIal
Labor • • • •

COOPERATION, INTERNATIONAL:
(use approp. subj.)
Economic ••••••

AssIstance programs •
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• • FPC 5

• • ECF I
• • PER 8

• SOC 5

• ECF I
• ECF 4

LGP I
••• ECF 4

CURRENT ECONOMIC REPORTING
PROGRAM (CERP):
Genera I reports • • • • • ECF 3
SpecIfIc (use approp. subj.)

CURRENCY: (Cont'd)
CounterfeIt:

EconomIc aspect •••••
ConvertIbIlIty. ConversIon

Guaranty agaInst non
convertlbl IIty

De va Iuatlon • • • • • •
Exchange:

Employees accommodatlon •••• FIS 10

Rates • • • ECF 4

Excess • • • • • • • ECF 4
ForeIgn:

U•S. - ow ned:
AccountIng for ••••••• FIS (FC)
Uses (use approp. subj.) or • PRM 5

Local (see ForeIgn)

CRIMES: (use approp. subj.)
Agency employees •••••••• PER 4

CREDIT:
Agr Icu Itu ra I • • • • • • • • AGR 3
IndustrIal •••••••• IND 2
InquIrIes (agency personnel) •• PER 8
IntermedIate credIt lnstltutlons:

Agency loan partIcIpatIon ••• LGP 2

Non-Agency loans ••••••• LGP 2
MIlItary, toward retIrement. PER 16
Portfol los (bankIng) •••• ECF I
Sales:

Long-term dollar credIts
(PL 480) ••••••

UnIons:
As cooperatIve banks
Federa I • • • •
Labor • • • • • •

COURT LEAVE • • • • • • • • • • • • PER I

CROPS:

• PRC 2

• TRV 6
• • ECF 4
•• SOC 3

• ECF 4

CUSTOMS:
AdmInIstratIon & control of ••• ECF 4
Clearance:

CommodItIes, equIpment &
supplIes (Agency) •••

Household/personal effects
(employee)

DutIes • • • • • • • • • • •
Rei Iglons &socIal
UnIons •••••••• • • AGR 4

••••• AGR 4
• • • • • • • • • AGR 4

DIseases, pests & weeds
Pest control
ProductIon

CRITICISM, AGENCY PROGRAM:
Congress Iona I • • • • •• • • LEG 2

SpecIfIc programs & polIcIes
(use approp. subj.)

CRITICAL MATERIALS:
Agency procurement from • • • • PRC 9

CULTURAL:
Exchange program •••• PRM 7

CULTURAL ORG., U.N. EDUC.,
se IENTI FIC & CUNE seo ) • • •• PRM 7

CULTURE (natIonal) • • SOC 3

CURRENCY:
Blocked ••••••••••••• ECF 4
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D
DAC (Development Advisory

Canm Ittee) ••••••••••• PRM 7
DECORATIONS:

Agency employees •••••••• PER 4

DAIRY:
Farming ••••••••••••• AGR 10

Products:
Marketing & distribution:

Processed • • • • •
Unprocessed • • • •

U.S. surplus (PL 480)

• • • • • • • • AGR 9
• • • • •• AGR 9

IND 9
SCT9 DELIVERY PERIODS (canmodltles) •• PRC I

• AGR 8

FIS 12
• PER 3

• •• AGR 8

• •• PER 2

DELEGATIONS OF
AUl1-IOR ITY :
General ••••••••••••• ADM 6
Specific (use approp. sUbJ.)

DEGREES, HONORARY:
Agency employee awards

DEFORESTATION •

DEFORESTATION •

DEDUCT ION S:
Payroll
Salary

• PRC 2
• • TRV 6

IND 6
• • AGR 2

• • FPC

Multipurpose

DAMS:
Flood control
Irrigation •
Power • • • •

DAMAGE:
Sh Iprnents:

Canmod Ity ••••
Employee effects

DATA:
Blographlc:
Books, econanlc ••••••••• ECF 3
Process Ing:

Application to:
Agency operatons • • • • • • ADM I
Industry •••• • •• IND (p.

• • • • • • • • • ADM 8

DEPARTMENTS, FEDERAL
(use approp. subJ.)
Organization. Agency relations. ADM 6

DEATH:
Employees ••••••••
Participants •••••
Statistics (population) •

DEBT

DECENTRALIZATION:
Records •

• • • • PER 18
• • TRG 9

• ECF 3

ECF 2

DEMOGRAPHY

DEMOTION

DEOBLIGATION OF FUNDS.

DEPARTURE NOTICES:
Reporting requirements
Routine travel messages:

Employees & vIsitors
Participants ••••••

ECF 3
HLS 9

• PER 9

• F I S 2

•• PER 9

• TRV 7
• TRG 9

• • • • • • PER 14DECISIONS:
Legal • • • • • • • • • • • •
Record of (Agency directive)

DECLASSIFICATION & DECONTROL
(of classifIed material)

LEG 7
• • ADM 8

• ADM 9

DEPENDENCY STATUS,
EMPLOYEES • • • •

DEPENDENTS (employees):
Education • • • • • • •
Emergency evacuation

• •• PER 5
•• ADM 10
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DEPENDENTS (employees): (Cont'd)
Med Ica I care • • • • • PER I I
Passports • •• • • • TRV 5
Trave I • • • • • • • • TRV 7

DEVELOPMENT ASSISTANCE
COMMITTEE (DAC)

DEVELOPMENT LOAN
COMMITTEE (OLC) •

PRM 7

• • LGP 2
DESCRIPTION, JOB

DESALINATION

• PER 15

• • • • • SCT 9
DIAGNOSIS, DISEASES. • HLS 2

DESERT ENCROACHMENT • SCT 19
DIET:

Adequacy • • • • • • • • HLS 6

DESERTI FICATION ••• ••• AGR 8 DIFFERENTIAL, POST
(aI Iowance) • • • • • • • • PER 3

DESIGNATION OF BENEFICIARY,
EMPLOYEE •••••••••••• PER 14

DESIGNATION, ADMINISTRATIVE

DESTRUCTION:
Equipment & supplies
Records ••

• • ADM 9

• • • • • • GRS 2

• • • ADM 8

DIPLOMATIC:
Courtesy (to employees)
Passports • • • • • •
Pouches • • • • • • • •
Title & rank • • • •

DIRECT-HIRE PERSONNEL

• • PER 6
• • TRV 5
• • ADM 8
• • PER 6

• PER 9

••• GRS I

DEVEUFMENT:
Banks (use approp. subJ.) or •• LGP 2
Career ••••• PER 13
Community • • • • • • • • SOC I
Curriculum • • • • • • • • EDU 3
Grants (programm I ng) •••••• PRM
Housing. • • • • • • SOC 4
Labor leadership ••••• • SOC 5
Loans • • • • • • • • • LGP 2
Minerai resources. • • IND 7
Nuclear energy • IND 8
Plans (cooperating countries) •• PRM I
Urban • • • • • • • • • • • • • • SOC 4 DISCIPLINE:

Agency employees •••••••• PER 4

• • • • • • SOC 8

• • FPC 2, 6

DETAIL, EMPLOYEES

DETERMINATIONS:
Lega I • • • • •
Polley ••••
Presidential
Secretar I aI • •

DEVALUATION, CURRENCY.

• • PER 9

• LEG 4
• ADM 8
• LEG 4
• LEG 4

• • ECF 4

Page 16.

DIRECTIVES:
Executive orders •••••
Management • • • • • • •
Others (use approp. subJ.)

DIRECTORIES, TELEPHONE

DISABILITY:
Employee •••••••••

Ret Irement • • • • • • •
Workers Insurance programs

DISALLOWANCES (voucher claims)

DISASTER RELIEF ••
PL-480 Programs •

DI SASTERS
Drought, Man-made, Natural

DISBURSEMENTS

• LEG 5
• ADM 8

• PER II
• PER 16
• SOC 5

FIS 10

• SOC 8

• FIS 10



DISTURBANCES
Racial ••••••••••• SOC 3

DISCRIMINATION:
Do I I ar • • • • • •
Employment (Agency) ••
Racial, rei Iglons, etc.
Trade • • • • • • •

• ••• ECF 4
••• PER 9

• • SOC 3
••• ECF 4

DIVERSION:
CommodIty shIpments • PRC 7

DIS~ASES & CONDITIONS.

Crops • • • • • • •
Livestock & poultry

• HLS 2,
PER II

• AGR 4
• AGR 10

oIVORCE, EMPLOYEES •• • • • PER 14

DOCKS: (port facilItIes)
CIvil Ian ••• • • • • • • • • • TRP 4

DISPATCHING (Agency vehicles) ••• GRS 4

DISPOSAL:
Employees personal property,

overseas • • PER 4
Excess property:

Agency • • • • GRS 2
Military:

Sewage •••• HLS 7

DISPENSARIES (Medical)
Serving Agency employees

• HLS 4
• • PER II

DOCUMENTS:
ClassIfIed, handling of •
Obligating ••••••••

DOLLAR:
CredIt Sales (PL 480) •
DraIn •••••••••

DOMESTIC EXCESS PROPERTY,
U.S. GOVERNMENT OWNED

(Agency procurement of)

DONATED PROPERTY, PRIVATELY

• ADM 9
• • • F I S 2

• •• FPC 5

• ECF 4

• • PRC 9

• • PRC 10
DISPOSITION, RECORDS

01 SPUTES:
Labor management

• • ADM 8

• ••• SOC 5

DONATIONS:
Employee fund rarslng drrves
Under PL 480 programs
Welfare. • •••

• • PER 8

• FPC 2, 6
• SOC 6

DISTRESSED CARGOES (end-use
observations of) •••••••• FIS 3 DOWNGRADING (of classIfied

materl a I) • • ADM 9

DRIVERS LICENSES FOR:
Agency personnel overseas •••• PER 6
Agency vehicle operators •• GRS 4
PartIcIpants •• • • • • • • TRG 9

DISTRIBUTION:
CommunicatIons (Agency) •
Da Iry products

Processed • • • • •
Unprocessed • • •

Industrial products.
Land
Ma I I •••••••••
Power • • • • • • •
PublIcatIons (Agency):

MailIng lIsts •
To public ••
WIthin Agency.

• • ADM 8

• • • • INO 6
AGR 2
IND 6

• • AGR 9
• • ADM 8

• IND 9

• • GRS 5
INF 4

• GRS 5
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DRAIN, DOLLAR.

ORA I NAGE, LAND

DREDGING:
InIand waterways • • • • • •
Ports & harbors • •

DRIVES (fund-raIsing, etc.) •

• EFC 4

• • AGR 9

• • TRP 3

• • TRP 4

• PER 8



DROUGHT, NATURAL, MAN-MADE •••• SOC 9
SCT 19

E
EARTHQUAKE RECONSTRUCTION ••••• SOC 8

EAST-WEST RELATIONS:
Trade • • • • • • • • • • • • • • ECF 4DRUGS:

Abuse of (Effects on health)
Medical use •••

DUNE STABILIZATION

•• HLS 2

• • HLS 2

• SCT 19

ECOLOGY
General
Health Aspect

SCT 19
HLS 7

DURATION, TRA INI t{7 PROGRAMS •

DUTIES (export-Import)

DUTY:
Rosters
Tours of

• TRG 5

••• ECF 4

••• PER
• PER
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ECONOMIC:
Analysis ECF 3

Assistance:
Agreements •••••••••• LEG
Programs • • PRM

Conditions • • • • • ECF
Data Books • • • • • • • • ECF 3
Integration. • •••••• ECF 4
Planning, public administration

aspect • • • • PUB 2
Stabilization •••••••••• ECF 3

ECONOMIC COMMISSION FOR
AFRICA (ECF), U.N. • •• PRM 7

ECONOMIC COMMISSION FOR ASIA
& THE FAR EAST (ECAFE), U.N. •• PRM 7

ECONOMIC COMMISSION FOR
EUR<PE (ECE), U.N. ••••••• PRM 7

ECONOMIC COMMISSION FOR LATIN
AMERICA (ECLA), U.N. • ••• PRM 7

ECONOMIC COMMISSION FOR THE
MIDDLE EAST (ECME), U.N. • ••• PRM 7

ECONOMIC CO<PERATION &
DEVEL<PMENT, ORGANIZATION

FOR (OECD) •••••••••• PRM 7

ECONOMIC DEFENSE ADVISORY
COMMITTEE (EDAC) ••••• ECF 4

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



ECONOMICS:
Agricultural
Home ••••

• AGR 2
AGR 5

EFTA (EURGJEAN FREE
TRADE ASSOCIATIONS) ••••••• ECF 4

EDUCATIONAL EXCHANGE PROGRAM PRM 7

EDUCATIONAL PLANNING. • ••• EDU 4

EDITORIAL OPINION, ANALYSIS OF INF 5

• ADM I
• I ND 5
• IND II

• ECF 4

INF 1
• • PRC 6

• PER 8
• ADM 10

ADM 10
• ADM 10

••• PRC I

• SOC 6
• FPC 2, 6

• • ADM 10

• • PRC 2
••• PRC 3

• LGP 2
• TRG II

ELEMENTARY EDUCATION AND
SCHOOLS • • • • • • • • • • • • • EDU 4

ELIGIB ILI TV OF:
Commodities for Agency

financing ••••••
Contractors • • • • • •
Loans for Agency financing
Participants ••••

EMBLEMS •
Marking requirements

EMBARGO

ELECTRONIC DATA SYSTEMS:
Agency use •••••••• • •
Industrial (manufacture & use)
Research & development ••••

EMERGENCY:
Addresses of employees
Evacuation (E & E program)
Handling of mission records •
Planning programs •••
Procurement, mission
Re I Ief •••••••

Under PL 480 • • •
Relocation program •••••

ELECTRIC:
Power. • • • • • • • • • • IND 9

Consumption • • • • • • • ECF 3
Service, Agency buildings •••• GRS I

• • ECF 4

• • SCT 20
EDU 10

• • EDU 8
• EDU I I

• • PER 5
• • EDU 12

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

Labor union sponsored • • • SOC 5
Agr Icu Itu ra I •••••• • • AGR I
Allowances, employee dependents • PER 5
Courses for participants •••• TRG 4
Dependents of FS employees ••• PER 5
Elementary •••••• • • • EDU 4
Engineering orientation

evaluation •••• ..SCT20
Fe I lows hips • • • • • • EDU 5
Health •••• HLS I
Higher • • • • EDU 6

Profess I ona I •••• • • EDU 8
Public administration. • • PUB 7
Scholarships •••••••• EDU 5
Schoo I f ac I I I ties • • • • • EDU 9
Science orientation

evaluation ••••
Secondary • • • •
Teacher training
Teaching methods
Travel, employee dependents
Vocational •••••••••

ECONOMY, EFFECT OF
SMUGGLI~ ON

EDUCATIONAL TECHNOLOGY:
<Radio & TV}

• EDU II EMPLOYEE SUGGESTION
PROGRAM • • • • • • ••• PER 2

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

EFFICIENCY:
Ratings, employee •••••••• PER 10

EMPLOYEES: (see PERSONNEL)
Personne I matters • • •
Travel & transportation ••

EMPLOYMENT LIMITATIONS

• • PER
• TRV

• • BUD 5
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END OF TOUR REPORTS, OF
TECHNIC IANS:

(use approp. technical
subject or project)

ENVIRONMENTAL PROTECTION ••••• SCT 19

EQUALITY OF EMPLOYMENT
CFPORTUNITY ••••••••••• PER 9

ENGINEERING, RESEARCH AND
DEVELCFMENT • • • • • • • • • • • SCT 5

ENERGY:
Agricultural uses. • • AGR 4
Forms of:

AI ternatl ve • • • • • • • • SCT 21
Blo-Gas • • • • • • •• SCT 21
Blo-Mass • SCT 21
Fuel wood •••• • SCT 21
Hydropower •••••• • SCT 21
New • • • • • • • SCT 21
Photovoltalc technology. • SCT 21
Renewab Ie. • • • • • • • • • • SCT 21
Solar thermal development ••• SCT 21

Industrial uses •• IND 14
Med leal uses •• HLS 2

Po 1I cy and programs • • • •• SCT 21

Power application. • IND 9

Research & Development ••••• SCT 21
EURCFEAN ECONOMIC COMMUNITY (ECC) • ECF 4

EURCFEAN FREE TRADE
ASSOCIATION (EFTA) ••••••• ECF 4

ECF 4

• ADM 6
• • BUD 5

GRS 4

• • ADM 8

• • IND 5
IND II

• • GRS 2

• • PRC

ESTABLISHMENT:
Agency Offices & Missions
Overtime •••••••

EQUIPMENT & SUPPLIES:
Agency:

Accou ntab III ty
Procurement • •
Use of:

Motor veh Ic Ies
Paperwork •

Industr I al:
Manu f actu re • •
Research & development

EURCFEAN COMMON MARKET

• • • • • F I S 3END USE OBSERVATIONS

• • • • • • PER I I
• PER 9

• • TRG II

ENGINEERING USE:
HIghway • • • • • • • • • • • • • TRP 2

HousIng, Urban Development ••• SOC 4
IndustrIal 'IND 3
RaIlroad •• TRP 5

Sanitary • • • • • HLS 7
Schools. • • • • EDU 8
TraffIc. SOC 4

ENGLISH LANGUAGE:
"As a second language" ••••• EDU 13
Participant, testing & training. TRG I I
Teach Ing:

In educatIonal InstItutIons •• EDU 4,
6, 10

ENV IRGJMENT • • • • • • • • • • • • SCT 19

EVACUATION:
Claims ••••
Emergency •
Mad Ical •

EVALUATION:
Employee performance
Panels ••••
Programs:

General
Spclflc (use approp. subj.)

EVENTS, SPECIAL

EXAM INATIONS:
Agency employees:

Medical ••••
Other than medical

Participant •••••

• • F I S 7
• ADM 10

• • PER II

• PER 10
• PER 10

• PRM 4

• • I NF 8
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EXCEPT IONS, GENERAL ACCOUNT ING
OFF ICE •••• • • FIS 3 EXPENDABLE EQU IPMENT & SUPPLI ES •• GRS 2

EXCEPTED SERV ICE
APPOINTMENTS • • • PER 9

EX IT INTERV lEW:
Emp Ioyees •••
Participants •••••••

••• PER 7
• • • TRG 8

EXPLORATION, MINERALS & OIL •••• IND 7

EXCESS CURRENCY •

EXCESS PRCPERTY:
Agency •• • • • • • •
U.S. Goverrvnent-owned,

Agency procurement of

ECF 4

• •• GRS

• •• PRC 9

EXPENSE RATIOS, ADMINISTRATIVE
& PROGRAM • • • • • • •

EXPERTS, EMPLOYMENT OF

• BUD I

•• PER 9

EXCHANGE:
Accommodation •••••••••• FIS 10
CommoditIes (under PL-480) ••• FPC 7
Cultural •••••••• PRM 7
Fore Ign currency (rates) • • ECF 4

EXPORT-IMPORT BANK (EXIM)
LOANS • • • •

EXPORT LICENSE

EXPORT PROMOTION

• LGP 2

• ECF 4

IND 6
EXCHANGES, POST (PX):

Agency employee privileges • •• PER 8 EXPORTS ••• • ECF 4

EXTENDED RISK INVESTMENT GUARANTY. LGP

EXECUT IVES:
Appointments
De ve Iopme nt
Prlvl lege.
Staffing ••

•••• PER 9
• PER 13
• LEG 2

• •• PER 9

EXPRCPRIATION (of Industy or
property) •
Risk guaranty ••••••••

IND 4
•• UP I

EXECUTIVE OFFICER MEETINGS •••• ADM 3 EXTENS ION OF PROCUREMENT
DELIVERY PERIODS ••••• PRC I

EXEMPT IONS:
Customs:

Emp Ioyee ef fects ••••••• TRV 6
Commodity shipments •••••• PRC 2

EXECUTIVE ORDERS:
Agency directives
Pres Identl a I

•••• ADM 8
• • • • • • LEG 5

EXTENSION:
Courses (Agency employees) • PER 13
SerVice, agriculture •••••• AGR 5

EXERC ISES:
Relocation (emergency) ••••• ADM 10

EXHIBITS:
Agency ••••••••••••• INF I
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F
FABRICATION, METAL •••••••• IND 5

FACILITIES & SERVICES
(use approp. su bJ • )

FERRIES:
Inland waterway.

FERTILIZATION

• •• TRP 3

• • AGR 9

FAIR EWLOYMENT
PRACTICES •

FAIRS, TRADE

• •• PER 9

IND 6

FERTILIZER:
Agr1cultural use
Procurement • • • • •
ProductIon/Supply.

• •• AGR 9

• PRC 2
IND 5

FAMILY PLANNIt-t3

FAMINE RELIEF:
SocIal servIces.
Under PL 480 • • • • •

• • HLS 9

SOC 6

• FPC 2, 6

FIELD TRIPS, AGENCY EMPLOYEES:
(Use approp. subJ.)
Travel arrangements for ••••• TRV 7

FIELDS, LANDING (aIr transport):
C1v11 • • • • • TRP I

FARMERS COOPERATIVES AGR 3
FIFTY-FIFTY SHIPPING • • PRC 7

FARM:
Bu lid Ings
CooperatIves
Management • •
MechanIzatIon ••••
Youth Clubs (4H, etc.)

• • AGR 6
• • • AGR 3

• AGR 2
• • AGR 6

• •• AGR 5

FILE EQUIPMENT:
Accou ntab 11 I ty
Procurement • •
Secur1ty standards
Ut111 zat·1on ••

• • • • • • • GRS 2

• PRe
• • • • • • • ADM 9

• • • • • • ADM 8

FEASIBILITY STUDIES (Use approp.
subJ • )

• • • • • PER 8

• •••• ADM 6

• • • • • PER I I
• PER 12

• •• PER 7
11 sts • • PER 8

• ECF

• • ECF

• PER 3

INF I

• ADM 8
• • ADM 8

• ADM 8
• •• ADM 8

FILES MANAGEMENT:
D1spos1t1on (destruct1on &

ret1rement) •••••
Ma1ntenance ••••••
Surveys & 1nspect1on
System •••••

FINANC IAL:
Affa1 rs •
Inst1tut1ons:

Bank1ng and credIt

FILMS, FILM STRIPS

FINANCE:
Hous 1ng • • • • • • • • • • • • • SOC 4
Publ1c adm1n1stratlon courses

for part1c1pants ••••••• TRG 4
Publ 1c adm1n1strat1on aspects •• PUB 2

FINAL SALARY CLEARANCE

• •• AGR 10

• • EDU 5FELLOWSH IPS • •

FEDERAL:
AgencIes:

RelatIon wlth.other •
For speclf1c agency

(use approp. subJ.)
Cred It Un10n •••••
Employees:

Compensat1on (acc1dent
benef1ts) •••••

Health benef1t plan.
Labor UnIons ••••
Stat1stlcal dIrectory

FARMING, DAIRY
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FINANCIAL: (Cont'd)
Banks financing Agency

commodity transactions
by letter-of-credlt ••••• FIS 4

Loans:
Non-Agency • • • • • • • • • • LGP 2
Participating In Agency

loans • • •
Plans:

Agency operating year
budget <OYB) ••••

Country budgets •••
Reserves, International
Stabilization ••••••

LGP 2

• • BUD ,5
ECF 2

• • ECF 4

• • ECF 4

FLOOD:
Control
Disasters •

FOOD:
MarketIng & distribution:

Processed •
Unprocessed •

Production:
Crops • • •
Fish
Livestock & poultry.

Supply. Shortages

• AGR 9
• • SOC 6

IND 6

• • AGR 2

• AGR 4
• • AGR 7

• AGR 10
• • AGR 12

FOOD FOR PEACE (PL 480) • • FPC
FINGERPR I NT ING:

Agency employees •••••••• PER 17

FIRE PREVENTION:
Government buildings

FIRES (dIsaster)

FIRST AID TRAINING

GRS I

• SOC 6

• • HLS 3

FORECASTING, WEATHER:
Aerial
Marine" •••••••

FOREIGN:
Assistance Act of 1961

(FAA) •••••

Assistance Appropriation
Act •••••

TRP I
• TRP 6

• • LEG 6

BUD 3

••• SCT 10

ECF 4

•••• TRP

• • TRP

• • LGP 3
• •• ECF 3

• UP I

PRC

PER 13

TRG II

• PER(LOC)

• PRC 9
• • ECF 4

FIS 14

• • ECF 4
• FPC 3

Currency:
AuthorIzatIon (FCA) •
Counterpart funds

(accountIng)
Exchange rates
Sales for (under PL 480)

Excess property, U.S. Gov't
owned (Agency acquisition
of) • • • •

Exchange
In vestme nt:

Agency program to e"nllst
private enterprIse

Economic aspect.
Guaranties •••••

Language:
ReqUirements:

Employees ••••
Participants

National (as Agency
employees) ••••

AGR 7

FIS 13

PRC 7

• • TRV 3

• • FIS 13

FLASH REPORTS (of ob II gatlons)

FLIGHT:
Of capital (movement)
Clearance:

Non-m I I Itary .'.
Safety ••• • •

FLAGSHIP REQUIREMENTS:
Agency-financed shipments
Agency-fInanced travel

FISHERIES TECHNOLOGY

FISH & FISHERIES

FISCAL REPORTS:
General & comprehensIve
Specific (use approp. subJ.)
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FOREIGN: (Cont'd)
SubsidIarIes of U.S.

fIrms, Investment guaranty
of ••••

U.S.-owned:
AccountIng. AudIt •••••• FIS (FC)
Uses (use approp. subJ.)

Trade • • • •
• • UP I

• • • ECF 4

FRIEGHT FORWARDERS •••

FRONT LINES (Issuance of)

FUELI~:

Non-m I I Itary:
AIrcraft
Vesse Is.

• PRC 7

• • PER 8

••• TRP I

• TRP 4

• PRC 2
IND 6
IND 5

• • AGR 8 FUNCTIONS:
Agency ••••••••••••• ADM 6
CooperatIve servIces (JoInt

funds, servlclos, etc.) • • ADM 6

FOREST PRODUCTS:
Agency-fInanced procurement of
Market Ing • • • • • • •
ManufacturIng or processIng.
Unprocessed • • • • • • •

FORESTRY

FORESTRY TECHNOLOGY •

• AGR 8

• SCT II

FUELWOOD ••

FULLBRIGHT FELLOWSHIPS

• • SCT 21

••• EDU 5

FORWARDERS, FREIGHT. • • PRC 7

FOUNDATIONS, ASSISTANCE
PROGRAMS OF • • • • • • • • • • • PRM 7

FORMS:
DIstrIbutIon & reproductIon ••• GRS 5
Management ••• • • • • • ADM 8

••••• ADM 8

• BUD 5

• • FIS 2
• F I S I

• BliD 5
• BUD 5

BUD 5

• FIS 2
• PER 8

• • FIS 14

FIS 2
• BUD 5

••••• FIS 14
• • • • • • • FIS 2

• FIS 14
• BUD 5

FUNDI~ PLAN, OPERATIONAL
YEAR COYB) ••••••••••• BUD 5

FUND, FUNDS:
Accountab I I Ity
Accrual accountIng ••••
Allocatton •
Allotment •••••
ApportIonment ••••
ApproprIatIon-allotment

accou nt Ing ••••••
CampaIgns. DrIves••••
Counterpart accountIng
Obltgattons. Deobl tgattons.

Reobl tgattons.
Programmtng ••••
Spectal programs
Sub-obl tgattons ••
Trust (accountIng)
UtI I tzatton of

Reports of Congress
(under Sec. 634d)

TRV 6

• PRC 2

• • AGR 5

• • ECF 4
•••• PER 6

FOUR-H CLUBS

FORM LETTERS

FREE:
Entry:

Customs aspect • • •
PrIvIleges (Agency)
CommodIty, equIp.,

supplIes ••••
Employees household/

personal effects ••••
Zones:

Customs • • • • • • •

FREEDOM OF INFORMATION

ECF 4

• INF 6

FURNISHI~S, FURNITURE:
Agency:

Accountabt IIty:
Household •
Off tce •••

• GRS 2
• • GRS 2
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o 0 FI S 3

o 0 F I S 7

FURNISHINGS, FURNITURE: (Cont'd)
Procu rement & Sh Ipment 0 0 PRC

Employee (shIpment) 0 TRV 6
Manufacture 0 0 0 0 00 0 0 0 IND 5

G
GAS:

Natural or manufactured

GENERAL ACCOUNT It-G OFF ICE (GAO):
Aud It 0 0 0

ClaIms:
Genera I 0 0 0 0 0 0 0 0

SpecIfIc (use appropo subJo)
Formal exceptIons
InquIries 0 0 0 0 0 0 0

o IND 7

o F I S 3

o FI S 3

GENERAL AGREEMENT ON TARIFFS
& TRADE (GATT) 0 0 0 0 0 0

GENERAL:
Average contrIbutions,

Insu rance 0 0 0 0

Counsel opInions 0 0 0 0

Ledger accounting 0

Services 0 0 0 0 0

GENERATION OF POWER 0

GEOOETIC SURVEYS 0 0

GEOLOGICAL SURVEYS

o 0 0 ECF 4

o PRC 5
o 0 LEG 7
o 0 F I S II

o GRS

o 0 IND 9

IND

o IND

GIFTS:
Acceptance of by Agency

Emp Ioyees 0 0 0 0 0 0 0 0 0 0 0 PER 4
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GOAL PLAN:
Country program 0 0 0 0 0

Inter-regional programs 0

Regional programs 0 0 0 0

GOLD:
Budget (submission to OMB)
Coinage 0 0 0 0 0 0

Controls & barriers
Drain 0 0

Holdings 0 0 0 0 0

Mining 0 0 0 0 0 0

Srnugg II ng:
Economic aspect 0

o PRM I
o 0 PRM 2

o 0 PRM 3

o BUD 2
o 0 ECF I
o 0 ECF 4

ECF 4
o 0 ECF 4

o I ND 7

o 0 ECF 4



GUIDELINES (use approp. subj.)

GOVERNMENT:
Administration

Puh II c adm. program • • • •
Agencies (use approp. subj.)
Banking •••••••
BI lis of lading:

Employees effects
Procurement transactions

Employees (Agency)
Property (accountability) •

• • PUB 3

• • ECF I

• TRV 6
• PRC 4

• PER
• GRS 2

GUARANTI ES:
Investment •••••
Accounting procedures

GUARDS, BUILDING
(marine, etc.)

GU IDE LETTERS •

••• LGP I

• • FIS 14

• • GRS I

• ADM 8

GOVERNMENT LIFE INSURANCE
(employees) ••••••••••• PER 12

GUIDES, MAIL ROUTING • • • ADM 8

GRAIN:
Grad Ing
Production
Storage

GRANTS:
Assistance:

Economic and Technical
(p rogramm Ing of)

Surplus agricultural
commodities •••••

GRANTS-IN-AID,
GRANTS-IN-KIND

• • AGR 2

• • • AGR 4
• • AGR 2

• • PRM I

• • FPC 2, 6

• PRM 7

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

Disciplinary action •••••
Fair employment •••
Procedures for handling.

• PER 4
• PER 9
• PER 7

GROSS NATIONAL PRODUCT

GROUNDWATER:
Community Supply
Genera I ••
Irrigation

GROUPS:
Ethnic •••••••••
Youth:

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

• • ECF 3

• • HLS 7
• •• SCT 9
• •• AGR 9

• • SOC 3

• AGR 5
• SOC 6
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H

• TRP

• • EDUHIGH SCHOOLS •

HEL ICOPTERS:
Civilian use• • FI S 3

• ADM 8
•••• ADM 8

HANDBOOKS: (use approp. sub].)
Aud It ••
Correspondence
Records ••

HANDICRAFTS ••• I ND 2 HIGHER EDUCATION • • EDU 6

HARDSHIP POSTS (differential
allowance at) • • •••••• PER 3

HARBORS • •

HATCH ACT

• TRP 4

• PER 4

HIGHWAY:
Construction &maIntenance:
Network • • • • • • • • •
Transportation ••••••

Motor transport systems

• TRP 2
• TRP 2

••• TRP 2

• • TRP 2

• SOC 3
• SOC 5

• ECF 4
• FIS (FC)

• SOC 3

• • ADM 6

• • • • • • • TRP 2

HOLDIOOS:
ForeIgn currency: •••••••

Fiscal accounting & audit of
Uses (use approp. SUb].)

HOL IDAYS:
Employment aspect:

Duty Rosters ••••••••• PER I
Leave • • • • • • • PER I
Pay • • • • • • • • PER 3

Local & National:
Cultural
Labor standards

HISTORY:
Of Agency • • • • •
Of country:

Cultural aspect.

HIGHWAY CONGRESS, PAN
AMERICAN •••••HEALTH:

Affairs ••••••••••••• HLS
Benefit plans. Insurance:

Agency employees ••• PER 12
Industrial & labor union ••• SOC 5
Participants • • • • • •• TRG 9

Centers • • • • • • • • • • • HLS 4
For Agency employees • PER I I

Ch II d • • • • • • • • • • • HLS 5

Courses for participants •••• TRG 4
Diseases HLS 2
Education • • • • • • • • • HLS 3
Facilities •• • • • • • • • HLS 4

Maternal & child nursing • HLS 5
Partlcl pants •••••••••• TRG 9

Program • • • • • • • • • • • • • HLS
Public •••• • • • • • •• HLS
Roans (Agency) • • PER II
Rural. • • • • •• HLS 4

Units • • HLS 4

• PER I

• • AGR 5

• • PER 2

HOME LEAVE

HONOR AWARDS

HONORARY AWARDS:
Agency employees (regulations

re acceptance of foreign) ••• PER 4

HOME ECONOMICS

• LEG 6
• LEG 6

• BUD 3
• BUD 3Senate •••• • • • •

Authorizing legislation:
House • • • • • • •
Senate • • • • • • • •

HEARIt-GS: (use approp. sUb].)
Agency • • • • • • • • • • BUD I
Bureau of the Budget • • • • • • BUD 2
Congressional (Agency):

Appropriation legislation:
House • • • • • • • • •

HORTICULTURE • • AGR
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HOSP ITAL SH IPS:
Project Hope • HLS 4

HUMAN DISEASES

HUMAN RIGHTS

• HLS 2

• SOC 3

• • • HLS 4
• • • HLS 4

HOSPITALITY (for participants)

HOSPITALS:
Administration &operation
Construction &maintenance
Military:

Agency use
Nursing ••••••••

TRG 7

• • PER II
• • HLS 5

HUMAN RESOURCES
(manpower)

HUSBANDRY, ANIMAL.

HURRICANES (disaster) •

HYDRAULICS

• SOC 5

AGR 1'0

• • SOC 6

• SCT 9
HOURS OF WORK:

Agency employees
Industrial workers

• • PER I
• •• SOC 5

HYDRO-ELECTRIC POWER IND 9

HYDRO-POWER • SCT 21
HOUSE OF REPRESENTATIVES:

Agency relations with.
Hearings:

Appropriation legislation.
Authorizing legislation

• • LEG 2

• • BUD 3

• • LEG 6

HYGIENE:
Health education In •
Industrial •••••

• • HLS 3
• • HLS 7

HOUSE ORGANS (Issuance of) •••• PER 8

• TRV 6

• GRS 2

• • PRC

HOUSEHOLD:
Effects (shipment of employee)
Furn Ish Ings: (Agency)

Accountability ••••
Procurement • • • • •

• SOC 4
SCT 13

• PER 3
• •• GRS 6

• • SOC 4
• • SOC 4
• • SOC 4
• • SOC 4

• • • • • • SOC 6
• •••• SOC 4

• • TRG 9

• SOC 6

HOUSH-G:
Agency employees:

Allowances
Housing assignment

Aided self-help.
Census
Construction
Cooperat Ives
Disaster victims
Finance •••
Participant •••
Refugees •• • • •
Research &development,

tech. assist ••••
Technology ••••••
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IDENT IF ICAT ION.:
Agency-financed commodities

(marking requirements) •••• PRC 6
Aircraft:

INCOME TIV< :
Assistance for Agency employees. PER 8
Participant exemption •••••• TRG 9

Civil •••••••••• .TRP INCONVERTIBILITY, OF CURRENCY ••• ECF 4
Risk Guaranties • • • • • UP I

IDENTIFICATION CARDS (security) •• PER 17
(Agency employees)
Building protection procedures • GRS I
Employee security aspect •••• PER 17

INDEBTEDNESS, EMPLOYEES.

INDEPENDENT AUDIT ••••

• • PER 4

• • F IS 3

ILLITERACY • • EDU INDEPENDENTLY-FINANCED
PARTICIPANT TRAINING • • TRG 12

ILLNESS:
Employees
Participants

• • • • • PER I I
• • TRG 9

INDEXES (Cost of living, price,
production) ••••••••••• ECF 3

IMMUN ITI ES:
Emp Ioyees (Age ncy) ••••••• PER 6

INDISPENSABLE RECORDS,
RELOCATION OF •••••••••• ADM 10

Specific (use approp. sUb].)

IMPLEMENTATION PLANS, PROGRAM:
Country • • • • •
Inter-reg Iona I ••••
Reg lona I •••••

• • SOC 5

• • • • I ND 4
SOC 5
IND 5
IND 5

• IND 10
IND II

• • I ND 7
• • SCT 17

• • SOC 5
• • • • • I ND 2

• • I ND 4
IND
INO 2
IND 6
IND 3

• • HLS 7
• • • • I ND 12

INDUSTRIAL:
Accidents, Safety
Cooperatives
Controls •••••
De ve Iopment • • • •
DevelopmenT Banks
Distribution & Marketing ••••
Engineering ••••••
Hygiene • • • • • • • •
Maintenance & repair
Management:

Practices • • • • •
Relations with labor

Manufacturing & processing
Plants & facilities
Productivity ••••
Research ••••••••
Technical Inquiry service ••
Technology ••••
Wages, hours, working

conditions •••••ECF 4

• BUD 4,
PRM I,
PRM 2,
PRM 3

• • ECF 4

• • PRM I
• PRM 2

••• PRM 3

• • • PER II
• • TRG 9

IMMUNIZATIONS:
Agency employees
Partlcl pants

IMPORTS •••

IMPACT OF AID ON U.S.
ECONOMY:
Genera I •••

IMPLEMENTATION APPROVAL DOCU
MENTS (lAD) ••••••••

INCENTIVE AWARDS (employee) •••• PER 2

INCENTIVES, INVESTMENT •• • • LGP 3

INDUSTRY: • IND
Cottage • • • • • • • • IND 2
Effect of trade agreements on •• ECF 4
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INFLATION:
Monetary system • • • • • • • • • ECF I
Prices and cost of living •• ECF 3

INQUIRIES: CCont'd)
General Accounting Office •••• FIS 3
Pu bI Ic (rout Ine) ••••• • INF 4

INDUSTRY: (Cont'd)
Expropriation of:

Risk guaranties
Specific (use approp.

Telecommunications
Warehousing & storage.

• • • • • IND 4
• • • • • LGP I
sUbj .)

IND 13
• I ND 12

INSECT CONTROL:
Animal
Crop • • • •
Sanitation aspect •

IN-SERVICE TRAINING,
EMPLOYEES ••

• •• AGR 10
• AGR 4

• •• HLS 7

• • PER 13
INFORMATION:

Activities (general) •••••• INF
Communications resources centers. INF 3
Exchange:

Genera I • • • • • • • INF
Management • • • • • • • • • • • ADM I
Media. • • • • • • • • INF 5
Psychological operations •••• INF 6
Public relations •••• INF 5
Publications ••••• INF 7

Requests for •••• • •• INF 4
Systems • • • • • • • •• • • ADM 4
Sclentlf Ic •• • • SCT 7
Security • • • • • •• ADM 9
Storage & retrleva I ADM I
Techn Ica I (approp. subj.) or •• SCT 7

INSTITUTION BUILDING (TITLE IX) •• PRM 6

INSLIBORD INATION,
EMPLOYEES • • • • • • • • • PER 4

Foreign Service Institute
(emp Ioyee "tra JnJng In) •••• PER I3

Intermediate credit (partici-
pating In Agency loans) •• LGP 2

ADM 7

• GRS I
• ADM 10

• • PER 17

• • PRC 2
• PRC 2

• •• F I S 3
F I S 3

• • HLS 7

• •• EDU 2

INSTITUTES, INSTITUTIONS
(use approp. subJ.)
Educational ••••••

INSPECTION (use approp. sUbj.)
Administrative (general)
Commod Itles:

Arr Iva"1 • • • • • • • • • •
Pre-shipment ••••••

Internal audit (financial)
Management
Sanitation ••••
Security:

Personnel
Physical:

Bu rid Ing. Restricted areas
Equipment & supplies

• • PER II
SOC 5

•••• TRP I

• TRP 2
• TRP 5

• • TRP 3

INLAND TRANSPORTATION:
Air
Highway • •
Railway. • • •••
Waterway ••••

INJURY:
Agency employees
Industrial workers

• • LEG 2
• • PER 8

• PER 12
• • TRV 6

• • • PER 12
• FIS 12

• • PER 12

INNER SIX (European Economic
Community) •••••

INNOCULATIONS (Agency employees)

INQUIRIES:
Congressional
Credit (employee)

• ECF 4

• PER II

INSURANCE:
Agency employees:

Hospitalization &medical
Household/personal effects
Life •••••••
Payrol I deductions
Trave I (emergency)
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INSURANCE: (Cont'd)
Unemployment ••

As business ••••
• • • PER 12
• • • IND 12

INTERNATIONAL:
Agreements (use approp. subJ.)
Banks & financial Institutions

Organizations (use approp. subJ.)
Assistance programs • • • PRM 7

Reserves • • • • • • • ECF 4
Trade • • • • • • • • • • • • ECF 4

Marine (on Agency-financed
canmod Itles) ••••••••• PRC 5

Mortgage ••••••• • • • SOC 4
Soc Ia I programs • • • • • • • SOC 5
Vehicles, Agency-owned ••••• GRS 2

INTEGRATION:
Of AID/State functions ••••• ADM 6
Econanlc • • • • • ••••• ECF 4
RacIal • • • • • • • SOC 3

(general) ••••••••
Non-Agency loans
Participating In Agency

loans ••••••••

INTERNATIONAL ATOMIC ENERGY
AGENCY (I AEA ):

• • • PRM 7

• • LGP 2

• • LGP 2

INTERAGENCY:
Agreements
Relations.

•• LEG I
•• ADM 6

Genera I •••
SpecIfic (use approp. subJ.)

.•• I ND 8

INTER-AMERICAN ECONOMIC &
SOC IAL COUNC IL ••••••••• PRM 7

INTEREST:
Bank • • • • • • • • • ECF I
Confl Ict of (employees) ••••• PER 4

INTERNATIONAL CHILDRENS
EMERGENCY FUND (UNICEF) ••••• PRM 7

INTERNATIONAL BANK FOR RECONSTRUC
TION AND DEVEUFMENT (IBRD):
General • • • • • • • • • • PRM 7
Non-Agency loans •• LGP 2
ParticIpatIon In Agency loans •• LGP 2

• • PRM 7
• • LGP 2

• • LGP 2

Genera I • • • • • • • •
Non-Agency loans
Participation In Agency

loans •••••••

INTERNATIONAL DEVELCFMENT
ASSOC IAT ION <I DA):

INTERNATIONAL EXECUTIVE SERVICE

LGP 2

LGP 2

INTERAGENCY BOARDS,
COMMITTEES, etc.

(use approp. subJ.)

INTER-AMERICAN DEVELOPMENT BANK:
Agency loan

partIcipatIon •
Non-Agency loans

INTERNAT 10NAL FINANG E CORPORATION
(IFC) :

INTERIM:
Funding (under ContinuIng

Resolution) •••••• • BUD 5

CORPS • • • • • • • • • • LGP 3

INTERMEDIATE CREDIT INSTITUTIONS
(partIcIpating In Agency loans) • LGP 2

INTERN PROGRAM (employees) • PER 13

General ••••••••
Non-Agency loans
Participation In Agency

loans ••••••••

• • PRM 7
• • LGP 2

LGP 2

INTERNAL:
Audit •••••••••••••• FIS 3

INTERNATIONAL LABOR ORGANIZATION
(ILO) •••••••••••••• SOC 5
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• ••••• LGP 3
• • • • • • LGP 3
• • • • • • LGP I
• ••••• FIS 14

• • • • • La:> I

• LGP I
• • F I S 7

• • LGP I
• • LGP 3

• LGP 3
• • • • • • LGP 3

INVESTMENT:
Climate • • • • • • •
Feasibility studies.
Guarantees

Accounting
Agreements
Application.
Claims
Contracts • • • • • • •

Incentives
Opportunities
Su rveys •

( IMF) • • • • • • • • • • • • • • ECF 4
INTERNATIONAL MONETARY FUND

INTERNATIONAL RED CROSS:
(use approp. subj.)
Disaster rei lef:

Non-Agency • • • • • SOC 6
Food for Peace Program

(PL 480) ••••••• FPC 2, 6

INTERNAT IONAL TELECOMMUNICAT IONS
UNION (ITU) ••••••••••• IND 13

INTERNAT IONAL TRADE
ORGANIZATION •••••••• ECF 4

INVESTORS. • • LGP 3

INTERNS:
Government trainees
Mad Ica I • • • • • •

•• PER 13
• HLS I

INV ITATIONS:
To bid
To speak

• • PRC 3
INF 9

INVENTIONS
(use approp. subj.)
Patents • • • • • • • • • • • • • LEG 10

INTERVIEWS:
Applicants for employment •• PER 9
Employee-management •••• PER 7
Participant exit • • • • • TRG 8
Press •••••••••••••• INF 5

IND 5

IND 8

• • AGR 9

• • HLS 2
• HLS 2
• HLS 8
• AGR 4

• • HLS 8
• • HLS 2

IRRADIATION:
As food preservatl va
Health:

Hazard ••••••
Treatment of diseases •

Medical research ••••
Seed & plant Improvement

IRRIGATION

ISOT<PES:
Development

Mad Ica I use:
Research • • • •
Treatment of diseases ••

• • PRM 2

• •• TRG 9

INTER-REGIONAL PROGRAMS •

INTERPRETI NG SERV ICE,
PARTICIPANT •••••

INVENTORY:
Agency equipment & supplies ••• GRS 2
Records • • • • • • • • • • • ADM 8

ISSUANCE, CURRENCY ••••

ISSUANCE SYSTEM, DIRECTIVES

• • ECF I

• • ADM 8

INVESTIGATION:
(use approp. subj.)
Agency personnel (security) ••• PER 17
Congressional • • • • • • •• LEG 2
End-use observations •••••• FIS 3

ITINERARIES:
Agency-financed travelers •••• TRV 7
Participants •••••• • TRG 9
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JANAP (Joint Ar.my, Navy, AIr/Force
Progrcrn) (te Iecan) • • ADM 8

K
KENNEDY MEMORIAL LIBRARY

(records for) • • • • • • • • • • ADM 8

JANITORIAL SERVICE ••• GRS I

JOB:
DescrIptIons •••• • ••• PER 15
RetentIon • • • • • • PER 9
Series & standards ••••••• PER 15

JOINT ADMINISTRATIVE OFFICES (JAO). ADM 6

JOINT FUNDS:
AudIt •••••••••••••• FIS 3
Organization and functions ••• ADM 6

JOINT STATE/A.I.D./USIA TASK FORCE
ON UNIFORM REGULATI~S •• ADM 6

JURY DUTY (absence for) • • • PER I
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LABOR ORGANIZATION, INTERNATIONAL
( ILO) • • • • • • • • • SOC 5

LAKES:
Inland waterways •••••••• TRP 3

LABOR • • • • • SOC 5
Accldents, Safety • • SOC 5
Ch lid • • • • • • • • • • SOC 5
Cooperatives • • • • • SOC 5
Dl sputes • • • • • • • SOC 5
Employment & unemployment. SOC 5
Insurance programs ••••• SOC 5
Leadership development • SOC 5
Management relations •• SOC 5
Organl zatlons • SOC 5
Standards • • • • •• • • • • SOC 5
Statistics ••••• • • SOC 5
Training courses for

participants ••••••••• TRG 4
Unions. Organizations • SOC 5

Federa I emp I oyees • • • • • PER 7

LEAVE OF ABSENCE (employee) •••• PER I

• ECF I
• LEG 8

• ECF 4

• TRP

• • GRS 6

• • LEG
LEG 7
LEG 4

• LEG 7

• • TRP

• • PER 15

• • TRG II

• • F I S 2

• • FIS 10

• FIS I I

• • PER 13

• TRG II

LATIN AMERICAN FREE TRADE
AREA FOR SOUTH AMERICA
(LATFSA) ••••

LEDGER:
Allotment
DI sbursement
General

LANDI NG:
AIds (a Ir):

Commerlcal & private
Fields (air):

Commerlcal & private

LANGUAGE:
Requirements:

Employees •••••
Part Ic Ipants

Training & testing:
Employees •••
Partlclpants •••

LEGAL:
Affairs (general) •
Dec Is Ions •• • •
Determ Inations
Opinions ••••
Reserve requirements of private

banks • • • • • • •
Sea Is. • • • • • • • • • •

LEASES • • •

• PRC 6

••• AGR 8

• IND 8
• • • AGR I I

• IND II
HLS 2,
4, 8

LAND CAPAS ILIlY

LABELLING COMMODITIES.

LABORATORIES, RESEARCH:
(use approp. subJ.)
Atomic Energy •••••
Agriculture.
Industry

Mad Ical •••

LEGISLATIVE:
Affairs (Agency)
Program (Agency)

LAND:
Conservation (soil)
Deve Iopment • • • • •
Distribution ••••
Drainage. • •••
Irrigation •••••••
Recl amatlon •
Reform
Settlement
Tenure •••
Use, urban ••••

• • AGR 9
• • AGR 9

• AGR 9
AGR 9
AGR 9

• AGR 9
• AGR 9
• AGR 9
• AGR 9

• • SOC 4

LEGISLATION:
Agency:

Congressional
Appropriation
Authorization

Other U.S.

presentation
bI I I ••••
bI I I ••••

BUD 3

• • BUD 3
• • LEG 6

LEG 9

• LEG
• LEG 6
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LENGTH OF SERVICE AWARDS
(emp Ioyees) • • • • • • • • • • • PER 2

LIVESTOCK & POULTRY •••••••• AGR 10

LIAISON: (use approp. subJ.)
Congress Iona I • • • • • • • • • • LEG 2
With other Federal agencies ••• ADM 6
Press, radio & television INF 5

• FIS 14
••• LGP 2

• LGP 20

• AGR 3

LOCAL:
Currency: (see Foreign currency)

Transactions of employees ••• PER 4
Emp Ioyees, FS • • • • • • • PER (LOC)
Local transportation • TRV 3

Motor pool service •••••• GRS 4

• PRC 2

•• ECF 3

• PER 3
•• ECF 3

LOAN, LOANS:
A~count/ng •••••••
Agreements •••• • • • •

Tenns & conditions
Agriculture credit
Application, proposal & authori-

zation • • • • • • LGP 2

Bank • • • • • • • ECF I
Consortia. • • • ••••• LGP 2

Cooley (PL 480, Sec. 104e) LGP 2
EI I g I bI I I ty cr I ter I a •• • • • • LGP 2

Financial Institutions partici-
pating In Agency loan

transactions • LGP 2

Municipal • • • • • • • • LGP 2

Non-Agency ••••••••••• LGP 2

Untying procurement sources
restrl ctlons ••••••

L1V I~:

Cost of: .
Allowances (FS personnel)

Standard of • • • • • • • • •

TRP I

• GRS 3
• EDU 7

• • PER 12
SOC 3

• • F I S I

• GRS 4
• •• PER 8

TRG 9
ECF 4

• • • LGP (B)
• • FI S 4

ADM 8

• • ADM 8

LIBRARY OPERATION:
Agency •• • • •
Cooperating Country.

LICENSES:
Aircraft:

Civilian ••••
Drivers:

Agency chauffeurs •
Agency overseas personnel
Participants

Export-I mport

LETTERS:
Advice of Loan Approval
Of commitment financing.
Fonn & gu Ide
Preparation of

LIABILITIES, ACCRUED

LIFE:
Insurance (employee)
Mode of (social customs)

LIQUIDATED OBLIGATIONS

LIQUIDATION OF MISSIONS.

• •• F I S 2

• ADM 6

LOCATOR SERVICES:
(Agency personnel) • PER 8

LOCKOUTS (I abor) ••• SOC 5

AGR 4

• ADM 9
• ADM 8

LODG I~ ALLOWANCE (temporary) • • • PER 3

LOCU ST CONTROL

LOGS:
Classified document control
Mall control (general)EDU I

• ECF 4
· • PER 8

• GRS 5
• PRC I
• ECF 4

LITERACY PROGRAMS • •

LIST, LISTS:
Export control (EXCON)
Federal statisticians •
Mailing. • • •••
Procurement agents • • • • • •
Trade • • • • • • •
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LONG-TERM DOLLAR CREDIT SALES
(PL 480, Title IV) ••••••• FPC 5

LONG-RANGE ASSISTANCE STRATEGY
(LAS) :
Country •••••••••
Inter-reg Ion a I •••••
Regional ••••••

• PRM I
• PRM 2

• PRM 3

MACHINERY:
Agency:

Accountab Illty
Procurement • •
Use of automated &

mechanized
Production

MA IL MANAGEMENT

• • GRS 2
•••• PRC

• • • ADM I, 8
••• IND 5

• • ADM 8
LONG-TERM SUPPLY CONTRACTS

(PL 480, Title IV) • FPC 5 MA ILIt-K7 LI STS • • GRS 5

LORAN: (rad 10 navl gatlona I aid)
Use In:

CIvI I avIat Ion • • • •
Inland waterway transporta

tion ••• • •

• GRS I

• • TRP 6

• • GRS 2
• • GRS 4

• • ADM 8

• • TRG I
•••• HLS 4

• • I NO 12

Records • • • • • • • •
Allowance, participants •
Hospital ••••••••
Industries •••••••
Transportation equipment &

facliitles:
Aircraft:

CIviii an •• • • • • • • • • TRP
Airports & landing fields:

CIviii an • • TRP I
Ports & harbors • • • • • • • • TRP 4

RaIlroads. • • TRP 5
Vessels:

Merchant

MAl NTENANCE:
Agency:

Bu II ding ••••••
Equipment & supplies

(general) •••
Motor vehicles ••••

• TRP 6
TRP 6

• • TRP I

• • GRS 2

• • FPC 2, 6

• • PER I

Merchant shipping •••

LOSS OF AGENCY EQUIPMENT &
SUPPLIES •••••

LUNCH PROGRAM, SCHOOL (PL 480)

LWOP LEAVE

MALARIA •••• • • HLS 2

MALNUTRITION • • • • • • HLS 6

• ADM I

MANAGEMENT:
Agency: • • • • • • ADM

Correspondence • • • • ADM 8
oIrecti vas •• • • • • • • ADM 8
Equipment paperwork. • • • ADM 8
Files • • • • • • • • • • ADM 8
Forms • • • • • • • • • ADM 8
Improvement & cost

reduction • • • •
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• PER 4
ECF 4

• •• ECF 3
ECF 4
IND 6

• IND 6

IND 6

• •• AGR 2
IND 6

MARKET:
Black:

Agency employee transactIon •
Currency ••••• •
OperatIonal (general)

Common •• • • • • • •
Research & promotIon
Survey •••••• •

MARKETING & DISTRIBUTION:
AgrIcultural products:

Processed • • • • •
Unprocessed • • •

IndustrIal products

• • PUB I
• • AGR 9

• •• FIS 3
• ADM 8

ADM 8
• • ADM 8
• • AGR 2

IND 4

• • • SOC 3

• • • • • PER 16MANDATORY RETIREMENT

MANNERS & CUSTOMS

MANAGEMENT: (Gont'd)
Inspection •••••

Ma I I • • • •
Paperwork (general) •
Reports • • • • • • •

Farm
Industr Ial
Paperwork (publIc adm.

aspect) •
Range • • • • • •

MANUFACTURERS,
MANUFACTURING •••••••••• IND 5

MANUALS: (use approp. subJ.)
Dlrectl~s system •••••••• ADM 8

MAPS, MAPP I NG:
Cartography & related

surveyIng ••••••••••• IND I

MANPOWER:
Agency:

AuthorIzed staffIng
levels •••••

AuthorIzatIon of
ceIlIngs ••••

Genera I • • • • • •

• • PER 19

• • BUD 5
• SOC 5

MARKING:
Emblems (desIgn &use of) •••• INF I
RequIrements (Agency-fInanced

commod ItIes) ••••••••• PRC 6

MARRIAGE, AGENCY EMPLOYEES · · · • PER 14

MASS COMMUN ICATIONS • · . · . INF

MATERIAL (use approp. subJ • )

MATERNAL & CHILD:
Care · · • SOC 6
Health · . · · · · • HLS 5

MEASURES (use approp. subJ • )

MEAT PROCESS ING · . · · · · · IND 5
MAR INE CORPS:

As buIldIng guards ••••••• GRS I

MARINE INSURANCE
(on Agency-fInanced procurement). PRC 5

MECHANIZATION:
Agency processes (general)
AgrIcultural
IndustrIal

Effect on labor •••••

• ADM I
• •• AGR 6

IND
• •• SOC 5

MAR INE SC IENCE SCT 10

MEDICAL:
Banks (blood, bone, eye, etc.) • HLS 2
Care:

Agency employees ••••••• PER I I

MARITIME FACILITIES &
OPERATI ON S •• • • • • • • • • • TRP

MEDIATION, LABOR DISPUTES • SOC 5
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• • PER I I
• • • • • TRG I I

IND 5

IND 7

• SOC 4

• FPC 2, 6
• SOC 6

• ADM 8
PRC

• • ADM 8

• • HLS 5

• • ADM I

MIGRANT. REFUGEE
Relief:

Food for Peace Progran
(PL 480)

Other services

MIGRATION ••

MIDWIFERY •

METEOROLOGICAL NAVIGATION SERVICES:
Aerial ••••• • • TRP I
Marl ne ••••••••••• TRP 6

MICROFILMING:
As Information storage &

retrieval technique ••
Equ Ipment:

Management control of •
Procurement • •

Of Agency records

MESSENGER SYSTEM • • • • • • • • • ADM 8

METALS:
Fabrication •••••
Mining, refining &

smelting ••••••

• HLS
TRG 9
HLS I

• • PER I I
• AGR 10

• • HLS 2

IND 5

• • PRC
HLS 2

• • PER II

• HLS 4

• • PER 12
• TRG 9

••• SOC 5

• • HLS 8
• • • • • PER 16

• • HLS I

MEDICINE:
Manufacture • • • • •
Procurement • • • • •
Treatment of diseases

MEDICAL: (Cont'd)
Country programs
Partlcl pants
Education &training

Exan Inat Ions:
Agency employees &

dependents ••••
Participants

FacilitIes:
(hospitals, clinics, etc.)
Agency employees
Public and prIvate

Insurance:
Agency employees
Participants
Social programs ••

Research •••••
Retirement (employees)
Schools ••••••••
Treatment:

Agency employees
LI vestock ••••
Public & private

MEDICO • • HLS 4 MILEAGE RATES • • • TRV I

MERITORIOUS SERVICE CITATION ••• PER 2

MERCHANT SHIPS, VESSELS:
Attacks on:

OperatIons..... • .TRP 6
TransportatIon of Agency

fInanced commodIties • PRC 7 MINERALS:
ExploratIons, development &

mIning • • • • • • IND 7
FabrIcatIon & manufacture. • IND 5

MILITARY:
Leave (Agency employee) ••••• PER I
Offset program • • • • • ECF 4
Postal servIce (Agency use of

APO, FPO ) • • • • • • • •• ADM 8
ServIce

Reduction In force (RIF) ••• PER 9
RetIrement ••••• • PER 16
Salary step Increases. • PER 3

• I ND 5MILLS (manufacturIng)

• OCM
• AD\1 3

ADM 3

MEETINGS (general)
ExecutIve OffIcer. • •••
Staff • • • • • • • • • • • •
Other (use approp. subj.)

MEMBERSHIP (use approp. subj. for
Int'l. org., conf., etc.)
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MINIMUM WAGES. • • SOC 5 MORTGAGE INSURANCE • • • • • • • • SOC 4

MINING

MINI STERS:
Of religion

MINTING (of money)

IND 7

SOC 3

••• ECF I

MOTION PICTURES:
AudIo-visual aids
Employee:

Recreation
Training, Orientation •••

As teaching method

• IND I

PER 8

• • PER 13
• • EDU I I

MOBILE:
Aud Io-v Isu a I un Its • • • • INF I
Health units • • • • • • HLS 4
Libraries. • • • ••••• EDU 7

• • • • • LEG I

• TRP 6

• •• ECF 4
• • ECF 3

• SOC 6

• •• GRS 4

• • GRS 4

• • GRS 4
GRS 2

• GRS 4
• •• GRS 4

• •• PRC
• GRS 4

MOVEMENT OF:
Cap Ita I ••
PopUlation ••••
Refugees • • • •
Vessels:

Merchant

MOTOR VEHICLES:
Agency

Accidents. • •••
Accou ntab II I ty •••••
Despatching & scheduling
Maintenance
Procurement • •
Use of • • • • •

Agency employee:
Sale or barter overseas • • PER 4
Sh I pment of • • • • • • • • • • TRV 6

As highway transportation. • TRP 2

MOTOR POOL

BUD 5

• • PER 19
• • GRS I

• GRS 2

• • ADM 3
• • ADM 10
• • Aor~ 6

GRS 6
• • • ADM 6

•••• ADM 6

MINUTES OF UNDERSTANDING
(agreements)

MISSION: (Agency)
Aircraft ••••
Director conferences
Emergency evacuation
Functions •••• ~ ••
Housing assignment
Opening & closing
Organization
Staff I ng:

Authorization of levels
Ceilings ••••••

Patterns. Rosters
Telephone & radio facilities

MODE OF LIFE (social customs) ••• SOC 3

MOBILIZATION OF:
Industry
Labor &manpower

INO
• SOC 5

MOVES, OFFICE • GRS 6

MULTILATERAL:
Agreements (use approp. SUb].)
Foreign assistance ••••• PRM 7

MONEY:
Counterfeiting •••••• ECF I
As foreign exchange. • • ECF 4
Monetary systems •••••••• ECF I

MUNICIPAL:
Loans ••
Planning
Water systems • •

• •• LGP 2

• SOC 4
• HLS 7

MONOPOL IES IND 4

MONTHLY ACCOUNTS CURRENT • FIS I
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NONCONVERTIBILITY OF CURRENCIES:
Investment guarantees against •• LGP I
Trade barriers ••••••• ECF 4

N
NARCOTICS:

Manufacture of
Mad Ic Ina I use •

NATIONAL:
Accounts • • • •
Budget • • • • • • • • • •
Debt • • • •••
Emergency:

Travel control during.
Income

NAT IONALI ZAT ION (of Industry) •

NATIONALS:
As exchange grantees and

visitors ••••••
As local Agency employees.
As participants •••••

IND 5
HLS 2

ECF 3

• ECF 2

• • ECF 2

TRV 5
• • ECF 3

IND 4

• PRM 7
• PER (LOC)

• • TRG

NETWORKS:
Highway ••••••
Telecommunications

NEWSLETTERS <t nterna I
Issuance) •

NEWS MEDIA

NEWSPAPERS (see PRESS)

NEXT-oF-KIN INFORMATION
(employee) •••••

NOMINATIONS, EMPLOYMENT.

• TRP 2
IND 13

• PER 8

INF 5

••• PER 8

• PER 9

NATURAL RESOURCES
(use approp. subJ.) or ••••• SCT 9

NEGOTIATION OF:
Agreements (use approp. sUbJ.)
Contracts • •

• • • • • LGP 10

NAVIGATION:
Clvl I Ian:

Aircraft •••••
Vessels:

InIand waterways
Oceangoing •••••

NAVIGATIONAL:
Aids (radio):

Use In:
Civil avl atlon ••••
Inland transportation
Merchant shipping

Loans • • • • •

NET NATIONAL PRODUCT

• TRP I

• TRP 3
• TRP 6

••• TRP I
• • TRP 3

• TRP 6

• PRC 3
LGP 2

• • ECF 3
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NONPROJECT ASS ISTANCE
(canmod Ity) • • • • • •
Canmodlty procurement.

NOTE ISSUING AUTHORITY
(Investment guarantee)

NOTICES:
Agency Issuances •••
Of exception (GAO)
Participating Agency

NUCLEAR:
Energy:

Peacefu I uses:
General research and

development ••••
Specific applications (use

approp. subJ.)
Agr Icu Itu ra I ••••
Med leal:

Research
Treatment of diseases

Power generation

• PRM 5
• PRC

• ADM 8
FIS 3

• ADM 8

• IND 8

• AGR 4

• HLS 8
• HLS 2

• IND 9



o
NUMBER SER IES

(of fIeld communIcatIons) •••• ADM 8
OATHS (admInIstration of)

To Agency employees ••• • • PER 9

OCEANOGRAPHY ••••••••••• SCT 9,
SCT 10

OBL IGAT 1ON S • • • • • • • • • FIS 2
Section 131 I CertificatIon

(of standard documentation) •• FIS 2

NUTRITION
AnemIa ••••
Anthropology
Eva Iuatlon •
Food stamps • •
Planning & Pol Icy.

• HLS 6
• • HLS 6

• HLS 6
• HLS 6
• HLS 6

OBJECT CLASSIFICATION CODES • • F I S 8

OCCUPATIONAL:
Codes (govt. personnel) ••••• PER 15
Deferment under selective service

systems (of Agency employees) • PER 9

ADM 6

GRS 2

• • PRC
• • PER I

GRS 6

• • GRS
• • GRS 6

OFFICE:
Establishment, reorg. etc.
Furniture, equIpment & supplies:

Accou ntab 1IIty
Procurement •

Hours • • •
Moves • • • • • • •
Services
Space •

OFFICE OF ECONOMIC COOPERATION
AND DEVELOPMENT (OECD) •• PRM 7

OFFICE OF MANAGEMENT AND
BUDGET • • • • • • • • • • • • • BUD 2

OFF ICERS:
Certifying
DIsbursIng

F I S 3

• • F IS 10

OFF IC IAL PASSPORTS • TRV 5

OFFSHORE PROCUREMENT:
Agency • • • • ••• PRC 2

OIL (exploratIon, extraction,
& refining) •• IND 7

OLD AGE INSURANCE • SOC 5
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ON-THE-JOB TRAINING:
Agency employees
Labor unIon programs

(apprentIceshIps) ••
PartIcIpant facIlItIes

OPENING AGENCY OFFICES
& MISSIONS ••••

• • PER 13

• •• SOC 5
• • • • • TRG 7

ADM 6

ORGANIZATION FOR ECONOMIC
COOPERATION & DEVELOPMENT
WECO) :
AssIstance to less developed

countrIes •••••
Asslstace to member

countrIes ••••

PRM 7

• • ECF 4

OPENI NG, BIDS • • • • PRC 3

ORGANIZATIONS (use approp.
subj.) or •••••••• • ••• OCM

OPERATORS' PERMITS
(for Agency vehIcles) •••••• GRS 4

• • LEG 7
• • • • I NF 5

OUTER SEVEN
(European Free Trade Assn.) ••• ECF 4

ORPHANS:
AdoptIon of by Agency

person ne I • • • • • • PER 14
Re I Ief programs:

Food for Peace (PL 480): ••• FPC 2, 6
Soc Ia I serv Ices • • • • • • • • SOC 6

• PER 13
• TRG 9

• • TRP I

OVERFLIGHTS:
AuthorIzed aIrcraft:

Non-m I I Itary

ORIENTATION:
Employees.
PartIcIpants

IND 6

• ECF 4

• PER 9

• • LGP 3

• • BUD 5

OPERATIONS (admln. & program)
(use approp. subj.)

OPPORTUNI TIES:
Employment (Agency) •
PrIvate enterprIse
Trade:

Danestlc
I nternatlona I

OPERATI NG YEAR BUDGET (OYB)

OPINION:
Legal • • • • • • • • •
Publ Ie (analyses of)

ORGANIZATION:
Agency • • • • • • • • •
Charts • • • • • • • •
ConsolIdated AdmInIstratIve

Management OperatIon (CAMO)
CooperatIve &JoInt servIces
Other U.S. AgencIes •••••

OVERPOPULATION ••••
Birth control measures ••••ORDERS:

Executl va
Manual
Purchase
Travel

(of the PresIdent) LEG 5
ADM 8
PRC C,
TRV 2

• • ADM 6

• ADM 6

ADM 6

• • ADM 6
ADM 6

OVERTIME:
AuthorIzatIon
Budget estImates
CompensatIon
Payro I I procedures

OWNERSHIP:
Of autanobl Ies by

partIcIpants
Canmodltles •
Land
Records ••

• ECF 3

• HLS 9

• PER I
• BUD 5

• • PER 3
••• FIS 12

• TRG 9

• • PRC 2
••• AGR 9

ADM 8

OYB (OperatIng Year Budget) BUD 5
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p

PAN AMERICAN SANITARY
ORGANIZATION (PASO) ••••••• HLS 7

PAN AMERICAN HIGHWAY
CONGRESS • • • • • • • • • • • • TRP 2

PACTS (treatIes)
(use approp. subj.)

• FPC 2

• FIS 14

• • FIS 12

• • PER 3

PAYMENT-IN-KIND:
AccountIng
EconomIc Development

(PL 480) ••••••

PAY ING TRAN SACT IONS
(dIsbursIng) •••••••• FIS 10

PAYMENTS:
Balance of ••••••••••• ECF 4
Cash:

Agency:
Collections •• FIS 5

DIsbursements •••••••• FIS 10

PAY & ALLOWANCES:
Fiscal aspects:

Payroll • • •
Personnel aspect:

Agency employees

PATENTS •••••••••••••• LEG 10
Agency contractor Inventions •• PRC 3
Agency employee InventIons ••• PER 4

• PRC 4

• GRS 6

• • GRS 6

PARK I NG SP,ACE (goverrment)

PARKING

PAPERWORK MANAGEMENT:
Agency (genera I ) • • • ADM 8
(For specIfic programs, use

approp. subj.)
Publ Ie adminIstration aspects •• PUB I

PACK ING:
Employee household & personal

effects • • • • • • • • • • TRV 6
LIsts (Agency procurement

documentatIon) •••••

PARTICIPANT TRAINING • TRG PAYROLL (Agency) FIS 12

PARTICIPATING AGENCY:
Agreements
Allocations ••
Notices •••
Re Iatlonsh Ips •

• LEG I
• •• BUD 5

• • ADM 8
• ADM 6

PEACE:
DIsturbances of the:

Racial riots

PEACE CORPS • • • • •

• • SOC 3

••• PRM 7

PASA (ParticIpating Agency
Service Agreements) •••• LEG I

PASSES:
Conference, dinIng rooms, etc. • GRS 6
Personnel security

identlf Icatlon •••• • PER 17

PE,ACEFUL USES OF ATOMIC ENERGY:
Agricultural ••••••
IndustrIal development

and research ••••
Mad Ica I • • • • • ••• •

Power generation

• • AGR 4

IND 8

• • HLS 2,
8, 4

IND 9

PASSPORTS:
Agency employees &

CongressIonal travelers
PartIcIpants •••••••

• • TRV 5
• • • TRG 9

PENSIONS:
Agency employees

PEONAGE • • • • • •

••• PER 16

• • SOC 5
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PERMITS:
Driver (of Agency vehicles) ••• GRS 4

PERSONAL:
Effects (agency employees):

Sale or barter abroad •• PER 4
Transporatlon of ••••••• TRV 6

Property (Agency):
Accountability and

administration •••• • GRS 2
Procurement • • • • •• PRC

Sale contracts ••••••• PER 9
Status of employees ••••• PER 14

PERSONNEL:
Agency:

Acc Idents • • PER II
Addresses (home and

next-of-k In) •••••••• PER 8
Adopt Ions • • • • • • PER 14
Age requ Irements • • PER 9, 16
Appeals:

Procedures for handling ••• PER 7
Specific types (use

approp. subJ.)
Appointments •••••••••• PER 9
Appraisal •••••••••••• PER 10
Reporting requirements PER 9
Assignment ••••••••• PER 9
Awards •• • • • • • • • • • • • PER 2
Blograhlc data

(preparatIon of) ••••••• PER 9
BusIness ActIvItIes ••••••• PER 4
CeIlIngs •• • • • • • •• BUD 5
CItizenship reqUirements •••• PER 9, 17
CommendatIons • • • • •• • • PER 2

• PER 10

• • PER 4

• TRV 6
• • PER 9
• • PER 9

• • • PER 9
• • • PER II

• • PER 16

• • PER 4
• •• PER 8

• • • PER 3
GRS 6

PER 10
• • • PER 4

PER 4

• •• PER 9
• • PER 9

• • PER 9
• •• PRC 3
• •• PER 14

• • PER 5
• • • PER 14

• PER 9
• • PER 13

• ADM 10
• • • • • PER II

•••••• PER 10
• • • • • PER 10

PERSONNEL: (Cont'd)
CompletIon of assignment

report • • • • • • •
Conduct • • • • • • • • • •
ConflIct of Interest
Consultants, employment of
Consultation ••••••
Contract employees,

employment of (personal
servIces) ••••••

Contractors, employees
Dependency status • • •
Dependent education • • •
Designation of benefIciary
Detal I ••••••••
Development •••••••••
DIplomatic rank, tItle,

prl vi leges and Immun Itles ••• PER 6
Direct hire (personal

servIces) ••
DI sabll Ity

Retirement
DIscipline
DonatIons •••
Effects:

Sale or barter overseas
TransportatIon •••••

Employment •••••••
Consultant and experts

End of tour report
(FS technicIans) ••••

Evacu at Ion:
Emergency (E & E) •
Mad Ica I ••

EvaluatIon
Panels ••••

Grievances:
Procedures for handlIng •••• PER 7
SpecIfIc type (use approp. subJ.)

Group lIfe Insurance •••• PER 12
Group health benefIt plan •• PER 12
Hea Ith •••••• • PER I I
Household effects,

shipment of •••••••••• TRV 6
HousIng:

Allowances ••••
Ass Ignments

• TRV
•••• TRG

• ••• PRC 3
• • • • • PER 10

• • • • • • PER 10

PER DIEM ALLOWANCE:
Employees ••••••
Participants

PERFORMANCE:
Bid bonds ••••••
Employee appraisal
Evaluation panels ••
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• PER 12
• PER 16

• I ND 7

• • HLS 4

• • PER 18
• PER 9

• PER 18

· AGR 10
• • AGR 4

HLS 7

• •• GRS 2
• • PRC

• •• BUD 5
• • PER 19

• •• PER
• • PER 2

•••• PER 4

• • PER TCN
• • PER 13

• PER 9
• • • TRV

• • PER 18
• • PER 7

• •• PER I

PHOTOGRAPHIC EQUIPMENT:
AccountabIlIty
Procurement • • • • • •

PETROLEUM (exploratIon,
extractIon, refInIng) •

PESTS, PEST CONTROL:
An Ima I •••••
Crop ••• • • • • •
SanItatIon aspect

PERSONNEL: (Conttd)
Se Iect lng-out • • • • • • • •
SelectIon • • • • •••
SeparatIon
SocIal SecurIty (OASI):

Coverage
RetIrement •••••

StaffIng:
AuthorIzatIon of levels,

ceIlIngs •••••
Patterns, Rosters

Strength •••••
SuggestIons •
Suspens Ion ••••
ThIrd-country natIonals
TraInIng ••••
Transfer • • • • • •
Trave I • • • • • • •
Unemployment compensatIon
UnIons ••••••
VacatIon schedules ••••

PERSONS:
Dlspl aced:

Refugees and mIgrants
(as soc I a I prob I em) • •• SOC 6

PromInent (blodata on):
Congress (U.S.) members of •• LEG 2

PERT (Program EvaluatIon
RevIew TechnIque) • • •••• PRM 4

PHARMACIES

• • PER II
• PER 2

PER 4

• •• PER 9

• • PER 9
• PER 9

PER 7
• • • • • • PER 18
• ••••• PER 16

• •• PER 9
• • • • PER 3

• • PER 17

PER 15
• • • • • PER 9

• • • • • • • • • PER 13

• • • • • • PER I
• • • PER (LOC)

• • • • • • PER 8
•••• PER 7

• • • PER 14

Leave • • • •
Loca I • • • •
Locator servIce •
Management relatIons
MarrIage
MaxImum age:

Employment • • • • • PER 9
Mandatory retIrement ••••• PER 16

Mad leal:
ClaIms:

AgaInst Agency ••••••• FIS 7
CompensatIon (Fed. Empl.

Compo Act) ••• PER II
I nsu ranee • • PER 12

ExamInatIon and care ••• PER I I
Oath of OffIce ••••••••• PER 9
OffIce hours • • •• • • PER I
Orientation • • • • ••••• PER 13

Pay and a II owances • • PER 3

Performance • • • • • PER 10
PolitIcal actIvIty •• PER 4
PresidentIal appoIntees ••••• PER 9
PrIvate actIvItIes ••• PER 4
Probationary ratIng ••••••• PER \0

Publ Ie admInIstratIon
aspects • • • • • • • PUB 5

PromotIon • • • • • • • • • • • • PER 9
Recru liment • • • • • • • •• PER 9

Reductlon-In-force
(R IF) • • • • • • •

Reemployment rIghts •
Re Instatement
Re latIons ••
ResIgnatIons
Ret Irement • •
RotatIon
SalarIes and allowances •
SecurIty ••••••••

PERSONNEL: (Conttd)
ImmunizatIons •••
IncentIve Awards ••••
InventIons, patents on
Language:

RequIrements
TestIng.
TraInIng
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PHOTOGRAPHS:
Audiovisual use ••••
Routine request for and

transmittal of ••••

INF I

INF 4

POLLUTION:
As hea Ith hazard (genera I ) • HLS 2
Of water supply ••••••••• HLS 7
Environmental Control •• SCT 19

PHOTOGRAPHY:
Mapping and surveying:

Civil Ian ••••••
Reproduction service

(agency) ••••••

PHOTOVOLTAIC TECHNOLOGY.

• I ND I

• •• GRS 5

• • SCT 21

POOR

POPULATION:
Census-taking techniques
Economic analysis
Growth Control •••••

• SOC 4

PUB 8

• ECF 3
• • HLS 9

PICKETING:
Labor/Ind. disputes ••••••• SOC 5

P IPEL INES:
Funds obi Igated, but not

expended • • • • • •
Natural gas and petroleum.

• • • F I S 2

IND 7

PORTS:
Cargo Handling & Storage Facilities:

Agency Commodities • PRC 2
General • • • • • • • • • • TRP 4

Charges, Agency Commodities • PRC 2
Dock facilities. • ••••• TRP 4
I nIand waterway • • • TRP 3
Visits:

Merchant vessels ••••••• TRP 6

PLANS, PLANNING (use approp. subJ.)

PL 480 PROGRAM (see surplus
agrlc. commodities) •••

PLANTING STOCK

FPC

AGR 4

POSITION:
Autho r Izat Ion
Classification •••••
Descriptions
Series & Standards ••••

• BUD 5
• • PER 15
• • PER 15

• • • PER 15

PLANTS:
Agr Icu Itu ra I
Industrial ••••
Waste Disposal

POLICE:
In other facilities ••
Of Agency employees

POLICY (use approp. subJ.)

POLICY DETERMINATIONS.

• AGR 4
IND 5

• HLS 7

• • TRG
• PER 13

• ADM 8

POSTS:
AI lowances ••• • • • • • • • • PER 3
Excha nge (PX):

Prlvl lege for Agency
personne I • • • • • • • • • • PER 8

Reports:
Record copy &

supportl ng papers •••• PER
Other copies (treat as

library material)

POTABLE WATER SUPPLY ••••• HLS 7

POLITICAL:
Actl vltles:

Government employees ••••• PER 4

POLIO • • HLS 2

Page 46

POUCH & COURIER SERVICE:
U.S. (Agency use of)

POUL TRY • • • • • • • • •

• • ADM 8

• • AGR 10



POWER ••••••••••••
Consumption

(as economic Indicator)

IND 9

ECF 3

PRIVATE: (Cont'd)
PrIvate sector projects
Investment opportunItIes

LGP 3

• •• LGP 3

PRELIMINARY BUDGET ESTIMATES ••• BUD I

• • PRM 1

• • PER 10

• •• PER 6

PR IV ILEGES & IMMUN ITI ES:
Agency employees

PROBATIONARY PERFORMANCE
RATING (employees)

PROAG (project agreement)

PRIVILEGE:
Executive •••••••••••• LEG 2

Commissary, Post exchange,
(PX) • • • • • • • PER 8

• • BUD 2

• • PER 9
••• PER 2

• • LEG 4
ECF 4

PRESIDENTIAL:
Appo Intments • • • • • •
Awards • • • •
Determ Inations

Battle Act restrictions •
Directives. Proclamations

(use approp. subj.)
Library, John F. Kennedy Memorial

(Agency records for) ••••• ADM 8

PRESIDENT'S BUDGET

PREVENTION:
Accident (see SAFETY)
Flood •••••••••••••• AGR 9

FIS 3

• • ECF 3

PROCEDURES (use approp. subj.)
PRESS:

CII pp Ings:
Genera I • • • • • • • • • • •
Specific (use approp. subj.)

Conferences & transcripts ••
Interviews •••••
Relations (Agency)
Re Ieases (Agency) • • • • • •

PRICE:
Analysis
Index • • •

• I NF 5

INF 5
INF 5
INF 5
INF 5

PROCUREMENT:
Agency: • •

Contract:
Procedures

Documents (procedures)
Sources restrictions

PRODUCTION:
Agricultural crops
Index • • • • • • •
Industrial manufacturIng
Livestock & poultry ••
MInerai, petroleum, 01 I

& gas • • • • • • • •

• PRC

• • PRC 3
PRC I

• PRC 2

• • • AGR 4
• ECF 3

• • I ND 5
• AGR 10

IND 7

PRODUCT, GROSS NATIONAL • • ECF 3
PRINTING:

Agency reproduction services
As an Industry

• • GRS 5
• • I ND 12

PROFESSIONAL EDUCATION
& SCHOOLS • • • • • • • • • EDU 8

PRIVACY ACT INF 6 PROFIT SHARING (Industry) IND 4

PRIVATE:
Banking ••••••••••••• ECF 1
Enterprise & Investment:

Agency program to enlist ••• LGP 3
Economic aspects ••••••• ECF 3

PROGRAM:
Agency: (general)

Approva 1
• • PRM

• •• BUD 4
• • •• PRM I,

2, 3
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• • • • HLS 4

PROGRAM: (Cont'd)
CommInglIng (Of U.S.

& CommunIst) ••••
EvaluatIon ••••
EvaluatIon TechnIque

(PERT) ••••••
Impact:

On recIpIent countrIes
On U.S. Economy:

Genera I • • • • • • •
SpecIfIc
(use approp. subJ.)

PROJECT H<FE

• PRM 7
PRM 4

PRM 4

• PRM 4

ECF 3

PR<FERTY: (Cont'd)
Land:

Fanns • •
Refonn • • • •

PR<FOSALS (use approp. subJ.)

PR<FRIETARY PROCUREMENT

PROSPECTU SE S:
TraIning courses:

For partIcipants
For personnel

• • AGR 6
AGR 9

••• PRC 3

• • TRG 4
• PER 13

PROJECT (S):
ImplementatIon:

Document procedures:
CommodIty (PIO/C) •••••
PartIcIpant (PIO/P) ••••
TechnIcal servIces (PIO/T)

Management Improvement • • • •

• PRC I
• TRG 9
• PRC I
• ADM I

PROTECTION:
Security:

BuildIng & restrIcted areas •• GRS I
Documents & Infonnatlon •• ADM 9
Personnel ••••••••••• PER 17

PROTOCOLS (treatIes)
(use approp. su bJ .)

PROMINENT PERSONS:
Congress (U.S.) members of ••• LEG 2

FPC

• PRC 3
• • INF 5

INF 5

• PER 2

•••••• IND 9
• IND 13

• • TRP

TelecommunIcations
TransportatIon

Power • • • • •

Servl ce awards
Utilities:

Press • • • • • •

PSYCHOLOGICAL <FERATIONS ••••• INF 6

PUBLIC:
AdmInIstratIon:

Background data for
deYelopment of Agency

programs • • • • • • • • • PUB 3
School s • • • • • • • • • PUB 7

Debt • • • • • ECF 2

Health • HLS
Infonnatlon • • ••••••• INF
InquIrIes. • • • • • INF 4
Laws: (use approp. su bJ .)

PL 480 •• • • •
NotIce, procurement

transactIons
OpInIon ••••••

INF 6

GRS2
• GRS 6

• • PRC 10

• • AGR 4

• • PER 9
• • IND 6

•••• GRS 2

• PRC 9
• IND 4

• LGP I

PR<FAGATION, SEED ••••

PROMOTION:
Agency employees
Trade • • • • • •

PR<FERTY:
Accountab I I I ty:

EquIpment & supplIes
Rea I ••••••

Donated, prIvately
Excess:

Agency •••••
Procurement of by Agency

ExproprIatIon ••
RIsk guaranty ••••••

PR<FAGANDA:
PsychologIcal warfare •
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PUBL IC: (Cont'd)
Works:

Agency programs (use
approp. su bJ .) or • • • • • • IND 3

QUALIFICATIONS, PERSONNEL: • PER 15
Exam I nations:

Civil Service, Language, etc•• PER 9
Medical •••••••••••• PER II

• PRC

• GRS 5
• I NF 4

••• PER 3

•• GRS 6
• •• GRS I

• AGR 10
• • • • HLS 2

• • • • • • AGR 4

QUARANTINE:
Of animals
Of persons
Of plants.

QUARTERS:
AI lowances • • • • •
Assignment •••••
Maintenance & repair

INF 7

INF 7
INF 10

• INF 7
•••••• INF 7

• ADM 8
• PER 8

• GRS 3

PUBL ICAT IONS:
Agency:

Book programs
Clearance & control
Dlrectl ves
House organs
Library service ••
Procurement of (purchases

& subs.) •••••••••
Reports:

Genera I & canprehens I va •
Specific (use approp. subJ.)
Reproduction & distribution
Request for • • • • • •
Technical (use approp.

subJ.) ••••••
Translation programs

PUBLICllY INF 5

PURCHASES (See PROCUREMENT)

PX (Post Exchange):
PriVilege for employees ••••• PER 8

Page 49



R
RACE RELATIONS:

Agency faIr employment practIces:
Contracts (Agency-fInanced) •• PRC 3
Personne I • • • • • PER 9

Soc Ia I aspect • • • • • • • • • • SOC 3

RAINFALL

RA INMAK II'G

RANGE MANAGEMENT

• SCT 9

• • SCT 9

• AGR 9

RADAR (see NAVIGATIONAL AIDS)

RADIATION:
General • • • • • • • • • • • IND 8
As a health hazard (atomIc

fallout, x-ray, etc.) • • HLS 2
IrradIatIon of food (as a

preservat Iva) • • • • • • INO 5
MedIcal applIcatIons ••• HLS 2, 8
Seed and crop Improvement • • • • AGR 4

SpecIfIc (use approp. subJ.)
CommunIcatIons systems •••• GRS I
In publIc relatIons •••••• INF 5

CommercIal ••••••• IND 13
As teachIng method ••••••• EDU II
NavIgatIonal systems & aIds

(see NAV IGAT I'ONAL AIDS)
Propaganda. PsychologIcal

Warfare. • • • • • • • • INF 6

REAL PROPERTY, ACCOUNTABILITY ••• GRS 6

• BUD 5

• PER 3
SOC 5

• • BUD 5

• • • PER 10

• • PER 10

REAPPORTIONMENT (of funds)

REALLOTMENT (of funds)

RATII'GS, PERFORMANCE
Eva I uatlon pane I

REACTORS:
Development of ••••••••• IND 8
Peaceful uses (use approp. subJ.)
As power source. • • • • • • IND 9

RANK:
Of Agency employees ••••••• PER 6

RATES:
Exchange (foreIgn currency) ••• ECF 4
Per dIem & mIleage ••••• TRV I
Wage:

Agency employees
Labor standards • •

INF 5

RADIO:
Agency use:

AudIo-vIsual programs:
Genera I • • • • • • •

RADIO FREE EUROPE (RFE) • INF 6

REASSIGNMENT, EMPLOYEES •• • PER 9

• • • • HLS 2, 8
• • • • I NO 8

RADIOACTIVE:
Fal lout (as health hazard)
Waste dIsposal problem ••

RAD IOLOGY:
Mad leal aspect
ScientIfIc research.

• • • HLS 2

• I NO 8

RECEIPTS:
ClassIfIed materIal
DIsbursements •••

RECEPTION, PARTICIPANT

RECESSION, ECONOMIC •

• • ADM 9
• FIS 10

• TRG 9

• ECF 3

RECIPROCAL TRADE • • ECF 4
RAILROADS, RAILWAYS:

Agency-fInanced use of:
Sh Ipments •
Travel

Systems •••

• ••• PRC 7
• TRV 3

• •• TRP 5

RECLAMATION, LAND • • AGR 9
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RECONSTRUCTION & DEVELOPMENT,
INTERNATIONAL BANK FOR (IBRD):
Non-Agency loans •• LGP 2
PartIcIpatIon In Agency loan

programs • • • • • • LGP 2

RECORD OF DECISIONS •• ADM 8

REFUGEES:
RelIef:

Agency programs:
Food for Peace

(PL 480)

Other Agency programs •
Non-Agency programs •

• FPC 2, 6
• SOC 6

• • PRM 7

RECREATION (Agency employees) ••• PER 8

REGISTRATION:
Motor vehIcles (Agency) •
Voluntary agencIes •••••

•••••• INF 10

REFUNDS •

• • GRS 4
FPC 6

• •• FIS 5, 12

• ••• ECF 3
•••• ECF 4

• PRM 3
••• PRC 2

REGIONAL TECHNICAL AIDS
CENTERS (RTAC)

REGIONAL:
Data books •••••
EconomIc IntegratIon
Programs ••••
Su pp 1Y centers

• ADM 10

• ADM 10

• PUB I
• ADM 10

• • ADM 9

ADM 8

••• ADM 8

IndIspensable, relocatIon
of ••••

Management:
Agency
Publ fc AdmInIstratIon

aspect • • • • •
VIta I • • • • • • • • •

RECORDS:
Access to • • • • • • •
DIsposItIon ••••••
Emergency evacuatIon

(E & E) •••••••

RECUPERATION
(see REST & RECUPERATION)

RECRUITMENT:
Agency personne I •••••••• PER 9

RED CROSS, INTERNATIONAL:
DIsaster &emergency relIef

(Non-Agency) ••••• • SOC 6

PartIcIpatIon In Food for
Peace (PL 480) programs •••• FPC 2, 6

RELATIONS (use approp. subj.)
WIth other Federal AgencIes ••• ADM 6

• PER 9

PRC

• • SOC 6
• SOC 6

• • PER 9

REIMBURSABLE DETAILS,
EMPLOYEES • • • • •

REHABILITATION:
Refugees ••••
VocatIonal

REGULATIONS (use approp. subj.)

REINSTATEMENT, EMPLOYEES

REGULATION I

•••• PER 9

• • • • • • PER 9
REDUCTION-IN-FORCE

(personne I) •

REEMPLOYMENT

REFINERIES, REFINING

REFORESTATION

REFORM:
Land

IND 7

•• AGR 8

• • • • • AGR 9

RELEASE, PRESS •

RELIEF, DISASTER
Food for Peace program

(PL 480) •••••
Genera I •••••••
Non-Agency assIstance

INF 5

• • FPC 2, 6
• • • • • • SOC 6

• PRM 7
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REL IGION ...........".. SOC 3

REQUESTS: (use approp. subj.)
General Inquiries from

the pub I Ic •• • • • • • • • • I NF 4

RELIGIOUS:
DIscrImination. Freedom

RELOCATION, EMERGENCY •••

• SOC 3

• ADM 10

REPRODUCTION & DISTRIBUTION
(Agency service) • • GRS 5

REMOTE SENSING TECHNOLOGY.

RENEWABLE ENERGY

RE-OBLIGATION, FUNDS

• • SCT 18

SCT 21

• • F IS 2

REQUISITIONS:
For supp II es from stock • • • • • GRS 2

For procurement (purchases) ••• PRC I
For reproductIon (by Agency) •• GRS 5

REPORTING REQUIREMENTS
(general) •••••••••••• ADM 8
Specific (use approp. subj.)

REPORTS: (use approp. sUbj.)
General or comprehensive

(to the Congress or the
public) • • • • • •• • • INF 7

PerIodic administratIve &
management • • • • • ADM 2

Post (record copy & supporting
papers) • • • • • • • • • • • • PER

PER 3
GRS 6

• AGR 9
SOC 6

• AGR II
• TRP I
• SOC 4

IND II
• IND 6

• • HLS 8
• IND 8

• • PRM 6

• SCT 4

RESIDENT STAFF APPOINTMENTS •••• PER 9

RESIDENCE:
Allowances (employees)
Assignment of quarters

RESERVES:
International (financial) • • ECF 4
Manpower:

CIvii Ian ••• • • • • • SOC 5
Stocks:

Agency acquisitIon of • • PRC 9

RESEARCH & DEVELOPMENT:
Agricultural
Aircraft (civilian) ••••••
Housing •••
Industrial
Market •••
Med Ical •••
Nuclear energy
Program • • • • •
ScientIfIc •••••••
Technical <Use approp. subj.)

RESETTLEMENT:
Land • • • •
Refugees & migrants •

• IND 12

• • • ADM 6
• • • ADM 6

• • TRP I
• •• GRS I

•••• GRS 2
• • TRP 2
• • TRP 5

• GRS 4
• • TRP 6

REPAIRS TO:
Aircraft (civil)
Buildings (Agency)
EquIpment (Agency)
Motor transport equIpment
Railway equipment.
Vehicles (Agency) ••
Vessseis (merchant) •••••

REORGANIZATION OF:
Agency • • •
Other Federal agencies

REPAIR INDUSTRIES

REPRESENTAT ION:
AI lowances •• • • • • • • • • • PER 3

REPORTS MANAGEMENT • • ADM 8 RESIGNATION (of Agency
employees) ••••
Earth Resources Survey

Program •••

• • PER 18

• • SCT 18
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• • AGR
• •• SOC 5

• SOC 5

• SOC 3

• TRP 3

• • AGR 9

• • • • • • • • • SOC 3Human

RIOTS:
Labor •
Race

RIVER BASIN DEVELOPMENT (Use approp.
su bJ .) or • • • • • • • • • • • • SCT 9

RIGHTS: (Cont'd)

RIVERS:
InIand:

Flood preventIon
& control

NavIgatIon, dredgIng,
etc.

AGR 9
SCT 19

• PER II
• TRV 2

IND 7

• SCT 9

RESOURCES:
AgrIcultural ••••••
Human • • • • • • • • •
Land:

AgrIcultural use
Genera I ••

MInerai (s):
As Ind ustry • • • • • •
Technology

MobIlIzatIon of:
Manpower •• • • • • • • SOC 5

Natu ra I (except as above) • SCT 9

REST & RECUPERAT ION (emp Ioyees ):
Health aspect.
Travel aspect •••••••••

ROADS (constr. & maIntenance) ••• TRP 2

RESTRICTIONS: (use approp. sUbJ.)
Battle Act (trade) ECF 4
Travel:

Agency employees •••• • TRV 2, 5

ROADBEDS (raIlways) •

ROLL ING STOCK

• TRP 5

• • TRP 5
RETENTION REGISTERS • PER 9

RTAC (RegIonal Technical Aids
Centers) ••••••• • •• INF 10

RET IREMENT:
Personnel:

Agency •••••••••
Payrol I deductIon

procedures
Of records •• • •
SocIal Insurance programs.

REVALUATION, OF CURRENCY

REVENUE (of governments)

REVOLVING FUND

• • • PER 16

• • FIS 12
• • ADM 8

• •• SOC 5

• •• ECF 4

• •• ECF 2

• FIS 14

RODENTS:
AgrIcultural pests
Health aspect

ROSTERS, DUTY •

ROTATION, PERSONNEL • •

ROUTING:
Agency mall
Agency telegrams

AGR 4, 10

• HLS 7

• PER I

• • PER 9

• ADM 8
• ADM 8

RIFLES:
As non-mll Itary fIrearms:

Manufacture •••••••••• IND 5

RUBBER & RUBBER PRODUCTS:
CultIvatIon.
Manufacture •••••••

• AGR 8
IND 5

RIGHTS:
Agency employees:

FaIr employment.
PolItIcal ••.
Reemployment •

• PER 9
• • PER 4

• • • • • • PER 9

RULES & REGULAT IONS
(Use approp. subJ.)
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RUN 13 REPORTS •••••••••• FIS 13 SAFEHAVEN ••••••••••••• ADM 10

• • • PER I I
• • GRS I

• SOC 5

• • • • • TRP I

• • TRP 2

• TRP 3

• • TRP 6

• • TRP 5

SAFETY:
Agency employees
Bu I Id I n9
IndustrIal
TransportatIon:

Canmerclal:
AvIatIon
HIghway • •
Inland waterway.
Ocean shipping •••••
Ra I Iway • • • • •

•• SOC I
• • • • I ND 9

• HLS 4

RURAL:
Development
ElectrIfIcatIon.
Hea I th ••••

SALARIES (Agency personnel) • PER 3

SALE:
Agency property equIpment &

supplIes •• • • • • • • • GRS 2
Canmodltles (PL 480) •••• FPC 3, 5
By employees of personal

property abroad • • •• • • PER 4

Gov't-owned excess property (under
Sec. 607 of FAA of 1961) ••• PRC 9

SALES:
Agreements (PL 480) • •
BII lIng and collectIon

• FPC 3, 5
FIS 5

SALT REPORT. • • FIS 13

SANITARY ORGANIZATION, PAN
AMERICAN (PASO) ••••••••• HLS 7

SANITATION:
Health aspect •••••••••
TechnIcal assistance programs:

Agency
Non-agency

• HLS 7

• HLS 7
• PRM 7

SATELLITES (space):
Telecanmunlcatlons aspect •••• IND 13

SCHEDULES:
Motor pool
Pay

• •• GRS 4
• •• PER 3
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SEABEDS:
As resource • • • • • • • • • • • SCT 9, 10

SCHEDULES: (Cont'd)
Records dIsposItIon.
ReportIng ••
VacatIon •

SCHOLARSHIPS

• •• ADM 8
• ••• ADM 8

• •• PER 3

•• EDU 5

SCREENING PROCEDURES, SECURITY:
Agency personnel
PartIcIpants

• • PER 17
• • TRG II

• • • • • • • LEG 8

SEADAG (SE AsIa Development
AdvIsory Group) ••••••••• PRM 7

SECTIONS: (of legIslatIon)
607 (FAA, 1961) • • • • PRC 9
608 (FAA, 1961) • • • • • • • PRC 9
634d (FAA, 1961) ••••• • BUD 5
131 I (Supplemental ApproprIatIons

Act, 1955) certIfIcatIon ••• FIS 2

SCHOOL:
AdmInIstratIon ••••••••• EDU 9
Courses for partIcIpants •••• TRG 4
ConstructIon • • • • • • • • • • EDU 9
Facl I Itles ••••••••••• EDU 9
Lunch programs (under

PL 480) • • • • • • • • • FPC 2, 6

SCHOOLS:
AgrIcultural •• AGR I
Elementary EDU 4
Eng Ineerl ng • • • • EDU 8
For employee dependents ••••• PER 5
HIgher educatIon •• • EDU 6
Labor Union sponsored. • • SOC 5
MedIcal • •• • • • • HLS I
NursIng. • • • • • • • • • HLS I
ProfessIonal •••• • • EDU 8
Publ Ie AdmInIstratIon. • • PUB 7
PublIc Health • • • HLS I
Secondary • • • EDU 10
SocIal Workers ••• EDU 8
Trade • • • • • • • EDU 12

Labor unIon • • SOC 5
U.S. sponsored abroad • • •• EDU 2
Vocat Iona I • • •• EDU 12

SCIENCE, GENERAL ••• SCT 5

SC IENCE AND TECHNOLOGY (See
Technology) • • • • • • • SCT I

SCIENTIFIC & CULTURAL ORGANIZATION,
UN EDUCATIONAL <UNESCO)
PROGRAMS • • • • • • • • • • • • PRM 7

SEALS:
Legal

SECONDARY EDUCATION &
SCHOOLS • • • • • •

SECRETARIAL DETERMINATIONS

SECRETARIAT
(use approp. subJ. for Int'l

org., conf. ect.)

SECURITY:
BuIldIngs & restrIcted

areas • • • • • • • •
Document & InformatIon
PartIcipant •••••
Personnel (Agency) ••••
Trade control ••••
VIolatIons (employee) •

SEED IMPROVEMENT

SEGREGATION (racial)

• • • EDU 10

• • LEG 4

GRS I
• • ADM 9

• TRG II
• PER 17

• •• ECF 4
• • PER 17

AGR 4

• •• SOC 3

SCRAPPING (of vessels)
, Mercha nt • • • • • • • • • • • • TRP 6
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Out (of personnel) ••••
Panel (for contract award)
PartIcIpants ••••••••

• PER 18
• PRC 3

TRG II



• • TRV 6
• • ADM 8

• PRC 7,
• • TRV 3

• • • PER ISICK LEAVE

SH IPMENT(S): (Cont'd)
Employee effects (allowances,

Insurance, etc.)
Records (Agency) ••••
U.S. Flag requirements &

wa Ivers • • • • •

SH IPS, VESSELS:
Merchant •••••••••••• TRP 6

Agency use for shIpment or
travel ••••••••••• PRC 7,

TRV 3
OperatIons (merchant) • • • TRP 6

• SOC 4

• • BUD 3

• • LEG 6

• • PER 18

• PER 3

• •• F I S 3

SENATE:
Agency relatIons wIth •••••• LEG 2

InvestIgatIons •••• LEG 2

HearIngs:
ApproprIatIon

legIslatIon •••••
AuthorIzIng legIslatIon

SEMINARS (use approp. subJ.)

SELF-HELP HOUSING

SEPARATION:
Agency employees
Allowances

SELF-AUDIT •••

SINO-SOVIET BLOCK (See COMMUNIST
BLOC)SERVICE:

Agency employees:
Length of:

Awards ••••
CredIt ••

IndustrIes

• • PER 2

• • PER 16

• • I ND 12

SIGNATURE, AUTHORIZATION

SLOW DOWNS, LABOR •

• • ADM 6

• SOC 5

SLUM CLEARANCE • • SOC 4
SERVICES (use approp. subJ.)

SETTLEMENT, LAND

SEWAGE DISPOSAL &
TREATMENT • • •

••• AGR 9

• • HLS 7

SMALL BUSI NESS:
Agency procedures for procurement

ad vert Ising • • • • • PRC 3
Development of •••••• IND 2

SMALLPOX • HLS 2
SHARED ADMINISTRATIVE SUPPORT ••• ADM 6

• • • • • • •• BUD 5

SHELF LISTS (of reltred
records) • • • • • • • • • • ADM 8

SHELTER AREAS:
In government bu I IdIngs • • • • • GRS I

soc IAL:

ActIvItIes. FunctIons:
Agency employees •••• • PER 8

Cultural factors •••••••• SOC 3
Insurance programs • • • • • SOC 5
Security (Agency employees):

Payroll deductIons ••• FI5 12
Ret Irement •••••••••• PER 16

• PER 4
••• ECF 4

SMUGGLI NG:
By emp loyees
Economic aspect.

• PRC 7

• • PRC 2

SH IPMENT(S):
CommodItIes •••••

ArrIval accountIng
procedures •• • •
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• ECF 3

or:

• • ADM 8

• • PRC
• • • • • PER 15
• •••• SOC 5
• •••• IND I I

Labor • • •
IndustrIal

STANDARD OF LIVING (general)

STANDARDS (Use approp. subj.)
EquIpment & supplIes:

Paperwork systems •
Procurement •

Job
• AGR 9

• SOC 6

TRG 4
• EDU 8

SOCIAL: (Cont'd)
Servl ce • • • • • • • • •

EducatIon & traInIng
For partIcIpants
For socIal workers •••••

SOIL:
AgrIcultural aspect.

SOLAR ENERGY •• I ND 9

SOVIET BLOC (See COMMUNIST BLOC)

SOLAR THERMAL DEVELOPMENT •

SPACE:
Acqu Isltlon &

accou ntab! I Ity ••••
Asstgnment ••••••
Moves • • • • • •

• SCT 21

•• GRS 6

• GRS 6
• GRS 6

STATISTICAL:
Dlrectoryl Federal (personnel

Ilsttng) •••••••••
Methods:

Agency Appltcatton:
As management technIque.
Other (use approp. subj.)

Publ tc admlntstratlon
aspect • • • • • • • • •

• • PER 8

• • ADM I

• • PUB 8

Outer:
Telecommunlcattons • IND 13

STATISTICS (use approp. subj.>

SPONSORSHIP (use approp. subj.)

SPEECHES:
Of Agency personnel (tnvttatlon

arrangements l clearancel etc.). INF 9
Of tnterest for program purposes

(use approp. subj.)

STAFFING:
AuthorIzatIon of levels.

Cel I Ings • • • •
AuthorIzed levels. Patterns.

•••• ADM 3

• GRS 6
• AGR 6

• TRP 4
• ADM 9

• TRV 6

• GRS 6
IND 12

• SOC 5

• • PRC 9
• FIS 14

STOCKP IL ING:
Agency procurement from

Revolvtng fund accounttng

STORAGE:
Employees effects
Equtpment & Suppltes

(Agency) • • • • •
Farm bu tid t ngs • • • • •
Port facti Itles (cargo) •
SecurIty facilities •••
Warehouse space (In Agency

bu I IdIngs) ••••••
WarehousIng (Industry)

STRATEGIC:
Mater Ia Is:

Barter for (under PL 4801

Title III) ••••• FPC 7
Procurement of (Agency) • • • • PRC 9

Trade control • • • • • • ECF 4

STRIKES ••••BUD 5

INF 8

• •• F IS 4
• •• TRV 5

••••• ECF 3

• •• ECF 4

STAFF MEETINGS

SPECIAL:
Events ••••••••••
Letter of Credtt (General)
Passports • • • • • • • • •

STABILIZATION:
EconomIc
FInancIal ••

Rosters ••••• PER 19
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STUDENTS:
Education (general) ••••••• EDU

Courses for participants ••• TRG 4
Exchange program • PRM 7

STUDY GROUPS (use approp. subJ.)

SUBSIDIARIES, FOREIGN (guarantee
contracts for) • • • • • •

• GRS 2

FPC 3

• • FPC 3

• FPC 5
• • FPC 5

• • • I ND I

(of voluntary agencies) •
Grants to goverrments • • • • •

Disaster &emergency programs
Welfare programs

Sales:
For Foreign currency

Agreements
For dollar credits

Agreements

SURPLUS PROPERTY (Agency) •

SURPLUS &AVAILABLE: (Cont'd)
Annual estimate of requirements

FPC 6
FPC 2
FPC 2
FPC 2

SURVEYING &MAPPING:
Civilian •••••

• LGP I

• BUD 5

• • PRC I

• • • F I S 2

SUBSCRIPTIONS (purchase of)

SUB-ALLOTMENTS

SUB-oBL IGAT IONS

SUPPLY:
Management:

Agency personnel training
In • • • • • • •• PER 13

Courses for participants ••• TRG 4
Programs • • • • • • PUB I

Water • • • • • • HLS 7 SYSTEMS (use approp. subJ.)

SYMBOLS: (use approp. subJ.)
Appropriation & allotment •••• FIS 8

• PER 4

• GRS 2

• ADM 8

.•• IND I
• • • • • SCT 9

• • LGP 3
• IND 6

SURVEYS: (use approp. subJ.)
Geodetic ••••
Geolog leal
Investment
Market
Paperwork Management

(genera I) • • • • • • • • • •
of specific functions (use

approp. su bJ • )
Property Inventory

SUSPENSION, EMPLOYEE

PRC 4

• PER 2

• BUD 3

• GRS 2
• • PRC

SUPPLIERS' CERTIFICATES ••••

SUPPLEMENTAL BUDGET REQUESTS

SUGGESTION PROGRAM,
EMPLOYEE ••••

SUPPLIES:
Accou ntab I I Ity
Procu reme nt

FPC 6

• FPC 6

• • FPC
• • FPC I

• FPC 7

SURPLUS &AVAILABLE:
Agricultural commodities, U.S.-owned:

Disposal under PL 480
(genera I) ••••••
Aval labl I Ity of •••
Barter or exchange
Donations to voluntary

agencies ••••••
Advisory Committee on

Voluntary Foreign Aid
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TANKERS • • • • • • • • • • •
Use for Agency commodity

shipments •••••••

• TRP 6

PRC 7

TECHNICAL: (Conttd)
Inquiry service ••••••
Translation programs (RTAC~

etc.) •••••••••••

INF 7

INF 10

TARIFFS & TRADE~ GENERAL
AGREEMENT ON (GATT) ••••••• ECF 4

TAR IFFS:
Agency exemption from:

Commodlty~ equipment & supplies
customs clearance • • • • • • PRC 2

Employee effects ••••• TRV 6

TARIFF:
Agency tariff administration

programs •••••• • • • PUB 2
Concesslon~ Controls~

Negotiations •••• • • ECF 4
Courses for participants •••• TRG 4

• ADM B
IND 13

SCT I
••••• SCT 6

• SCT 12
• • • • SCT IB

• SCT 5

TECHNOLOGY:
Agriculture •• SCT 9
Communications ••• SCT 15
Computer • SCT 14
Education. • • • • • SCT 20
Energy • SCT 21
Engl neerl ng • • • • • • SCT 5

Environmental Protection •••• SCT 19
Forestry •••• • SCT I I
Genera I • • • • • • • • • • • SCT
Housing. • SCT 13
Industrial •••• • •••• SCT 17
Information • • • • • • SCT 7
Legislation • SCT 22
Marine ••• SCT 10
Natura I Resources • • • SCT 9

Pol Icy:
Agency •••••
Cooperating Country.
Public Works ••
Remote Sens Ing
SCience ••••

TELEGRAPH:
Agency system & facIlities
Pu b1Ie ut I 1Ity •••••••

TELEGRAMS~ AGENCY~ NON-AGENCY ••• ADM B

• PER 6

• TRV 3

• • LGP 3

• • FIS 12

• • PER B
• • ECF 2
• • PUB 2Systems • • • • • • •

Withholding (payroll
procedures) ••

TAXIS (official use)

TAX:
Exemption:

Emp Ioyees • • • • • • • • • •
Incentives (foreign

Investment) •••
Income:

Assistance to Agency
employees •••••

As source of revenue

TEACHER TRAINING ••
Courses for participants

• • EDU 8

• • TRG 4

TELEPHONE:
Agency facilIties &servIces
Publ Ie uti I Ity •••••••

• • GRS I
IND 13

TELEVISION:
Agency publ Ie relations use. INF 5
Commercial ••••••••••• IND 13
Educational medIum ••••••• EDU I I
Information & propaganda

use. • • • • • • • • • • INF 6

INF 7

• • EDU II

••• PRM 5
• • LEG
• • PRC 3
• • PRM 7

TEACHING METHODS & MEDIA

TECHN ICAL:
At ds • • • • • • • • • • • •
Assistance:

As Agency program method
Agreements • • • •
Contracts ••
Non-Agency
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TEL STAR:
As space communIcatIons

satel lIte • • • • • •
As transmIssIon medIum for

I nt' 1 I nf. programs • • • •

IND 13

INF 6

TI TLE IX, INSTITUTION BU ILD ING

TORNADOES.

TORT CLAIMS •

• • PRM 6

• • SOC 6

• • F I S 7

TENURE (Land) • • • AGR 9

TENTATIVE PROGRAM LEVEL •••••• BUD 4

TESTING. TESTS:
Agency employees &

app I I cants • • • • • • • • • • PER 9, I I

Partlctpants ••••• • • TRG I I
Relocation ••••• ADM 10

• • I ND 12

• • ECF 4
• • SOC 5

••• PER

• • ECF 4
• • • • • ECF 4

• IND 6
IND 6

• IND 6
IND 6

• • • • • • • ECF 4
• • ECF 4

• ••••• IND 6
IND 6

• ••••• EDU 12

• • SOC 5
• • ECF 4

• ••••• PRC 8

InternatIonal
Canmon market •

Opportu nttl es
PromotIon ••
School s •••

Labor unIon
StatIstIcs ••••
Trtangular
Untons:

Economtc tntegratton
Labor • • • • • • • •

TOUR OF DUTY (at post)

TRADE:
Agreements ••••
BarrIers &controls ••
ComplaInts
Deve Iopment •
Danestlc
Fa I rs • • •

TOURISM

• • EDU II

• • • PER 18
• ADM 6

• •• PER 9
• •• PER 3

• PER I

TEXTBOOKS
(as educatIonal medium) •

TERMINATION OF:
Emp Ioyment • • • • • • • •
OffIces &Mtsslons (Agency)

TEWORARY:
Appo I niments
LodgIng allowance.
Duty •••••••

THEFT (of Agency property) • • GRS 2
TRADEMARKS. TRADENAMES • • LEG 10

THERMO-ELECTRIC POWER • • I ND 9

TIED AID (procurement soruce
restrIcted to donor country) •• PRC 2

TICKETS, TRIP
(t-btor pool procedures) • • • • • GRS 4

TRAFFIC:
Engtneertng ••••••••••• SOC 4THIRD COUNTRY:

Employees
TrainIng ••

• • • • • PER
• •• TRG 2 TRAINING:

Agency employees
Nurses
Parttctpants
Teacher •••
Trade Unton (labor) •
Vocattonal •••••

• • PER 13
• HLS I

• TRG
• • • • • • EDU 8

• SOC 5
• ••••• EDU 12

TIME &ATTENDANCE RECORDS • • • • • PER I

. TITLE, COr+1OD ITY • • PRC 2

TRANSFER:
Agency employees
Allocattons (to another

agency) ••••••••

• • PER 9

• BUD 5
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AGR 4

• TRV 7

••••• SOC 3

• • • • • • TRV 3

• • TRV
• • PER 5

• TRV

TRV 6

• • PER 12
• • TRV 2

• • • • • • • TRG 9
• • • TRG I

TR IANGULAR TRADE <TransactIons) •• PRC 8

TRAVEL: (Cont'd)
Carriers
Dependents •••••

Education •
Emp loyees •••
Insurance:

Employee:
Effects • • • • • •
Emergency

Orders
Part Ic Ipant:

Allowances
Rest & recuperation:

Authorl zatlon • •• • •• TRV 2
Regulations, pol Icy, etc••• PER I I

Tou r Ism • • • • • • • • • I ND I2
VIstors • • • • • • • • TRV 7
Vouchers (procedures) • • FIS 2

TRIBAL:
Customs

TRIP TICKETS, MOTOR POOL
(procedures) •••••••••• GRS 4

TR IPS:
Travel arrangements ••••••• TRV
Other aspects (use approp. subJ.)

TRUCK FARMING ••

TRAVELERS • • • • • • • • •

PRC 2

• • I ND 9

• TRV
• • TRP

• • ADM 8
INF 10

• •• I NF 4

• •• GRS 2
• •• ADM 8

Surplus agrlc. commodities
(PL 480) ••••••••

TRANSLATION OF:
Agency correspondence &

documents • • • • • •
Technical books, films, etc.

TRANSFER: (Cont'd)
Equipment & supplies
Records • • • • • • •

TRANSMITTAL OF ROUTINE INFO.,
PHOTOS, PUBLICATIONS

TRANSMISSION, POWER •••

TRANSPORTAT ION:
Agency personnel &effects
AJr ••••••••••
Of commodities, equipment

& supplies •••• PRC 7
Highways • • • • • • • TRP 2
Inland waterway ••••••••• PRC 3
Lines, Agency relations with:

Passenger • • • • • TRV 3
Shipping ••••••••••• PRC 7

Local:
Motor pool serv Ice • • • • GRS 4
Public carriers •••••••• TRV 3

Motor transport systems ••• TRP 2
Network (highway) •••••••• TRP 2
Ocean • • • • • • • • • • • • • • TRP 6
Participants & effects TRG 9
Ra II •••••••• • • • TRP 5
Technology ••••••• • SCT 16

TRV I
• • TRV 6

TRUCKS, MOTOR POOL VEHICLES:
AccountabIlity •• • • • • • GRS 2
OperatIon &maIntenance ••••• GRS 4
Procurement • • • • • • •• • PRC 2

TRAVEL:
Advances • • • • • • • • • • • • TRV
AI Iowances:

Employees
Effects • • • • • • •

Arrangements for visitors:
Congressional delegations

(CODELS) • • • • TRV 7
All others ••••• • •• TRV 7

Authorizations TRV 2

TRUCKING (highway
transportatIon)

TRUST FUND (accountIng) •

TRU ST (monopo I Ies )

••• TRP 2

• • FIS 14

IND 4

Page 61



TUNNELS &BRIDGES:
Highway ••••••••••••• TRP 2

• • • • • • • • HLS 2TUBERCULOSIS

TURNOVER:
Labor • • • • • • •
Personne I (Agency>

TYPHOONS:
Disaster relief (general> •

Food for Peace (PL 480> •

•• SOC 5
••• PER 9

• SOC 6
FPC 2~ 6

u
UNDEREWLOYMENT

UNEMPLOYMENT
Insurance:

Agency employees
Social programs for

UNESCO ASS I STANCE PROGRAMS

UNHEALTHFUL POSTS:
Differential allowances
Health & medical services.

I~
• •• SOC 5

• • SOC 5

• PER 12
• SOC 5

• PRM 7

• PER 3 t~• PER II

UNIFORMS:
Agency employees:

Accountab III ty.
Procurement

Issuance • GRS 2
• PRC (B>

UNIONS:
Customs • • • • • • •
Goverrrnent employees
Labor. Trade

• • ECF 4
• PER 7
• SOC 5

• •• PRC 3

• •• EDU 6
AGR I

• •• EDU 8
• •• PRM 7

• EDU 5
• • HLS I

• HLS I
EDU 8
PUB 7

• HLS I
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UNITED GIVERS FUND
(fund raising activities> •••• PER 8

UN \TED NATIONS:
AssIstance programs •••• PRM 7

(or use approp. subJ.>

UNIVERSITY:
Contracts
Education:

Academic
Agricultural
Engineering ••
Exchange program
Fellowships. Scholarships
Mad Ica I •••
Nursing ••••••••
Profess lona I ••••
Public administration.
Public Health ••••
Science and Engineering

Orientation ••••••••• SCT 20



UNIVERSITY: (Cont'd)
StudIes program

(for Agency employees)
Teachers •• • • • •

UNLIQUIDATED OBLIGATIONS

• PER 13
• • EDU 8

• FI S 2

UTILIZATION OF: (Cont'd)
Reports to Congress •
Statement, periodic.

Manpower •••••
Agency personnel

Paperwork equ Ipment ••

• •• BUD 5

• BUD 5
• • SOC 5

• ADM I
• • ADM 8

UNTYING PROCUREMENT SOURCE
RESTRICTIONS •••••••••• PRC 2

UPGRADING (of classified
material) •••••••••••• ADM 9

URBAN:
Development •••••••

Cooperative housing •••
Village & city planning.

Finance • • • •
Labor markets
Migration •••
Poor • • • • • •
Workers participation In
deve Iopment • • •

• • SOC 4
• SOC 4
• SOC 4

SOC 4
SOC 4

• • SOC 4

• • SOC 4

• • SOC 4

U.S. BOOK EXCHANGE
CUSBE)

U.S. FLAGSH IP
REQUIREMENTS:
Sh I pp I ng
Travel

• • • • • • • • PRM 7

• • PRC 7
••• TRV 3

U.S. GOVERNMENT-oWNED EXCESS
PRCPERTY:
Disposal:

Agency •• • • • • •
Procurement (Agency)

• • GRS 2

• PRC 9

USE OF:
And access to Agency records • • ADM 9
Govermlent-owned vehicles •••• GRS 4

UTILIZATION OF:
Funds:

Foreign currency
(use approp. subJ.)
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v
VACANCIES (position):

Recruitment to fll I
Staffing ••••••••

VACATION SCHEDULES

• PER 9
• • PER 19

• PER

VITAL:
Records program • •
Stat1st Ics: • • • •

Economic Analysis of

• ADM 10
• • HLS 8

ECF 3

VENDORS (Agency procurement) ••• PRC 3

• PEC
• LGP 3

•••• SOC 3

• • EDU 12
• • SOC 5

••••• SOC 6

VOCATIONAL:
Education & training

Labor union programs
Rehabilitation •

VOLUNTARY AGENCIES:
Non-Agency programs • • • • • • • PRM 7

Social service •••••• SOC 6
Participation In Food for Peace

program (PL 480) ••••••• FPC 2, 6
End use observations •• FIS 3
Internal audit &management

Inspection ••••••••• FIS 3

VOODOOISM

VOLUNTEERS:
Peace Corps • • • • • • • •

Business ••••••••
Other (use approp. subJ.)

• • HLS 2

••• I ND 5

• PER 9
• •••• PER 9

VACCINES:
Manufacture
Med Ica I use:

Agency hea Ith program • • • • • PER I I
Prevention & control of

disease. • ••••••• HLS 2
Procurement • • • • • PRC

VETERANS:
Agency personnel:

Employment
Retention • • •

VECTOR-BORNE DISEASES.

VESSELS (see SHIPS)

VEHICLES (see MOTOR VEHICLES)

VIOLATIONS:
Security •••••••••••• PER 17

VETERINARY MEDICINE & SERVICE

VILLAGE:
Planning
Water supply

• AGR 10

• • SOC 4
••• HLS 7

VOrl ~:
Agency employees:

Agency assistance &
servl ces ••••••••• • PER 8

Leave • • • • • • • • • • PER I

VOUCHERS (preparation &
procedures) ••••••••••• FIS 2

VISAS:
Official Agency travelers •• TRV 5

Participants ••••• TRG 9

VISITORS ••••• • TRV 7

VISUAL MATERIALS • I NF I
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•••• SOC 5

WAGE (S):
Labc>r • • • • • • • • • •
Scales (Agency employees) •

WAIVERS:
Canmod tty:

Markettng requtrements
Procurement source
Shtpptng (50-50)

Employees:
Medtcal ••••••
Trave I <U .S. f Iagsh tp

requ trements) • • • •
Other (use approp. sUbJ.)

WALKOUTS &STRIKES

• • SOC 5
• PER 3

• PRC 6
• •• PRC 2

• PRC 7

• • • PER II

• TRV 3

WATER (S): (Cont'd)
Navtgatton:

Merchant:
tnland waterways
Ocean • • • • • •

Pollutton:
As health problem

Power • • • • • • • • • • • •
Oua I tty tmprovement • •
Ratnfall •••••••••
Reclamatton ••••
Resources (general) •
Supply, canmuntty ••
Transportatton:

Merchant:
Inland waterway •••••
Ocean • • • • • •

TRP 3

• TRP 6

• • HLS 7
IND 9
SCT 19
SCT9

• AGR 9
• SCT 9
• HLS 7

• • TRP 3

• TRP 6

WATERWAY (S):
Inland transportatton •••••• TRP 3

WAR:
Damages:

Clatms ••••
Rtsk guaranttes

Debt • • • •

• •• FIS7,7
LGP I

•••• ECF 2

WATERSHED PROTECTION • • • AGR 8

WEATHER:
Contro I •••• • • • • • SCT 9
Forecastt ng:

As navtgattonal atd:
Aer ta I • • • • • • TRP I
Martttme • TRP 6

Modlftcatton ••••••••• SCT 9

WAREHOUSING &STORAGE:
Agency Commodtttes
Agency space
Industry
Port (cargo)

WARFARE
Economtc
Psychologtcal

• • PRC 2
GRS 6

• • I ND 12
• • TRP 4

• • ECF 4
INF 6 WEED CONTROL • • AGR 4

WATCH LIST (export controls) ••• ECF 4

• • HLS 7

• •• GRS I

FPC 2, 6
• SOC 6

SOC 6
• TRG 4
• PER 8

WELFARE:
Agenctes (see VOLUNTARY AGENCIES)

Canmuntty servtce
organtzatlons •••••

Courses for parttctpants
Employee Services •••
Food For Peace programs

(PL 480)

-Servtces, Soctal •••••

WHITE PAPERS (as background studtes)
(use approp. subJ.)

SCT9
AGR 9
AGR 9
SCT9

. . .. .

WATCHMENT (butldtng)

WATER(S):
Desaltntzatton
Dratnage ••••
Irrtgatton ••••
Level s

WASTE DISPOSAL
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WHO (World Health OrganIzatIon).
(or use approp. subJ.) •• PRM 7

WHITE HOUSE CLEARANCE
(personnel appoIntments)

WILD-LIFE MANAGEMENT

WIND EROSION

WITCHCRAFT • •

WITHHOLDIt\G TAX:
Employee salary deductIons
Payrol I procedures •• • •

WOMEN:
Female labor
Status of • •

WOMEN-IN-DEVELOPMENT

• • PER 9

SCT 19

• SCT 19

SOC 3

••• PER 3
••• FIS 12

• • SOC 5
• SOC 3

• • SOC 7

WORLD HEALTH ORGANIZATION
(WHO) (or use approp. subJ.) •• PRM 7

WORLD METEOROLOGICAL
ORGANIZATION (WMO)

(or use approp. subJ.) •••• PRM 7

WOMEN, INTER-AMERICAN
COMMISSION OF ••••••• SOC 3

WORK:
Hours of:

Agency employees ••••••• PER I
Labor • • • • • • • • • • • • • SOC 5

Measurement. SImplIfIcatIon:
Agency pr~grams • • • • • • • • ADM
Public admInistration aspect • PUB

Plans • • • • • • • • • • • • • • ADM

WORKIt\G:
Cond Itlons:

Agency employees
Labor • • • • • •

Groups (use approp subJ.)

WORKMEN'S COMPENSATION

WORLD:
Food supply.
Trade • • • •

• • PER 9
• • SOC 5

•••• SOC 5

AGR 12
• • ECF 4
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x
X-RAY:

EquIpment:
Agency procurement
Manufacture •••••

As laboratory servIce.

Use In treatment of
dIsease •••••

•• PRC CA)
• • • • • I NO 5

• PER II,

HLS 4

PER II,

HLS 2
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YOUTH:
Groups:

AgrIcultural
CommunIty servIce &

group work
SocIal aspect •••

AGR 5

SOC 6
• SOC 6



ZONES:
Free trade

ZONING (community)

z
•• ECF 4

••• SOC 4
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CHAPTER 5

CAS E F I L E S

5A. General

Case files are collections of papers that relate to a specific
transaction) event) person) or thing. They contain only records
relating to the specific case. The most common case files found at
A.I.D. are project files and personnel files. The prescribed formats
for bilateral assistance project files and personnel files for Foreign
Service National employees are outlined in this chapter as examples of
case files. Other official case files such as contract files and loan
files should be arranged and maintained using the general guidelines
presented in this chapter.

58. Setting Up Case Files

1• Fol ders

Use standard Kraft file folders) square cut and scored for case
files. 8ulky items such as blueprints) maps) and book-size reports
which may be shelf filed should be cross referenced in the file giving
their locations. When the file is retired) include these items as part
of the official case file.

Case files are generally maintained until a final action is taken
and the case is closed. Several years' documentation may be in one
folder. When the folder becomes too bulky to handle) the case file
folder should be cut off and a new folder started. The date on which
material ceases to be filed in a particular folder is the cut-off date.
For the sake of convenience) end of fiscal year) end of month or end of
specific date may be used as the cut off date for case file folders.

2. Label s

Yellow-banded self-adhesive labels are required for official case
file folders and green-banded self-adhesive labels for working case
files. Working file labels should have exactly the same title as the
official fil e.

a. A standard format should be used in the preparation of
labels. Information should be as complete and concise as possible.
Abbreviations may be used only if easily understood.
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b. Inclusive dates of the contents of each folder should be shown
in the lower right hand corner of the folder label. When the folder is
begun, the fiscal year date of the first document should be typed on the
folder label. The cut-off date can be handwritten after the beginning
date if cut-off date is not known when the label is prepared. See
figure 5-5 (b) as an example.

c. If the folder is a case file about a specific event, the
inclusive date(s) of the event are used on the label. For example,
"Administrator's Review - June, 19xx," or "Popu1ation Conference 
Mar.18 - 23, 19xx."

3. Position of Labels on Folders

Place all folder labels on the far left label position area for all
case file folders.

4. Arrangement and Labeling

Case files should be arranged according to the feature most
commonly known or used in the referenced case. This could be by name,
number or date, 1eadi ng to an a1 phabeti cal, numeri calor chrono1 ogi cal
filing arrangement.

a. Alphabetical Arrangements

Some files are logically arranged and labeled alphabetically
by the name of a person, organization, or business concern, as
illustrated in figure 5-1. In the label marked Contractors, Potential,
for example, Ace Trucking Co. and the names of the other businesses
under that label heading are filed alphabetically.

NA}lE FILE LABELS

Contractors. Potential
Ace Trucking Co. FY XX

Foreign National Employees
SINCH. Prith: dob 9-28-56

Organizations:
Catholic Relief Services

FY XX

FIGURE 5-1

•

•

•

•

•
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When the filing arrangement is by names of persons, as in the
second example in figure 5-1, the family name (surname) should be typed
in capital letters, followed by the given name and any middle name(s) in
initial capitals, only.

b. Numerical Arrangements

Some files are more appropriately arranged and labeled by
their identifying number. The different types of files (project, loan,
travel) most commonly 1endi ng themsel ves to numerical arrangement are
illustrated in figure 5-2. Arrange these files in sequence beginning
with the lowest number. Because many different types of numerical
designators can be used, always show the file name (e.g. Travel
Authorizations') on each folder label.

NUMERICAL FILE LABELS

Project 493-0115
Thailand Family Planning

FY XX

Loan 512-5802-463-222-123
Brazil Recife Construction

FY XX

Travel Authorizations
1840011 - 1840099

FY XX

FIGURE 5-2

c. Chronological Arrangements

It is sometimes more convenient to arrange files by
date. An instance of this occurs in offices receiving large
numbers of tel egrams, in which a fil e fol der is set up for each
d~'s volume, arranged in the cabinet by date. See figure 5-3.
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A case folder may contain papers that relate to a single date or to
a period of time between two set dates. Sho\'1 the single date, or the
inclusive dates, of the folder's contents on the folder label as
illustrated in figure 5-3.

DATE FILE LABELS

JUly 6, 19XX

Clippings - USAID Activities

Oct.-Nov., 19XX

FIGURE 5-3

5C. Arranging Documents to Be Placed in Case Files

1. r~arki ng

J •

•
a. Under1 ine or circle the significant fi1 ing feature (name,

number, or date) to aid in filing. Do not mark case file material with
subject file group codes. Instead, mar~ocuments in the upper-right
corner with an abbreviation for the filing feature, such as "LOAN
0123." This helps in sorting and filing the material.

b. Use the following techniques to select the correct filing
feature for case file papers:

(1) Check the subject line for a name or number that
identifies a particular person, project, loan, contract, or other case
file groupi ng.

(2) Look for preprinted or serially-assigned numbers that
identify the paper as one ina conti nui ng seri es of simi1 ar papers.

•

•
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(3) Review existing files for names or numbers that are the same
as those on the paper. Begin with the files station's Files Maintenance
and Disposition Plan.

2. Sorting and Assembling

Separate official file from working file materials and subject
material from materials for the case file. Mark case file documents with
the appropriate filing feature. Working files should be placed either
directly behind the official file folder or wherever convenient for the
action officer.

Assemble case file papers so that each group is in name, number, or
date order, as appropriate. l~ateria1s are nonnally filed by date order
withi n the fo1 ders, the earl iest fi1 ed at the bottom or in the back, and
the most recently dated document on top or in front.

5D. Two Specialized Case Files

1. Bilateral Assi stance Proj ect Fi1 es

a. General

(1) A.I.D. bilateral assistance project files contain the
detail ed 1ife-cyc1 e documentation of A. 1.0. I S technical assi stance
activities. For infonnation on project numbers and the A.I.D. Project
Activity Identification and Classification System specifically, consult
Handbook 18, Appendix 0, Section II.

(2) The more unifonn the maintenance of these files, the more
valuable they become for current and future use.

b. Arrangement

(l) Groupi ng

Group project fi1 es a1 phabetically by name of country or
region, and within this group numerically by country, regional or
interregional code (the first segment of the project number). Next,
arrange projects in sequence by project serial number (the second segment
of the project number).
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(2) Organization

These project files have seven major sections which must
be kept in order. The seven sections and types of documents covered in
each are 1i sted in Fi gure 5-4. If there are many fo1 ders in the fi1 e,
use file guide cards to indicate the various sections illustrated. The
particular type of document (e.g., PIO/T, Task Order) should be noted in
capital letters on the bottom line of the label on each project file
folder. See Figure 5-5, Section (a).

•

•

•

•

•
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BASIC PROJECT DOCUMENTS
FILE ARRANGEMENT

NAME

Project Development
feasIbIlity Study
Market Survey
Pre-PIO Document, HISC

Core Project
PIO
PIO Rev
PIO Approval Doc
PRP, Pre-1978 Proj
PRP Revision
PP/PMD
PP Amendment
Project Authorization
Project Authorization ~end

Grant Aqreement
Crant Aqreement Amend
Loan Agreement
Loan Agreement Amend
Waiver, General
Core Orricial Corrospondence
Loan and Crant Agreement

Cable, Incominq
Cable, Outgoing
Correspondence, General
financing Request

correspondence

CP to Disbursement
Condition, Pre-Disbursement
Implementation Letter

Disbursing Authorization
PIO/T
PIo/e
PIO/P
L/COH
Procurement Authorization/pur Req
ORA/Direct Reimbursement Approval
Excess Property Letter Order/PO

Contracts/contract AMendments
Contract
Contract Amendment
IFB/RFP
Response to Invitation
Awarded Invitation for bid
Worle Order
Task Order
Delivery Order
PASA/RSSA

Reports
Report, Research
Report, Progress
Report, Evaluation
Report, Audit
Report, Final
Report, Implementation
Report, Tr ip
Report, End of Tour
Report, MISC/NEC

FIGURE 5-4
/
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c. Label Content

(l) General

The folder labels for these projects, as with labels for
other case files, should be concise but provide enough infonnation to
make the fol der easy to identify. See figure 5-5. Use abbrevi ations
only if thei r meani ngs will be understood by all users. Promi nently
display pertinent information for each part of the project case file.
For example, the project title Soil Conservation is displayed on each
1abe1 be1ow.

EXAMPLES OF PROJECT LABELS

•

•
(1)

Project S27-oi20
PERU Soil Conservation
~ LOAN AGREEMENT FY XX-

•(2) Project 527-0220
PERU Soil Conservation
~ CABLES, INCOMING FY XX

(J) project 527-0220
PERU Soil Conservation
~ REPORT, AUDIT l2/XX

(a) These examples are for different types of project
documents (e.g, loan agreement, cables) ~ithin the
same project. Each label should show the project
number, name of country. name of project and date.
On the bottom line in capital letters write the type
of document, taken from the listing in figure 5-4.

(b) On example (1), the beginning date was typed on the
label and space was left to handwrite the cut-off
date. Example (2) concerns only one fiscal year, and
(3) covers a specific event, so there is no need for
space for a cut-off date on either of them.

1 ----1

FIGURE 5-5

•

•
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2. Personnel Files (Foreign Service Nationals)

a. General

Keep all the records documenting an employee's service and
status in an Official Personnel Folder (OPF), Standard Fonn 66 (SF-66),
as required by U.S. Government regulations. Only one official folder is
authorized for each direct hire employee.

Maintain personnel folders in a secure area. Do not allow
unauthorized access.

b. Arrangement

Arrange OPF's alphabetically by last name. The infonnation on
the tab of the SF-66 must include the person's name (last name first)
and the person's date of birth (month, day, and year).

c. Contents of the OPF

(1) Right Side of the Folder, Long-Tenn Records

File the following documents on the right-hand
(long-tenn) side, by effective date, in chronological order:

(a) Records originating with or relating to appointment
action. For example:

o Applications for employment.

o SF-144, Statement of Prior Federal Civilian and
Military Service.

o DS-1032, Notification of Personnel Action.

o SF-61, Appointment affidavits.

o FS-569, or other reports of physical examinations.
Place any detailed medical infonnation of a
confidential nature in an envelope beneath the
papers on the right side of the folder.
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o Notice of Security Clearance.

o SF-1152, Designation of Beneficiary (unpaid
compensati on).

o SF-2806, Individual Retirement Record.

o SF-2808, Designation of Beneficiary (CSR).

o Records of skills tests needed for employment. •

a

o Forms needed to enroll in post insurance or other
benefit programs.

(b) Long-term records originating during the employee's
service. For example:

o Any document 1isted above when connected with a
change action.

FS-483, Pay Change Record, or a copy of a Mass
Change Adjustnent.

o Performance evaluation reports (but only those with
an over-all rati ng of "0utstandi ng" or
"Unsati sfactory").

o CA-l and CA-2, reports of on-the-job injury and
treatment.

•

o

o

example:

o Evidence of awards.

Records of training other than on-the-job training
for the employee's designated position.

Official letters of commendation that show official
duties were carried out above the quality normally
expected.

(c) Long-term records originating with separation. For

•
o Any document listed above that is connected with

separation action.

o FS-4ll, Leave Record; the final leave record showing
the accumulated leave at separation. •



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 21, Part II 21-11:1 Oct. 1, 1987 5-11

o Clearance for final salary pqyment, if needed.

o SF-2801, Application for Retirement.

o SF-2802, Application for Refund of Retirement
Deductions.

(2) Left Side of the Folder, Temporary Records

Any document not shown above as a long-term record, is a
temporary record. Fi 1e temporary records, e. g., requests for personnel
action, letters of warning or reprimand and similar disciplinary actions
papers, and le,tters of reference in chronological order on the right
side of the folder.
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C HAP T E R 6

R E COR D S DIS P 0 SIT ION

)
.'

6A. Records Disposition

Records created or received by each office as documentation of its
organizational functions, policies, decisions, procedures, operations,
or other essential activities must be preserved in accordance with
applicable Federal laws, regulations and procedures. Under the same
laws and regulations inactive and obsolete files must be systematically
eliminated through retirement to a local storage area, a Federal
records center, or by being destroyed. The Records Disposition
Schedule (Appendix 6A-6C), developed in conjunction with the National
Archives and Records Administration, is the authority and guide for
records disposition in A.I.D. The Introduction to the Schedule gives
information on its proper usage and application.

Disposition, as used in the handbook, means the transfer, retirement,
and/or disposal of record or nonrecord material. Destruction or other
disposal of records should be carried out in accordance with existing
security regulations.

1. Mandatory Application

The application of disposition standards provided in this chapter
and in the Records Disposition Schedule is mandatory. (See 6A3 below
for the procedure for obtaining exceptions.) These standards have been
concurred in by program officials, the Agency Records Management
Officer, the Archivist of the United States, and other appropriate
Government agencies. Official records documenting approved records
retention and di sposa1 standards are mai ntai ned by the Records
Management Branch (M/SER/MO/PA/RM).

2. Records Unidentified by Specific Disposition Instructions

Whenever a record series cannot be identified with a specific
disposal instruction (Appendix 6A-6C), the office accumulating the
records shall request establishment of maintenance and disposition
instructions. These requests shall include a complete description of
the new file in terms of the function or process that it documents; a
reference to the law, regulation, or other directive requiring or
governing its creation; recommended disposition instructions; and
representative samples of individual documents contained in the file.
The request is forwarded to the appropriate Records Management Liaison
Officer (RMLO, as described in Chapt. 1) for review. If the Rr~LO agrees
that additional maintenance and disposition instructions are needed he
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or she will forward the request and a recommendation to M/SER/MO/PA/RM.
If the RMLO determines that the records in question can be identified in
the disposition schedule, he or she will so indicate and return the
request to the preparing office.

3. Exceptions to Disposition Instructions

All requests for excepti ons to prescri bed instructions for cutoff,
retention, and final disposition shall be forwarded to M/SER/MO/PA/RM, •
through the appropriate RMLO, for review and appropriate action. Each
request shall include the recommendations of the RMLO.

4. Changes in Disposition Instructions

Disposition instructions for specific files are changed
periodically by M/SER/MO/PA/RM with the approval of NARA to reflect
reevaluation of operational needs for the files and changes in statutory
requirements, adnrinistrative procedures, and methods.

a. Increased Retention Periods. If a changed instruction
increases the retention period, the instruction shall be applied to all •
records of that description regardless of where they are maintained or
when they were created. Positive steps shall be taken to ensure that
inactive and cutoff records are brought under the new (changed)
disposition instruction. The appropriate Federal records center shall
be notified of the new disposition instructions to be applied to retired
records.

b. Reduced Retention Periods. If a changed instruction reduces
the retention period, the instruction shall be applied retroactively
unless it is impractical or uneconomical to do so. For example, if the
new instruction can be applied to inactive records only by screening and
marking the folders individually, it normally would be more economical
to retain the records for the 1onge r pe ri od tha n to attempt to post the •
changes.

5. Disposition Methods

a. Destructi on

Many of the files kept in A.I.D. offices can be destroyed
either because they are nonrecord material, or the retention periods
authorized in the Disposition Schedule shown in Appendix 6A-6C have run
out. The records supervisor or files custodian ensures that:

•
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o classified and administratively-controlled records are
destroyed in accordance with security regulations, Handbook 6, Security;
and

o a brief record is made of the volume of files destroyed.

b. Retirement

(l) General

The Washington National Records Center (WNRC) stores many
of A.I.D.'s inactive files until destroyed or transferred to the
National Archives. Because retired records may be recalled and re-used,
effective controls must be maintained.

(2 ) A. 1. 0• /W

Retired records should be sent through the A.I.D. Records
Depository (the A.I.D. staging area in Room B-531C, New State), to the
Washington National Records Center, in Suitland, Maryland.

(3) Overseas

Records eligible for retirement should be sent to local
storage if they can be disposed of within five years. Ship them to the
A.I.D./W Records Depository for retirement to the WNRC if they are of
permanent value or need long-term retention.

6. Standards for Retaining Records

Keep only active files in office space. Active subject files
normally cover the current fiscal year plus two prior fiscal years.
Active case files normally cover current transactions or activities that
have not been completed or terminated, and still have administrative
value in the day-to-day operations of the office. For specific
retention periods after closeout, see the Records Disposition Schedule,
Appendix 6A-6C.

Posts in troubled areas where threat of emergency exists should keep
files covering no more than one fiscal year, in addition to the current
fiscal year, in office space. All other files should be sent to WNRC
for retention or destruction.
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6B. Responsibilities and Duties

Records supervisors, files custodians, or other designated employees
must:

•

6C.

o follow the Records Disposition Schedule in Appendix 6A-6C;

o dispose of inactive or obsolete records in accordance with
procedures contained in this chapter.

Procedures for Surveying and Disposing of Files

Survey files at least annually near the end of each fiscal year, or if
that's not possible, at some regularly scheduled time each year.
Identify the files eligible for destruction or retirement using the
retention criteria described in 6A6, above. Destroy all inactive
working files, extra copies, non-record material maintained in official
files, and official files with expired retention periods.

1. Retiring Files

Use standard one-piece cardboard records storage and shipping
boxes, 10" x 12" X 15". Boxes will not be repacked at the A.I.D.
Records Depository unless they are damaged in shipment from overseas.

a. Packing Boxes

(l) Combine boxes into lots. All files within a given lot
must have the same disposition date and must not contain a mix of
classified and non-classified files.

•

•
(2) Pack records in their original folders, in the same order

as they were in the file drawers (subject to 1 above). Face all folder
labels in the smne direction. All letter-sized folders must face the •
front of the box (the end with the label) and legal-sized folders must
face to the left (when you look at the box from the front).

(3) Pack boxes so that the folders can be taken out easily.
Do not overpack them or strain the seams. Stuff newspaper into
partially filled boxes to prevent the folders from shifting.

(4) Wrap oversized documents such as accounting ledgers,
rolls of maps, or engineering drawings, with heavy kraft paper.
Double-wrap and seal to provide protection during shipment from overseas •

•
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6Cl •
* b. Ma r1<i ng Boxes

(1) Do not attach labels to boxes. The glue on labels dries
out over time and labels falloff.

(2) Marl< each box on the front end. If the boxes are being
sent from AID/W, include on each box the box number and lot number. The
lot number is obtained by calling the Vault Supervisor at the AID Record •
Depository, and is placed on the boxes as well as on Form 5-45 (Figure
6-1). No other infonnation is needed on the box labels since the lot
number serves as the link between the boxes and the identifying
infonnation on Fonn 5-45.

For boxes from overseas, incl ude on each box only the secu ri ty
classification and box number. The other shipping information on the
box(es) provides the AID Depository with sufficient identification. Do
not attach 1abel s to boxes. -lC

2. Preparing a Shelf List

A listing of all folders to be retired is a shelf list. It serves •
as an inventory form and disposition guide for the AID/W Depository and
WNRC when sent to them. Only lots with identical disposition dates may
be included on any one shelf list.

a. A shelf list is prepared by filling out an SF 135-A in
triplicate. SF 135-A is a continuation sheet, but should be treated as
a first page. SF 135 constitutes the first page of the two-part form
and is filled out by the AID/W Depository and sent to WNRC. Use Figure
6-2 which is a shelf list of loan commitment files as an example and
fill out SF 135-A as follows:

(l) Leave columns (a) through (d) blank.

(2) For column (e), Agency Box Numbers, give the simple
numerical order of the boxes.

(3) Under series Description (f) list the folders, using the
titles and dates on the folder labels.

•
(4) Leave column (g) blank.

(5) Under Disposal Authority (h) cite HB 21 (Handbook 21 ) and
the appropriate disposition item number from the Files Plan (under
Schedule Series) or the Disposition Schedule (App. 6A-6C). Check the
Disposition Schedule for a GRS citation, e.g. (GRS 16/2.b), under the •
column headed Authorized Disposition. If one is listed, enter that
citation under the above-mentioned Item number. This citation is
critical for the use of WNRC.

etc Revised
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(6) Under Disposal Date (i), compute from the Files Plan or
the Schedule the destruction date and list it. If there is more than
one retention date for the f"iles, compute the destruction date using the
latest retention date. WNRC will use this date as its gUide for
destruction of the files.

(7) Leave the remaining columns on the form blank.

b. If SF 135-A is unavailable, prepare a shelf list on plain
paper in the following manner, using Figure 6-3 as an example.

(1) On the first few lines, give a brief description of the
files being retired, their "inclusive dates, and the highest security
c1 assificati on.

•

•

•
(2) List the boxes in sequence, beginning with box number one.

(3) List the titles and fiscal year or date span (earliest to
latest date) of each folder label in the order that the folders are
arranged in the box. If that information doesn't appear on a label,
check inside the folder and add the infonnation to the label. (Note:
If all the folder labels in a file group are from the same date span,
show the date span in the group heading and not for each item.)

(4) In the Disposal Authority column, cite HB 21 and the item
number from the office Files Plan or the Records Disposition Schedule.
Compute disposition date and list GRS citation as described in 2a(5) and
(6) above.

3. Submitting Shelf Lists to the A.I.D. Records Depository

a: A. I.D./W

(1) Complete A.I.D. Form 5-45, Notification of Retirement of •
Inactive Files, in triplicate, for each lot. See Figure 6-1. The lot
number on the form is obtained by calling the Vault Supervisor at the
A.I.D. Records Depository, and is placed on the box labels as well. The
WNRC accession number block should be left blank as the Vault Supervisor
will assign it a number when he receives the form.

(2) Send the original and one copy of the shelf list together
with two copies of A.I.D. Form 5-45 to the A.I.D. Records Depository in
Room B-531C, NS. Mail these separately from the boxes. One copy each
of the she1 f 1i st and Form 5-45 will be returned to the office.

•
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SHELF LIST--ALTERNATE

SHELF LIST

Box Number

L.

Description of Records with Inclusive Dates

OFFICIAL FILES OF CENTRAL AND WEST AFRICA
REGIONAL AFFAIRS, COVERING THE PERIOD FY XX-XX.
UNCLASSIFIED.

SUBJECT FILES - FY XX

Disposal
Authoritv

Destroy Boxe~

lOll/XX

AGR 1
AGR 2-1
AGR 4
AGR 4-1

AGR 4-2
AGR 10
AGR 10-1
EDU

EDU 1
EDU 1
EDU 4
EDU 9
HLS
HLS 1
ItLS 4
ItLS 6
ilLS 8

Agricultural College & Universities
Farm Management
Crop Production
Seed Improvement (Robert Smith Report),
"Seed Production in W. Africa"
Weed, Disease and Pests
Livestock and Poultry
Breeding (Carried Fvd. to FY XX)
Ed~cation (Sector Study,
"Education in W.Africa")
Adult - FY XX
Adult - FY XX
Elementary
School Facilities
Health and Sanitation
Development of Health Personnel
Health Facilities
Nutrition
Research

HB 21
Item 30010

2. CASE FILES (Projects)

625-1145

625-1145

625-1145

625-1382
624-1399

University Center for Health Services
Correspondence - FY XX
University Center for Health Services
PIO/T's - FY XX
University Center for Health Services
Progress Reports - FY XX
Central Veterinary Labs - FY XX
Central Africa PIO/T Livestock and
Meat Marketing - Reports FY XX

FIGURE 6-3

HB 21
Items
3l010-31020
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b. Overseas

(1) Send the original and one copy of the shelf list(s), with
a covering memorandum, by air pouch to the A.I.D. Records Depository,
Room B-531C, New State. Do this immediately after shipping retired
files to A.I.D./W.

•

(2) Include shipping infomlation such as registry number and
date of Shipment, in the memorandum. See 6C5b for special procedures •
needed for commercial freight shipments.

4. Keeping Shelf Lists in the Office

Keep suspense copies of all shelf lists until the A.I.D. Records
Depository staff sends back a shelf list lI package ll consisting of the
shelf list, Form 5-45, and a covering memorandum (see Figure 6-4). "rhe
memorandum and Form 5-45 will contain information necessary for
retrieving files from storage in the future, so it is important to keep
these together with the shelf list. It is a good idea to keep them in a
loose-leaf binder. Do not retire or destroy the shelf list during the
life of the office.

5. Transferring Boxes to the A.I.D. Records Depository

a. A. I.D./W

(1) Close boxes by inter-folding the side and end flaps. Do
not tape them.

(2) Address the top of each box to:

A.I.D. Records Depository
Room B-531C, New State

(3) Up to three boxes can be sent through the regular A.I.D.
messenger service. Submit A.I.D. Form 5-7, Requisition, to
M/SER/MO/PA/RM to arrange the transfer of more than three boxes to the
Records Depository.

•

•

•
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SHELF LIST MEMORANDUM

AGENCY FOR INTERNATIONAL DEVELOPMENT
WASHINGTON. DC. 20523

MEMORANDUM

TO: Irma Fi1ehandler s SER/OP/W

/

FROM: Henry White, A.I.D. Records Depository
Room B-53lC, N~Ste

THRU: Barbara J. Felon Agency Records Officers
(703) 875-1749

SUBJECT: Records Disposition

REF: A.I.D. Handbook #21, Part II

Your records and shelf list were received in good order. For
future reference to these records please refer to the accession
number, Washington National Records Center (WNRC) location
number, the box number, and the lot number all of which are
shown below.

These records are located in: Accession Number 286-87-077

W.N.R.C. Location Number 08/24:48-7-5

Box Number 1-20--=---=-.::.....-_---

Lot Number 87-17-=-.:----=:....:.-_---
Should you have any questions concerning these procedures or
other aspects of records retirement and disposition please
telephone us at (202) 647-9121.

Attachments:
1. AID 5-45
2. Shelf List

FIGURE 6-4
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b. Overseas

(l ) General

•
Use the instructions below regarding addressing and

shipping to meet security needs. The following instructions for packing
will prevent damage in transit which will avoid the need for repacking
at A.I.D./W. Wrap each box in heavy kraft paper, seal center and edge •
seams, and tie securely. See Figure 6-5.

(2) Classified Files

(a) Address each box this way:

SECRET (or other appropri ate security
classification)

A.I.D./W Records Depository
c/o Department of State
Washington, DC 20523

(b) Ship by diplomatic pouch.

(3) Unclassified Files

(a) When shipping boxes by commercial freight, pack up
to six boxes per crate. See Figure 6-6.

(b) Address each shipment as follows:

(i) Commercial shipment and APO:
Agency for International Development
A.I.D. Records Depository
320 21st Street, NW.
Washington, DC 20523

(ii) Pouch:
UNCLASSIFIED

Agency for International Development
A.I.D./W Records Depository
c/o Department of State
Washington, DC 20523

(c) Mark containers 111 of 2,11 112 of 2,11 and so forth, as
appropri ate.

•

•

•
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Cardboard Shipping/Storage Box

/

f1\SQUARE'.lJp BOX
~mok. all ••_ come tag.ther

.v.nly. 80. I. to be fr•• Iram

dirt which might flI'ev.nt tap.

from .tlcklng.

f4\SEAL EDGE SEAMS
~allaw J.lnch overlap beyond

• ach carn.r. Pr... firmly with

palm., u.lng outward motion.

FOLD & PRESS TOP
to compl.t•••allng .dg•••am.

Pre II dawn and rub outward

with palm ••

fi'SEAL CENTER SEAMS
~allow J-Inch overlap at .ach

.nd. Pr.1I firmly with h••1 of
hand to allur. firm anchorag••

f5\8END AROUND SIDES
\Vand pull tightly Int~ po. ilion,

pr••• lng Inward ta allure firm

contact with .Ide. of ba••

f'8\COMPLETEL Y TAPED
\V.•cur.ly ••al.d on all ..am.

and earn..., .trang, du.t.tlght,

and mailture r.ll.tant. Identl

flcatlan,an .ach .nd of .ach

ba.. Addr... an tap of ba••

(':;\OVERLAP ON ENDS
\.VI. to be fald.d dawn and

pr....d firmly with palm.,

u.lng downward mallon.

(;\FOLD CORNERS
\.!.Jav.r th. tap and pr... firmly

with thumb •• Jain tap carn.r•

to allure firm ••01 and prevent

bulg...

f9\FINISHED J08
\.Vii•••cur.ly by circling with

.rrang cord - twlc. around
girth, twice around length, and

one. around br.adth. Ti. card.

at 16 int....cllng palnh.

If po•• lbt. UI. waterproof ••allng ta~, luch 01 Scotch Brand 2-lnCh pr••• ur••••n.itiv. adh•• ive tOINo

If gu",,,,ed kraft paper ••allng tape mu.t be .ub.titut.d, u'. J·lnch tape.

FIGURE 6-5
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Wood Shipping Crate

•

•
Nai I cleats
to top cover.

Number crates
consecutively.

Nail cleats to
ends of crate.

Nail cleats to
bottom cover.

Nail sides
to ends of
crate and
to cleats.

Bottom cover same
as top caver

•

•
1. Inside dimensions are approximately IS" X 12" X 10" for one box, or· proportionately larger if several

boxes are enclosed.

2. Construct crates of 3/4" lumber or whatever is available an the local market for export packing.

3. Crat.. may be constructed to hold a maximum of six IS" X 12" X 10" boxes of records.

FIGURE 6-6 •
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(4) Commercial Freight Shipments (Unclassified Only)

(a) Show the appropriate U. S. Dispatch Agent (San
Francisco, Baltimore, New York, or Miami) as the consignee on the ocean
bill of 1adi ng.

(b) Prepare an ori gi nal and one copy of a IINoti ce of
Shipment ll memorandum, immedi ately upon consignnent of the shipment.
Send the original by air pouch to the appropriate U. S. Dispatch Agent,
along with the original bill of lading. Include the port of departure,
vessel and voyage number, U.S. port, estimated time of arrival, bill of
lading number, description of contents (including the number of crates
and boxes), appropriation and allotment numbers, forwarding
instructions, and also include funding citation for shipment from the
port of entry to Washington, D.C.

(c) Air pouch a copy of the IINotice of Shipment ll

memorandum to the A.I.D. Records Depository.

6D. Processing Files in the A.I.D. Records Depository

The A.I.D. Records Depository serves as a staging area for files
awaiting transfer to WNRC for storage. To retrieve files still in the
A. 1.D. Records Deposi tory gi ve the Vault Supervi sor the lot and box
numbers and the title of the folder wanted.

6E. Retrieving Retired Files from WNRC

A.1.D./H and overseas offices can request retired files stored at WNRC
by submitting requests to the A.I.D. Records Depository. Retired files
may be retri eved at any time. The procedures are as foll ows:

1 • A. 1. D. /W

a. Prepare Optional Fonn 11 (OF-ll), Reference Request-Federal
Records Centers, (see Figure 6-7) to provide the following infonnation:

o Title and date of file (exactly as shown on the file
f 01de r 1abe1);

o WNRC accession number

o Agency box number; and

o Records Center Location Number.
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REFERENCE REQUEST--FEDERAL RECORDS CENTER (OF-II)

REfERENCE REQUEST-fEDERAl RECORDS C£NTEKS I 1I0TE:Use I HJM'at. ton. for udlr~

SECTION ~TO ... 00Mf'l£TfD IIY R£QUEST1ttQ AGENCY
AEOOAO GROUP O«l I ot.e.:e:I:SSIC»C NO. I MJOCt OOX"""-:A I RE<;XJAOS CENTER \..DCATlOH~

286 I 86-012 I 9
t:1'

10 I 08/52: 34-1-2
0E.SCR1PTI0N OF RECOAO(S) OR INFOR......TION REaUESlm~..----.I

Folder - AIlH 6 Organization and Functions - FY XX

AOOAAI<S

MtuAE OfF Ii9NU

O·..-crrtOF O~ EI ~<XlAO(Sl o AE"'EW O~A8XlN>(SI OHI.Y
~ OF flIEOUESTER ITU£rt«)NE O«l. 0 .fTSl """'

AFR/TD
flEct:IPT Of' RECORDS

James Harris 647-8219 9/4/86_N«J
AlJlft'S8

Henry S. White
~_oill'\__ t"""'''''lomI,lot

OF MXJ«:r Me itaoft(.) ~e4 .tlo¥e. OM. Y • the bIo<* to ngr,t 0-. Agency For International Development hu been ch«1<ed by ",. A_ e-..,.- HO 21st Street, N. w.--. Washington. D. c. 205Z3 SIOHATUR£ I"""'--~ ",W~Q.c. ....~~SF'()ilt~

s.ECTlOt4 II'-f'OflUSE IIY RECORDS ct:Kn:R

"'''''''"'s
oRECOAOS HOf IN CENTER OJSfOOY o RECOAOS DESTROYEO

o WRONG 90X H\"'8IOA-PLEASE RECHECK

o /IOOITlOHAl. _OR'''HI()N REQUIREO ro lOENflFY RECQROS
AEOUESTEO

o UlSSIHG~ rwconJ(,}. ~kwr(lOr~ CMTlIaund in
_JJ~

o RE(X)R()S PR€vlousLv <:::HAAGEO out TO (Nanw. 69«'CY6ndiU1./:

""T( S€R't1CE Tooo( ~A'S
ftEOUW\EO ..T......

SECTION III-TO BE COVPUll:O lIY REQUESnHG AGENCY

Goo-WS--_.-.
F_ Aeoor<la.e-- HAAS

•
4205 Suitland Road NOTE: In Washington. D.C. ar..

l
TO Suitland, Maryland 20409

MOd to STOP 3M

I'>rJ rso-M/ IhO co;;;j

PREVIOUS EOtTION USABt.E

FIGURE 6-7
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6El

This infonnation can be obtained from the shelf list package returned by
the Vault Supervisor to the office after retirement of the files to the
AID Records Depository. Both Fonn 5-45 and the covering memo give the
accession number and location number, and the shelf list gives the box
number and folder infornlation. If the office shelf list cannot be
found, the information can be acquired by calling the Depository,
although this practice is not encouraged.

b. Forward the OF-ll to the Vaul t Supervisor who will forward it
to WNRC.

2. Overseas

All retrieval requests from overseas offices are processed by the
Vaul t Supervi sor. Address requests to the AID Records Depos itory, Room
B-531C, NS. Give:

o accession number, location number, and box numbers taken from
the covering retirement memo and shelf list; and

o folder titl e and fiscal year, or date span, exactly as they
appear on the shelf list.

Indicate whether the records are for temporary or permanent withdrawal,
if known at the time of ordering.

3. Returning Files to WNRC

Files retrieved for temporary use must be kept separate from active
files. Return them promptly after using them. Return them in the
ori gi nal folders or boxes through the AID Records Deposi tory.

4. Withdrawing Files from WNRC Permanently

When retired files are permanently withdrawn from WNRC:

a. Annotate the copy of the Shelf List held by the records
supervisor or files custodian to show that the file has been permanently
wi thdrawn.

b. Notify the Vault Supervisor, who will annotate the master
Shelf List.

c. File the records that have been permanently withdrawn with the
acti ve fi 1es.
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6E4

d. Retire the records again, later, under a different accession
number, if their retention periods have not expired.

6F. Retrieving Retired Official Personnel Folders (OPF's) and Other
Personnel-Related Records stored at the Natl0nal Personnel Records
Center (NPRG)

The National Personnel Records Center (Civilian Personnel Records (CPR))
is the central depository for Official Personnel Folders and the
Individual Accounts of Payroll of persons no longer employed by the
Federal Governnent.

•

•
Ohly Mission and AID/W Personnel officers are authorized to request
OPF's from the NPRC. The requesting official shall furnish the
foll owing infonnati on:

o Employee's full name (include the name under which employed, if
different), •

o Date of birth,

o Social Security Number (Substitute any identifying number such as
emp1oyee number for Forei gn Na ti ona1 Employees),

o Place of employment,

o Date of separation, and

o Dates the records were transferred to NPRC, if known.

~ All reference requests should be submitted to the National Personnel
Records Center (CPR) on Standard Fonn 127, Requests for Official
Personnel Folder, or Optional Fonn 11, Reference Request--Federal
Records Center. The SF 127 should be used only when requesting Official
Personnel Folders of fonner employees. see Figure 6-8. A separate form
should be submitted in duplicate for each individual folder requested.
A single SF 127 for multiple-list requests will not be accepted. -It

0-21=01
M/PM/TD HAND "':-0;;,
DEVELOPMENT RESOURCES 7tNTR

<"--~

". Revised

•

•
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REQUEST FOR OFFICIAL PERSONNEL FOLDER (SF 127)

REQUEST FOR 0FFlCtAL PERSONNEL FOLDER
1. MIT Of REQUEST

(SEPARATED EMPLOYEE) 3/2/XX
RCTlOtt I TO DE COW'lETW BY REOUESTIHQ PERSOt4HEl. 0fflCE

2. OJI\!l[NT rw.t: '/l-d. ~ tritiJoJ 12l. twA( lHlER 'M«:H mMJU.Y Oof'\.()Y[O FIDUIAUY {It d/fIfntI/
"., .... 2J

Parker, James L.

NAnoHA1. AACHIVES AHD MCOROS AOUlNlSTRATlOM
3.

NAnoHA1. P£RSOHHa. RECOflOS COO'£R
(QvWM PenlotlMI n.oonIel
111 W1ItNl!IIAOO ITRE£T ...-T III OUPUCATf: FOfIlEACH
ST. LOUIS, YO unl ~flI[ovaTm

01;nt ..DI.- tl '"' blII""~ tl1'l"--_ «JPr -.04 br IQ¥ICt tit e
...-.-fI:a.
TIW«JPr.tIt"""",,,,,,,,,"-

!>. PREVIOUS fl(){lW. lMPtOMNT

N:BCf""UOU lOCATOI ~ to

U.S. Dept. of Commerce 15th &Consti- May 1955 Nov. 1985
tion NW

6 PUSON FOR~ST /C1rJd~ bo4
o IwreA!r~. o b. T~U3e. 00 c. Pr.·~ comids"1lion. wt 1<UrI "*"" I twill

R(I.I.W(S

SECTlOH "-fOR USE oY FU;CORIr.I CVfTER
O,r__ o .. r__ on (Oaol

10:

o t. O" ....'"""rdl_.tttVG<I_,...,_~...... tLC>
mc"., ___"~N"hoIp""""'~

o , r_ IQ ,_~ "" CD"C.Id lrJI~ cftoI

0. r_ IQ _ r<r • _ ..- <I ....~... """"" , o YC>JI1QO"q
"""" _,"<I"", --=-r I d..-...., ....... _ <lbI"-1Rl1Odll...,.., ....... IRl ..... _ .. lfl'Cbg<hI_ ..___ .....

o , l»lr.....0Il .. HI".; 1I'Il_~_. _ d t*1I.1I'Il JOdlj IOCUty ru-. <1_

1oldot\"1.I'fII~

Ic.<tt lWw.s
SECTlQIj 111- TO BE COMPUTED BY FU;OUESnltG PERSOHHEL 0fACf:

NAt,I{ or R(OIJ{SHR InuPHQl.{ NO
Cynthia Blum 875-4007

&*=-
_tlolWft.....-- -" ......• tlllt_

t'Gt.dI If' e-

'FQRW 127 (~. 7-&e)

FIGURE 6-8
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6G. Disposing of Records During Close-Out of. or Emergency Situations in, •
Overseas Offices

1. Normal and Immediate Close-Out

Detailed instructions on how to handle records as part of the
close-out activities upon termination of an AID overseas office, are
contained in Handbook 23, Overseas Support, Chapter 13, 13M.3.

*

2. Emergency Situations

a. General

(1) Overseas offices may destroy records without reference to
other requirements in this handbook or HB 23 in the event of war, civil
disturbance, natural disaster, or other circumstances that make an
evacuation necessary.

(2) In such an event, the Director or other authorized
official, in coordination with the head of the Diplomatic Mission,
whenever possible, may authorize the destruction of all AID records
under his or her jurisdiction. The Director must determine that keeping
them would be harmful to the interests of the United States Government.

(3) Missions are to have in place a Vital Records Program in
accordance with HB 21, Part II, Chapter 7, to ensure that duplicates of
vital records are held in storage at designated safehaven sites to
enable missions to continue essential operations under an emergency.
However, in spite of this safety net to protect vital records, mission
management stafff should develop a plan to effectively destroy, safely
remove, or abandon (unclassified records only) AID records in the event
of an emergency. This plan must assign responsibilities and methods for:

a. Identifying records to be removed, destroyed, or
abandoned.

b. Establishing priorities to remove or destroy various
groups of records.

c. Assuring that classified and unclassified records
are kept separately so that classified material can be destroyed quickly
when necessary.

d. Designating those people who will have access to
classified records and who will be able to destroy or remove them.

e. Providing for readily accessible facilities,
equipment, and eupplies needed to put the emergency records plan into
motion.

•

•
'*

•

•
*REVISED
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f. Providing procedures for recording the actual
disposition of each group of records.

3. Menaces to Health or Property

a. When records are in such a condition that they become a
continuing menace to health or property, the post staff must notify the
AID Records Management Officer (RMO) , FA/AS/ISS/RM. A health or
property menace may include damage by insects, water, or rodents.
Include the following information in the notification:

(1) Identification of the records involved;

(2) A description of the nature of the menace; and

(3) A recommendation for corrective action.

b. The RMO will request the National Archives and Records Service
to authorize the emergency destruction of the records if nothing can be
done to salvage them.

4. Reporting Requirement

As soon as possible after the emergency disposition has been done,
prepare a memorandum report, "Emergency or Close-Out Disposition of
Records" (Report Control Symbol U-520/2). This report is mandatory.
Address it to the AID RMO and include:

a. A description of the Mission files that were evacuated, the
volume, the method of evacuation, the safe-haven address, and the names
of any staff members who were assigned the responsibility to remove the
records; and

b. A description of the Mission official files that were
destroyed, their volume, and the name of the official who authorized
their destruction.

6H. Managing Local Storage Facilities

1. Need

Overseas offices should have local storage facilities to provide a
convenient central point to keep records during the time between their
use in current office files and their destruction or shipment to
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AID/W. Often, unless the disposition in the Records Disposition
Schedule specifically stipulates to send a file to AID/W, the
disposition "Destroy 3 yrs. after closing," for example, means the file
will be held in the local storage area until its destruction.

2. Objectives

Records are stored locally by overseas offices to:

a. Free file space in offices for active new files.

b. Gather all the inactive files under the supervision and
control of Communications and Records (C&R) staff. These people oversee
the disposition of inactive files in accordance with the AID Records
Disposition Schedules. They also coordinate records packing, listing,
and shipping services.

c. Ensure periodic screening and disposal of stored files.

d. Establish a central reference service for stored and retired
files.

3. Physical Features

a. Keep files in local storage in standard records storage and
shipping boxes on open shelf files. Local storage should have enough
shelves to store 30-40 percent of the Mission's total volume of official
files.

b. Consider floor loading, available light and ventilation,
control of access to the storage area, and protection of records against
fire, rodents, and climate.

c. Arrange rows of shelving along the long axis of the room.
Allow 30" (76.2 cm) aisles between rows and a 5' (1.53 m) main aisle
next to the entrance. This wide aisle should allow access to all the
narrower aisles.

d. Wood shelving may be constructed locally. Adjustable
open-type steel shelVing may be purchased commercially. Allow 38" (96.5
cm) between upright supports. For shelving in the middle of the room,
make them 30" (76.2 cm) deep. Units built against walls should be 15"

•

•

•

•

•
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f. Number the shelf spaces consecutively as a locator device for
records in storage.

g. In addition to shelving, provide adequate lighting, a large
work table, and enough free floor space to stack boxes while awaiting
crating.

4. Procedures

"rhe foll owi ng procedures may be modified to fit the needs of
individual overseas offices. Files custodians must consult with C&R
supervi sors, or other employees responsi bl e for records management,
before transferring files to local storage.

a. Transfer only inactive official files to local storage.

b. Pack original folders in boxes in the same sequence as they
were in file drawers, or in the manner described in 6Cla.

c. Prepare as many shelf lists as are needed by each office to be
kept in the respective offices. If the boxes are eventually shipped to
A.I.D./W, the same shelf lists may be used.

d. Tape an identifying label securely to the end of each box to
show the following information:

0 Shelf space number,

0 Originating office,

0 Box numbe r (i f desi red) ,

0 Description of contents,

0 Incl usi ve dates of contents,

0 Date stored,

0 Date to ship to A.I.D./W, or

0 Date to destroy, and

0 Classification.
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5. Control in Local Storage

a. Number each box space in the storage area consecutively from 1
to the maximum capacity.

b. Prepare a locator log to be used as a finding device and
disposition schedule. See Figure 6-9. tJumber the lines on the locator
log to correspond to the spaces in the storage area (consecutively from •
1 to the maximum capacity of the storage area.)

c. As boxes are moved into the storage area:

(1) Add the shelf space number to each box and to the shelf
list.

(2) Enter each group of records transferred to local storage
on the storage locator log.

d. Review the log periodically to pick out records that are
eligible for retirement to A.I.D./W or destruction at the post.

6. Retrieval from Local Storage

Offices may recall stored files by supplying the C&R staff with the
file space number, date of storage, and file folder title. Insert a
charge-out record in its place when a folder is removed from a box. If
an entire box is taken from shelf space, replace it with a charge-out
record.

7. Annual Review (C&R Personnel)

Conduct an annual review of the records in local storage areas.
Dispose of records as necessary but at least annually.

61. Supplies for Retiring Files

In A.I.D./W, records storage/shipping boxes and A.I.D. Form 5-45,
Notification of Retirement of Inactive Files (Fig. 6-1), may be obtained
from the A.I.D. Records Depository. The form for the shelf list,
SF-135, Records Transmittal and Receipt (Fig.6-2), and OF-ll, Reference
Request--Federa1 Records Centers (Fig. 6-7) may be secured from the GSA
Customer Supply Center or other supply channels. Overseas, boxes and
forms are secured from normal supply channels.

6J. Records Disposition

The A. 1.D. Records Di sposi tion Schedule is shown in Appendix 6A-6C.

•

•

•
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RECORDS DISPOSITION SCHEDULE - A.I.U./W

A. Authority. This SChedule constitutes the sole legal authority
for the retention and disposition of records in A.I.v. at all organizational
levels. ** This schedule has been approved by the National Archives and
Records Aaninistration under Job # Nel 286-86-1.**

B. Application of the Records Disposition SChedule.
Senior executives .and their principal subordinate officers are responsible for
the proper application of disposal authorizations to records in their
custody. Any questions concerning a disposal authorization or its application
should be referred to the Records Management Branch in A.I.D./W
(M!SER!MJ/PA!RM) •

(1) SCope. The disposal authorizations contained in the
SChedule apply to all records of the type described regardless of their
physical location, e.g., central files; officially decentralized files; or
working files at an individual's desk. The authorizations apply to both
classified and unclassified records unless otherwise specified. Care should
be exercised in applying the Schedule.

(2) Exceptions. Records pertaining to claims and demands by
the Government of the United States or against it, or to any accounts in which
the Government of the United States is concerned, either as debtor or
creditor, shall not be destroyed under any disposal authorization until such
claims, demands, or accounts have been settled and adjusted in the General
Accounting Office, except upon written approval of the Comptroller General of
the United States. Records having value in connection with pny pending or
prospective litigation must be retained until such litigation has been
terminated. Bureaus or offices receiving requests for records or infonnation
therefore in connection with litigation shall inform the Office of the General
Counsel immediately. Bureau and Office Heads are responsible for insuring
against inadvertent destruction of any records of the types described above by
having them segregated from other files that may be destroyed under normal
disposal procedures.

**New Material
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c. ~t. All record ~ries are~ to tre extent
p:ssible ~f~M organizatiaBl. gro.p~ oc tie records ffis reen used
Wm <Il organizaticm1 title cmfonns to ~ descriptim of ~ rosie furtim
~rfol1lIrl ~ tre organizatiCll. Olapters I - XIII oc tre SdB:hl1e ~rtain to
records tlBt <b:uJmt tre rosie prlgrans or Slbstanti~ furticns of t:re
~ \oiEreas cmpters XIV - xx: ~rtain to <rlrdnistratire or facilitative
records tlBt~~ln5e1<eep~ ftn:tims (~rsarel, proc:uraIH1ts,
etc.).

D. I&riptim oc Records. Brl1 type oc record ~rOO in~
Records Di.sln;itim SCIiilliIe is aescribed as precisely as possible to ~nnit
easy icmtificatim within file gIO.f6 or ~ries, tre~ elimirn.tirg tre mrl
for ~r-by~r sc:remirg.

E. ~itim InstIu:ticns. 'Ire diSJx:6itim insnu:ticns for tOO
IIBjority oc it615 listOO in tfu SCliiWe provire for restru::tim after a
~ified ~oo. oc tire. 'Ire retmtim ~oo. gi~ is to re CWlied
regardless oc ~trer tre file is bloc:kal ~ fiscal or caleniar year.
Retffitim ~riOOs as \>Ell as instIu:ticns for retirnIHlt, transfer ani
destnrtim are to re fanl ~r tie colum 'WJD-DUZH) DISIffimCN I in tre
SdIrlule.

F. Mrt:lnl oc I£st:Iu:tiCll. All classified ani a1ninistrati~ly

cmtrolled recordS autlDriiOO for Cbtnrtim shall re restroyed in accon:Jan:e
with ~ proYisicns oc I-iudxd. 6-Security. fur tre p..IIlX)Se oc destIu:tim,
certain~ oc tn:lassifiErl records su:h as ~l"9:'I'rel, or records cmt.ainiIg
retailed bi~cal data or any otrer m:ords trot might prove 6limrassirg
or detrinmtal to.~ratiCllS if~ \>Ere to fall into lIlalItlnrizalhmls
shUl also re treated as classified. 'Ire seaIrity regulaticns tb::mc:el~ <b
rot anstitute auth>rity for tre destnrtim of records t 00t rnly presc.rire
tre netbrl ~ web destnrtim smIl re cnxnplismI.

G. Records oc ~iCll. A record oc tre volure oc rmterial
des~ slnlld re~ ij~l resp:n>ible for tre records.

H. Revi601 oc tre &hxW.e. fuch fureaJ ani Office is re5JXI1Sible
for 6Blrirg aJll>l.i.aoce with tfu provisims oc tre Records DiS{XlSitim
Schrl11e ani ascert.ainiIg that all reconls oc tie organizatim are COYerW by
art>rq:>riate diS{XlSCll instru:tims. Fach ocfice will revi601 its files at least
arrually to detennire ~trer tre awlicable i taI5 m tre Schrlul.e are
~te <n:l reirg follo.al.
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a. Recarna'rlatialS to cdl, relete, or~ recoros diSJXlSitim
inst:ru:ti<J1S will re nBOO \fin aIlIUl1. reviews di~lose:

(1) I«.on:ls series rot ooveml ~ tre SchrlJ1e.

(2) ltaffi that sIn.Ild re reletal fran tle Scredu1e becaJse 1:00
nmnls invol\ffi are ro ~r reirg creatal or IIBint:aiml.

(3) Retmtim ~ri<Xls well mrl to re ~(Xl. ~es sInlld
re rocoTIIHrlrl rnly \fin tle reOO is dearly inlicatal am
justifioo.

b. Prqx>sed Reconls Scredule revisialS will re 9bnittOO to tle
Reconls Mlrngffiffit Bran:h (W~!PA,IRw1) t:hru.gh tle awrcpriate nmnls
liaiscn officer. Recarna'rlatialS sh:u1d antain tle follCMirg infonmtim:

(1) Organizatiooal mites) aCCUIU1a~ tle nmnls.

(2) A clear ani rreanirg£ul rescriptim of tle nmnls,
in:luiirg tle p..rrpose for \Jllch tre nmnls l£re creat£rl, tleir relatiooship
to tle ~la[\ cctivities of tle mit creat~ th:m, <Jrl tleir relatiooship
with otler reconls, ioclulirg dLplicatim else.o.rere in cmtmt or in 9.bstan:e.

(3) Aprqn;ed ~riai tt retentim ro l~er thm recessary to
satisfy mnml crlrrinistrati~, historical, legal, ani fig:al req.rl.rnrents,
with full justificatim for 1:00 retentim ~riai. If tle retenticn ~riai

prqx>sa:l is l~er than that for wuch tie records are in acti~ use, tie
rocamIrrIatim s1nJld provire for tieir transfer to tle \VashiIgtm Naticml
Records Cffiter.
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RECORDS DISPOSITION SCHEDULE--AID/W

I. RECORDS COMMON TO MOST OFFICES

IT~M NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Office General Administrative Files

01010 Office Administrative Files

Records accumulated by individual offices
that relate to the internal administration
or housekeeping activities of the office,
rather than the functions for which the
office exists. In general, these records
relate to the office organization, staffing,
procedures, and communications; the expenditure
of funds, including budget papers; day-to-day
administration of office personnel, including
training and travel; supplies and office
services and equipment requests and receipts;
and the use of office space and utilities.
They may include copies of internal activity
and workload reports (including work progress,
statistical, and narrative reports which are
prepared in the office and forwarded to higher
levels) and other materials that do not serve
as official documentation of the programs of
the office.

NOTE: This item is not applicable to the
record copies' of organizational charts,
functional statements, and related records that
document the essential organization, staffing,
and procedures of the Agency.

Chronological Files

Files of extra copies of cables, letters,
memoranda, etc., maintained for ease of
reference in chronological order, by serial
number, or by date of issuance.

Destroy when 2 years
old or when no longer
needed, whichever is
sooner.
(GRS 23 Item 1)
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I. RECORDS COMMON TO MOST OFFICES •

:+ 01020

01030

a. Cable or Telegram File

Files consisting of copies of incoming
and outgoing telegraphic communications.
Files are normally maintained by serial
number by point of origin and are kept,
for the most part, as a source of easy
reference.

1) AID/Washington Communications Center
Master File

The master file of all telegraphic
correspondence sent or received by
the Agency. In addition to being a
reference point for the Communications
Center message analysts, this file
also receives considerable use for
investigations, background studies,
and research.

2) Other Offices

Cut off at end of
calendar year, retire to
Washington National
Records Center (WNRC)
3 months after cutoff.
Destroy when 7 years
old. (NC 1 286-82-2
Item lA)

•

•

•

Files maintained in the individual
offices of the Agency's Washington
headquarters as "easy reference"
fil es.

b. Correspondence Files

Files consisting of extra copies
of letters, memoranda, and other
montelegraphic communications media.
Files are normally maintained by date
of issuance and are kept, for the
most part, as "easy reference" files.

Cut off at end of
calendar year, retain in
active office space.
Destroy when 1 year old
or sooner if no longer
needed for reference.
(NC 1 286-82-2 Item IB) if

•
,.. Revised
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I. RECORDS COMMON TO MOST OFFICES

01060 Employee Travel Files

'1- 01040

01050

1) Files maintained by or for the
immediate offices of the following
Agency executives: the Administrator,
Deputy Administrator, Assistant
Administrators, and the Directors
of Offices that report directly to
the Administrator.

2) Files maintained by other offices.

Cut off at end of
fiscal year, retain
in active office
space. Destroy when
1 year old or sooner
if no longer needed
for reference.

Cut off at end of
fiscal year, retain
in active office
space. Destroy when
1 year old or sooner
if no longer needed
for reference. (NC 1
286-82-2 Item 2A)

*
\

\

Correspondence copies of travel,
authorizations, vouchers, itineraries,
and other papers pertaining to employee
travel, exclusive of records maintained
in the Office of Financial Management.

01070 Office Personnel Files

Folders on employees consisting of
correspondence, memoranda, forms, copies
of position descriptions, requests for
personnel action, and other records on
individual employees duplicated in or not
appropriate for the Official Personnel Folder.

Transitory Files

Papers of short term interest which have no
documentary or evidential value and normally
need not be kept more than 90 days. Examples
of transitory correspondence are shown below:

* Revised

Cut off at end of
fiscal year. Destroy
when 1 year old.

Review annually and
destroy superseded or
obsolete documents; or
destroy all documents
relating to an
individual employee 1
year after separation
or transfer. (GRS 1
Item 18A)
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I. RECORDS COMMON TO MOST OFFICES •
01080 a. Request for Information or Publications

Routine requests for information or
publications which require no
administrative action, no policy
decisions, and no special complications
or research for reply, such as requests
for publications or other printed material.

01081 b. Letters of Transmittal

Letters of transmittal that do not add
any information to that contained in the
transmitted material.

01082 c. Quasi-Official Notices

Memoranda and other papers that do not
serve as the basis of official actions,
such as notices of holidays, charity and
welfare fund appeals, bond campaigns,
and similar papers.

01090 Technical Reference Files

Copies of documents retained strictly for
reference and informational purposes and
which are not part of the official files.
Includes extra copies of project material,
copies of reports~ studies, special
compilations of data~ drawings, periodicals,
books, clippings, extra (nonrecord) copies of
"policy and precedent" files, brochures,
catalogs, vendor price lists, and publications
prepared internally and externally.

Destroy when 90 days
old or sooner if
purpose has been
served. (GRS 23
Item 4)

Destroy when 90 days
old or sooner if
purpose has been
served. (GRS 23
Item 4)

Destroy when 90 days
old or sooner if
purpose has been
served. (GRS 23
Item 4)

Review at end of
fiscal year and
destroy materi al
of no further
reference value.
(GRS 23 Item 6)

•

•

•

•
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I. RECORDS COMMON TO MOST OFFICES

General Subject Correspondence Files

Letters, memoranda, studies, reports, forms,
and other data documenting and/or implementing
plans, policies procedures, accomplishments,
opinions, and decisions pertaining to A.I.D.
program and staff activities, with related
indexes and finding aids. Arranged by
subject/name/country as appropriate.

\

/

01100 a. Program Correspondence Files Maintained at
High·Organizational Levels

Subject, name, or country files
maintained by or for the immediate
offices of the following Agency
executives: the Administrator,
Deputy Administrator, the Assistant
Administrators, and the Directors of
Offices that report directly to the
Administrator or his Deputy and that
are filed centrally or in decentralized
locations.

01110 b. Program Correspondence Files of Country
Desk Offices in the Geographic Bureaus

Files documenting the operations in
USAIDs and relecting their problems
and accomplishments.

01120 c. All other Program Correspondence Files
in AID Headquarters Offices

Permanent. Cut off at
end of fiscal year.
Hold in office for 2
years, then retire to
WNRC. Offer to NARA
in 5 yr. blocks when
most recent record is
10 yrs. old.
(e.g., in 1987 offer
1973-77 records.)

Cut off at end of
fiscal year. Hold in
office for 2 years,
then retire to WNRC.
Destroy 10 years
after cutoff.

Cut off at end of
fiscal year. Hold in
office for 2 years,
then retire to WNRC.
Destroy 10 years
after cutoff.
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I. RECORDS COMMON TO MOST OFFICES

Budget Records

Annual Budget Submission Files

Annual budget submission by each overseas
post and each AID/W organizational entity.
Includes instructions, assumptions, and
guidelines for preparation; the budget request
itself; supporting papers; and related
information, as follows:

01130 a. PPC/PB's printed record copy of annual
budget submissions of overseas posts and
AID/W Bureaus and Staff Offices.

01140 b. PPC/PB budget background files containing
justifications, amounts requested and
supporting papers.

Permanent. Cut off
files annually. Hold
in office for 5 years
after cutoff, then
retire to WNRC.
Offer to NARA in 5
yr. blocks when most
recent record is 10
yrs old. (e.g., in
1987 offer 1973-77
records.)

Cutoff at end of
budget year. Hold in
office for 1 year,
then retire to WNRC.
Destroy 5 years after
cutoff.

•

•

•

•
01150 c. Files of all AID/W components,

except PPC/PB, consisting of
guidelines on annual budget
preparation and preliminary budget
estimates, supporting papers, cost
estimates, rough drafts, and data
accumulated in preparation of annual

, budget estimates, including duplicates
of papers included in overseas posts'
final budget estimate files.

Destroy 3 years after
close of fiscal year
covered by the budget.
(GRS 5 Item 5B)

•
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I. RECORDS COMMON TO MOST OFFICES

Congressional Presentation

Records relating to the development and
preparation of the Agency's request to
Congress.

,
\
!

/

01160 a. Office of Legislative Affairs record
copy of the printed Congressional
Presentation and one copy of each
congressional notification.

01170 b. Files documenting the preparation of
the detailed Agency budget request to
Congress, i ncl ud-j ng suppl ementary
schedules, exhibits, etc. The files
contain documents used in Congressional
budget presentations, providing,
by years, the U.S. assistance,
subdivided by major programs.

01180 c. All other copies of congressional
presentations and notifications.

Project Assistance Records

Records relating to the AID Development
Assistance Program. Assistance is
provided in the form of loans and grants
for improving the quality of life of people
in less developed countries through programs
in agriculture, rural development, nutrition,
family planning, health, education and human
resources, energy, private industry
development, science and technology, and is
administered primarily by USAID's
located in host countries.

Permanent. Cut off
annually. Hold in
office for 2 yrs.
after cut off, then
retire to WNRC.
Offer to NARA in
5 yrs. blocks when
most recent record is
10 yrs. old (e.g., in
1987 offer 1973-77
records.)

Cut off annually.
Hold in office one
year then retire to
WNRC. Destroy 5 yrs.
after cut off.

Destroy when no longer
needed.
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I. RECORDS COMMON TO MOST OFFICES

Development Assistance Project File
•

Case files on technical and capital
assistance development projects,
consisting of studies, surveys, project
identification documents, project papers,
copies of loan and grant agreements and
amendments, project implementation
orders, implementation letters, contracts,
audits, report and evaluations, and other
related records and correspondence. These
files document the initial concept, the
approved design, the progress and problems
of implementation, the successes and/or
failures of the individual project.

01190 a. Original silver master microfilm and
silver duplicate.

01200 b. Computerized index to project.

Permanent. Review
automated index to
project data base
annually and indicate
closed projects.
Transfer the
microfiche with
following images to
NARA in 5 yr. blocks
when most recent
record is 2 yrs.
old: All pre-PID
documents, project
paper or equivalent,
core official
correspondence and
all reports.

Permanent. Transfer
. pertinent portion of

index in ASCII or
(EBCDIC) format to
magnetic tape. Offer
magnetic tape with
all necessary
documentation to NARA
with corresponding
project records.

•

•

•

•
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I. RECORDS COMMON TO MOST OFFICES

01210 c. All other silver master and silver
dup1icates.

01220. d. Bureau master diazo file.

01230 e. Project officer diazo working file.

;r 01240 f. Original paper copies of microfilm
project records.

01250 g. Closed project records which have
not been microfilmed and are
transferred to the Washington
National Records Center.

01260 h. Reference copies of project documents
maintained in various Agency offices.

Project Plan and Engineering Files

01270 Copies of engineering plans and related
material pertaining to individual projects.

01280 Technical Project Feasibility Studies

Copies of studies, reports, and related
correspondence pertaining to proposed
projects which do not develop into
projects. (If project is approved,
materials are filed in project file.)

./

ok Revi sed

Destroy 2 yrs. after
cut off.

Destroy 4 yrs. after
termination of
project, or when no
longer needed,
whichever is sooner.

Destroy upon
termination of
project.

Transfer original
paper records to WNRC
upon verification of
film. Destroy 2 yrs.
after transfer. ~

Permanent. Offer all
project records to
NARA. Those not
accessioned, destroy
immediately.

Destroy upon
termination of the
project.

Destroy in accordance
with a. and b. above.

Cut off file at end of
fiscal year. Hold in
office for 1 yr., then
retire to WNRC.
Destroy when 5 yrs
01 d.
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01300 Bureau Project Evaluation Files

Documents pertaining to plans, evaluations,
and reports on Mission (USAIDs) and
Bureau activities in project planning and
evaluation. This material duplicates
information in project files.

Non-Project Assistance Records

These records include grants and loans for
program assistance in selected countries of
special political interest to the United
States. Recipients purchase goods and
services from U.S. institutions and firms
under existing Public Laws. Cash transfers
and sector assistance are also provided
as non-project assistance.

01310 Program (non-project) Procurement Files

Case files of grants and loan agreements
on cash transfer or commodity import
activities consisting of such records
as agreements, implementation letters,
action memos, program assistance papers,
and related documents and correspondence
pertaining to program assistance
transactions.

Other General Files

Schedules of Daily Activities-

Calendars, appointment books, schedules,
logs, diaries, and other records
documenting meetings, appointments,
telephone calls, trips, visits, and
activities of.Federal employees.

•
Cut off files when
closed. Destroy when
3 yrs. old.

•

Cut off after loan has
been fully repaid •
(maximum of 40 yrs.).
Destroy 1 year after
cutoff.

•

•
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I. RECORDS COMMON TO MOST OFFICES

/

01320 a.. Records containing substantive .
information relating to the official
activiti~s of high-level officials,
the substance of which has been
incorporated into memoranda, reports,
correspondence, or other records
included in official AID files.
High-level officials include the
Administrator, Deputy Administrator,
the Assistant Administrators, and the

. Directors,of Offices that report
, directly to the Administrator or his

DeputY,and staff assistants to these
aforementioned officials, such as
special assistants, confidential
assistants, and administrative assistants.

01330 b. Records of other than high-level Agency
employees as defined in a. above
containing substantive information
relating to official activities,

the substance of which has not been
incorporated into offi cial fi 1es.

01340 c. Routine materials containing no
substative information regarding
the daily activities of other than
high-level officials as defined in
a. above; records of all Federal
employees containing substantive
information, the substance of which
has been incorporated irito official
files; and personal records of all
Federal employees relating to
nonofficial activities.

Research Studies Files

Social and Economic Studies files
prepared by AID staff or by outside
contractors (individuals or institutions),
including periodic progress reports,
correspondence, and final reports.

Cut off at end of
calendar year. Retain
in active office
space. Destroy when
1 yr. old or sooner if
no longer needed for
reference.

Destroy when 2 years
old. (GRS 23 Item 2A)

Destroy when no longer
needed or when 1 yr.
old, whichever is
sooner. (GRS 23
.Item 2C)
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I. RECORDS COMMON TO MOST OFFICES •
01350 a. Final reports of studies not described

elsewhere in this schedule.

01360 b. Back-up material consisting of
copies of progress reports,
correspondence, etc.

01370 c. Reference copies of reports.

01380 Audit Reports Files

Permanent. Cut off at
end of fiscal year.
Retire to WNRC:
transfer to NARA in 5
yr. blocks when most
recent report is 10
yrs. 01 d.

Cut off after final
report is submitted.
Destroy 3 yrs. after
cut off.

Destroy when no
longer needed for
reference.

•
Copies of Inspector General and General
Accounting Office audit reports and
relating correspondence maintained by
individual offices where audits occured.

Publications File

Destroy 1 yr. after
all audit exceptions
noted in reports have •
been resolved.

01390

a. Record copies of publications
maintained by the office responsible
for the publication. These consist
of books, pamphlets, booklets, formal
reports and papers, studies, etc.
Prepared by or for the Agency.

1) In-house publications Permanent. Retire to
WNRC when 3 yrs. old.
Offer to NARA in 5
yrs. blocks when most
recent record is 10
yrs old. (e.g., in
1987 offer 1973-77
records. )

•

•
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I. RECORDS COMMON TO MOST OFFICES

) 01410 b. Reference copies of publications

01400 2) Publications prepared under Grants
and Contracts

Permanent. Retire to
WNRC when 3 yrs. old.
Offer to NARA in 5
yrs. blocks when most
recent record is 10
yrs old. (e. 9., in
1987 offer 1973-77
records.)

Review annually.
Destroy material when
no longer needed for
reference.

)
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II. RECORDS OF THE ADMINISTRATOR AND ASSISTANT ADMINISTRATOR

These records are maintained by or for the immediate offices of the
following Agency executives: the Administrator, Deputy Administrator,
Executive Secretary, Assistant Administrator, and the Directors of
Offices that report directly to the Administrator.

/ ~

)
/

/ ~
\

)

I

ITEM NO. DESCRIPTION OF RECORDS

02010 1. General Subject Correspondence Files

letters, memoranda, studies, reports,
forms, and other data documenting
and/or implementing plans, policies,
procedures, accomplishments, opinions,
and decisions pertaining to AID
program and staff activities. Arrange
by subject/name/country as appropriate.

02020 2. Chronological Files

Files consisting of extra copies of
letters, memoranda, and other
nontelegraphic communications media.
Files are normally maintained by data
of issuance and are kept, for the most
part, as "easy reference" files.

02030 3. Schedule of Daily Activities

Records containing substantive
information relating to the official
activities of high-level officials,
the substance of which has been
incorporated into memoranda, reports,
correspondence, or other records
included in official AID files.
High-level officials include the
Administrator, Deputy Administrator,
the Assistant Administrators, and the
Directors of Offices that report
directly to the Administrator or his
Deputy, and staff assistants to
these aforementioned officials,
such as special assistants,
confidential assistants, and
administrative assistants.

AUTHORIZED DISPOSITION

Permanent. See
Chapter I, Item 01100.

See Chapter I,
Item 01040.

See Chapter I,
Item 01320
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III. EXTERNAL AND PUBLIC AFFAIRS RECORDS •
ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Public Inquiries Files

03010 Manatory Classification Review (MCR) Files

Reports and correspondence regarding
inquiries from the public for information
in the files which was classified. This
review is made under POIA and the current
Executive Order on National Security
Information.

Freedom of Information Act (FOIA) Requests Files

Cut off when action is
completed. Hold in
office for 2 yrs.,
then retire to WNRC.
Destroy 30 yrs. after
completion of the
action.

•

03020

03030

Files created in response to requests for
information under the Freedom of Information
Act, consisting of the original request,
a copy of the reply thereto, and all related
supporting files, which may include the
official file copy of a requested record or
a copy thereof.

a. Correspondence and supporting documents
(EXCLUDING the records requested, if
fil ed there in)

1) Granting access to all the requested
records.

2) Responding to requests for
nonexistent records, to requestors
who provide inadequate descriptions,
and those who fail to pay Agency
reproduction fees.

a. Request not appealed.

Destroy 2 yrs. after
date of reply.
(GRS 14 Item 16 AI)

Destroy 2 yrs. after
date of reply.
(GRS 14 Item 16 A2)

•

•

•
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III. EXTERNAL AND PUBLIC AFFAIRS RECORDS

03040

I 03050
/

03060

b. Request appealed.

3) Denying access to all or part of
the records requested.

a) Request not appealed.

b) Request appealed.

Destroy as authorized
under Item 03080
below. (GRS 14
Item 16 A2)

Destroy 6 yrs. after
date of reply.
(GRS 14 Item 16 A3)

Destroy as authorized
under Item 03080
below. (GRS 14
Item 16 A3)

r ,
, }

\
/
J

j

03070 b. Official file copy of requested records.

FOIA Appeals Files

Files created in responding to
administrative appeals under the FOIA
for release of information denied by
the Agency, consisting of the reply
thereto, and related supporting documents,
which may include the official file
copy of records under appeal or a copy
thereof.

03080 a. Correspondence and supporting documents
(EXCLUDING the file copy of the records
under appeal if filed therein)

Dispose of in
accordance with
approved disposition
instructions for the
related records, or
the related FOIA
request, whichever is
later. (GRS 14
Item 16B)

Destroy 6 yrs. after
final determination
by Agency or 3 yrs.
after final
adjudication by
courts, whichever is
later. (GRS 14
Item 17A)



Page No. Effective Date Trans. Memo. No.
6A-16 Oct. 1, 1987 21-II:15 AID HANDBOOK 21, Pte II

.

III. EXTERNAL AND PUBLIC AFFAIRS RECORDS

03090 b. Official file copy of records under appeal. Dispose of in
accordance with
approved disposition
instructions for the
related record, or
the related FOIA
request, whichever is
1ater. (GRS 14
Item 17B)

FOIA Control Files

."

•

•
Files maintained for control purposes in
responding to requests, including registers
and similar records listing date, nature,
and purpose of request and name and address
of requestor.

03100 a. Registers or listing.

03110 b. Other files.

FOIA Reports Files

Recurring reports and one-time
information requirements relating
to Agency implementation of the FOIA,
including annual reports to the
Congress.

03120 a. Annual reports originating in OPA.

Destroy 6 yrs. after
date of last entry.
(GRS 14 Item 18A)

Destroy 6 yrs. after
final action by the
Agency or after final
adjudication by
courts, whichever is
later. (GRS 14
Item 18B)

Permanent. Cut off
annually. Hold in
office 2 years, then
retire to WNRC.
Offer to NARA when 15
yrs. old. (GRS 14
Item 19a)

•

•

•



/
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III. EXTERNAL AND PUBLIC AFFAIRS RECORDS

/ )

03130 b. Other reports

03140 FOIA Administrative Files

Records relating to the general Agency
implementation of the FOIA, including
notices, memoranda, routine correspondence,
and related records.

News and Media Relations Files

Audio Visual Files

Destroy when 2 yrs.
old or sooner if no
longer needed for
administrative use.
(GRS 14 Item 19b)

Destroy when 2 yrs.
old or sooner if no
longer needed for
administrative use.
(GRS 14 Item 20)

/

* 03150

03160

a. Original video tapes.

1) Important subjects that reflect
the mission; for example, relating
to its overall program in a country
or region; relating to controversial
topics or having historical interest
such as birth control, counter
insurgency training, police training,
etc.; relating to the history of
U.S. foreign relations with a
specific country or region; having
anthropological or ethnographic value
by documenting the impact of the
Agency program on foreign societies.

2) Routine subjects that do not reflect
the Agency's mission, such as
management training films, or those
used for training in narrow areas of
technology such as "how to" build a
bridge, irrigate a field, build a
shed or house, maintain cattle,
pasteurize milk, etc.

Permanent. Offer the
original or earliest
generation of
recording and one
dubbing (reference
copy) to NARA in
five-year blocks when
the oldest tape is
10 yrs. old.

Destroy \'Jhen no
longer needed.
(GRS 21 Item 20)

* Revi sed
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III. EXTERNAL AND PUBLIC AFFAIRS RECORDS •
03170 3} Automated index. Permanent. Transfer

index on magnetic
tape in ASCII or
EBCDIC format,
including all
necessary
documentation, to
NARA with pertinent

•videotapes.

b. Motion Pictures

I} Important subjects reflecting the
Agency's mission; for example,
relating to its overall program
in a country or region; relating
to controversial topics or having
historical interest such as birth
control, counterinsurgency training,
police training, etc.; relating to
the history of U.S. foreign relations •with a specific country or region
having anthropological or ethno-
graphic value by documenting the
impact of the Agency program on
foreign societies.

03180 a} Agency Sponsored Films: Permanent. Offer to
the original negative or color nara in 5 year blocks
original plus separate sound when the oldest film
track, an intermediate master is 10 yrs. old.
positive or duplicate negative
plus optical sound track, and a
sound projection print or a •video recording.

03200 c} Agency acquired films: Permanent. Offer
two projection prints or one to NARA in 5 year
projection print and a video blocks when the
recording. oldest film is

10 yrs. old.

•



Trans. "erno. No. .Effective Date Page No •
AID HANDBOOK 21, Pt. II 21-II:15 Nov. 26, 1990 6A-19

)

../ III. EXTERNAL AND PUBLIC AFFAIRS RECORDS

Permanent. Offer
to NARA in 5 year
blocks when the
oldest film is
10 yrs. old.

Cut off annually.
Destroy when ten
years old or when no
longer needed,
whichever is sooner.
(N1-286-90-1)

*

2) Routine subjects that do not
reflect the Agency's mission.

d) Unedited footage: the original
negative or color original,
work print, and an intermediate
master positive or duplicate
negative if one exists,
appropriately arranged, labeled,
and described.

03210

/ '. * 03230\

" ~

c. Still Photography

1) Important subjects reflecting
the Agency's mission; for example,
relating to its overall program in
a country or region; relating to
controversial topics or having
historical interest such as birth
control, counterinsurgency training,
police training, etc.; relating to
the history of U.S. foreign
relations with a specific country
or region having anthropological or
ethnographic value by documenting
the impact of the Agency program on
foreign societies.

03240
, """."

)

03250

a) Black &white negatives and
captioned prints.

b) Black &white contact prints

Permanent. Cut off
annually. Offer
original to NARA in 5
year blocks when the
most recent record is
20 yrs. old.

Permanent. Cut off
annually. Offer to
NARA with related
negatives in 5 yr.
blocks when most
recent records are 20
yrs. old.

J
/

* Revised
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III. EXTERNAL AND PUBLIC AFFAIRS RECORDS •
03260

03270

c} Official portraits of senior
Agency officials.

2} Routine subjects that do not
reflect the Agency's mission.

Permanent. Cut off
annually. Offer to
NARA negatives and
captioned prints in 5
yr. blocks when the
most recent records
are 20 yrs. old.

Cut off annually.
Destroy when one year
old or when no longer
needed. (GRS 21 Item
I)

•
03280

03290

d. Color Slides (35 mm)

I} Important subjects reflecting
the Agency's mission; for example,
relating to its overall program in
a country or region; relating to
controversial topics or having
historical interest such as birth
control, counterinsurgency training t

police training, etc.; relating to
the history of U.S. foreign
relations with a specific country
or region having anthropological
or ethnographic value by
documenting the impact of the
Agency program on foreign societies.

2} Routine subjects which do not
reflect the Agency's mission.

e. Film Strips

Permanent. Cut off
annually. Offer
original and duplicate
to NARA in 5 yr.
blocks when most
recent records are •
20 yrs. old.

Cut off annually.
Destroy when one yr.
old or when no longer •
needed t whichever is
sooner.

•
-Ie Revi sed
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III. EXTERNAL AND PUBLIC AFFAIRS RECORDS

03300 1) Important subjects reflecting
the Agency's mission; for example,
relating to its overall program in .
a country or region; relating to
controversial topics or having
historical interest such as birth
control, counterinsurgency training,
police training, etc.; relating to
the history of U.S. foreign relations
with a specific country or region
having anthropological or ethno
graphic value by documenting the
impact of the Agency program on
foreign societies.

Permanent. Cut off
annually. Offer
original and duplicate
to NARA in 5 yr.
blocks when most
recent records are
20 yrs. old.

03310 2) Routine subjects which do not
reflect the Agency's mission.

03320 f. Finding aids including indexes,
catalogs, shelf lists, caption sheets.

03330 Biographical File on Senior AID Officials

Background information on top AID
officials or other key personnel for
public dissemination.

r ~ 03340 Public Relations Files
\

a. Speeches, addresses, and comments.
Remarks made at formal ceremonies and
during interviews by heads of agencies
or their senior assistants concerning
the programs of their agencies. The
speeches and addresses may be presented
to executives from other Federal
agencies, representatives of State or
local governments, or private groups,
such as college and university
students, business associations, and
cultural news media commentators.

Cut off annually.
Destroy when one year
old or when no longer
needed whichever is
sooner.
Transfer to NARA or
di spose of with
related records.
(GRS 21/63)

Destroy when official
leaves the Agency or
when no longer
needed, whichever is
sooner.

Permanent. Cut off
annually. Hold in
office for 5 yrs.,
then retire to WNRC.
Transfer to NARA in
5 yr. blocks when
20 yrs. old. (GRS 14
item la)
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03350 b. News releases. One copy of each
prepared statement or announcement
issued for distribution to the news
media. News releases announce events
such as the adoption of new Agency
program, termination of old programs,
major shifts in policy, and changes
in senior Agency personnel.

Permanent. Cut off
annually. Hold in
office for 5 yrs.,
then retire to WNRC.
Offer to NARA when
20 yrs. old. (GRS 14
Item 1b)

e

•

e

eo
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IV. FOOD FOR PEACE AND VOLUNTARY ASSISTANCE (FVA) RECORDS

·ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

Common Type Files

04010 FVA Grant Files

\
}

/

)

Files pertaining to grants made under the
several FVA programs. Including are
copies of proposals; grant applications,
agreements, and amendments; project,
financial, progress, and evaluation
reports; PIO's; and related documentation
and correspondence.

04020 Unsuccessful Grant Applications

Copies of applications of unsuccessful
grant applicants and related documents
and correspondence.

Private and Voluntary Cooperation Files

04030 Ocean Freight Files

These files pertain to the reimbursement
by AID for shipping expense incurred
by voluntary agencies under "subvention"
arrangements. Included are copies of
procurement authorizations, Schedule
D-Overseas Transportation, AID 1550
or equivalent, approval letters, etc.,
and related correspondence.

Registered Agency Files

These files document the private
voluntary agencies' applications for
registration containing all supporting
papers pertaining to the applicant
agencies' legal, financial, and
operational status.

04040 a. Case Files on Individual Agencies

04050 b. Annual Financial Submission

Cut off when grant is
terminated. Hold in
office for 2 yrs.,
then retire to WNRC.
Destroy 6 yrs. after
termination of grant.

Cut off when grant is
awarded. Hold in
office for 2 yrs.,
then destroy.

Cut off when file is
closed. Hold in
office for 2 yrs.,
then retire to WNRC.
Destroy 5 yrs. after
file is closed.

Cut off when Agency
is removed from
registry, then retire
to WNRC. Destroy
5 yrs. after removal.

Cut off annually.
Destroy when 3 yrs.
old.
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IV. Fern FeR PEJICE Atl> VQOOARY ASSISTAt£E (FVA) II:COODS

040Cl0 ~nied Ar£rr;y Registration Files

Applications arxi related corresp<)t'XEnce pertaining
to private voluntary organizations I registration.

Food for Peace Files

04070 Title I arxi III Voluntary Ag:rq Agrearent Files

Copies of agreerents arxi related docurentation JEr
taining to A.I.D. Agreerents with oost go~mnents un
der Titles I and III of P.L. 480.

Title II Bilateral AgrealEnts

Files consisting of the original agreE!1'en1s ret>.een
the U.S. {A.I.D.} aOO oost go~mnents under Title II
of P.L. 480. Arra~ al~retically by country.

OWOO a. Origina1 Agrearents

04C90 b. Copies of Agrearents

section 416 Agrearent Files

Files consisting of 't:te original agreerents retw:en U.S.
{A.I.D.} am voluntary organizations, 1TU1tilateral organ
izations, or foreign go~mnents, entered into under
the provisions of section 416 of 't:te AgriOJltural Act
of 1949. Arranged a1rharetically ~ country.

04100 a. Original Agrearents

Cut off after denia1•
~stroy 3 yrs. after denial.

Cut off wren agreerent
is tenninated. Hold in
office for 2 yrs., 't:ten
retire to \oiN1{:. ~stroy

6 yrs. after cut-off.

Pennarent. letire upon
tennination of agreerents.
Offer to NARA in
aCCUllJlations of ore OJbic
foot.

~stroy wren agreerent is
tenninated.

Pennarent. leti re urnn
tenninatioo of agreerents.
Offer to~ in 5 yr blocks,
5 yrs. after the most recent
tennination date.
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•
M110 b. Copies of Agrmrents

Title II Progran Files

Files arrangad by counby doclJ'renting all Title II
progran am project activity with imividua1 host
countries. Ioc1uded are copies of progran plans am
projectioos, prog"CITl oj:erating am finaocia1 doclJ'rents,
anrua1 estimates am reqJirerents, project dOClJ'renta
tion, am related docl.ll'Ents am correspcn1eoce.

M120 a. Anrua1 estimates of reqJirerents (AERs) sigred by
A.I.D. am tre private Pl:Jeocy am o~rationa1 plans.

M1:D b. All otrer progran dOClJ'rentation ioc1uding
qJarter1y estimates, call forward agreerents,
cables for shipping instructions.

M140 Voluntary PlJ::ocy ocean Trans\X>rt Files

Files ioc1uding copies of Letters of Carmi1lrent,
Procurerent AU1:tx>rizations, Ex~miture Re\X>rts,
etc., am related correspondence.

M150 Agricultural Ccmoodity Files

Refereoce copies of such docurents as camn:lity
specifications, technical studies, am gerera1
material on agricultural camn:lities used in tre
Food for Peoce progmn.

Destroy WEn agreerent is
tenninated.

Pennarent. Cut off
anrually. Hold in
office for 2 years, tren
retire to WNfC. Transfer to
W1.RA in fhe-year blocks wtEn
most recent records are 10
years old. Exartt>le: 1987
offer 1973-77 records.

Cut off anrually• Hold
"in office for 2 years,
tren transfer to wtK.
Destroy WEn 6 years old.

Cut off anrua11y. Hold
in office for 2 years,
tiEn retire to WNIC. Destroy
\\han 6 years old.

Revitw anrua11y.
Destroy \'ken
superseded, obsolete,
or 00 lorg:r reeded.

•

•

•

•
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V. GEOORJlPHIC BlJf9.lJS GEt£RAL ~COOS

llEM tI>. lEg:RIPTI(}J (F RECOOS AlffiI)RIZf]) DIS'OSITI(}J

CE01 0 progran Correspaxience Files

9Jbject arxl Coontry Files of Coontry ~sk Offices.
l'l'Ese files docurent in a uniq..e w~ 'l:tE OIEra
tiCllS in U.S.A.I.D.s arxl reflect treir prob1ens arx1
acc<JJ1l1 ishrents. Arra~d trI subject and camtry
as appropriate.

a:i020 Gerera1 Finaocia1 Files

Working files ~rtaining to financial
managarent flJoctions of 'l:tE se~ra1 ~ographic

areas co~ring materials relating to annual IxJdget
slJbnissions, blJdg;!t e~nses, furxling 1imits, back
ground justificatioo arxl ex~nses, I1101th1y OIErating
e~nses, etc. Files containing soch fonns as: copies
of Req.Jest for Budget All <Wince, annual Budget 9Jb
missions, Req..est for O~rationa1 Year Budg;!t Change,
Project In1>lEJIEntatioo. arxl Advice of BUdget A11a-ances.
Files are used to control ex~rxlitures of funds.

a;cm Coogressiooa1 Notificatioo arxl Crngressiooal
Presentation File

Working files cootainihg infonnatioo nee<Ed
for presentation of 'l:tE Bureaus I annual
progran arxl IxJdget to Coogress arxl arrt changes to
the progran that reqJire congressional notifi
catioo. l'l'Ey cootain infonnatioo on OIEratiooal year
budget cha~s, congressional notifications, progran
revisioo req.Jests, ~i<E1ires for preparatioo of
congressional notification, advice of progran change.
arxlmoothly project accoonting infonnatioo systan
reports.

Cut off at erxl of
fiscal year. Hold in
office for 2 years,
then reti re to WtR:.
~s1:rqf \'ken 10 years 01 d.

Cut off. files at erxl of
fiscal year. Hold in
office for 3 years,
then <Estroy.

Cl ose fil e at erxl of
fiscal year. Hold in
office for 1 year, tlen
retire to hm:. ~stY'qf

\'ken 6 years 01 d.
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V. GEOOWHIC BUREAUS lDJERAL RECCIDS

Country [);!\eloprent Sirategy Statarent (CDSS)
File

Fonnal statarents on each country's foreign
aid assi staoce progran subnitted ~ U.S.A. I.D.s
anrually. These statarents are printed and bound
and distributed to appropriate offices throug-,out
tle ~ocy.

•

•
05040 a. Record copies rmintaired in teographic Bureaus

arran~ ~ country and tJereunder chrono-
1Ojically.

CEaiO b. Copies used for refereoce.

Briefing Files

(500) Files consisting of reports prepared ~ A.I.D. staff
ITl31furs for A. I.D. official s anticipating visits to
countries wrere A.I.D. has a mission. These reports

contain J1!rtirent infonnation on the country to
re visited and tre current A.I.D. assistance pro!1'iJn
in the country.

Pennarent. Cut off
annually. Hold in
office for 3 years, tlen
retire to WNfC. Transfer
to W\RA in 5 yr. blocks
Wl:!n IOOst recent record is 10
yrs. old.

[);!stroy \'ken no longar
n::eded for refereoce.

Pennarent. Cut files
off anrually. Hold in office
for 3 years, tren retire to
wm::. Transfer to W\RA in 5
year blocks wren most recent
records are 10 years old, e.g.
in 1987 offer 1973-77 records.

•

•

•
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VI. LEGIllTIVE AtV LEGJll JlfFAIRS RECOODS

ITEM ~. lES:RIPTHIJ (f RECOOS AlffifORIZED DIS'OSITHIJ

)
/

Congressiooal Corresporrleoce Files

CorresJX>~n:e betw=en 1Te ~rr:y am IlBl1IErs
of Congress arrl sigred ~ 1Te Mrri ni strator,
his Depu1¥, or the Director of Legislati..e Affairs.
Arranged alJilaretically ~ 1Te I'lCIre of tre
Congressional IlBl1IEr.

0Cl010 a. Pa~rs cootaining policy am precedent am
reqJiring research which docurents relations
wi ttl Congress.

~O b. All o1Ter routine corresJX>~oce.

oom CorresJX>~oce Brief
Briefs or drafts of letters to rrertErs of Congress
prepared ~ 1Te Office of Legislati..e Affairs

(X)()!IQ Conni ttee Prints arrl Heari ng I«ords

Copies of printed connittee reports arrl Congres
sional hearIngs.

cmo Litigatioo arrl Enforcarent Case Files

Case files cootaining doclllEnts cootaining
infonnation on all dispute matters where A.I.D. is
invol\ed, such as cootract disputes, civil or
criminal litigation, etc. Files also containing
legal infonnatioo in the fonn of advice furnished
to 1Te Inspector (£neral's office in the corrluet of
1Teir investigations.

Cut off at 1Te em of
each Congress. Hold in
office for 3 years, tren
retire to~. Destroy when
10 years old.

Cut off annually.
Destroy \'lEn 2 years old.

Destroy \'lEn Il> 1anger
reeded for refereoce.

Destroy \'lEn Il> 1anger
reeded for refereoce.

Cut off file \'lEn case
is closed. Hold in
office for 1 year, tren
retire to~. Destroy
10 years after case is
closed.
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VI. LEGIs..ATIVE AID LEGJlL PFFAIRS RECoroS

•
Legil Opinions am Decisions Files

Files of legal opinioos on law am Executive
Or<Ers as a resul t of req.Jests fran A. 1.0. offices on
arrt matter reQ-Jiring interpretation of Federal or
otrer law. Files ioclucle req.Jests for advice,
fonnal legal opinion ard decisioos, arrl related
correspJrrleoce.

Q6OO) a. Original p~r copies microfilnEd.

~O b. Original sil \er master & dupl icate

()5(ID c. Original ~r copies rot microfilrred

Finaocial Disclosure RelXlrts

a. Reports ard related docments subnitted
t!t i rrli vidual s as reQ-Jired urrler the
Ethics in Go\erT1rent Act of 1978
(P.L. 95-521).

1) Records iocluding g; 278A for irrlividuals
filing occording to Section 20lb of the
Act arrl rot subseQ-Jently confinred t!t tie
senate.

~stroy original p~r
records after \erfication of
film.

Pennanent. Transfer to W\RA
in 5 yr. blocks \\tEn most
recent record is 20 yrs. old.

Pennanent. Offer to NAAA in
fi\e-year blocks \\tEn most
recent record is 30 years old.

~stroy 1 yr. after
nani nee ceases to IE urrler
consicEration for appoint
rrents, EXCEPT that docu
rrents needed in an ongoing
in\estigation will ~
retained until the irwes
tigation is cCJll>leted.

•

•

•

•
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VI. LEGIs..ATIVE M[) LEGJU. JlFFAIRS RECOIIDS

06100 2) All o't:ter records ioc1uding s= 278. ~stroy \'hEn 6 yrs. 01 d,
EXCEPT that cbcurents reecEd
in an ongJing in~stigation

will IE retaired until tre
in~stigation is cCJJ1)leted.

06110 b. All otrer statarents of E111>l~nt arrl interests
and related records, ioc1uding conficEntia1
stata1ents filed under Executhe <X'cEr 11222.

~stroy \'h!n 6 yrs. old
EXCEPT that d<X:llrents
reecEd in an ongoi ng
in~stigation will IE
retaired until tre i nves
tigation is cCJJ1)1eted.
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VII. PRNATE OOE~RI~ (P~) RECDroS

•
PII: Project Fi1 es

Files consisting of docurentation ~rtaining to
the managerent of grants, contracts, loans, and

. coo~rathe agrearents OOb.een A.I.D. and t.re
u.s. private sector. Files irx:1ude, but are not
1imi ted to, copies of proposals, app1ications ,
project authorizations, loan and grant agrearents,
contracts, interim project progress reports,
PI01s, etc., and related corresrorxEn:e.

llEM ~. IEg:RIPTIGJ (F RECOroS AlJlIDRlZED DIS'OSITIGJ

•
0701 0 a. Pub1 i stEd or unJX.Ib1 istEd reports (exc1 ushe of

"interim project progress rerorts), project
concept parers, and ary otffir final project
product.

07020 b. All otffir project records.

07030· Statlls Rerorts on Loans

Reports on private sector initiathe loans
shewing disbursarents, ~nt progress, etc.,
on status of ootstanding loans.

07040. Unsuccessful Inves1mmt 0pfX?rt:uni1¥ Prorosal s

Proposal s fran busi nesses \'kIich did rot result in
a loan.

Pennanent. Cut off at
close of project. Retire
to WNOC. Transfer to NARA
in 5 yr. blocks ~n roost
recent records are 10 yrs.
old, (e.g., in 1987 offer
1973-77 records.)

Cut off \lltEn project is
canpleted or loan is paid, as
applicable. Hold in office
for 2 years, then retire to
wtK. ~stl11f 6 years after
canpletion of project.

Cut off annually.
~stl11f ~n 1 year 01 d.

Cut off \\4'En \'Ii ttrlrawn
or cEnied. Hold in office
for 2 years, t.ren destroy.

•

•

•
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VII. PRIVATE oom>RI~ (P~) IB:lRlS

I

/

07(l)() Carpary CorresJX)rrlen:e Files

C£rera1 correspmieoce rebo.een A. I.D. arrl enter
pri ses in the private sector on all aspects of
tre A.I.D. progran foreocouraging tre participation
of the U.S. private sector in finan:ial trans
actions which can accelerate the de\(!loprent
process o\(!rseas.

Housing am Urban ~\(!loprent Project Files

case fil es on OOusi ng construction UnEr the A. I.D.
Housing QJaran1(y Progran (HG). Files ioclude, I:xJt
are not 1imited to, !J..Iarantee am loan agrearents,
illlJlerentation agrearents, cost schedules, progress
reJX)rts, inspection am evaluation reJX)rts, am
related docurents am corresporrlence.

07())() a. Basic contractural docurents am related IlBterials.

07070 b. Inspection reJX)rts on OOusing constn.lction.

07<m c. C£reral corresporrleoce.

07000 Studies am ~JX)rts on SElter Activities am
Housi ng Guaran1(y Prograns

SUJdies am reports on various aspects of the A.I.D.
\\Orldwide shelter sector activities, iocluding the
Housi ng QJaran1(y Progran. Arranged by subject.

Cut off annually. Hold
in office for 2 years,
then destroy.

Cut off \'ken loan is paid.
Hold in office for 3 yrs.,
tren destroy.

Cut off wren construction is
CCJ11)leted. Hold in office
for 3 yrs., then destroy.

~stroy \'ken 2 yrs. old.

Pennarent. Cut off
annually. lren reti re
to WN~. Transfer to NARA
in 5 yr. blocks wren most
recent record is 10 yrs. old.
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VIII. PRCrnJVv1,AID Pa.ICY C(XRHw\TIOO IE:OOS

•
Dcmr Coon:1ination Files

OOJ20 b. Working PajErs for confererce sessions, such
as delegate lists, adnission can:1s am badges,
corresJX>rrerce on arra~nts, am duW
schedules.

crolO International Organizations Files

a. Correspcn1eoce, reports, agemas, am mirutes
of rreetings of consultative groups am
subsidiary am affiliated organizatioos
regarding cb~loprent assistarce am A.!.D.
1iaison with such organizatioos.

ITEM ~. II:~IPTI(}J <F RECOIUS ALllHORlZED DIS'OSITI(}J

Pennarent. Cut off
arrually. Hold in
office for 3 years
after cutoff, tren
retire to WNIC. Offer
to W\RA in 5 yr. blocks, wren
JOOSt recent record is 10 yrs.
old. (e.g., in 1987 offer
1973-77 recon:1s.)

~stn::rt 1 year after
date of confererce.

•

•
cmJO c. Files regarding prograns of tre LN am its

affiliated organizatioos, WTich stud a relation
to coo~rating coontries am A.I.D. liaison.

<m4O d. ReJX>rts of international confererces atten:led,
providing tre Jldrrinistrator with a brief
reJX>rt of the confererce or rreeting.

PennarEnt. Cut off
annually. Hold in office
for 3 years after cutoff,
tren retire to WNIC. Offer
to W\RA in 5 yr. blocks, wren
JOOSt recent record is 10 yrs.
old. (e.g., in 1987 offer
1973-77 recon:1s.)

PennarEnt. Cut off
anrually. Hold in
office for 3 years
after cutoff, tren retire to
~. Offer to W\RA in 5 yr.
blocks, \\ten most recent
record is 10 yrs. old.
(e.g., in 1987 offer 1973-77
records. )

•

•
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VIII. PROCWM AND Pa.ICY COORDlNATICJ.J RECO~S

08CE0 e. De~loplEnt Assistance Coordination (l}'lC)
donor fi1es, consisti ng of corres~rrlerce am
otrer docurents relating to s~ific dorm'S,
bilateral relations oobo.een A.IoD. am otrers,
am infonnation on varioos dooor progrcms.

an50 National Advisory Cooreil on International
MJnetary am Financial Pol ides Files

Files accllJ1Jlated by A. I.D. docurent°ing tre
activities of tre Cooreil, chaired ly tre
Treasury DepartJrent, am its periooic rreetings.

00070 MJltilatEral De~lOJllEnt Barks Files

Files docurenting A.IoD.'s relations with
IllJltilatEral de~lOJllEnt barks, such as the World
Bark, International De~loprent Bark, etc.,
consisting of minutes of rreetings, bark rol icy
statarents, am related correspomeoce.

Progmn Evaluation Files

Correspomeoce, reports, s~ia1 studies, am
otrer records pertai ni ng to A~ncy eva1uati~
research, socioecooonic irrpoct asses9rents, am
progran evaluation de~loprent issues and A.I.D.
progrcms.

Permanent. Cut off
anrually. Hold in office
for 3 years after cutoff,
tten retire to wtK.
Offer to NARA in 5 yr.
blocks, \'ken roost recent
record is 10 yrs. old.
(e.g., in 1987 offer 1973-77
records. )

Cut off anrtlally• Hold
in office for 3 years
after cutoff, tten retire to
W'K. Destroy wren 10 years
old.

Permanent. Cut off
anrually. Hol din
office for 3 years
after cutoff, tren re-
tire to WNOC. Offer to NARA
in 5 yr. blocks, wren roost
recent record is 20 yrs.
old. (e.g., in 1987 offer
1963-67 records.)
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VIII. PRCffillM JIn) PCl.ICY C(ffi)I~TION RECORDS

cam a. Final products of this series:

o IJlllact Evaluation RepJrts,

o Discussion Papers,

o Special Studies,

o Progran Evaluation RepJrts, am

o Progran ~sign ancl Evaluation f!ethods
Files.

QOOX) b. Backgrourrl files am related correspon:1eoce.

00100 Project Evaluation 9.JJmaries (PES) Files

Files pertaining to in-depth studies am
analyses of ~ social am ecormic ilTl>oct of
alternative 1(ypes of strategies, prograns an:!
projects on ~ 1i \eS of forei gn assi staoce
bermiciaries. IochJded are copies of studies
am analyses am re1 ated correspoo1eoce. These
files are not duplicated in tre IJlllact Evaluation
records (11m OEm) above).

Budg:t Files

¥OCJ Budget Files

~ Budget Records of Charter I. (mBO - m150)
Recoras Carnon to fvbst Of ices

Pennarent. Cut off
anrually. Hold in
office for 3 years
after cutoff, th:!n
reti re to ~. Offer
to NAPA in fhe-year
blocks wren I1Dst recent
record is 20 years old.
(e.g., in 1987 offer 1963
67 records.)

Cut off anrually. Hold in
office for 3 years, th:!n
retire to \-MIC. ~stroy \'ken
6 years old.

Pennarent. Cut off
anrually. Hold in
office for 3 years
after cut off, th:!n
reti re to ~. Offer
to NAPA in fi\e-year
blocks \'ken I1Dst recent
record is 20 years old.
(e.g., in 1987, offer 1963-67
records. )



Trans. rtm. ~. Effective Date P~~.

AID lWIBlX 21, Pt.II 21-II:1 OCt.oOOr 1, 1987 6A-li

IX. S::IE~E ADVIg)R RECOroS

ITBJI NO. ll:s::RIPTION CF ~cms AlJIHORlZED DIS'OSITIllJ

Grant App1 ication Files

Applications, ITBIlOrarrla, corresporrlence, arrl otter
records relating to tre decision to occept or reject
grant proposals.

00010 a. Unsuccessful (rejected or witirlrawn) applica
tions.

00020 b. Accepted app1ications.

Grant Case Files

Proposal s or app1ications, contracts, project reports,
stl.ldies, certificates, agrearents, marorarrla, corres
porrlence, arrl otter records relating to receipt,
review, award, evaluation, starns, arrlllDnitoring of
grants; allocation of furrls; arrl project IlJdgets.

00030 a. Project re~rts arrl studies prodoced urrer tte
grant.

00040 b. All otter docurentation related to the grant.

~s1:n:y 3 yrs. after
rejection or withdrawl1.

Dispose of with related grant
case file (see loons
0003J...ffi040 1E1 011).

PennarEnt. Cut off fi 1es
\'lEn closed. Hold in office
for 2 yrs., tten reti re to
WNOC. Transfer to NARA in 5
yr. blocks wren IlDst recent
record is 20 yrs. old.

Cut off fi1 es wren case is
closed. Hold in office for 2
yrs., tten reti re to ~.
~s1:n:y \'lEn 6 yrs. old.
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x. g:IOCE Atl) lECHnffiY (S&T) RECORDS

•
ITEM tD.

S&T Project Files

These files consist of docl.lTentation ~rtaining

to the managerent of grants, contracts, arK:!
coo~rati\e agrearents of centrally furK:!ed
projects. Files ioclude, but are not 1imited to,
copies of proposals, applicatioos, agrearents,
contracts, interim progress rerorts, PIO/f's,
project p~rs, publ i sred arK:! unJl1bl i sred
rerorts, am o1:l'Er docurents am corresroOOeoce
~rti rent to the project.

10010 a. Project pa~rs and Jl1blisted or unJl1blistm
reports (exclushe of interim project progress
rerorts), bod<s, studies, or al1f o1:l'Er final
prOOt.k;t.

l~O b. All o1:l'Er project records.

10030 c. Closed project records stored in wtK.

Unso1ici ted Project Prorosa1s

AIJJ1DUZED DlS'OSITIClJ

Pennarent. Cut off at
close of project. Offer
to t¥\RA in fi\e-year
blocks wIl:!n most recent
record is 10 years old.
(e.g., in 1987, offer
1973-77 records.)

Cut off wIl:!n project is
tenninated. Hold in office
for 2 years, 1ten retire to
htK. ~stroy 6 years after
tennination of project.

Pennarent. Offer all project
records to ~.
1lx>se not accessiored,
destroy irnrediately.

•

•

•

•
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X. ~IOCE.AND TB:HNaJ~Y (gT) RECOIUS

10010 a. 9Jccessfu1 proposals

10050 b. Unsuccessful proposals

1roiO rlaoorama of Urrlerstaming (r.nJ) Files

Copies of sigred f(lJls with unhersities
regarding t.t-e sco~ of w:>r!< to re ~rfonred ly
institutions urrler A.I.D. streng1:t'ening grants am
contracts. Ioc1uded is related correspJrrlen:e.

10070 Sector Coon:il Files

Files ~rtaining to t.t-e activities of se\era1 A.IoD.
coun:i1s or camlittees c<J11:Osed of appropriate A.IoD.
staff ~rs to advise t.t-e Ageocy in t.t-e varioos
areas (sectors) of A. I.0. de\e1oprent assi stan:e to
oost countries. Ioc1uded are Jreeting agemas, min
utes of Jreetings, copies of pa~rs prepared ty t.t-e
cooncil s, am related records am corresporrleoce.
Arra~d chronologically within sector coun:i1s.

1cxm International Organizations Files

These files consist of corresporrleoce, reports, am
records of I'l'Eetings am conferen:es ~rtaining to
A.IoD. "interest in t.t-e organization, planning, am
o~rations of international organizations (such as
1te Consu1tati\e Group on International Agricul
tural ~search (CGIAR) in A.1.D. areas of con:ern.
Arran~ by organization am t.t-ereumer dlrooo1
ogically.

File in applicable project
files am apply autOOrized
disposition as imicated in
ltan 10020 alx>ve.

Cut off \\ten project is
awarded. Hold in office for
2 years, 1ten destroy.

Cut off \\ten MJJ is
can:e11 ed or sU~rseded.

Hold in office for 2
years, t.t-en retire to WNRC.
[):!stroy 6 years after
temlination of related
project.

Pennarent. Cut off
annually. Hold in office
for 3 yrs., tren retire to
wt'K. Transfer to WI.RA
wten most recent record is
10 yrs. old.

Pemlarent. Cut off
annually. Hold in office
for 3 yrs., tren retire to
~. Offer to r~
in 5 yr. blocks v.ren most
recent record is 10 yrs.
old. (e.g., in 1987 offer
1973-77 records.)
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x. 3:IEt-[E AND TIDl~nffiY (S&T) RECOIUS

!Esearch Advisory Cannittee (RllC) Files

Docurentation occurulated I?f tre Office Of !Esearch
am Unhersity !Elations (RJR) in its capocity as tre
secretariat for tre RfC.

•

•lCXOO a. ~tings recortl.s consisting of agerdas, mirlJ'tes
of rreetings, and related docurentation on RfC
rreetings. Arran~ chrooologically.

10100 b. fv'enlErs files, consisting of gereral material on
tre ird.ividual RfC ~rs.

10110 c. Adninistrative files docurenting tre routire
housekeeping functions supporting PJlC activi
ties.

Joint career Corps (JCC) Files

Files consist of correSJDrxER:e am otrer records
p:!rtaining to tre recruitmmt of ~rs into tre JCC
am A.I.D. neg:>tiations with uni\€rsities on matters
relating to tre Corps activities.

10120 a. Agreerents with unhersities.

10l:D b. JCC II'BTIOOr biographical data file.

Pennarent. Hold in
office for 3 yrs., tren
retire to ~R;. Transfer to
W\RA in 5 yr. blocks wren
roost recent record is 10 yrs.
old. (e.g., in 1987 offer
1973-77 recortl.s.)

~stroy wren sUferseded,
obsolete, or 00 longer reeded.

Cut off file annually.
Hold in office for 2 yrs.
tren oostroy.

Cut off \\ten agrearents are
tenninated. Hold in office
for 3 yrs., 1:tEn oostroy.

Cut off wren~r is
separated fran Corps. Hold
in office for 1 yr. after
separation, tren oostroy.

•

•

•
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x. g:IOCE AND lICHtnffiY (~T) RECOOS

/

10140 c. CorresjX>rUm:e am o~r ~rera1 records.

Resource SJpport services Agrearent Files

lOOse files rertain to ~ agrearent oob.een A.I.D.
am ~ National Scieoce Foomation for ~ latter
A~rr:::J to revfe.w A. IoD. research projects for scientific
soomress oofore actual cannitrrent. Ioc1uded are
corresjX>rrl:!n:e, rejX>rts, am o~r docurentation
relating to ~ National Scieoce Foomation's invoherent
in A.IoD. project research activit;y.

10150 a. Reports

10160 b. All o~r docurentation.

International Training Progran Files

lOOse files consist of docurentation rertaining
to ~ oo-.e1oprent, rmnagerent am il11l1arentation
of ~ IT Progran.

Cut off arrua11y. Hold
in office for 3 yrs., tren
oostroy.

Pennarent. Cut off
al1'lJa11y. Hold in office
for 3 yrs., tren retire to
\IK. Offer to WlAA in 5
year blocks wren most recent
docurent is 10 yrs. old.
(e.g•• in 1987. offer 1973-77
records. )

Cut off anrna11y. Hold in
office 3 yrs.. ~n reti re to
WNOC. ~s~ \'ien 10 yrs.
old.
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10170 a. 9Jbstanti~ p:>licy, planning, progran am

eva1uation materia1 doclJl'Enti Dj cri teria
for participant selection and pro:essing;
preparation am use of PIO/P's; trainiDj
p:>1 icies within tJ'E US arx.l oost countries
ministration of technical service
contracts; selection of training sites am
prereparture briefing, post faci1it' am
orientation and relationship with trainiDj
organization.

10100 b. Rootire actninistrathe am eva1uathe corres
ponderre regarding aTTf phase of participant
trainiDj progran.

10190 c. Record copy of training aids de-.e1~ I:y tre
A~rr:.y.

10200 d. Reports, directories am studies to evaluate
effecti-.eress of training trethods arx.l techniqJes
in s~ific fields of activit', coontry, or
o~ra11 participant training progmn.

Pennarent. Cut off
anrually. Hold in office
3 yrs. tJ'En reti re to
WNR:. Offer to NARA in 5
year blocks wren IlDst
recent record is 10 yrs.
old. (~ 1-286-76-3)/(mG;
lffi 2, 2-2, 7, 9, 9-1,
9-2, 11, 12, 12-1.)

cut off anrually. Hold
'in office 2 yrs. tJ'En
retire to WNR:. !):!stroy WEn.
5 years old. (~

1-286-76-3)/(lffi; lffi 8-1, 9,
11-2, 12b)

Pennarent. CUt off
anrually. Hold in office
3 yrs. Reti re to WNIC, offer
to W\RA in 5 yr. blocks wren
rmst recent record is 10 yrs.
old. (e.g., in 1987, offer
1973-77 records.) (~

1-286-76-3)

Pennarent. CUt off
arroa11y. Hold in office
for 3 yrs., than retire
to~. Offer to W\RA in 5
year blocks WEn latest
record is 10 yrs. old. (~

1-286-76-3)/(lffi 6)

•

•

•

•
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x. S:IOCE MID lECHW-a1Y (SH) ~COO)s

10210 e. Records J:ertaining to third country training
\'klich includes agreerents, corresponjence,
and relXlrts.

Pennarent. Cut off
anrua11y. Hold in office
3 yrs. tien retire to vm.
Offer to NARA in 5 year
blocks wten IIDst recent
record is 10 yrs. old.
(e. g., in 1987, offer 1973-77
records. ) (~

1-286-76-3)/(lRG 2-2)

10220 All otrer copies [):!stroy \'hen obsolete. (lRG
12-2, 13)

Participant trairee case files, containing
PIO/P IS, biooata, call fooord, notice of
arrival, coorse records, reports, COllTEn:1a
tions/certificates, filed I:y PIO/p I1.J'I1ter:

10230 a. Selected ore file for each
training field; e.g., agriculture,
educatioo, health, etc.

10240 b. Files for all V.1.P. l s and IXltentia1
professional leaders.

10250 c. Files for all outstan:!ing participants
Wlose achie\erents are an asset to treir
country an:! a testirrory to t1'e success
of A. 1.D. prograns.

10260 d. All otrer records.

CUt off after closeout.
Hold in office 2 yrs. tren
retire to WN~. [):!stroy 20
yrs. after cutoff. (~

1-286-76-3)/(lffi (a))

Cut off \'hen case is closed
Hold in office 2 yrs. t:h=n
reti re to WtK. [):!stroy 20
yrs. after cutoff.

Cutoff after closeout.
Hold in office 2 yrs.
tren retire to vm.
[):!stroy 20 yrs. after
closeout.

CUt off after closeout.
Hold in office 2 yrs. tren
retire to WN~. [):!stroy 5
yrs. after cut off. (OC
1-286-76-3)/ (lffi e)
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x. g:IOCE MID TECHtn.ffiY (SU) IEORDS

•
10270 Printouts contai ni ng sunnary data for eoch

trail'Ee or training project.

10280 card files am otrer sunnary data for each
trail'Ee or training project (except ccnputer
taJ:es am printouts am reports descri red
el~re in this sctmJle.)

10290 Copies of participating ageocy service agree
rrents am confonred copies of contracts with
colleges am unhersities or professiooal
societies that se~ to docurent arrange
rrent for participant training.

lODJ Participant English Testing am Training
ReJllrt, ReJllrt Control ~l U-1JOO/7, or eqJi
valent, sunnarizing all English langJage
testi ng and trai ni ng activi ties carried on
for participants by or under tre direction
of the °Mi ssion.

10310 IlReturred Participants FollOil-up Activities,1I
anrual report No. U-4l8, or eqJivalent, c0n
taining a sunnary of all significant follMJp
activities carried out during the reporting
J:eriod on returred participants.

Pennarent. Cut off
anrually. Hold in office
for 3 yrs., tren retire to
\fJrc. Offer to NARA in 5
year blocks wren
latest recortl is 10 yrs.
old. (e.g., in 1987, offer
1973-77 recorns.) (~

1-286-76-3)/(lRG)

~s'trqf upon transfer of
data to cCJllX.fl:er taJ:es.
(~ l-286-76-3)/(lRG)

OJt off anrually.
Hold in office 2
years tren retire
to~. ~strcy

\'h!n 5 years old. (~

1-286-76-3)/ (00)

Pennarent. Cut off
annually. Hold in office
for 3 yrs., then retire
to~. Offer to~
in 5 year blocks wren
latest recortl is 10 yrs.
old. (e.g. , in 1987
offer 1973-77 records.)
(~ l-286-76-3)/(lRG 11-1)

Pennarent. Cut off
anrually. Hold "in office
for 3 yrs., tren retire
to WNrc. Offer to NARA
in 5 year blocks wren
latest record is 10 yrs.
old.
(~ l-286-76-3)/(lRG 8)

•

•

•

•
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10320 t'onth1y RebJrml Participant Fo11C7i1-Up Data,
Report Control ~1 U-1380/6, or eq,Jiva1ent.

Participant Training Directories, 1'B'IS1etters
art! o~r issuances prepared for use of parti
cipants, ~R/IT, and o~r A. 1.0. staff:

10330 a. Record copy.

10331 b. Distritllted copies.

10340 IEport on contracts, rnade ~ tean 1eoclers or
llBn~rs of partiC"ipant groups con:eming
industries or agencies visited.

10350 Case files for indivicila1 foci1ities, arra~
a1jilaretically ~ nane of faci1i1(y, field of
activiw, or location.

Tra~l and Inte~rter services:

Cut off anJ1Jally. Main-
tain in office for 1 yr. ~n
<:Estroy. ~ 1-2f!ij-76-3/(lffi
8)

Pennarent. Cut off
arrually. Hold in office 2
yrs. ~n retire to WNR:.
Offer to t.v\RA "j n5 yr. blocks
\\tEn latest record is 10 yrs.
old. (e.g., in 1987 offer
1973-77)
(~ 1-286-76-3)/(lffi lOa)

Destrq{ \\tEn obsolete. (t£
1-286-76-3)/(lffi H»)

OJt off anrually. Main
tain in office 2 yrs.
~n reti re to \-tNR::. Destroy
\\tEn 5 yrs. old. (t£
1-286-76-3)/(lffi 7)

IEview arrually. Cut off
closed case files. Hold
in office 2 yrs. ~n retire
to WNR::. Destrq{ \\tEn 20
yrs. old. (~

1-286-76-3)/(lffi 7)
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x. g:IE~E JW[) TECHoo...ffiY (S&T) RECOOS

•
10360 a. Files regarding participant am de~ment tra~l,

Illrchases, o.-.rership aoo oparation of alJ1:ambil es,
interpreter services, insurance, \\aher of visa
req,Ji rarents, aoo haool i ng of ill ooss aoo death
cases.

10370 b. Interpreter services, \X>licy aoo procedures
files.

lcmD c. case files containing copies of cootracts am bio
data of iooividual interpreters.

Hmo d. case files containing letters of assignrent,
VOlICters, aoo pqyroll infonnation for imivi
dual interpreters.

Train"ing Conference Materials:

10400 a. Pa~rs regarding conferences atten:1ed ~
participants in conrection with trainirg
prograns, "i n:1icatirg Il.I'I'b:!r in atten:1ance,
dates, ploces, aoo itireraries.

Pennaoont. Cut off
anrually. Hold in office
for 3 yrs., ~n retire
to WNl:. Offer to Nl\RA
in 5 year blocks \'h!n latest
record is 10 yrs. old.
(~ 1-286-76-3)/(lffi 9-3)

Pennarent. Cut off
anrually. Hold in office for
3 yrs., tten reti re to wm:.
Offer to NARA in 5 year
blocks \'h!n latest record is
10 yrs. old. (~

1-286-76-3)/ (1ffi 9-3)

Jeview anrually. Cut off
closed files. Hold in office
2 yrs. tten retire to wtJR:.
~stroy 5 yrs. after
carpletion of assignrent or
u\X>n tennination of partici
pant training progran. (~

1-286-76-3)/(lffi 9-3)

Cut off cl osed fil es.
~stroy 1 yr. after
carpletioo of assignrent. (~

1-286-76-3)/(lffi 9-3)

Cut off anrually.
~stroy \'h!n 2 yrs. old.
(~ 1-286-76-3)/(lffi 3)

•

•

•

•
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10410 b. Material describing training courses available
to participants, iocluding prospect1lses.

10420 Corresp<rdence am related material regard"ing
trethods to assure contiruing contoct with
participants after training to de~lop maxinul1
potential of irrlividual participants.

Cut off anrually. Hold
in office 2 yrs. tiEn retire
to WNR:. Destroy \\tEn 5 ~s.

old. ( ~ l-286-76-3)/(lRG 4)

Cut off annually. Hold
in office 2 yrs. tiEn
retire to ~R:. Destroy
wren 20 yrs. old. (OC
l-286-76-3)/(lRG 8)
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11010 Adninistrathe Files

Docurent classification am file maintenance is in
accord with A.I.D. Harrlbod< 21, Part II, in a1pha
rureric fonnat.

This series docurents t.Ila daily adninistrathe rEeds
and fuoctions of t.Ila office. The series consist of
files co~ring such suQject IIBtter as: gerera1 adnini
strative matters, OOdget p1ann"ing am approvals, furxis
accounting arrl gerera1 audit instrtlctions, routire
twsekeeping arrl office supply reeds, ~rsonre1 related
infonnation, procurerent am contracting instrtlctions
and travel gJidaoce. The files contain iocaning arrl
outgoing correspol'l1ence (letters, 1lBllOS, cables, etc.),
notices, fonns, reJXlrts, etc. Docurent classification
ard file maintenance is in accord with A.I.D. Hardlx>ok 21,
Part II. The file !redia is ~r.

lhis office is rot considered to re t.Ila office of record
for arrt of the subject matter contaired in this series.
The files are of short tenn usage with 't:I1a greatest use
being within three m:mths of fi1 ing. Sore ~riodic

reference, usually once or twice arrually, is made to
the previoos years files - rarely is refereoce made
reyorrl the secollJ year.

11~0 progrcm Files

This series consists of technical suQjects. Files
contain docurents relating to disaster assistarre
in coo~rating coontries that coordinate with
international organizations, U.S. voluntary ageocies,
ard U.S. pri vate sector; correspol'l1ence consists of
incaning arrl out!J)ing cables, reJXlrts, letters,
1lBllOS, rotices, etc.

•

•

•
AlJTI{)RlZED DI9>OSITI(}J

Cut off file at t.Ila em of
the fiscal year of crea
tion. Hold in active
office spa::e for 1 yr.
after cutoff, 't:I1an retire
to htR:. ~stroy wren 3
yrs. old. (tl;1-286-82-1)

Pennarent. Cutoff at t.Ila
errl of the fiscal year of
creation. Hold in active
office spa::e for 2 yrs.
after cutoff. Reti re to
wm:. Offer to N!\RA wren
10 yrs. old in 5 year
blocks. (tl;1-286-82-1)

IES:RIPTI(}J <F REI:ORDS111M t-n.

This office is considered t.Ila office of record of
't:I1a subject matters contaired in this series.

•
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XI. FOOEIGJ DIsasTER ASSISfA'l:E RECOIUS

11(3) Policy Files

This series consist of letters, nanos, directi~s,

etc., on (F[\I\'s tx>l icies on na1llral di sasters.
In:ludes congressional !JJicElires, a: rulings, etc.

Foreign Disaster Assistarce Project Files

11040 a. Docurentation relating to disaster assistan:e
in coolErating countries. Records consist of
such docurents as disaster declarations, reqJests
for assistan::e, rB'lSpalEr cl ipp"ings, J'EWS
wlletins, project ilTl>l6TEntation orders (PIO/C'S
PIO/fls), contracts, si11lation am otrer retx>rts,
am co~sporden:e (letters, ITBTlOS, cooles) on
disasters that coordinate with international
organizations, u.s. voluntary agen::ies am t.re
u.S. pri vate sector.

11050 b. Undeclared disasters occur wren "disaster" sit
uations exist but are not officially recognized as
disasters ~ the Arerican arbassador to the coop
erating country. Umeclared disaster files con
ta"in docurents relating to otrer agen::y assis
tan::e in coorerating countries. The files con
sist of cables, letters, 1IBIlOS, and reports.

Non-Record Material

This series consists of Technical Reference Material
am Referen::e Material.

Pennarent. CUtoff at tre
err:! of fiscal year of
creation, make office cOW
arr:! serr:! original s to WtK.
Offer to NARA WEn 10 yrs.
old in 5 year blocks.
(tl:1-2~-l)

Pennarent. CUt off at tre
close of disaster. Hold
2 yrs. the retire to WNIC.
Transfer to W\RA in 5 yr.
blocks wren most recent
record is 10 yrs. old.
(tl:1-2~-l)

CUt off at the close of
disaster. Hold 2 yrs.
tren retire to WNIC.
~stroy 5 yrs. after
cutoff. (tl:1-286-82-1)
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XI. FOREIGJ DI%TER ASSISfAtl:E RECOOS

•
llCXiO a. Technical Refereoce material \\OOld re docurents

such as maps, drafts, 1ibrary, am ntJsetJn

pub1ications, etc.

11070 b. Refererce Material \\OOld re docLITEnts such as
obsolete directi\(!s, extra copies, chron copies,
marual orcErs, notices, reading file, sus~nse

files, routing slips, etc.

Destroy ~n obsolete or
has reen s~rseded.

(t£1-286-82-l)

Destroy wren no 1o~r
reeded. (t£1-286-82-1 ) •

•

•

•
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XII. NJlI~Y COOITIEE rn VQUNfAAY FOREI~ A.I.D. REroms

IID1 NO. II:s:RIPTION <F ~<ms AUTHORIZED DI9>OSITI(}J

12010 Cannittee ~-eeting Files

Garera1 corresportlerx:e, copies of Jreeti ng agerr:1as,
minutes, am otrer docLJrentation ~rt.aining to tre
procee<l"ings of tre irr:1ividual rreetings. Amlnged
chronologically. (l cu. ft. ~r year)

12~0 Files on Imivicllal Cannittee ~tmrers

Copies of reSt.I'IEs, tra\{!l records, am otrer ~r
ti rent adninistrati \{! records.

1203> Contract Files on t'eetings

Acinini strati \{! copies of contracts on tre 'i rr:1ivid
ual Jreetings (4 ~r year).

Pennarent. Cut off
alVlJally. Hold 'in office
for 3 yrs., thm retire to
~m. Offer to W\RA in 5 yr.
blocks wren most recent
record is 10 yrs. old.
(e.g., in 1987 offer 1973-77)

Cut off fil es wren ~r
ship is temrinated. Hold in
office for 1 yr., thm
destroy.

Cut off files annually.
Hold in office for 1 yr.,
tren destroy.
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•

13030 c. Bi-arrual charters for the OOard, correspcn1eoce
relating to the charters am arerrlJEnts to the
charter.

13020 b. Joint Cannittee on Agricultural Research am ~

~loprent (JrAA)) I1E'eting files. JrAA) is c<JllX>sed
of 20 ~rs am is a suocanni ttee of the Board.

~ting Files

Files consisting of such records as ootices to the
Federal Register, ~mas am minutes of nEetings,
discussion p~rs, transcripts of proceedings, am
related correspJrxEll:e.

13010 a. Board for International F<XX1 am Agricultural ~

~loprent (c<JllX>sed of 7 Board I1BI1OOrs fran the
private sector) I1E'etings files.

ITIM ~. lE9:RIPTIGJ (F RECCIDS ALnHORIZED DISPOSITIGJ

Pennarent. Cut off
arnJally. Hold in office
for 3 yrs., tren retire to
htM:. Offer to W\RA in 5
year blocks wren latest
record is 10 yrs. old.
(e.g., in 1987, offer 1973-77
records. )

Pennarent. Cut off
anrually. Hold in office
for 3 yrs., tren retire to
~. Offer to W\RA in 5
year blocks wren 1atest
record is 10 yrs. old.
(e.g., "in 1987, offer 1973-77
records. )

Pennarent. Cut off files
bi-ennially. Hold 'in
office for 3 yrs. Offer to
NARA in axurulations of ore
cubic foot.

•

•

•
1ll4O AgrioJltural Projects case Files

DocLJTents aCCUllJlated in the initial de~loprent of
agricultural projects UrxEr grants with uni~rsi

ties. The official project files on these projects
are maintaired l&' the l:eographic Bureaus.

Cut off \'ken BIFftD has
carpleted its W>r1< on
ini tia1 project rego
tiations. ~stroy 3 yrs.
after cut-off.

•
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XIV. A£J.1INISlPATIVE~ RECOOlS

This section lists records of 1:00 organization, fuOC"tiona1 manag:flEnt, am etErg:m:y
p1ann'ing of ~ Ageocy; adll'inistration coordination am relations with o~r Federal
ag:lll:ies am with coo~rati~ service W~ organizations of oost g:>~mrents. It also
"includes P~r\'K)r1< am o~r managarent systens am prograns records.

/ ITIM t-D. lES:RIPTlCJJ (F RECOOlS AlffiOUZED DIS'OSITlCJJ

Formal Directi~s, Procedural am op:rating
f4anuals.

Formal directi~s, distrilx.rted ason:Ers, ciraJ
lars, or in loose-leaf manual fonn anrlOOll:ing major
changes "in tre Agerr:yls policies am procedures.

14010 a. Issuall:es related to ~rr:y progran fuoctions.

14020 b. Case files related to (a) aIx>~ \'hTich
docurent il11X>rtant aspects of tre
de~loprent of 1:00 issuance. .

14030 c. Issuall:es related to routire adninistrati~

functioos (e.g., pcyro11, procurarent'
~rsonre1 ).

14040 d. case files related to a. am c. aIx>~, WTich
docurent routire aspects of de~loprent of
1:00 issuance.

Permarent. Cut off fil es
anrually. Hold in office
for 3 yrs. ~n reti re to
~R:. Offer to NAAA in 5
year blocks wren 20 yrs. old
(e.g., offer 1970-74 block in
1995). (GRS 16/l.a)

Cut off fi1 es anrua11y.
see Itsn 14010 aoo~.

(GRS 16/l.b)

~stroy wren s~rseded

or obsolete. (GRS 16/l.c)

~stroy \'ken issuance is
destrqfed. (GRS 16/l.d)
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X"N. AIJ.1INIsmATIVE~ RECcmS

•
Publications

Pallillets, reports, leaflets, file maruals,
or otrer Illbl isred or processed docurents,
or tiE last maruscript report if oot
Illblisred, relating to manag3lEnt projects.

14050 a. Record copy with tiE supporting papers
\\hich clcx:urent tiE ill:eption, sco~

and purpose of tre project.

14060 b. Working papers and background materials.

Records Disposition Files

~scriptive inventories, disJX>sal authorizations,
sdE<i.lles, and reports.

14070 a. Basic <bcurentation of records cescription and
disJX>sition prograns, iocluding s=- 115,
IeQJest for Records Disposition JILI1:OOriW;
s=- lli, Records Trarl911ittal and Receipt, and
related <bcurentation.

14000 b. Ex1Ta copies and routine COtTesporxlerx:e and
IIBlDranda.

14000 c. Working papers and background material.

Fonns Files

14100 a. ()E record coW of each fonn created ~ an
a~rt:y with related instnrtions and
docurentation stDwi ng i rx:eption, sco~,

and Jl.IJ1Xlse of the fonn.

Pennanent. See Chapter 1
ltans 01 J}Q-0141 O.

~stroy \'ken 1 yr. old. (GRS
16/2.b)

~stroy \'ken related
records are cestroyed, or
\'ken 00 longer reecEd,
whicrever is sooner.

~stroy \'ken 00 1~r
reeced for refereoce.

See iten 14100 of this
sctmlle. (ffiS 16/11)

Cut off \'ken related fonll
is di scanti I'lJed, surer
secEd or cancelled.
~stroy 5 yrs. after related
foml is discontirued,
surerseced, or caoce11 ed.
(GRS 16/4.a)

•

•

•

•
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14110 b. ~Jorking parers, bockgroom materials,
reqJi si tions, s~i fications, processi ng
data, am control records.

14120 f>1anagerent Inpro\t'E!rent RefX?rts

Copies of reports subnitted to ttE Office of
Managarent and Budget am re1 ated analyses
am feeder reports.

Records Holdings Files

Statistical reports of Pgcrr:.y ho1d"ings "ioc1uding
fee<Er refX?rts fran all offices am data on ttE
vo1l1re of records disposed of ~ destruction or
transfer.

14130 a. ~ords reld ~ ttE office \tttrich prepares
refX?rts on Agency-wide records holdings.

14140 b. ~ords re1d ~ ottEr offices.

14150 Project Control Files

M3n0rama, reports, am ottEr records doc~nting

assignrents, progress, am caJll1etion of projects.

~stroy wren related fonn
is discontirtJed, super
seded, or cancelled. (GRS
16/4.b)

Pennarent. Cut off files
al1Tl/ally. Hold in office
for 3 yrs. ttEn reti re to
wtK. Offer to W\RA in 5 yr.
blocks wren 20 yrs. old.
(e. g., in 1987 offer 1963-67
records. )

Cut off annua11y. Destroy
wren 3 yrs. old. (GRS 16/6.a)

Destroy wren 1 yr. old.
(GRS 16/6.b)

Destroy 1 year after the
year in which ttE project
is closed. (GRS 16/7)
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•
14160 Reports Control Files

case files maintaired for each A~'f'Cj report Cut off ....mn report is
created or proposed, 'ioclud"ing Jl.Ibl ic use discontinued. Il:!stl"qf 2
reports. Includ:!d are clearance fonns, yrs. after tre reports is •including g:- 83; copies of jl!rtirent fonns di sconti I1lEd. (GRS 16/8)
or d:!scriptioos of fonnat; copies of
authorizing directives; preparation instruc-
tioos; and docurents re1ati ng to tre eva1u-
ation, cont"inuation, revision, and discon-
tinuance of reporting reqJirarents.

14170 Working Paters

project background records, such as studies, Cut off anrually•
analyses, notes, drafts, and interim reports. Il:!stl"qf 6 months after final

actim 00 project report cr 3 •yrs. after carp1etion of
report if no final actioo is
taken. (GRS 16/10)

14100 lEcords Managerent Files

COrYesp~nce, reports, authorizatioos, and Cut off annually. Hold
ot:t'er records that relate to tre man~nt in office 1 yr. Retire to
of ~'f'Cj records, inclUding such matters as hNlC. !);!str'qf \\tEn 6 yrs.
fonns, correspond:!oce, reports, mail and files old. Earlier disposal is
managerent; tre use of microfonns, AlP systens, authoriled if records are
and 't«>rd processi ng; records managarent surveys; sUjl!rsed:!d, obsolete, or •vital records progrcm; and all otrer aSj:e:ts of no looger neecEd for ref-
records managgrent not covered el set.tEre in ereoce. (GRS 16/11)
this schedJle.

•
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14190 Organizational Files

a. Organizational charts am reorganizational
s't1Jdies. Graphic illustrations which provioo
a detail eel descri ption of 1Te arrangerent arrl
adninistrati'A: structure of 'tiE functional
units of an agency. Reorganization studies
of an ~ncy. Reorganization studies are
corrlucted to design an efficient organizational
frarew:>l'i< JOOst sui ted to canyi ng out 'tiE
agency's prograns am include materials such
as final recamemations, ProIXlsals, am staff
evaluations. ~se files also contain adnini
strative maps that sl"loil regional lXXJmaries aoo
tEadQJarters of OOcentralized agencies or that
sl1cM 'tiE geographic extent or 1imi ts of an
agency's prograns arrl projects.

14200 b. Functional staterents. Formally prepared
ooscriptions of the resp:msibil ities assigned to
1Te senior executi \e officers of 1Te agency
at 'tiE division le'A:l arrl aoove. If 'tiE
functional staterents are printed in 't:tE Coc:E of
Fereral RegJlations (CFR), 'tiEy are not designated
for preservation as a separate series.

14210 c. Agency histories arrl selected bockgroum
materials. NarTati\e agency histories
incl uding oral hi story projects prepared ty
agency historians or JlIblic affairs officers
or ty private hi storians urrlar contract to 'tiE
Agency. Sore background materials
(such as i nterviB'lS witil past and present JEr
sonrel) gererated during 1Te research stage
ITiW also 00 selected for JErmarent retention.
Excluded are electrostatic copies of agency
dOClJrents nate for con'A:nient reference.

Permarent. Cut off files
amJally. Hold in office
for 3 yrs. 't:tEn retire to
~. Offer to tWtl\ in 5
year blocks wren 20 yrs.
old (e.g., offer 1970-74
block in 1995).
(GRS l6/13.a)

Permarent. Cut off files
annually. Hold in office
for 3 yrs. 't:tEn retire to
WtK. Offer to tWtl\ in 5
yr. blocks wren 20 yrs.
old (e.g., offer 1970-74
block in 1995). (GRS l6/13.b)

Permarent. Cut off files
annually. Hold in office
for 3 yrs. 't:tEn reti re to
WNR:. Offer to NARA in 5
yr. blocks wren 20 yrs. old
(e.g., offer 1970-74 block
in 1995). (GRS l6/13.c)
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14220 Feasibil iW Studies

S1lJdies ccn:lucted IEfore tiE installatioo of arrt
technolCY:N or eqJiprent associated with infonnation
managerent systans, such as word processing, copiers,
micrographics, and carnunications. Studies and
systan analyses for tiE initial establishrent and
major cha~s of tiEse systens. Soch studies
1;ypically incluoo a coosiooratioo of til:!
altemati~s to tiE proposed systan and a
cost/~n=fit analysis, including an analysis of
tiE irrpro~d efficieocy and effecti~n=ss to IE
expected fran tiE proposed systan.

1423) Eire~ocy Planning Adninistrati~ CorresponOOll:e
Files

Correspcnience files relating to adninistratioo
and ~ration of tiE ere~ocy planning progran,
not co~red by ltans 14010-14040 or elS€'tA'ere in
tilis screclJle.

Eire¥ocy Planning Case Files

Case files accuJlJlated trI offices responsible
for tiE preparati00 and issuance of plans and
directi~s, consisting of a c~ of ecdl plan
or directi-.e issued, with related backgroond
pa~rs.

14240 a. ()E record cOW of each plan or directi-.e
iss~d, if not in::1U<Ed in tiE ~ocylS

Jl!nnan=nt set of master directi-.es files.

14250 b. Case file cOW of plan or directi-.e if ~ocy
record copy is maintain=d in a master directi~s

file and all related backgroond materials.

Cut off files wren stu<tt
is cCJll>lete. D:!strcy wren
til:! stu<tt is 5 yrs. 01 d.
(ffiS 16/14)

Cut off files anrually.
D:!strcy ~n 2 yrs. old.
(GRS 18/27)

Pennarent. Cut off ~n
surer'Se<Ed or omolete.
Offer to NARA \'lEn 15 yrs.
old in 10 yr. blocks (e.g.,
offer 1970-79 block in
1995). (ffiS 18/28.a)

D:!strQ( 3 yrs. after
issuall:e of a naw plan or
directi-.e. (GRS 18/28.b)

•

•

•

•
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14260 ErrErgart;Y Directi~s Refenm::e Files

Copies of directhes am plans issued trI tte
Ag=rt;Y (otter than those maintairEd in case
files descrirect in ltens 14240-14250 aIxl~),

as \\ell as those issued I:y FEMl\, otter Federal
agencies, State am local go~mnents, am 1re
private sector.

14270 ErrE¥ncy Planning feports

Agency reports or operations tests, consisti ng
of cansol idated or crnpretEnsi~ relXlrts
reflecting Agency-wide results of tests comucted
urxEr arergart;Y plans.

14200 ErrErg:m::y OJErations Tests Files

F"iles accurulating fran tests comucted urrler
Ag=rt;Y arergart;Y plans, such as instnJctions
to rrarrers participating in test, staffing
assignrents, lressages tests of camunications am
focilities, am reports (excluding consolidated
am crnpretEnsi~ reJ:Xlrts urxEr ltan 14270 abo~).

~stroy \\tEn obsolete or
superseded. (ffiS 18/'(9)

Pennarnnt. Cut off \\tEn
related plan or di recti ve
lEcares obsolete or is
supm:eded. Offer to W\RA
\\tEn 15 yrs. old in 10 yr
blocks (e.g., offer 1970-79
block "in 1995). (GRS 18/30)

Cut off files anrually.
~stroy wtEn 3 yrs. old
(GRS 18.31)
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•
This Chapter g'OUps togetrer material regarding ~ collection, diswrsarent, am
accounting for ~rr:y furx1s; tre ~ration of occounting am fiscal relX>rting systans;
accounting procedures for special prograns; pqyroll op:!rations am allied functions of a
fiscal nature.

IltM NO. IE~IPTION (F II:COOS AUll-lORlZED DISlOSITICN •
Accountable Officer Accoont Files

Accountable Officers I Files

15010 a. Original or rilb," copy of accountable officers I

accounts maintaired in tre A~rr:y for site audit
~ (;lID auditors, consisting of staterents of
transoctions, statarents of accoontabili1:;y,
collection scredules, collection voucrers, dis
wrsarent wucrers, am all otJ"Er sctmJles am
voucrers or docl..lrents used as scredules or
voucrers, exclusive of freight records am pqy-
roll records descrilx:!d else.oA'Ere in this section.
These records docl..lrent only tre basic finaocial
transaction, JI1Cn!y recei \ted am JI1Cn!y paid out or
deJX>sited in tre course of ojEration of tre ~ocy.

All copies except tre certified p~nt or
collection copy, usually tre original or riblx>n
copy, am all additional or supporting docl..lrentation
not 'inwl ved in an integrated systan are covered ~
succeeding HallS in thi s section.

Site audit records ioclude, but are not limited
1X>, ~ Starx:lard Fonns am Optional Fonns listed
001011. Also iocluded are eqJivalent ~rr:y fonns
\'6rich docl..lrent tre basic financial transactions
as descriOOd above.

Cut off fil es after p:!riad
covered ~ account. Hold
in office 3 yrs. tren
retire to wm:. ~stt"qf 6
yrs. am 3 nmths after
p:!riod covered ~ occount.
(GRS 61l.a) •

•

•
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g::- 224,
g::- 1034,

g::- 1036,
g::- 1007,
g::- HXi9,

g::- 1000,

g::- 1081,

g::- 1006,
g::- 1007,

g: 1008,
g: 1113,
(F 1114,
(F 1114A,
(F 1114B,
(F 1129,
(F 1143,
(F 1145,

(F 1154,

(F 1156,
(F 1166,
(F llffi,

(F 1218,

(F 1219,
(F 1220,

(F 1221,

Stat.arent of Transactions
Publ ic Voucrer for Purchase and S;!rvices
O~r Than Personal
Stat.arent of Certificate am Award
Publ ic Voucrer for Refunds
Voucrer for Allo,.,an::e at Foreign Post
of [).tty
Voucrer for Transfer Be1l>.een Appropriations
am/or Furrls
Voucrer am S<:redule of Wittrlra\\als am
Credits
screctule of Voucrer Deductions
Voucrer and S£tmJle to Effect Correction
of Em>rs
S£rectule of Can::elled Checks
Publ ic Voucrer for Transportation Chargas
Bill of Collection
Official Receipt
Collection Voucrer
ReirrbJrsarent Voucrer
M~rtising Or'c:er
Voucrer for PqynEnt Urrler Federal Tort
ClailT5 Act
Publ ic Voucrer for Unpaid C~nsation

[)Je a Deceased Ci vi1ian Errp1Qfee
Public Voucrer for Fees am r~ilea~

Voucrer and S£rectule of Pq')11Ents
S<:reudle of tildel i~rable Creeks for
Credit to Go~rnrent A~rcies

Stat.arent of kcountability (Foreign
s;!rvice kcoont)
Stat.arent of kcountabil i ty
Stat.arent of Transoctions According to
Appropriation, Funds am Receipt Accounts
Stat.arent of Transoctions According to
Appropriatiens, Fums am Receipt Accoonts
(Foreign s;!rvice Account).
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15020 b. t'aoorarrllJl1 or extra copies of accoontable

officers I returns ircluding statarents of
transactioos arrl accountabil i~, all supporting
voucrers, schadules, and related pa~rs not
co~red elsa.rere in this sc~ule, arrl excluding
freight records co~red t&' Chapter XX and pqyro11
records co~red t&' Chapter 'IN •

1S<m Gl\0 Exceptions Files

(£rera1 Accounti ng Office ootices of exceptioos,
such as Standard Fonn 1100, fonnal or infonnal,
arrl related corresporrlence.

certificates of Settlarent Files

Copies of certificates arrl settlarent of accounts
of occoontable officers, statarents of differerr:es,
arrl related records.

15040 a. certificates co~ring closed account settlerents,
supplarental settlarents, and final balarce
settlerents.

'15050 b. certificates co~ring ~riodic settlerents.

l50Cl0 (£reral Furrl Files

1Ec0rds relating to availabili~, collectioo,
custo<Y arrl deJXlsit of funds ircllXling appro~

riation warrants arrl certificates of deposit
(s=- 215), otrer than tOOse records co~red t&'
ltans 15010-15020 of this chapter.

kcoonting Mninistrati~ Files

Corresporrlence, reports arrl data relating to
VOtJCI"er preparation, adninistrati~ alXIit, arrl
other accounting arrl disllJrsing ~rations.

OJt off files after ~riod

co~red t&' occount.
~stroy 3 yrs. after tre
~riod of the occount.
(GRS 6/1.b)

~stroy 1 yr. after exc~
tion has reen re/Drted as
cleared t&' rJID. (GRS 6/2)

Cut off files after
settlarent. ~stroy 2 yrs.
after date of settlerent.
(ffiS 6/3.a)

~stroy \'hn subseqJent
certificate of settlarent is
recei\\:!d. (GRS 6/3.b)

Cut off files anrually
~stroy \'ken 3 yrs. old.
(GRS 6/4)

•

•

•

•
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15070 a. Files used for W>rk1oad and ~rsonre1

managerent purposes.

15000 b. All otrer files.

Fedara1 Personre1 3Jrew Bam Files

a. Official copies of tl'e bam am
attocrect JDErs of atto~y.

15000 1) Boo:ls purchased IEfore
Jaruary 1, 1956.

151 00 2) Bortls purchase after
~61l1Er 31, 1955.

15110 b. O'l:tEr ooms files, ioc1uding otl'er copies
of bams am related papers.

15120 Gaso1 ine sales Tickets

Hard copies of sales tickets filed in support of
paid \,Uucoors for credit card JX.Irchases of 91S01 ine.

Te1ecCJ1lT1lnicatioos Records

15130 a. Originals am copies of toll tickets filed
in sUPJX>rt of te1eJi1ore toll call pqyrrents.

Cut off files annually.
~stroy ~n 2 yrs. old. (GRS
6/S.a)

Cut off files anrually.
~stroy wren 3 yrs. old. (GRS
6/5.b)

~stroy 15 yrs. after bam
becares inactive. (GRS 6/6.a)

~stroy 15 yrs. after tl'e
em of tre 0000 preniun
~ri 00. (GRS 6/6.a. (2) )

~stroy wren 0000 becares
inacti\e or after tre em of
the 0000 prenium ~riod.

(GRS 6/6.b)

Cut off files anrna11y.
~stroy after (;1\0 audit or
~n 3 yrs. old, wncoover is
soarer. (GRS 6(1)

Cut off fi1 es anrua11y.
~stroy after (;1\0 audit or
~n 3 yrs. old, wncoover is
soarer. (GRS 6/8)
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15140 b. Originals arrl copies of te1egrans filed in
suPJX)rt of tel egralil bill s.

15150 Transportation Voocher Files

Voochers ioontified ly I'TII prefixed to ~
voocrer and schedule of JX\}'1TEnt runrer
which invo1~s U.S. Tariff rates.

15160 Claims Files

Docurentation arrl claimants wtD suffer loss of
proJErtY arrl effects arx:I otter loss.

Exp:rrliture Accoonting Files

15170 Ex~rrlitures Accoonting Gel'Era1 CotTesporrlence
aooS,ibject Files

CotTesporrlence or sulUect files maintail'Ed ly
oJErating units resJX)nsib1e for exJErrlitures
accounting, JErta"ining to ~ir internal 0\Er
ations and adninistration.

Accoonti ng Ledgers

15100 a. Gel'Era1 accounts ledgers, sln1ing oobit
arrl credit entries, and reflecting
eX\Errli tures in SlI11l1cUY.

cut off files anrua11y.
~stroy after tAO audit or
wren 3 yrs. old, WTiche~r is
soarer. (ffiS 6/9)

CUt off f"iles wren paid.*
~stroy 10 yrs. after
pqyrrent. *Note: Voochers
are sent to GS!\ for review on
mooth1y basis.

CUt off files wren
reso1 ~d. Hold in office 3
yrs. tren retire to WNIC.
~st~ 6 yrs. after
sett1arent of claim.

CUt off files anrua11y.
~stroy \'Jtl!n 2 yrs. old.
(GRS 7/l )

CUt off files anrually.
Hold in office 3 yrs.
tl'En retire to WNIC. ~stroy

6 yrs., 3 moths after the
close of tre fiscal year
invo1~. (ffiS 7/2)

•

•

•

•
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151~ b. Appropriati00 Allotrrent Ledgers sOOwi ng status
of obligations am allotrrents urrereach auth
orized appropriatioo.

Ex~miture Accounting Posting am Contral Files

Records used as jX>sting am control lTEdia, sub
sidiary to tre gereral am allotrrent ledgers,
am not el5etkere co~red in this sctEdule.

15200 a. Original records.

15210 b. Copies.

Stores Plant am Cost Accounting Files

(S2e Chapter 'lNI. GEt£RJlL SPPCRT SERVICES Rf£OmS).

Emplqyee services Files

15220 Imividual Accounts Files

Imividual earning am service cards, such as
Optional Fonn 1127 or eQJivalent.

CUt off files anrually.
Hold in office 3 yrs. 1ten
retire to WNfC. ~stray 6
yrs. 3 I1Dnths after the close
of tre fiscal year invol~.

(GRS 7/3)

CUt off fil es anrually.
~stroy wren 3 yrs. old.
(GRS 7/4.a)

Cut off files arrually.
~str'qf wren 2 yrs. old.
(GRS 7/4.b)

Transfer to tre Natiooa1
Personrel Records Center
(~fC ), St. Louis, Missouri •
(a) If filed in official
~rsonrel folder (CPF) or in
imividual MY fol<Er
OOjacent to tre CPF, <Estray
with tre (PF. (b) If not in
or fil ed adjacent to tre CPF,
<Estroy 56 yrs. after tre
date of tre 1ast entry on tre
carel. (GRS 2/1 )
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15230 P~ll Correspordeoce Files

Gerera1 correspordeoce files maintaired ~ Cut off files anrua11y.
MYro11 units rertaining to pqyro11 preparation ~stroy wren 2 yrs. old•
am processi ng. (GRS 2/2) •Tirre aoo Atteooan:e Re[X)rts Fi1es

a. Forms such as Optiooa1 Fonn 1130 or eqJiva1ent.

15240 1) Pqyro11 preparation and processing copies. Cut off fi1esanrua11y.
~st:r'qf after (;lID audit or
\\ten 3 yrs. old, whicre~r is
soarer. (GRS 2/3.a. (l ))

15250 2) All otrer copies. ~strtrf 6 J1l)nths after tre
em of 1Te MI period. (GRS •2/3.a.(2))

15260 b. Flexitirre Atterrlaoce lEconts.

SJpp1arenta1 tirre am atterrlaoce reconts, such Cut off files anrua11y.
as sign-in/sign-<>ut sreets am \'tOrt re[X)rts, ~stroy after rAD audit or
used for tirre accounting urx1er Flexitirre systens. \\tEn 3 yrs. old, \tttriche~r is

soorer. (GRS 2/3.b)

•

•



Trans. Mm. ~. Effective Date Pa~~.

AIDJWIBXK 21, Pt. II 21-II:l OCtorer 1, 1987 6A-65

'IN. FIs:N.. Ml'\N.llGE}[NT RECOIUS

;
/

15270 Irnividual Pqy case Files

Folders containing docurents pertaining to erplcyees
pqy history iocluding allo1Jrents fran JX.Irchases
<tx:urents, lea\e data, s= 50s, pqy'rOll change slips,
incare tax arrl retirarent material, levied aOO
gami shrent records aOO related otter docurents aOO
corres~:xmim:e.

(l) NOTE: lhi s i tan bri ngs togetter docurents
pertaining to tte Pert history of iOOividual
erp1cyees. The retention peri00 prescribed
exceeds those contaired in Q:!reral Records
SdEdule 2, Pqyrolling aOO Pqy
Adninistration Recoras for all of tte
dOCurents WI1ich sore ageocies do rot bri ng
~tter in ore separate record series but
ratter lIBintain in se~ral series. The 7
year retention ~rioo satisfies all /Jgcrr::y
reeds for tie records based on reference
experierce o\er an exterrled perioo of tine.

(2) See Treasury Fiscal ReqJirarents Manual,
para, 60 20.2Oe for instructions relating to
savings ooOOs authorizations, aOO FPr4
O1apter 550, 9Jlx:hapter 3, Part 8, for
instructions relating to CFC authoriza
tions.

15280 BoOO Registration Files

Issuing agent's copies of 0000 registration stubs.

Cut off files wren
aq:>loyee separates. Hold
"j n office 3 yrs. 'tien
reti re to ~. ~stroy

7 yrs. after separation
of aq:>1cyee.

Cut off fil es annually.
~stroy wren 2 yrs. old.
(GRS 2/5)
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•
15290 Bond Receipt arrl Transnitta1 Files

lEceipts for transmittals of U.S. savings Borrl arrl
checks.

15D> Budget Autrorizatioo Refereoce Files

Copies of lxJdget autrorizations in o~rat'jng

pt\Yro11 units used to control ~rsonl'E1 ceilings
an:! personl'E1 actions.

PCf{roll Files

M300rarrlun copies of PCf{ro11 s, check 1ists,
and related certification sll:!ets, such as g:
101~, g: 1128A, or eQJiva1ents.

15310 a. security copies of docurents prepared or
used for dislxJrsarent ~ Treasury dislxJrsing
offices, with related papers.

~stroy 3 nmths after
date of receipt. (ffiS 2/6)

~stroy \b!n superseded.
(ffiS 2/12)

~stroy \b!n Federal
Record Center recei~s

second subseQJent pqyro11 or
check1 ist co~ring the serre
PCfIroll unit. (GRS 2/13.a)

•

•
15320

15:m

b. All other copies.

1) If earning record card is maintail'Ed.

2) If earn"jng record card is not maintairEd.

CUt off anrua11y• ~stroy

after GI\O audi t or wren 3
yrs. old, \tIriche~r is
sool'Er. (ffiS 2/13.b. (l ) )

Transfer to tf>1{;, St. Loois,
Missoori wren 3 yrs. old.
~stroy \b!n 10 yrs. old.
(ffiS 2/13.b.(2))

•

•
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15340 pqyro11 Contra1 Files

P~roll control registers.

Fiscal SChedules Files

fttmlraJrlJn copies of fiscal schedules used in the
pqyro11 process.

15El a. Copy used in GJlD audit.

15360 b. All other copies.

Adninistrati~ Pqyroll ReJX?rt Files

~ports, statistics, with supporting
and related records jErtaining to pqyroll
ojErations am p~ acministration.

15370 a. Reports am data used for \\Ur1<lcW and
jErsonrel managarent llJl"JXlses.

15300 b. All other reJX?rts am data.

QJt off files amJally.
~stroy after tAO audi t or
htEn 3 years old, WTiche~r

is soorer. (ffiS 2/14)

Cut off files annually.
~stroy after GAO audit or
htEn 3 yrs. old, W1iche~r is
soorer. (ffiS 2/16.a)

~stroy 1 mooth after the end
of the ~ jEriod. (ffiS
2/16.b)

Cut off files annually.
~stroy whan 2 yrs. old.
(GRS 2/17.a)

Cut off files annually.
~stroy \>ken 3 yrs. old.
(ffiS 2/17 .b)
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l5~0 Insuraoce [):!duction Files

Reports and related p~rs iocluding copies of
vOldErs and sctEclIles of p~nts IErtaining to
insurance cEductioos.

15400 Wage ~~y Files

Wage survey reports and data, \\Orld ng p~rs

and related corresponcEoce IErtai ni ng to area
wages paid for each eJlllQlee class; background
palErs establishing reed, authorization, direc
ti00, and analysi s of wage surveys; cE\e1oprent
and irrplen=ntation of wage sctEclIles; and reQ,Est
for and authorizatioo of specific rates
(excluding authorized wage sctEclIles and wage
survey recapitulatioo sreets).

Loan ~rvices Files

15410 Loan Files

FolcErs cootaining loan agrearents, loan guaran~

docllrents, selected prQject ilTlllerentation letters
(PILS), anortizatioo sctEdules, and related
docLJrents IErtaining to loans with host c<lJnties
l.IrlcEr forei gn aid progran.

Pqytrent Files

These files coosist of:

15420 a. Pqytrent records 00 grants and cootracts,
including in~s1rrent guarantee contracts,
wi th private cootractors.

l54~ b. Letters of carmi1lrents and related docllrent
atioo IErtaining to progran fUncEd prQjects
with host c<lJntries.

Cut off files anrually.
[):!strQf wren 3 yrs. 01 d.
(GRS 2/22)

Cut off files after
carp1etion of wage survey.
[):!strqj after carp1etion
of second succeeding wage
survey. (GRS 2/24)

Cut off fil es wren 1oan is
paid. Hold in office 3
yrs. then retire to ~R:.

[):!strcy 6 yrs. 3 roonths
after loan is paid and no
claims are outstanding.

Cut off files wren pqyrrent
is mare. Hold in office 3
years then retire to ~R:.

[):!strcy 6 yrs. 3 roonths
after pqyrrent.

Cut off fil es wren p~nt
is macE. Hold in office 3
years then reti re to VlR:.
[):!s1:rq,t 6 yrs. 3 mooths after
~nt.

•

•

•

•
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15440 c. Bark letters of credit.

Led~rs

Investlrent GJaran1;y aIl1 1oan accounti ng records
shewing totals of pqynEnt octivi1;y.

15450 a. Investlrent Guaran1;y Ledger sOOwiIY:} anoonts
of co~r~ and prepq')1TEnts for eoch controct.

15460 b. Investlrent GJaran1;y C£reral Ledger sOOwing
rmnthly totals reflecting octivi1;y.

15470 c. Individual Loan Led~r.

Cut off files wtEn pqynEnt
is made. Hold in office 3
years tien retire to WNR:.
~stYQY 6 yrs. 3 rmnths after
~nt.

~stroy 6 yrs. 3 rmnths
after controct tennination.

~stroy 6 yrs. 3 months
after controct tennination.

~stroy 6 yrs. 3 rnooths after
final ~nt or
ootennination that loan is
uncollectable.
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This Chapter groups togetter recorns relating to internal service operations; acqJisition,
allocation, am adninistration of ftg=rcy s~; wilding maintenan:e, safew am
protection; adrrinistration am accountabiliw for supplies am eQJiJJlEnt; motor pool
operation am maintenan:e; 1ibrary, printing, reprodoction, am distriwtion services
provided for Agercy internal operating purposes. It does not provide for tre disposition •
~~~s pertaining to the procurerent of itans-see XVIII. PROCUREM:Nf JW) C<MRJCTIt-G j

ITEM NO. [E~IPTION (F ~C<roS AlJ'1HORlZED DIS>OSITICJJ

Building ~rvices Recorns

16010 a. ReQJisition for nonpersonal services such as ~s1:rc&' WEn 1 yr. old.
laumry, teleJix>re, dupl icating, am bimillJS. (GRS 3/8)

16020 b. Plant accounting carns am ledgers pertaining ~stroy WEn stnJctures
to structures. lea\e A.I.D. control. •Hill) c. ReQJests for wilding am eQJiJJlEnt maintenance, ~stroy 2 yrs. after
moving service, am electrical ("including reno- c01\Jletion of w:>rk. or
vation), except fiscal copies. cancellation of reQJisi-

tion. (ffiS 3J3.a)

Building Protection Recorns

16040 a. SecuriW creek on lock cabiret fonns, record ~s1:rc&' WEn 1 yr. old.
of personrel opening am closing canbination (ffiS 18/19)
or lock fil es or vaul ts ea::h d<y, or perfomling
roan securiW check at close of dqy.

•l6CEO b. Copies of securiW inspections of Govemnent ~s1:rc&' WEn 4 yrs. old.
and privately cwred wildi1lJS. (ffiS 18/10 am 11)

1600) c. Copies of irwestigati\e reports of fires or ~stroy WEn 2 yrs. old.
otter ProJErw d~ and re~rts of IlTi nor (GRS 18/12)
wilding dana~.

•
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l6OJO e. Registers or logs of visitors adnitted to
securit' areas.

16CJlO

16<ID

d. Material regarding accountabilit' of keys issued:

1) For sa:urit' area

2) For oonsecure areas

!Estroy 3 yrs. after tum-in
of key. (GRS 18/17.a)

!Estrq{ 6 ITDnths after
tum-in of key. (GRS 18/17.b)

!Estroy 2 yrs. after final
entry or 2 yrs. after date of
dex:tJTent, as appropriate.
(GRS 18/18.b)

16100 Building arx:I Occupant Safet' Records

Material regarding protectioo of llJildings am
occupants fran danaga or injury. locluoos fire
drills, civilian defense lTEasures such as
designation of srelter areas, etc.

Telefi1o~ Use lEcords

16110 a. Q:!~ral conesporrleoce on telejilo~ am radio
service, oot involving inter~rx:y agrearents.

16120 b. lnter~rx:y agreerents for A.l.D. use of teleJh>~

facil ities.

161~ c. TeleJh>~ installation or service se~ral files.

16140 d. Telejilo~ statarents and toll slips.

CUt off fil es anrually.
!Estroy wren 3 yrs. old.

CUt off files anrually.
!Estroy wren 3 yrs. old.
(GRS 12/2.b)

Cut off files after tenni
nation of agreerent. !Estroy
2 years after tennination of
agreerent. (GRS l2/2.e)

!Estroy wren 3 yrs. old.
(GRS 12/2.b)

DisJX>se of with CO\1:!ring
voucher. (GRS 6/8)
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•
16150 e. Telejtx>re directories.

EqJiprent and SJppl ies Records

16160 a. tereral routire correspomeoce regardilY:J recei pt,
transfer, and assignrent of ~rsona1 pro~r1¥.

~stroy wren sUJ:ersec\ed or
obsolete. (ron-record)

Cut off foil es anrually•
~stroy wren 2 yrs. old.
(GRS 3/3 and 4/4) •

16190 2. IEqJestilY:J office copy

16170 b. a:qJi sitions for suppl ies and eqJiprent fran
current inventory.

16200 c. IEqJisition Register shodilY:J receipt and
progress of ~n1 i lY:J reqJ isi tiens.

16210 d. Inventory listilY:JS of supplies and eqJiprent.

16100 1• Stockroan Copies

Cut off fil es wren orOOr
is cCJ1ll1ete.

~stroy 2 yrs. after can
pletion of order. (GRS 3/9.a)

~stroy wren 6 rronths old.
(GRS 3/9.b)

Cut off files arrually.
~strcrl \totEn 2 yrs. old.

Cut off files wren eqJip
trent is transferTed. ~stroy

2 yrs. after date of list.
(GRS 3/9.a)

•
16220 e. RepJrts of su~s of ~rsonal pro~r1¥.

162:1) f. Pro~~ pass files autrorizing ranoval to
~rsonal custoqy of governrent prop:!r1¥.

16240 g. Files of RepJrts of Excess Personal Pro~M¥

(g:' 120) and correspomeoce relating to
personal Prop:!M¥ dispJsal.

Cut off files arrually.
~strcrl \totEn 2 yrs. old.
(GRS 4/4)

~strcrl 3 nmths after
return of prop:!r1¥. (GRS
18/13)

Cut off files anl1Jally.
~strcrl \totEn 3 yrs. old.
(ffiS 4/5)

•

•
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16250 h. (parter1y Utilization am Disposal of
Excess and SJrp1us Personal Prop:!ri(y RejX>rts.

16260 i. Excess Propari(y DisJX)sa1 Record describing
mcx1e1 ~r, aCq.Jisition cost, am market value.

j. case files on sales of surplus prop:!rt(y, c01llri
sing invitations, bids, acceptaoce, listings of
materials, evideoce of sales, am related corres
pomeoce:

16270 1) Transactions of $10,000 or less.

16200 2) Transactions of ITDre thID $10,000.

16290 3) Transactions of more than $25,000
Wlich represent departure fran estab1isl'Ed
sales or disposal procedures.

16300 k. Mlteria1 docurenting Otrership or cus~ of
aircraft ~ A.I.D., ioc1uding assigmmt to a
particular o~rseas office, flig,t plan
sunnary, detachrent arrl di sposition.

16310 1. Imoices arrl related files used for stores
accounting, ioc1uding returns arx:l rejX>rts.

16320 m. Listings arrl \\Crk ~rs used in 0CClJ11.I1ating
stores accounting data.

1~ n. P1 ant accounting cards, reports, 1edgers, arrl
in~ntories co~ring hooseho1d 1¥p:! eq.Jiprent
arrl fumishi~s.

CUt off files anrua11y.
Destroy wren 3 yrs. old.
(GRS 4/5)

Cut off files anrua11y.
Destroy \'ken 3 yrs. old.
(GRS 4/5)

Cut off files after final
~nt. Destroy 3 yrs.
after final pqyrrent.

Cut off files after final
pcry1'rent. Destroy 6 yrs.
after final ~nt.

$em report of files to
W~R/M)/p~.

Destroy 5 yrs. after
aircraft 1ea~s A.I.D.
control.

Cut off files anrua11y.
Destroy wren 3 yrs. old.
(GRS 8/3)

Cut off files arrually.
Destroy \'ken 2 yrs. old.
(GRS 8/5)

Destroy 3 yrs. after iten
is withdrawn fran plant
account. (GRS 8/6)
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16340 o. Plant accoonting reports, le~rs, and in~n

tones CO\Ering office eqJiprent am furnishings.

16350 p. tereral adninistrati~ correspm:lence relating
to acqJisition, use, and release of office
eqJiprent am furnishings.

Library ~rvice Files

16360 a. tereral correspm:lence regarding 1ibrary ~ra

tion and service.

16370 b. Li brary accessi 00 records shOO ng publ icatioos
recei~d.

16330 c. Cootrol cards for itans cha~ frcmlibrary.

r~otor Pool C¥ration Files

1~0 a. Mrnal Motor Vehicle IEport (g: 82) am otI'Er
reports regarding ~hicles and motor pool
~ratioos.

16400 b. Material regarding motor ~hicle acci<Ents.

16410 c. Vehicle Dispatch IEgister shOOng tirre,
cEstination, and dri\Er of ~hicle, or
individual trip tickets reflecting use of
vehicles (except copies used in collection of
funds).

16420 d. Correspm:lence regarding maintenance am ~ra

tion of ~hicles.

~strq,' 3 yrs. after i tan
is withdrawn frcm plant
accoont. (ffiS 8/6)

Cut off files annually.
~strq,' ~n 3 yrs. old.

Cut off files annually.
~strq,' ~n 2 yrs. old.

~str'qf \\ten no 1oo~r
rEe<Ed.

~str'qf \\tEn no looger reecEd.

CUt off files annually.
~strq,' ~n 4 yrs. old.
(GRS 10/4)

Cut off files after close of
case. ~str'qf 6 yrs. after
close of case. (GRS 1015)

~str'qf \\ten 1 year old.

Cut off files annually.
~str<&' ~n 2 yrs. old.
(GRS 10/1)

•

•

•

•
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164:J> e. OJErating records on iniividJal ~hicles.

16440 f. Mlintenarre records on iniividJal ~hicles.

16450 g. Material regarding iniividual ffillloyee oJEration
of Govemnent-o.-.red vehicles, iocluding appli
cation fonns, dri~rs I tests, auttDrization to
use, and safe-dri vi ng a\\6rds.

16460 h. Vehicle Release files iocluding Certification
of Release, or evideoce of sale, transfer or
exchange.

Reprodoction ani Distri wtion ~rvices Files

16470 a. CorreslXlm:m:e JErtai ni ng to printi ng ani
distribJtion unit regarding adninistration
and OJEration of the office.

16480 b. A~rcj reports to Joint Co1tnittee on Printing
regard"ing oJEration ani eQJiprent in~ntories

of printing faciliW.

16490 c. Control registers, logs and fonns JErtaining to
reQJistions ani \\Orl< orders for printing.

16500 d. PeQJisitions for printing, biniing, etc., to
Go~mrent Printing Office:

1) COW of reQJisition, invoice, specification,
ani related p~rs.

e. Job or project case files co~ring planning ani
execution of duplication, collating, ani biniing
(except G'O jobs, for which see aoo~):

~stroy wren 3 rronths old.
(GRS 101l.a)

~stroy wren 1 yr. old. (ffiS
101l.b)

~stroy 3 yrs. after sep
aration of arp1crtee or 3
yrs. after reei sion or
expiration of pennit,
W1iche~r is earl ier• (ffiS
10/7)

Cut off files wren ~hicle

lea~s A.I.D. control.
~stroy 4 yrs. after ~hicle

lea~s A.I.D. custoctY. (GRS
10/6)

Cut off files arrua11y.
~s1:r'crt ~n 2 yrs. old.
(ffiS 13/2)

Cut off files arrually.
~stroy wren 2 yrs. old.
(GRS 13/6)

Cut off files arrua11y.
~s1:r'crt ~n 1 yr old. (GRS
13/4)

Cut off files on c01l>le
tion or carrell ation.
~s1:r'crt 3 yrs. after
carp1etion or carre1-
1ation or order.
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16510

16520

1) Jobs perforrred ty Ageocy.

2) COllTErcial contract jobs.

Cut off files al1rllally.
Destroy wren 1 yr. old. (ffiS
13/3.a)

Cut off files annually.
Destroy wren 6 yrs. old.
(ffiS 3/4) •

b. Pscords regarding allocation, utilization,
occupaocy, arr:I release of spoce ur'lEr A.I.D.
control:

16570 1) Building plans am related records utilized
in spa:e plann"ing, assignrent, am OOjust
IlEnt.

•

•

Destroy after revi sion of
list. (GRS 13/5.a)

Destroy wren caoce11ed or
revised. (ffiS 13/5.c)

Destrcrf 2 yrs. after tenn
ination of assignrent,
\\ten lease is caocelled, or
\\han plans are superseded or
obsolete. (GRS 11/2.a)

Cut off fil es al1rllally•
Destroy wIlan 2 yrs. old.
(GRS 11/1 )

Destroy imividJal cards wren
caocelled or revised. (GRS
13/5.b)

f. Mailing am distri1lJtion lists am related material:

1) Corresll)ll:leoce, reQRst fonns, am o1:lEr
records regarding changes to mail i ng 1i sts.

2) card lists.

165:Il

16540

3) Plate or steocil lists (iocluding 1::tE plate
or steocil ).

Spa:e Files

16560 a. Cereral corresporrleoce f"iles of 1:lE office respon
sible for spoce am maintenaoce matters, iocluding
waretwsing, pertaining to its M1 operation am
adninistration.

16550

•
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16500 2) Cards on imividua1 occupants.

16590 c. Spoce reports ioc1uding bJt not limited to P/mua1
Rej:X>rt of leal Prorer1<Y 0Nred I:y U. S. Go'A:!rnrent
(g:" 1166), listing lam, wildings, am otter
facil ities,

Non-ResicEntia1 Real Prorer1<Y Report,

9.rnnary of ttrntEr of Installations 0InEd I:y United
States as of em of fiscal year (Gsa. Fonn 12(0),

~arter1y A~rr::j Spcce Rej:X>rt (D.C. am adjccent
areas), providing current infonnation on A.I.D.
uti1 ization of spcce in am aroum D. C.,

(£rEra1 PUl"JX}Se am Otrer Spoce t~ged by Gsa.
(Gsa. Fonn 1731) -- estimated aoounts to re trans
ferred to Gsa. to finance spcce for expansion am
otl-er JXlr'\X>ses, etc.

16600 d. la:ords dOCUlEnti ng ACflrr::j use, custoclY, or
rental of office spcce, in:licating sqJare foo~
held, organizational CO'IlJOI'Ent in tte spoce,
dates of occupaocy, am location or address.

16610 e. Lease files on darestic am o~rseas offices.
Copies of leases, rerE\'a1 s, tennination notices,
am related p~rs.

16620 f. P~rs used in spcce planning, assignrent, am
adjustlrent, ioc1uding spcce reqJests, surveys,
floor plans, rroving sctroJ1es, am issuarr:e of
passes am pennits (to confereoce roans, dining
roans, etc.).

See b. 1) aoove.

Cut off files annually.
~stroy wren 3 yrs. old.
(GRS 11/2.b(l))

~stroy 2 yrs. after tenn
ination of occupaocy.

Cut off files \oJtEn lease
tenninates. ~stroy 3
yrs. after 1ease tenni nates
or is carr:elled, or 3 yrs.
after conclusion of
litigation (if allY) whicre'A:!r
is later.

~stroy 2 yrs. after spcce
is released. (GRS 11/1)
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•
lfXU) leal Pro~rw Files

Title p~rs docurenting 'tore aCqJisition am disposi
tion of O\erseas real pro~rf¥ (ty Jl.Irchase, donation,
exchange, or o'tiErwise) ircludirYJ abstract or certi
fication of title or eqJivalent and related corres
porrtence.

Pennarent. Cut off at em
of FY wten in\entory is
disposed of. Hold in office
for 3 yrs., 'tiEn reti re to
\oJJfC. Transfer to NARA in 5
yr. blocks wten roost recent
recoro is 10 yrs. old.

•

•

•

•
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XVII. PERmn RECOOS

This Chapter CO\ers all Ibises of j:ersonrel adninistration ircluding JX)sition
classification an:! starrlards; recrui'brent, appoirJ1l'Tent, placerent arr:1 separation of
6Tl>lqfees; aTPlqfee-managarent relations an:! ra:essary j:ersonrel services; progmns; am
corrlitions of 6Tl>lCbflEnt.

nm NO. IEs:RIPTION (F RECOOS

Official Personrel FolcErs

Folders on Civil service an:! Foreign service A.1.D.
aTq:Iloyees. ~se records are designated as pl"OJErQ(
of t.!'E Civil service Cannission an:! are maintaired
in accordarce with t.!'E Federal Personrel Marnal:

l7mo a. All copies of correspon:leoce an:! fonns main
taired as t.aqx>rary records on tre left sicE
of t.!'E folder, in accordaoce with FPM.

17~0 b. Folders of aJlllqfees transferring to arot.!'Er
agercy.

l70ll c. Folders of separated 6Tl>lqyees.

ALnl-IORlZED DI9'OSITIllJ

~strqy upon transfer or
separation of aTPlq,-ee or
~n 1 yr. old, \'ltTiche\er is
soorer. (ffiS 1/l 0)

see Federal Personnel
Marna1• (ffiS 1/l .b(1 ))

Transfer to inacti\e files
uJX)n separation, am fon-ard
to Federal Records Center,
St. Louis, within:

1. 6 nmths for FS aJlllqyees.

2. 3) diYs for GS aTPlqfees.
(GRS1/l) (GRS1/l.b.(2))
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•
~rvice Record Cards

~rvice Ib:ord Card (Starrlard Foml 7 or its
eQJivalent).

17040 a. Cards for E!llJlqyees separated or transferred
on or before Doc8'llOOr 31, 1947.

17a50 b. Cards for 611l10yees separated or transferred
on or aftEr Jaruary 1, 1948.

17())() Personrel CorresfX>OOerre Files

Corresp<n:leoce, reports, I1B11Orarrla, arrl o'f:har
records relating to the ~reral adninistration
arrl o~ration of ~rsonrel functions, rot
excluding records specifically descrired else
Were in this sctEdule arrl records maintaired
at fvJ:=rcy staff planning le~ls.

Offers of Enpl~nt Files

CorreSfXlllEOCe, letters, and telegrans offering
appointrents to potential E!llJlqyees.

17070 a. Accepted offers.

b. Declired offers.

Transfer to ~~ (CYR),
St. Loui s, Missouri • ~stroy

60 yrs. aftEr earl iest
~rsonrel action date. (ffiS
l/2.a)

Cut off wren 61111 qyee sep
arates. ~stroy 3 yrs. after
separation or transfer of
E!llJlqyee. (GRS l/2.b)

Cut off files anrually.
~stroy wren 3 years old.
(GRS 1/3)

~stroy il1Trediately. (GRS
1/4.a)

•

•

•
17000 1) \..ren nare is recei\ed fran certificate of

el igibles.
Ietum to (pM wi th reply
arrl appl ication. (GRS
1/4.b. (l ))

•
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17000

17100

2) TeI11Xlrary or excepted appoi rrbrent.

3) All otrers.

File inside appl ication (see
11an 17~ of thi s chapter. )
(GRS 1/4.b(2))

D=strw imrediately. (GRS
1/4.b(3) )

17110 certificate of Eligibles Files

certificates of eligibles with related req,Jests,
fonns, corresjXlrlEoce, am statarent of reasons
for passing owr a prefereoce eligible am selecting
a oonpreferen:e el igible.

17120 Eilp1~ee lEcorn Cams

Eilpl~ee recorn cams used for infonnational
Jl.lrJX>ses outside ~rsonrel office (soch as s=- 7-8).

Position Classification Files

a. Position Classification Stan:1ams Files.

Cut off files anrually.
~stroy wren 2 yrs. old.
(GRS 1/5)

D=strw on separation or
transfer of enpl~ee. (GRS
1/6)

171~

17140

1) Stamams am guidelires issued or revi€\\ed
l:!I (JlM am used to classify am evaluate
positions within tre Af1=ocy.

2) M:morama, corresporrleoce am otrer recorns
relating to tre de\Eloprent of stamams for
classification of positions JEuliar to tre
ACflrr:j am (pM approval or disapproval.

(a) Case File.

D=stroy wren sU~rseded or
obsolete. (GRS 1/7.a. (l ))

Cut off \tiEn position is
abolisred. D=stroy 5 yrs.
after posi tion i sabol i st'ed
or description is
superseded. (GRS
1/7.a.(2)(a))
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•
17150

17160

17170

17100

17190

17200

(b) levicw File.

b. Position ~scriptions.

Files describing establisred jX)sitons ircluding
infonnation on title, series, grade, duties arrl
resjX)nsibil ities.

1) lEcord copy.

2) All otter copies.

c. 9Jrvey Files.

1) Classification 9Jrvey leports. 9Jrvey
rejX)rts on various jX)sitions prepared ty
classification sJ:ECialists, ircluding ~ri

odic rejX)rts.

2) Inspection, Audit and 9J~ File. CorresjX)n
derce, ITSOOrarrla, reports arrl otter records
relating to inspections, surveys, desk audits
arrl evaluations.

d. App9als Files.

case files relating to classification app9als.

~stroy \'A'en 2 yrs. old.
(GRS 1/7.a. (2)(b))

Cut off \'A'en position is
abolisred. ~stroy 5 yrs.
after JX>Si tion is abo1i sred
or description sUp9rseded.
(GRS 1{l.b. (l ))

~stroy \'tEn jX)sition is
abo1i sred or descri ption
sup9rseded. (GRS 1/7 .b. (2))

Cut off files anrually.
~stroy \'tEn 3 yrs. old or
2 yrs. after regular
inspection, whicre'A:!r is
soorer. (GRS 1{l.c. (l ))

~stroy \'A'en obsolete or
su~rseded. (GRS
1/7.c.(2))

Cut off \\b:!n case is closed.
~stroy 3 yrs. after case is
closed. (GRS 1/7.d)

•

•

•

•
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17210 Interview Records

Correspoo1eoce, reports am otter records relating
to intervia'lS with B1l>loyees.

17220 Perfonnan:e Rati ng Board case Files

Copies of case files forwarded to CPt~ relating to
~rfonnan:e rating board revitwS.

172:Il TerTJXlrary IndiviciJal Enplq,'ee Records

All copies of correspoo1eoce am fonns maintaired
on t./"e 1eft sicE of tTe Official Personrel FolcEr
in accordaoce with Federal Personrel Marual, Chapter
293, and 9lpplarent 293-31.

17240 Position IcEntification S1rips

S1ri ps such as Standard Fonn 7D, used to provicE
sunnary data on eoch JX)sition occupied.

Enployee AWlrds Files

a. (?ereral aWlrds records.

~stroy 6 nmths after
transfer or separation of
61111 q,'ee. (GRS 118)

OJt off files wren case is
cl osed. ~stroy 1 year after
case is closed. (GRS 1/9)

~stroy upon separati00 or
transfer of B1l>1 qyee or
wren 1 year old, \'kIic~\er

is soarer. (GRS 1/10)

~stroy wren pasi tion is
cart:e11 ed or rew stripis
prepared. (GRS 1/11 )

\

17250

17260

1) Case files iocluding rec(]ll'l'Ertlations,
appro~ naninations, I1B"OOrartla, cor
respoo1eoce, reports am related handl:x:>oks
~rtaining to Agert:y-sJX)nsored cash am
ron-cash aWlrds such as i ocenti \e aWlrds,
wi thi n-grOOe lYeri t i ocreases, suggestions,
am outstaming ~rfonnance.

2) Correspon1eoce or roororartla ~rtaining to
av.erds fran otrer gl\ernrent agert:ies or
pri vate organizations.

Cut off files after
approval Idi sapprova1•
~stroy 2 yrs. after
cutoff. (GRS 1/12.a. (l ))

Cut off files anrually.
~stroy wren 2 yrs. old.
(GRS 1/12.a.(2))
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17270 b. Length of ~rvice and Sick Lea..e Awlrds Files.

lEcords iocluding correspcn1eoce, ITBOOrama, Cut off fil es annually.
repJrts, cmputations or service am sick ~stroy wren 1 yr. old.

•1ea..e, am 1ist of a\\ardees. (GRS 1/12.b)

17200 c. Letters of Canremation arx:l Appreciation.

Copies of letters recognizing length of Cut off files annually.
service and retirerent arx:lletters of appreci- ~stroy wren 2 yrs. old.
ation arx:l canrerdation for ~rfonnaoce, (GRS 1/12.c)
EXCLUDUG copies filed in tre Official Per-
sonrel Folder.

17290 d. Lists or Il'l1exes to PlJercy Award Naninatioos.

Lists of nanirees am wimErs, am irx:lexes of ~stroy wren s~rseded or •rnninations. obsolete. (GRS 1/12.d)

17D> Iocenti..e Awlrds Progm RepJrts

Reports ~rtaining to tre o~ration of tre Iocenti..e Cut off files annually.
Awlrds Progran. ~stroy wren 3 yrs. old.

(GRS 1/13)

Notifications of Personrel Actions

Stan::lard Fonn 50 docurenting initial ~lqy1rent,

praootions, transfers °in or out, separation, ani
all otrer irx:lividual ~rsonrel actions, exclusive •of tOOse in Official Personrel Folders.

17310 a. Chromlogical file copies, iocluding fact steets, Cut off files anrually.
maintaired in ~rsonrel offices. ~stroy wren 2 yrs. old.

(GRS 1/14.a)

17320 b. All otrer copies maintaired in ~rsonrel offices. Cut off files arrually.
~stroy \'iEn 1 yr. old. (GRS
1/14.b)

•
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)

17330 Eiq)lo}flB1t f!pp1icatioos

~p1icatirns (Standard Fonn 171) and related
records, EXQ..lDING records relating to appoin1JTBlts
reqJiring Senatorial coofinmtioo and app1icatioos
resulting in appointl'rent wtlich are filed in the
Official Persrnne1 Folder (see Hans 17010-
17030 above).

17340 Persoone1 Q.'>eratioos Statistical ~ports

Statistica1 reports in the operati ng persoone1
offi"~ and subordinate units relating to per
srnne1 managerent activities within the N;jency.

CorrespooOO1ce and Fonns Fi 1es

~rating personnel office records relating to
individJal erp10yees not maintained in Official
Persoone1 Folders and not provided for e1S&tIere
in this schedule.

17350 a. Correspoodence and fonns relating to pending
persoone1 actions.

~stroy upoo recei pt of
(Rt1 inspection report or
when 2 yrs. old, whichever
is earlier, provided the
requi raJEt'lts of the
Federal Persoone1 M3nua1
Olapter 333, section A-4,
are <:bserved. (ffiS 1/15)

Cut off files annually.
~stroy \'kIen 2 yrs. old.
(ffiS 1/16)

~stroy when actioo is
carpl eted. (ffiS 1/17.a)

\

I
)

17360

b. Retentioo Regi sters.

1) Registers fran which reductioo-in-fon::e
actions have been taken.

Cut off files annually.
~stroy when 2 yrs. old.
(m5 1/17.b. (1)))

17370 2) ~sters fran which no reillction-in-force
actirns have been taken.

17380 c. All other correspoodence and fonns.

~troy when superseded or
obsolete. (GRS 1/17.b. (2))

~troy W1en 6 nooths old.
(ffiS 1/17.c)
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17390 tvB:Iical Case Files

•
Medical histories, examinaticns, including
laboratory reports, hospital reports and
clinical interviB'/S, and other material pertaining
to Foreign service ~loyees and their eligible
dependmts and errployees of other Q>verTl1B1t
agendes \\tIo are participating in the nEdical and
hea1th programs of the Depart:rrent of State.

Brployee tvaiical Folder (IJ.F).

a. Loog -tenn nEdical records as
defined in the Federal Persoonel
MYlual (FFM), Dlapter 293.

17391 (l) Transferred errployees.

17392 (2) Separated erployees.

17393 b. TffilXlrary or short-tenn records as
nefined in the FFM.

17394 c. IndividJal Eill>loyee iJealth Case Files created
prior to estab1i stlTmt of the EM=' systan that
have been reti red to an FRC.

Cut off when arployee sepa
rates. Retire to NPRC
St. Louis, lv'O., 2 yrs.
after separation. ~stroy

17 yrs. after separation
or last action. (NCI-59
76-12), itanla) (Disposal
suspended per GSA FRvlR
Bulletin 8112, August 5,
1981. )

See FFM for instructions.

Transferred to N:1tiona1 Persoone1
Records Center (NPRC), St. Louis,
t4>, 30 dqys after separation.
NPRC will destroy 75 years after
birth date of ~loyee, 60 years
after date of the earl iest
doctJre1t in the folder if the
date of bi rth cannot be
ascertained, or 30 years after
latest separation, Wlichever is
later.

destroy 1 year after separation
ransfer of arployee.

~stroy 60 years after retirarent
torn:

•

•

•

•
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Einp1qy-ee Perfonmnce File Systan Records

a. Non-SES appointees (as defined in 5 US: 4))1 (2».

17400 1) flpprai sal s of unacceptable perfonmnce, where Qlt off fil es after the
a notice of proposed demtioo or raroval etlll1cyee carp1etes 1 yr.
is issued but not effected. and all of acceptable perfonnance

"- related docllTEOts. fran the date of the written
) advance notice of proposed

/ rerova1 or redJctioo in grade
notice. (GRS 1/23.a.(1»

17410 2) Perfortmrlce records superseded throogh IRstroy upon supersession.
an adninistrative, jUdicial, or Quasi~ (GRS 1/23.a.(2»
jUdicial procedure.

17420 3) Perfonnance-re1ated records pertaining to Cut off files annually.
a fOrm?r eTl>loyee. ~stroy \..tIen 3 yrs. old or

wi1en no looger needed.
whichever is soooer. (ffiS

"- 1/23.a. (3»

17430 4) All other SUl11lary perfonmnce appraisal Qlt off files after date
records including perfomance appraisals of appraisal. (£stroy 3
and job ela1Blts and standards upon w,ich yrs. after date of
they are based. appraisa1.(GRS l/2J.a.(4»

,
\

)

")
/
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17490 c. Presick:!ntial appointees.

I
/

\
)

/

17440

17450

17460

17470

17400

5) &1J)!X>rti ng docurents.

b. ~S appointees (as defired in 5 Ug: 3132a(2)).

1) Perfonnance records superseded throu!tl an
adninistrative, judicial, or qJasi-judicial
procedure.

2) Perfonnance-related records pertaining to
a fonrer ~S ap!X>intee.

3) All other perfonnance appraisals, along
with job elarents artl starrlards (job
exjECtations) upon which they are based.

4) 9Jp!X>rti ng docllTents.

Finan:ial Disclosure Re!X>rts

Cut off files afmr
appraisal. Destroy 3 yrs.
afmr dam of appraisal or
htEn no looger~,
\\hicre~r is soorer. (ffiS
1/23.a.(5))

Destroy upon supersession.
(ffiS 1/23.b.(l))

Dis!X>sitioo pertling.
(ffiS 1/23.b.(2))

Cut off fil es after
appraisaL Destroy 5 yrs.
afmr dam of appraisal,
exc1usi~ of al1f inmrim
service as a Presidential
ap!X>i ntee. (ffiS
1/23.b. (3) )17480

Cut off fi 1es afmr
appraisal. Destroy 5 yrs.
afmr dam of appraisal or
htEn no looger~,
\\hicre~r is soorer. (ffiS
1/23.b.(4))

Dis!X>sition pertling. (ffiS
1/23.c)

See VI. LEGI3..ATIVE A'D
LEGMO MAIRS RECORDS. (GRS
1/25)
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•
EQJa1 Enp1q,rrent owortuniw Records

17500 a. Official Discrimination CCJ1l>laint Case Files.

Originating ageocy's file containing c<Jll>laints
with related corresIDrrl:!n:e, reIDrts, exhibits,
with:lraw:l1 notices, copies of decisions, records
of rearings arrl Jreetings, arrl otrer records as
c:Escril:ed in 29 CFR 1613.222. Cases reso1\ed
within tre ~n:y, ~ EEOC, or ~ a, U.S. Court.

17510 b. Copies of C<Jll>laint Case Files.

IlIp1icate case files or docurents ~rtaining tD
case files retaired in Official File Discrimi
nation C<Jll>laint Case Files.

17520 c. Bockgroorrl Files.

Backgrown records not filed in tre Official
Discrimination CCJ1l>laint Case Files.

d. Coop1iance Records.

1753) 1) CCJ1l>l iance IEview Files.

IEviedS, backgrown p~rs, arrl corresporrlence
relating to contrcct.or E!ll>lo~nt proctices.

Cut off fil es after
resolution of case.
Destrc&' 4 yrs. after
resolution of case. (ffiS
1/26.a)

Destroy 1 yr. after
resolution of case.
Destroy 2 yrs. after final
resolution of case. (ffiS
1/26.c)

Cut off files after
resolution of case. Destroy
2 yrs. after final resolution
of case. (ffiS 1/26.c)

Cut off fi1 es anrua11y.
Destroy wren 7 yrs. old.
(GRS 1/26.d. (l ) )

•

•

•
17540 2) EEO CCJ1l>1iance ReJl}rts. Cut off files arrua11y.

Destroy \lien 3 yrs. old.
(GRS 1/26.d.(2))

•
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17550 e. 8l1>1qfee Hallsi ng IEqJests.

Fonns reqJesting Jlgcrcy assistarce in housing
IIBtters, such as rental or JlJrchase.

Cut off files arrually.
~stroy wren 1 yr. old. (ffiS
1/26.e)

/
17560 f. 8il>loJ1lEnt Statistics Files.

8l1>l~nt statistics relating to race am sex. QJt off files arrually.
~stroy wren 5 yrs. old.
(GRS 1/26.f)

~stroy 5 yrs. fran date of
plan. (GRS 1/26.h. (l ))

~s1:r'qf 5 yrs. fran date
of feecEr plan or wren
acinini strati~ plJY'JX)Ses have
been serviced, whide~r is
soorer. GRS1/26.h.(2))

Cut off fi1 es annJally.
~stroy wren 3 yrs. old,
or wren su~rseded or
obsolete, whide~r is
app1 icab1e. (GRS 1/26.g)

2) Ag=rcy feecEr plan to consolidated
NIP(s).

17590

17500

17570 g. EEO c:erera1 Files.

c:erera1 corresp<n1eoce am copies of re~lations

with related records ~rtaining to tre Civil
Ri g,ts Pet of 1961-, tte EEO Act of 1972, am ary
~rtirent later legislation; am A~rr;y ITO
Gannittee rreeting records ioc1uding mirutes am
reJDrts.

h. ITO Affirmati~ ktion Plans (AJV».

1) Ag=rcy copy of consolidated NIP (s )•

)
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•
Personrel Coonseling Records

17600 a. Counseling Files.

Reports of intervie....os, analyses ard mlated
records.

17610 b. Alccilol ard Drug A/.xJse Progrilll.

Records cmated in planning, coordinating
arrl di recti ng an a1coho1 arrl drug arose
pro~ran.

17620 Stardards of Corrluct Files

Correspomeoce, I1Bl1Orarda ard o1:l'Er mcords mlating
to COO;!S of ethics ard stardards of corduct.

Labor ~lanagerent Relations Records

a. Laoor Managerent Relations C?ereral am case
Files.

Cut off files after tenni
nation of counseling.
[)astray 3 yrs. after
OJt-off. (ffiS 1/27.a)

Cut off files anrually.
[)astroy wt-en 3 yrs. old.
(GRS l/27.b)

[)as't:rqf \\ten obsolete or
sU~rseded. (ffiS 1/28)

•

•

1763)

17640

Correspon:leoce, I1Bl1Orarrla, mports arrl o1ter
mcCirdS mlating to til! mlationship retlf.een
mana.garent ard erplCb'ee unions or o"tJ'Er !TOOPs:

1) Office neg>tiating agrearent.

2) otrer offices.

Cut off fil es arrua1ly.
[)as't:rqf \\ten 5 yrs. old.
(ffiS l/29.a.(l))

[)as't:rqf \\ten superseded or
obsolete. (GRS l/29.a.(2))

•

•
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17650 b. Labor Art>i'tration (£reral am Case Files.

/

17660

17610

17600

17690

CorresJXlrren:e, fonns, and bockground parers
relating to labor arbi'tration cases.

Training Records

a. Training Aids.

1) ()E copy of eoch marual, syllalxls, 1EXtI:x>ok,
am ottEr train"ing aid cE\elo~ for A~rr;y

slEific 'traini ng.

2) Training aids de\eloped for aci1rinistrathe
or focilitati\e training (Wang, Mgt.).

b. (£reral file of Agen:y-sponsored training.

1) CorresJXlncEn:e, J1Bll)rama, agreerents,
auttnrizations, reports, reqJimrent
reviB'lS, plans, am objecti\es relating
to ttE establishrent am o~ration of
training, courses and conferen:es.

2) Backgrourrl am ~r1<~rs.

Cut off fil es after
resolution of case. [):!stroy
5 yrs. after final resolution
of case. (GRS l/29.b)

Permarent. Transfer to
W\RA in 5 yr. blocks wren
IOOSt recent record is 10 yrs.
old.

[):!strqy \'rtEn su~rseded.

Cut off files annually or
after cQll>letion of
training. [):!stroy wren 5
yrs. old or 5 yrs. after
carpletion of a slEific
'traini ng pro!Tan. (GRS
lffl.b.(l ))

Cut off files anrually.
[):!stroy \'rtEn 3 yrs. old.
(GRS 1/3O.b. (2) )
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•
17700 c. 8Il>loyee training.

Correspcnlence, nanorama, reports am otrer
records relating to tre availabil i~ of training
arrl arplqfee participatioo in training prograns
sjX>nsored !:b' otrer g>~rnrent ~n:ies or ron
go~mnent institutions.

lmO d. Coorse Anillun:erent Files.

Ieference file of parp,lets, rotices, catalogs
am otrer records which provide infonnation on
courses or pro!Tans offered ~ go~mnent or
ron-g>~rnrent organizations.

Grievance, Disciplinary an:! Ad~rse ~tioo Files

17720 a. Grievan:e, Ap~ls Files (5 CFR 771).

1Ec0rds originating in tre revietl of grievance
am ap~ls raised ~ Piflrr;y EJl1l1oyees, except
EEO C(11)laints. These case files include
statarents of witr'esses, rejX>rts of interviews
am hearings, exanirer's fimings am rec()'J11En
dations, a cOW of tre original decision,
related correspcnlence am exhibits, am records
relating to a reconsideration reqJest.

177~ b. Ad~rse ~tioo Files (5 CFR 752).

Case files am related records created in
reviewing an oo~rse oction (di scipl inary or
ron-disciplinary raooval, suspensioo, lea~
without p~, reduction-in-force) against an
arplqfee. The file includes a copy of tTe
projX>sed oo~rse oction with sUpjX>rting papers;
statarents of witresses; arplqfee's reply;
~aring notices, rejX>rts arrl decisions; re~rsal

of actioo; am appeal records, EXCUDI~ letters
of reprimam.

CUt off files aMJally.
~stroy wren 5 yrs. old or
wren superseded or
obsolete, whicre~r is
soorer. (GRS l/30.c)

~s't:rqf WEn superseded or
obsolete. (ffiS 1/~.d)

CUt off files wren case is
closed. ~stroy 3 yrs.
after case is closed.
(ffiS 1/31.a)

Cut off files wren case is
closed. ~stroy 4 yrs.
after case is closed.
(ffiS 1/31.b)

•

•

•

•
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I

/

!
/

,
j

17740 Personal Injury Files

Forms, reports, corresporderx:e, am related medical
arrl in~stigatory records relating to on-tre-job
injuries, \\tEtrer or not a claim for cmp:msatioo
\'as mOOe, EXCLUOHG copies filed in tre Official
Personrel Folder am copies subnitted to tre
DeparblEnt of Lalx>r.

17750 ~ri t Pmooti00 Case Files

lEcords relating to tre pranotioo of an imividual
'that docl.l'lEnt qJal ification stan:1ards, evaluation
rretrods, se1ecti00 procedures, am eva1uatiens of
camidates, EXCLUDUG ary records that dupl icate
informatioo in tre pranotioo plan, in tre Official
Personrel Fold:rs, or in otrer IErsonrel records.

CUt off files anrually.
Destroy wren 5 yrs. old.
(GRS 1/32)

CUt off files wren case is
closed. ~stroy 2 yrs.
after til:! personrel action
has tam audi ted ~ CFM,
Wricll:!~r is soarer.
(ffiS 1/33).
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This Chapter co~rs records pertainiD:] to A.I.D. operations regardiD:] procurerent of
carroodi ties, services, am supp1ies for ~rr;y assi staoce prograns am for adni ni strati~
reeds.

•

•AUTHORIZED DI9'OSITIGJ

Cut off f"iles anrually.
~stroy wren 2 yrs. old.
(GRS 3/3)

S!rrl report of files to
W~R,tM)/P~1

OCs:RIPTION (F ~CORDS1Tf1.1 NO.

1~0 (?ereral CorresJXlrtEoce Files

Correspcn:1eoce files of operating procurerent units
con::erning internal op:rations am adninistration
I1Btters not co~red elst\'kere in this screctule.

10010 Uni CJ.Ie Procurerent Files

Procurerent fil es (as in Han lOOll-18OClO re1ON)
docllTenting tiE initiation am re~loprent of
transactions that reviate fran establi~

precerents with respect to ~reral ~rr;y procurerent
prograns.

leal Prop:rt¥ Files

(See Chapter XVI GENERAl... SJ>PORT ~RJICES RECDroS, Itan l~)

Routire Procurerent Files

Contract, reQJisition, lXlrchase orrer, lease, am
bam am surew records, iocluding corresJXlrtEoce
am related papers pertaining to CMird, adninistra
tion, receipt, inspection am p~nt (o1ter than
those co~red in Itans 10010 am l~). •a. Procunrent or purchase organization copy, am

related papers.

•
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lam b. Copies in ot:ter reportilfJ units, am related Cut off files anrually.
W)rf< ~rs. ~stroy wren 1 yr. old. (ffiS

3,1S.b)

Solicited and Unsolicited Bids am ProfX?sa1s Files •1aoo a. 9Jccessfu1 bids am proposals. ~s1:n:rf with related contract
case files (see itsn
18:00-1 00:;0 alx>~ )• (GRS
3/6.a)

b. Solicited am unsolicited unsuccessful bids
and pro/X>sa1s.

18100 1) hren filed separately fran contract case ~s1:n:rf \\ten related con-
files. tract is c<JIll1 eted. (ffiS

3/6.b. (l » •18110 2) wren filed with contract case files. ~stroy with related con-
tract case files (see i1Bns
18:00-1ron alx>~). (ffiS
3/6.b. (2»

c. Cancelled Solicitations Files.

18120 1) Foma1 solicitatioos of offers to provi~ Cut off files after date
products or services (e.g., Invitations of cancellation.
for Bids, IeqJests for Proposals, IeqJest (GRS 3/6.c. (l »
for Quotations) which \'ere can:elled prior
1D awlrd of a contract. The files include •preso1 icitation dcx:urentation on til:! reqJire-
rrent, am offers which \'ere ~red prior to
the cancellation, dcx:urentation on al'b'
go~mnent action up to the tirre of cancel-
lation, am evi~nce of the cancellation.

18130 2) UnolEred Bids. Ietum to bidder. (GRS
3/6.c. (2»

•
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18140 TeleJilore 1Ec0rns

Telep,ore statarents am toll sl ips. [}:strqy 3 yrs. after ~rioct
cO\ered l?{ related occount.

\
\ (GRS 3/11)
I
I

/
Contractors' Pqyroll Files18150

Contractors' pqyro11 s (construction contracts) Cut off files anrually.
subnitted in occordan:e with Lalxlr [}:partlrent [}:stroy 3 yrs. after date
regJlations, with related certifications, anti- of carp1etion of contract
kickbock affidavits, an:! othar related p~rs. unless .controct ~rfonnart:e

is suQject of enfon::arent
action on soch date. (ffiS
3/12)

, 18160 Tax Exatption Files
\
I

) Tax exE!ll>tion certificates am related p~rs. [}:strqy 3 yrs. after ~rioct
cO\ered l?{ related occount.
(GRS 3/13)

18170 Contractor's Statarent of Contirg::nt or Otll:!r
Fees

Standard Fonn 119, Contractor's Statarent of [}:strqy wren su~rseded,

Conting:nt or OtI'Er Fees, or statarent in 1ieu obsolete, or no long:r
of tha fonn, filed separately fran tha contract reeded, WTiche\er is
case file am maintaired for enfon::arent or soarer. (ffiS 3/20)
report purposes.
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The records descriOOd in this Chapter ~rtain to securiW am protecti\€ services created
a) to control and protect classified infonnation and g)\€mrent fa::ilities fran
unautlnrized entry, saootage or loss arrl b) to detennire tre future arrl lcyalw of
irrlivic1Jals aq:>loyed ttl the g)\€mrent; and records OCClJ1lIlated ttl tre Inspector ~reral's

Office JX!rtaining to inspections, investigations arrl audits JX!rfonred to ensure •
Agen:y-wide c<Jll>l ian:e with Fereral law and regJlations arrl ~n:y regJlations; to reduce
Wlste arrl fraud am to i!l1>ro\e ~n:y oJX!rations.

ITEM UJ. OCg:RIPTI(}J (F RECoroS AlffiOUZED DI9'OSITI(}J

SecuriW Files

19010 Identification Unit Files

These files contain ~rcy Eiq)lcyee ID )i1otos arrl
cards. The cards are rel'B'oed and rE'W Jilotos mOOe
~riodically (5 years).

Personrel SecuriW Clearance Files

Personrel securiw cleararce case files and related
irtlexes maintaired ty tre JX!rsonrel securiW office
of the aq:>loying ag:rcy.

19CY20 a. Case files docurenting tre processing of inves
tigations on aq:>loyees or app1icants for aq:>1cy
rrent~ ~trer or not a securiW clearance is
granted, arrl oth~r JX!rsons, such as tlnse JX!r
fonning \t()rK for tre Pg:rey urrler contract, \'in
reQJire an approval oofore having a::cess to
Go\emnent focilities or to sensiti\€ data.
These files irclude q.Estiomaires, SUJTI1aries
of reports prepared ty tre investigating agercy,
and otrer records reflecting the processing of
tre investigation arrl tre status of tre clear
ance, exclusi\e of copies of in\estigati\€
reports fumi sred ty tre investigation agercy.

~s1:rqf ....ten IDs are
rel'B'oed or after tenni-
nation of all>1cyee, \\hicoo\er
is soarer.

~s1:rqf upon notification
of death or not 1ater than
5 yrs. after separation or
transfer of aq:>lcyee or
not later than 5 yrs.
after controct re1ation
ship expires, \\hiche\er
is appl icable. (GRS
18/23.a)

•

•

•



Trans. Mm>. ~. Effecti\1e Dare PCl!J! ~.
AID JWIBD( 21, Pt.II 21-II:1 OctolEr 1, 1987 6.1\-99

XIX. ~URITY J1m IN9'ECTIR OO£RAL IEOOS

)

\
i,

-"

19O1l b. In~stigati~ reJX)rts arxi related ~rs
fumisred to ageocies ~ investigati~ organi
zations for use in lIBking socuriW/suitabi1iw
ooterminations.

19040 c. Irrlex to tre Personre1 SecuriW Case Files.

19<EO Personre1 5ecuriW C1earan::e Statlls Files

Lists or rosters slvtiing tre current securiW
clearan::e statlls of in:::lividJa1s.

Securiw Violations Files

Case files relating to "in~stigations of
alleged violations of Executi~ (hiers, laws,
or Agan::y r'e!JA1ations for tre safegJard"ing of
national securiW information.

19060 a. Files relating to alleged violations of a suffi
ciently serious natlJre that they are referred to
tre ~parbTents of Justice or ~fense for prose
cuti~ ootemrinations, exclusi~ of files reld
~ ~parbTent of Justice or ~fense offices
resJX)nsib1e for lIBking soch determinations.

19070 b. All otrer files, exclusi~ of p~rs placed
in official personre1 fo1oors.

Contractor 5ecuriW C1earan::e Files

Files of institutions an:::l organizations performing
Wlr\< for tre ~ocy, urmr controct, \'Jhich reQJire
an approval tefore having access to go~mnent

focilities or to sensiti~ data.

~stroy in occordan::e
wi th tre i nvestigating
agan::y instnJctions.
(GRS 18/23.b)

~stroy witil related case
file. (GRS 18/23.c)

~str'qf \'iEn superseOOd or
obsolete. (ffiS 23/24)

~str'qf 5 yrs. after close
of case. (ffiS 23/25.e)

~str'qf 2 yrs. after can
p1etion of final oction or
\'iEn no longer reeded,
W1icre~r is soarer. (ffiS
23/25.b)
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•
19000 a. Unher.;iW Contracts Files

Contract folder.; containing records of
release infonnation (review of Jl!rsonrel),
resures, recortl creek req.Jests, IKI1'E check
req..ests, req..ests for approval for wilding
passes am otter related p~rs.

19000 b. Finns am Organizations

Files contain: securiW investigati-.e reports,
credi t rejl)rts, !liM &Bradstreet rejl)rts,
1etter.;, ITBTIOrama, IKI1'E check req.Jests,
record checks, req..est for clearan::e am otter
related docurents.

19100 In~sti gatoY'S I Horki n9 Fil es

These files are used as reference material ~ tte
in~stigators in preparation of cases. Files rnqy
contain extra copies of 1TBl1OS, letter.;, drafts,
rejl)rts, telegrans, arrl otter Jl!rsonal notes. TIE
official docurentation is maintaired in tte Office
of 5ecuriW official files.

Investigations, Insfl-lCtions arrl Audit Files

19110 Official IG/II Case Files

This series docurents tte official insfl-lCtion am
in~stigation cases of tte Office of In~stigations

am Insfl-lCtions. The files contain reports of inves
tigations am inspections including violations of
Title 18 am or otter criminal or civil matter.;
affecting tte United States, jl)ssible violations
of A.I.D. re~lations, arrl otter related docurents.

Destroy 5 yrs. after con
tract relationship
expires.

Destroy 5 yrs. after
contract relationship
expires.

Destroy \'ban no longer
reeded for refererr;e.
(non-recortl)

Cut off file after case is
closed. Hold in office
space for 2 yrs., tten
reti re to wtK. Destl"qf
\'ban 15 yrs. old.
(ffiS 25/3.b)

•

•

•

•
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/

19120 Alrlit Re[X?rts File

The series coosists of irrlividual audit case files
Wlich are filed ty uniq.Je audit seq.Je1l:e runrers.
The case files coosist of: tre audit report,
corres[X?oo::m:e, nBoorarrla, audit rec<l1TlErrlations,
am responses trereto.

19130 h1dit Rec<mrerrlation Files

This series is a follOtI up systan on outstarrlif'VJ
replies to audit re[X?rts arn is used to assure
appropriate iIll>1erentation of rec<mrerrlatioos.
The series contains both o~n arrl closed recan
trerrlation files.

19140 Ins!B#tDrs Worfdng Files

This series co~rs refereoce material used ~ tre
Inspectors in corducting in~stigation arrl ins!B#
tioos. The official case files are maintaired ~
tre IG/II file roan.

19150 Progran S1bject Files

S1bjects ~rtaining tD A.I.D. progran arrl/or
fuoctions for which tre office exists.

Close file after cCJlllli
an:e with recQ1TlErrlations.
Hold for 1 yr., tren
reti re to ~. ~stroy

\\tEn 6 yrs. old. (GRS
25/4)

a. O~n Rec<mrernations:
Close file u[X?n cCJlllli
aoce. ~stroy \\tEn 5 yrs.
old.
b. Cl osed Rec<mrerrlatioos:
~stroy \\tEn 5 yrs. old.

Destrqf \rh!n no 1~r
rEeded for refereoce.
(non-recortl)

Cut off at ern of fiscal
year. ~stroy \\tEn 5 yrs.
old. (t£1-286-85-7)
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This Chapter co~rs records rertaining to the rroverent of gxx1s am rersons unEr
Go~mnent oro:rs. The recordkeeping invol\ed in tre movarents centers aroum bills of
1adi n9, transJXlrtation req.Jests, \()ld~rs, am associated records, in:1uding tOOse
prescrired ~ Title 5 of tre rerraral Accounting Office Policy am Procedures ManJal.
Copies of sore records used to sUpJXlrt p~nts becore part of 1fu accountable officers I

accounts, or are accounting posting tredia. Their disposition mew re co~red ~ itans in •
O1apter 'IN. FIs:Al.. IWJ.l'GEJ.£NT FILES.

ITIM NO. Il:s:RIPTION (f' RECcmS AUTIiORIZED DI9>OSITI<J.J

Frei!jTt Files

lEcords relating to freig,t consisting of export
certificates, derurrage card record OOd<s, shipping
OOclllents pertirrant ot freig,t classification, nero
rardm copies of Go~nlTEnt or cOlTlErcial bill s of
lading, stnrtage an:! daT1Jrrage reports, am all
suPJX>rti ng docurents; am in:1ud"j ng records re1ati ng
to tre shi prent of household goods.

20010 a. Issuing office I1BtIOramlll1 copies otrer than
those identified in itan 20040.

20020 b. All otrer copies.

2003) c. Registers am control records otrer than tOOse
identified in itan 20040.

Cut off fil es after peri00
co~red ~ account. ~stroy

3 yrs. after tre perioo of
1tle account. (ffiS gll.a)

Cut off files arrually.
~stroy wren 1 yr. old. (ffiS
91l.b)

Cut off foil es arrually.
~stroy wren 3 yrs. old.
(GRS gll.c)

•

•

•
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20040 d. le:onis, iocluding registers am control CUt off files after J:eriai
reJX)rts, on intErnational shiprents of co\ered ~ occoont.
housetxlld goods mo~d by freigtt forwar'CErs. ~stroy 6 yrs. after tre

J:eriai of the occoont. (ffiS
\ 91l.d)

2<XEO Lost or Danaged Sliprents Files

SdEdules of valuables shiPJ:ed, corresporrleoce, CUt off files arroally.
nerorama, reJX)rts, am o't.tEr records re1ati ng ~stroy wren 3 yrs. old.
to the adninistration of 't.tE ~mnent Losses (GRS 9/2)
in Sliprent Act.

Passenger Transportation Files

fvBoorardm copies of ~ldErs (s=- 11131\), flBllO-

" ramlJJ1 copies of transportation reqJests (s=- 11W),

~
tra~l autrorizations, transJX)rtation req.Est
registers, am all supporting paJ:ers.

2r050 a. Issuing office rraooramlJJ1 copy. CUt off files arroally.
~stroy wren 3 yrs. old.
(GRS 9f,3.a)

20070 b. Cbligation copy. ~stroy wren furds are
obligated. (GRS 9f,3.b)

2cxm c. \.hJsed ticket redaTvtion fonns, such as s=- 1170. ~stroy wren no 10~r needed
for adninistrati\e use. (GRS
9/3.c)

Passenger ~inbJrsarent Files

~rds relating to reinbJrsing imividuals,
such as tra\e1 Or'CErs, jEr dien voucrers, trans-
JX)rtation req.Ests, hate1 reservations, am all
supporting papers doclJlEnting official tra\el
~ officers, arployees, dejErxEnts, or others
auttxlrized by law to tra\el.

200J0 a. Tra\el actninistrati\e office files. CUt off files arroally.
ll:stroy wren 3 yrs. old.
(GRS 9/4.a)
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•
2moo b. <bl igation copies.

(£reral Tra~l an:! TransJX)rtation Files

2mlO a. Correspoo:1eoce, fonns, an:! related records
~rtaining to ~rr;y tra~l arrl transJX)rtation
functi orIS, oot cO\ered e1se.-.rere "j n thi s
sctmJle.

2m 20 b. Accoontabiliw records.

lEstroy ~n furxis are
obligated. (GRS 9/4.b)

CUt off files aMJally.
lEstroy ~n 2 yrs. old.
(GRS 9,t5.a)

lEs~ 1 yr af1Er a11
entries are cleared.
(GRS 9,t5.b)

•

•

•

•
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Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 21, Pt. II 21-11:14 Sept. 14, 1990 6A-IND-l

RECORDS DISPOSITION SCHEDULE - AID/W

PAGE NO. IN
APP. 6A

-A-

'\
)

Accountable Officer Account Files

Administrative Files, Foreign Disaster Assistance

Administrative Files, FOIA

Administrative Files, General

Administrative Management Records

Administrator and Assistant Administrator, Records

Advisory Committee on Voluntary Foreign Aid Records

Agricultural Commodity Files

Agricultural Project Case Files, BIFAD

Appeals Files, FOIA

Audit Recommendation Files

ir Audit Report Files

Audio Visual Files

Awards, Employee

Revised

58

46

17

1

51

13

49

24

50

15

101

12 ic
17

83



Page No.
6A-IND-2

Effective Date
October 1, 1987

Trans. Memo. No.
21-11:1 AID HANDBOOK 21, Pt. II

PAGE NO. IN
APP. 6A

-B-

Bilateral Agreements, Title II Files

Biographical Files on Senior AID Officials

Board for International Food and Agricultural Development
(BIFAD) Records

Bond Registration Files

Briefing Files, Geographic Bureau

Budget Records

Budget Submission Files, Annual

Building Services Records
occupational safety
protection
services

-C-

Cable or Telegram Files

Certificate of Settlement Files

Chronological Files

Claims Files

Color Slides

Communication Center, AID/W

Company Correspondence Files, PRE

Congressional Correspondence Files

Congressional Presentation

Contractor Payroll Files

23

2 1

50

65

26

6

6

70
71
70
70

2

60

1, 13

62

19

2

31

27

6, 25

97

•

•

•

•
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I

/

i
/

Control Files, FOIA

Correspondence Files
chron
general subject
procurement and contract
program

Correspondence Fil es, Person nel Records

Country Development Strategy Statement (CDSS) File

-D-

Development Assistance Project File
original sil ver master microfilm and sil ver dupl icate
computerized index to project

Di recti ves

Disclosure Reports, Financial

Donor Coordination Files

-E-

Emergency Planning
admi ni strati ve correspondence fil es
case files
reports

Employee Awards Files

Employee Performance Fil e System Records

Employee Record Cards

Employee Service Files

PAGE NO. IN
APP. 6A

16

5, 13
2
5

94
5

80, 85

26

8
8

51

28

32

56
56
57

83

86

81

63



Page No. Effective Date Trans. Memo. No.
6A-IND-4 October 1, 1987 21-II:l AID HANDBOOK 21, Pt.II •

Employee Training

Employment Applications

Equal Employment Opportunity Records

Equipment and Supplies Records

Expenditure Accounting Files

External and Public Affairs Records

-F-

Feasibility Studies

Film Stri ps

Financial Disclosure Reports

Financial Files, General--Geographic Bureaus

Fiscal Management Records

Fiscal Schedule Files

Flexitime Attendance Files

FOIA
administrative files
appeal s files
control files
reports fil es
request files

Food for Peace and Voluntary Assistance (FVA) Records

Food for Peace Files

Foreign Disaster Assistance Records

Forms Fil es

Freedom of Information Act (FOIA)
(see FOIA)

92

85

88

72

62

14

9, 56

20

28

25

58

67

64

17
17
15
16
16
14

22

23

46

52

14

•

•

•

•
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PAGE NO. IN
APP. 6A

/

/

/

Fre ight Fil es

FVA Grant Files

-G-

GAO Exception Files

General Administrative Files

General Subject Correspondence Files, Administrator

General Support Services Records

Geographic Bureau General Records

Grant Application Files, Science Advisor

Grant Files, FVA

Grievance, Disciplinary and Adverse Action Files

-H-

Housing and Urban Development Project Files

Housing Guaranty Programs
she1ter acti vi ti es

-1-

Identification Unit Files

Incentive Awards Program Reports

Inquiries, Public

Inspectors' Working Files

102

22

60

1

13

70

25

35

22

92

31

31
31

98

84

4, 14

101
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International Organization Files

International Organizations Files, S &T

International Training Program Files

Interpreter Services, Participant Training

Interview Records, Personnel

Investigations, Inspections and Audit Files

-J-

Joi nt Career Corps (JCC) Fil es

-L-

Labor Management Relations Records

Ledgers

Legal Opi ni ons

Legislative and Legal Affairs Records

Letters of Commendation and Appreciation

Letters of Transmittal

Library Service Files

Litigation and Enforcement Case Files

Loan Service Files

Loans, Private Sector

PAGE NO. IN
APP. 6A

32

37

39 •44

83

100

38 •
90

69

28

27

84 •4

74

27

68

30

•
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AID HANDBOOK 21, Pt. II 21-11:14 Sept. 14, 1990 6A-IND-7

PAGE NO. IN
APP. 6A

-M-

\

Management Improvement Reports

Mandatory Classification Review (MCR) Files

Medical Case Files

Meeting Files, BIFAD

Merit Promotion Case Files

Motion Pictures

Motor Pool Operation Files

Multilateral Development Banks Files

-N-

National Advisory Council on International Monetary
and Financial Policies Files

News and Media Relations Files

53

14

86

50

93

18

74

33

33

17

~ Non-Project Assistance Records

Notices, Quasi-official

Notification of Personnel Actions

-0-

Ocean Freight Files

Official Administrative Files

Organizational Files

~evised

10 *
4

84

22

1

55



Page No.
6A-IND-8

Effective Date
October 1, 1987
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PAGE NO. IN
APP. 6A

-P-

Participant Training

Participant Training Directories

Pay Case Files, Individual

Passenger Transportation Files

Payment Files

Payroll Correspondence Files

Payroll Fil es

Personal Injury Files

Personnel Correspondence Files
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RECORDS DISPOSITION SCHEDULE

U.S.AJ.D.



TRANS. MEMO NO.

AIDHANDBOOK 21. Part II 2l-II:3

INTRODUCT ION

EFFECTIVE DATE

April 18. 1988

(J

RECORDS DISPOSITION SCHEDULE - U.S.A.I.D.

A. Purt0se: The Records Dis~osition SChedule contained in this
appendix cons~tutes the sole authorIty for the retention and disposition of
records at U.S ..A.I.D. Missions, except in emergencies (see Paragraph 0.
Guidelines and procedures for implementing a records disposition progr~n are
given in Chapter.6. Handbook 21, Part II. Some information is repeated below
for the convenience of the schedule user. **This schedule has been approved
by the National Archives and Records Administration under Job # NCI 286-85-4.**

B.Application of SChedule: A.I.D. Principal Officers are responsible
for the proper application of disposal authorizations to records in their
custody. Any questions concerning a disposal authorization or its application
should be referred to the Records Management Branch A. I .D./I'I, M!SER/MO/pNRM.

(1) sco~e: The disposal authorizations contained in this schedule
apply to recor 5 of the type described regardless of the physical location at
the U.S.A.I.D•• e.g., central files; officially decentralizea files; or
working files. The authorizations apply to both classified and unclassified
records unless otherwise specificied. Care should be exercised in applying
the Schedule. If the U.S.A.I.D. finds it necessary or desirable to retain
records for either a shorter or longer period of time tnan that prescribed in
the Schedule, it rnust seek authorization fron the Records Management Branch.
Such requests should provide a detailed justification for the exception.

(2) E~ctRtions: Records pertaining to claims and demands by the
Government 0 e nIted States or against it. or to any accounts in which the
Government of the United States is concerned, either as debtor or creditor,
shall not be destroyed under any disposal authorizations until such claims,
demands, or accounts have been settled and adjusted in the General Accounting
Office. except upon written approval of the Comptroller General of the United
States. Records haVing value in connection with any pending or prospective'
litigation must be retained until such litigation has been tenninated.

·UNew material
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U.S.A.I.D.s receiving requests for records or information therefrom in
connection with litigation shall immediately inform the Office of the General
Counsel. Posts are responsible for insuring against inadvertent destruction
of any records of the types described above by segregating them from other
files which m~ be destroyed under' normal disposal procedures.

C. Distribution: Distribution of the disposition schedule should be
made so that all personnel having responsibility for records management or
operations will have a copy or ready access thereto. It is the responsibility
of the Records Management Liaison Officer to provide necess~ry distribution of
the Records Disposition Schedule.

D. Arrangement: the Schedule has been developed for the major
functional records groups and is arranged accordingly. In several instances
the same disposal authorization has been listed under two or more functina1
headings because of organizational and records maintenance variations at
different U.S.A.I.D.s. Any record not authorized for disposal should be
brought to the attention of the Records Management Branch.

E. Description of Records: Each type of record included in the
disposition schedule is described as precisely as possible to permit easy
identification and to eliminate the need for paper-by-paper screening.

F. Disposition Instructions: The disposition instructions for the
majority of items listed in the Schedule provides for destruction after a
specifi ed peri od of time. The retenti on peri od gi ven is to be appl i ed
regardless of whether the file is blocked by fiscal or calendar year. When
transfer or retirement is specified, the procedures specified in Handbook 21,
Part II are to be followed.

G. Method of Destruction: All classified and administratively
controlled records authorized for destruction shall be destroyed in accordance
with the provisions of Handbook 6. For the purpose of destruction, certain
types of unclassified records such as personnel, or records containing
detailed biographical data or any other records that might prove embarrassing
or detrimental to operations if they were to fall into unauthorized hands
shall also be treated as classified•. The security regulations 'themse1ves do
not constitute authority for the destru~tion of records, but only prescribe
the methods by which destruction shall'.be accomplished. Unclassified material
authorized for destruction, with the exceptions indicated above, m~ be
destroyed, sold as waste paper, or otherwise disposed of in a ~anner

consistent with local practices and securi,~y requirements.

o

o

()
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H. Record of Destruction: A record of the type and the volume of
material destroyed should be maintained by personnel responsible for the
records. A log showing the record series title (shown in the Schedule) of the
records destroyed, the inclusive dates and the volume will suffice.

I. Emergency Destruction: Posts are authorized to destroy records in
/, the event of extreme emergency or evidence of the possible development of such

/) an emergency, in accordance with instructions governing emergencies.

\
)

.. )
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RECORDS DISPOSITION SCHEDULE--U.S.A.I.D.

CHJV>lER 25

. GaERAI... RECOODS

These are records canron to se\Eral or all O\Erseas offices.

IltM NO. lEs::RIPTION (F RECORDS AUTHORIZED DISPOSITION

(£reral CorresJX>rxEn:e Files
(Centralized or Decentralized)

Letters, cables, rress~s, rrarorarrla, econanic or
ot:I'Er studies and reports, forms and otrer data
docurenti~ and/or il11Jlarenti~ plans, jX>licies, pro
cedJres, cEcisions and ae<:aqJlishrents ~rtaini~ to
A.I.D. prograns and staff activities. The docurents
rescriood in a) and b) oolOti are arra~d by suQject
(i.e., tre tOOught conveyed in tre docurent) uS'i~

tre agerx:y file classification systan as contaired
in A. I.D. HandOOcl< 21, Part II.

25m 0 a. Office Progran 3Jbject Files

3Jbjects ~rtaini ~ to A. I.D. prograns and/or Pennarent. Cut off files
fun:tions for which tre office exists. arrually. wren 2 yrs.

01 d transfer to A. I.D./W
and retire to wtK.
Transfer to NAAA in 5 yr.
blocks wt-en IlDst recent

./
records are 20 yrs. old.

2~0 b. Office Adninistrative 3JQject Files

3JQjects ~rtaini~ to routire internal Cut off files arrually.
I1Bnagerent or ~reral adninistration (!xJ~t, ~stroy wren 2 yrs. 01 d,
~rsonrel, procurarent, etc.) ratrer than tre or soarer if plJY'JX>5e has
fun:tion for which tre office exists. teen se~d.

/
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Chapter 25 GEt£RJll RECOOS

•
250ll c. Country Fi1 es

Docurents of a gerera1 nature pertaining to
varioos aspects of tOO foreign aid assi stan::e
progran in various countries, arranged for con
venien::e of referen::e a1Ji1alEtica11y trt tre
nares of tOO various countries.

25040 Conferen::e, t'eetings and 5aninar Files

These files consist of rreeting agerrlas, mirutes,
stataTent ~rs, reJl)rts, and corresJl)rrEn::e
pertaining to international rreetings at \'kIich
U.S.A. I.O. staff is represented. Arranged
chrooologica11y am trereunder ~ suQject of
rreeting. (Vo1ure of records acetII1J1ated anrua11y
reg1igib1e. Vo1ure of records acclJ1lJ1ated to
date urkrnKl.)

leading, Chrooologica1, arrl Cable Files

25(1)0 a. Extra copies of corresporrleoce prepared arrl
maintaired trt tOO originating office, used solely
as a read"ing or reference file for 1te convenience
of personre1.

25030 b. Extra copies of i n::ani ng arrl outgo"i ng cables
arranged chrooologically.

Cut off fi1 es anrua11y.
~stroy wren 3 yrs. 01 d.

Pennarent. Cut off files
anrua11y. wten 2 yrs. old
transfer to A.I.O.M arrl
retire to Wt-K. Transfer
to NARA in 5 yr. blocks
wren rrost recent records
are 20 yrs. old.

Cut off anrua11y• ~stroy

wren 1 yr. old or wren
reference value has IEen
exhausted, whiche~r is
soarer. (t£1-286-82-2 )

~stroy wren 1 yr. 01 d, or
wren refereoce value has
ceased, whidra~r is
soarer.

'.

•

•N01E: The authorized disJl)sition for Action copies of corresJl)rrEn::e and cables will IE
foond "in tOO applicable Schedule itans cEscribing 1te official records.

25070 Transitory Files

Papers of soort teml interest \'kIich ha~ 00 docurentary
or evicEntia1 value and oonna11y reed oot IE kept rrore
than 90 dqys. Exarq:>les of transitory corresporrleoce
are sl1Oin1 IE1Oil:

~stroy wren 90 dqys old
or soarer if PJrJX>se has
IEen served. (GRS 23/4)

•
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Chapter 25 GE~RJlL RECOOS

a) ~QJest for Infonnation or Publ ications

Routire reqJests for infonnation or JlJbl ications
\'IIich reQJire ro adninistrati\e action, ro policy
ckisions, and ro slEial cOO1>ilations or research
for reply, such as reQJests for publications or
otter printed material.

b) Letters of Tral1911ittal

Letters of tran91littal that do not add al1l "infor
mation to that contaired in tre b"ansmitted
material.

c) ~asi -officia1 ttltices

M3r0rarrll and otrer pa~rs that do not ser\e as
't:tE basi s of officia1 actions, such as notices
of holidqys or charit' and \'elfare fund ap~als,

rond carpaigns, and similar ~rs.

Referen:e Files

/

2S<m a) Staff World ng Files

~ference files maintaired for convenieoce ~
"individual staff TIB'llI:Ers. Incluoos extra copies
of project material and otrer records maintaired
"in official A.I.D. files.

25000 b) ~ference Publication Files

Ex1Ta copies of A.I.D. internal and/or external
directi\es, and JlJbl ications issued ~ otmr
Govemnent agencies and ron-go\emnental organi
zations maintaired for referen:e within an office.

~s1:rqf \'h!n no l~r
reeood for referen:e IlJr
poses. (GRS 23/6)

~s1:rqf \'h!n su~rseood,

obsolete, or no lo~r
reelEd for reference pur
JDses.
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OiIPlER 26

PIDJECT ASSIsr.an:E RECORDS

These records relate to ttE A.I.D. ~~lClpl'ent Assistarre Progrcm. Assistarce is
provicEd in ttE fonn of loans am grants for irrproving 1te qJaliw of life of people
in less cE~loped oomtrles througt prograns in agriaJlture, rural cE~lClpl'ent,

Rltri tion, fanily p1anni ng, ~a1th ectx:ation am hLlllan resources, ererg,', prl vate
iooJstry cE~lClpl'ent, am scierre am techoology. See Chapter 29 of this Appemix
for Housing am Urban ~~lolJlEnt Project Files.

•

•
IID1 t-D. lEg:RIPTIGJ (F RECOOS AUTHORIZED DISPOSITION

Project Files

case files on technical am capital
assistarce projects, consisting of
studies, surveys, Project IcEntification
Docl.JlEnts, Project Pap:!rs, loan am grant
agrearents am arerrlrents, Project Irrpleren
tation Or'cers, Project IfIlllarentation Letters,
contracts, reports, am ottEr related records
am corres!X>rx:erce.

26010 a) Loan F'iles

26020 b) Grant Files

Project Pl an F"il es

26<ro Copies of engireering plans relat'ing
to imividJal projects.

Cut off on project
activiw carpletion
date. ~stroy 3 years
after project octiviw
C011J1etion date.

(sam as (a) aoo~)

~stroy in accordaoce
with Itan 26010 aoove.

•

•

•
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• • "

Chapter 26 PROJECT ASSISTANCE RECORDS

Participant Training Files

* 26040 a) Participant trainee case files,
containing PIO/Ps, biodata,
training plans, bUdgets, notice
of re tu rn, cou rse re co rds ,
report, etc.

Cut off on project
acti vi ty compl eti on
da te. Transfer
pert i nent summa ry da ta
to card files or
computer tapes as
appropriate. Destroy
3 yrs. after project
activity compl etion
date. (Nl-286-89-1)

26050

26060

26070

b) Printouts containing summary
data for each trainee or
training project.

c) Computer tapes containing
summary data for trainees or
training project.
training project.

d) Card fi 1es and other summary
data for each trainee or training
project (except computer tapes
and printouts and reports des
cri bed above).

Des troy upon
tenninati on
of overseas office or
when no longer needed,
whichever is sooner.

Destroy upon
termination
of overseas office or
when no longer needed,
whichever is sooner.

Destroy upon
tenninati on
of overseas office or
when data is
transferred
to computer tapes at
overseas offices, or
when no longer needed,
whichever is sooner.

i
/

Project Reports Fil es

26080 Project Review Summary Reports

Copies of summary progress reports and
related correspondence on the implemen
tation of all projects. Included in this
item are similar types of recurring
reports on project implementation used
at the discretion of individual missions.

'I- Revi sed

Cut off annually.
Destroy when 2 years
old.
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Chapter 26 PROJECT ASSISTANCE RECORDS

•
26090

16100

Country Development Strategy
Statement (tDSS) Fl1e

a) Fonnal Statements on the country
forelgn ald asslstance program
are submitted to AID/W annually
These statements are printed
bound and issued by AID/W

b) Work papers

Destroy When 5 yrs.
01 d.

Destroy when formal
CDSS is issued.

•
26110 Project Procurement Advice Files

Reports and correspondence pertaining
to advice provided project officers
on procurement actions under project
agreements.

Cut off annually.
Destroy when 3 years
01 d.

•

•

•
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CHPPlER 27

tDJ-PRUJECT ASSISTJW:E RECOOlS

These records relate to Econonic SuPjX>rt Fum activities am ioclude grants am loans
for progran assistance in selected countries of special political interest to tre
United States. Recipients JX.Irchase 9JOds am services fran U.S. institutions am
finns urxEr PL 480 Title I am tre Canoodi1(y Irrport Progran. Cash transfers am
sector assistaoce are also provided as ron-project assistaoce.

HIM NO. [E~IPTION (F ~COOlS AUTHORIZED DIg>OSITION

27010 Progran (ronproject) Procurarent File

case files of grant am loan agreerents,
i"lllarentation letters, letters of can
mi trrent am related dxUTents am cor
resjX>rxEoce IErtaining to progran (e.g.,
Cannodi1(y Irrport Progran) transactions.

Cannodi1(y Irrport Prograns (CIP) Files

27020 a) CIP F"inaocial Files

Confonood copies of agreerents,
letters of cannitrrent (L.jC) am re
1ated correspon1ence am otrer
finaocial <kx:utEntation IErtaining
to lmividJal agrearents (Grants/Loans)
under tre CI Program.

270ll b) Statistical Reports Files

Copies of CJ.larterlyAnoothly reports
contai ning basic fi naocia1 'j nfonna
tion regardi/lJ tre current status of
CIP transactions.

Cut off at em of FY in
which case is closed.
Hold at post 2 yrs. tren
transfer to A. I.D./W am
reti re to WNfC. Destroy
~n 10 years old.

Destroy 10 years after
L/C is issued.

Cut off annually.
Destroy wren 5 years
old.
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Chapter 27 N(}J-PROJECT ASSISfAt£E RECOOS

•
27040 c) CIP Concurrence Letters

Copies of CIP 1etters of trans
action approval sent to private
sector am pub1 ic iJll>Orters.

27(E() d) End Use Re/X>rting Files

1Ec0rds of lIem use ll creeks maOO ~
staff to OOtemlire proJEr use of
progran ~ host country uncEr tre
loan/grant agrearent. Also inc1uOOd
are corresporrlence am otrer docu
rrents containing fo11011-Up infonna
tion.

27CHJ e) Dcma~/Loss Re/X>rt5

IEports am related corresporrlence JErtaini ng
to losses of or~ to carg> or carroodities
incurred in shi prent.

27&0 f) Distressed Carw Files

IEports am related corresporrlence on carw
that is distressed, i.e., "inw1't1:!d in
custans or otrer prob1ens resulting in
001 qys in bei ng released fran tre /X>rt.

27fBJ g) Excess Prorx:rt(y Files

Files rx:rtaining to procurerent ~ host
country irqx>rters of excess FecEra1 proJEr-w.

27000 Country ~\eloprent Strategy Statarent

(CDSS) File

CUt off anrua11y.
~stroy wren 3 years
old.

CUt off file at em of FY
in which all prob1ans are
reso1't1:!d. Hold at post 2
yrs. tren transfer to
A.I.D.M -am retire to
wt-R:. ~stroy wren 7-yrs.
old.

CUt off \\ten case is
closed. ~stroy 3 yrs.
after files are closed.
(ffiS 9/2)

CUt off \\ten file is
closed. ~stroy 3 yrs.
after file is closed.

CUt off anrua11y. ~stroy

wren 10 yrs. old.

see 11ans 26000 am 261 00
for autlDrized di s/X>sition
instructions.

•

•

•

•
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CHPPlER 28

HID FOR PE/CE RECOIUS

These records relate to tte irrp1erentation of tte Food for Peace progran uncEr Titles
I, II and III of Public Law 400.

IID1 NO. lEs:RIPTION (F RECcmS AlJ1ll0RIZED Dlg>OSITION

28010 (£rera1 Files

Correspoo:Jeoce, reports am otter
docurentation rertaining to tte
irrp1erentation of tte FFP Progran
including vessel IOOveTent records,
evacuation reports, vessel claims,
etc.

28020 Voluntary A~ocy Progran (Title II)
Files

Correspon1eoce, reports and otter
records regard"j ng cbnation of
agricultural cannodities to rEeQy
reaP1e, refugee and chil d feedi ng,
or extraordinary relief rEeds
corrlucted l:&' ronprofi t w1untary
ageocies registered \'n th tte
Connittee on Voluntary Foreign Aid.

28030 Fan-j re Ie1ief am otter Assi stance
Files

Corresporrleoce, reports am otter
records relating to grants of surplus
food uncEr Title II, fanire relief
and otter assi stan:e di rect to host
govemnents.

Cut off anrua11y•
[)astray wten 6 years 01 d.

Cut off files anrua11y.
[)astray wten 6 years 01 d.

Cut off files anrually.
[)astroy wten 6 years 01 d.
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Chapter 28 Fcm FtR POCE RECDmS

•
28040 Title I am III Irrplerentation am

Evaluation Files

Corresporrleoce am reports pertain
ing to the FFP Office's ilt1l1arenta-
tion of the provisions of Ti tles I am
III and progran evaluation reJX)rts.

Cut off foil es anrually•
Destroy wren 6 years 01 d. •

•

•

•
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CHJlPlER 29

OOJSUG At{) U~ lEVEUFtOT RECcmS

ltese records relate to project assistarr:e to countries in tre area of OOusillJ and
uroan cE\Eloprent. Sioce this function is central i2ed in tre Housi IlJ Office, A.I.D.,
WashiDJton, rrost of tre records cEscriood 0010ti are only adninistrative copies of the
record copies that are maintaired in WashillJton arxf trerefore are held in tre
overseas offices a relatively soort ~riod of tirre.

IID1 NO. DEs:RIPllON (F RECcmS AUTIiORIZED DIS'OSITION

/

29010 HousillJ and Urban Developrent Project Files

Copies of gJararTt' autrorizations, gJarant' arxf
loan agreerents, inplarentation agreerents, cost
scheckJles, reports, financial data, reQJest for
diswrsarent and diswrsarent autll:>rizations,
progress reports, evaluation reports, tEchnical
data, and rel ated doct.Irents and corresJX>rrl!rr:e.

CUt off \'ken project is
cCJllJ1eted. Destroy 1 yr.
after project c011Jletion
trose records which are
krnm to 00 dup1icati \E of
records in tre HOlJsi ng
office in Washington.
Transfer tre renairrl!r of
tre project file to tre
lbJsillJ office WashiDJton
(Coce PRE/H) 1 yr. after
project is cCJllJleted.
PRE/H will iocol"JXlrtate in
official A.I.D./W lbJsing
fil es for transfer to
Federal Records Genter.
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CHPPlER 3)

ECOO1IC DEVEUFttENT SERV ICES RECOODS

lrese records relate to regional areas I inw1varent in the fonn of assistan:e and
coordination in ecornnic cE\e1OJJTEnt in smaller countries wrere A.I.D. has only small
staffs to adninister the foreign assistarce prograns. Records dislX>sition
instructions for project records for which legiona1 Ecomnic De\e1OJJTEnt Services
Offices (R8)S)) have direct project managerent reslX>nsibi1 iW are foondin Chapter
26, Project Assistance fe:ords, !tans 26010 and 26~0, of this Sche<i.l1e.

•

•
ITEM ID. [Eg:RIPTI(}.J (F REJ:<mS AlffiffiIZED DISlOSITI(}.J

30010 legiona1 Technical Assistance Project Files

Copies of basic project d<x:tJ1Ents and related
correspondence ~rtaining to projects for which
assistan:e and project coordination only \\as
provicEd.

... Cut off wren project is
carp1eted. Destroy 1 yr.
after project is ccrrp1eted

•

•

•
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CHJ'PlER 31

,l1JJ.UNISTRATIVE~ RECCIDS

IID1 ~. IIs.:RIPTI(}J (F RECcmS AUTHORIZED OISPOSITI(}J

/

;
/

Oirecti\es Files

Fonna1 directi\es distriwted as Mission (hErs,
~Jotices, Circulars, or in loose-leaf marua1 fonn
anmuncing chang:s in tte Mission's policies am
procedJres.

31010 a) Mission directi\es related to Mission's progran
furctions. Arra~d chronologically am
trereurxier Qy directi\e ~r. (Vo1l1lE ~r yr.
approximately 5 cu. ft.)

31~0 b) t~ission directi\es related to routire adnini-
strative furctions (e. g., pqyro11, procurerent,
~rsonre1), am a11 Mission ~tices am
Circulars.

Publications

PaJ1i11ets, reports, leaflets, marua1s, or otter
lllblisred or processed docu!l::!nts, or tre last martJ
script report if rot publistEd, \\hich has reen prockced
or finarced Qy A.I.O. am is not irc1ucEd in otter
records e1 S€'t'ttere.

31 (3) a} i«ord coW.

31040 b) Working ~rs am ba:kgroum materials.

Pennarent. Cut off at em
of FY. Transfer to A. I.O./W
~n 2 yrs. old. Transfer
to~ in 5 yr. blocks wren
tte most recent records are
20 yrs. old.

~stre:rf wren su~rse<Ed or
obsolete.

Pennarent. Transfer to
A.I.O./W am retire to wtK.
Transfer to NAPA in 10 yr.
blocks wren rmst recent
records are 10 yrs. old.

see Iten 31 ())().
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Chapter 31 AlMINISTRATIVE~NT RB:<mS

•
3HEO Adninistrati\e l>1anagarent Project

Control Files

M3oorarxla, reports, arxl otrer records
docllTEnti ng assigments, progress,
an:! c<JIl>1etion of projects.

31(0) Working P¥rs

Backgrourxl records, such as studies,
analyses, notes, drafts, and interim
reports, used in ~\elO1J1Ent of
final rejX>rt or cIoct.Irent.

~stroy 1 year after tre
year in which tre project
is closed.

~stroy 3 years after
cCJ11l1etion of rejX>rt.

•

•

•

•
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CHfPlER 32

ALDIT, UNESfIl?ATION, AND IN9>ECTION ~C(R)S

ITEM 00. [Eg:RIPTl(}J (F RECoroS AUTH<RIZED DISPOSITI<JJ

/

I
/

32010 IEgional InsfEtion aM Investigation
Re(X?rt Files

Case files on insfEtions am imesti
gations of A.1.D. O\4erseas activities
consi sting of reports am supporting
pa~rs.

Regional Audit Re(X?rt Files

~O a) Case files on internal audits
mace of O\4erseas offices in:luding
aJdits of cooperati\4e services
and wluntary a!J=!n:y prograns
uncEr Title III of PL 480. Files
"incluce copies of re(X?rts sup(X?rting
paperS am related corresporrleoce.

32030 b) Audit \\Uri< PaJErs consisting of
~r1<ing files, tOO substan:e of
Wlich is contaired in tOO offi
cial case files cescrired in Iten
32020 aIx>\4e.

(Ie year after case is
closed:
(l) cestroy duplicate
copies of basic dOClJTEnts
that are mai ntai red in
Washington; am
(2) transfer original
notes am case-related
original records of
evicen:e to tre IG/II,
A.1.D.,Mashington.

Cut off file at em of
FY after close of case.
~stroy 8 yrs. after
cutoff. (ffiS 25/4)

~stroy 1 year after audit
has reen issued.
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rnPPTffi 33

BlffiET II:COOS

•

33010 Budget Corresporrleoce Files

Corresporrlence files in tre office
reslXlnsib1e for subnitting tre ABS
to A.I.D.,M. Files ~rtain

to routire actninistration, internal
procedJres, am otrer matters not
co~red e1saokere "in this ~~dJ1e.

IlEM tn. lE~IPTI(}J (f RECOOS ALmOUZED DISPOSITI(}J

~s1:rQ{ \\ten 2 years old.
(ffiS 5/3)

•
Budget Records

33020 a) t~issi on Is copy of JliInua1 Budget
9Jbnission.

33Ol) b) World ng p~rs, cost staterents,
and data occlJ11J1ated in the pre
paration of tre JliIrIJa1 Budget
9Jbnission.

33040 Budget Report Files

Periodic reports on tre status of
appropriation accounts am aplXlrtion
ITEnt.

33(E() Bud9?t AplXlrtionrent Files

Apportionnent am reapportionnent
sc~dJ1es, ProlXlsin9 qJarter1y OO1i
gatiOIlS uF'ldar each autll>riled appro
priation.

~s1:rQ{ \\ten 5 years old.
(ffiS 5/4)

~s1:rQ{ 1 year after tre
close of the fi seal year
co~red ly tre llJdget.
(ffiS 5/2b)

Cut off at em of fiscal
year• ~stroy wren 3
years old.

Cut off at ern of fiscal
year• ~stroy wren 2
years old. (GRS 5/6)

•

•

.-
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WPlffi ~

C(MtltJICATIONS MIl RECOOS fvW.LIGIDIT

ITEJt1 tIl. IEs:RIPTI(}J (F RECOOS AUllOUZED DI~SITI(}J

/

/

;
/

34010 t'esserger ~rvice F"iles

Daily Logs, assignrent records arx:l
instru:tions, dispatch records, cE
li\ery receipts, route sct-ecilles,
and related records.

Postal Records

Post Office fonns arx:l supporting
pa~rs.

34020 a) Records relat"ing to irmning or
outgJing registered mail JX)OCt-es,
registered certified, insured and
special cEli\ery mail iocluding
recei pts and return recei pts.

34030 b) Application for postal registra-
tion and certificates of declared
value of matter su~ect to postal
surcha~.

Mail arx:l ~li\ery ~rvice Control File

34040 a) Records of receipt arx:l routing of
i ocani ng and outgJi ng mail, and
itens harx:lled ~ private cEli\ery
coopanies.

~s"trqf wren 2 rrooths old.
(ffiS 12/1 )

~stroy wren 1 year old.
(ffiS 12/5)

~stroy \'.ten 1 year old.
(ffiS 12/5)

~s"trqf \'.ten 1 year old.
(ffiS 12/6)
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34050 b) Statistica1 reports of postage Destrc&' \\ten 6 IOOf1ths old.
used on ou~ing mail and fees
paid for private cE1i\eries
(special cE1i\ery, foreign,

•registered, certified, and
parcel JX>st or pock~s o\er 4
pounds).

34060 c) ~q.Jisition for s1:all>s (exc1usi\e Destrc&' \\ten 6 IOOf1ths old.
of copies used as supJX>rti ng docu-
IJEnts to pqym:nt vou::ll:!rs).

34070 d) Statistical reports and data re1at- Destroywt-en 1 year old.
ing to handling of mail and w1UIJE
of \\OrX perfonred.

34000 e) ~ords of and recei pts for Des1:r'qf \\ten 6 IOOf1ths 01 d.
mail and pock~s recei~d. •34000 f) l:erera1 files ioc1ud"ing corres- Des1:r'qf wt-en 1 year old,
porrl:!oce, ITBJDranda, di recti~s, or wI1an su~rsecEd or
and !J.Ii cEs re1ati ng to til:! adnin- obsolete, \'iricll:!~r is
istration of C&R o~rations. app1 kab1e.

34100 g) Locator cards, directories, indexes, Destrc&' \\ten supersecEd.
and otll:!r records re1ati ng to mail Tum o\er to EiJDassy mail
cE1i\ety to imividua1s. roan upon tennination of

U.S.A.I.D. office.

34110 ~ords Ho1d"ings F'i1es

Statistical reports of offices,lho1d- Destrc&' \\ten 1 year old. •i ngs i oc1udi ng feecEr reJX>rts fran (ffiS 16/6b)
a11 offices am data on til:! vol UIJE
of records di sposed of l:tf cEstnJction
or transfer.

•
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Chapter 34 COMMUNICATIONS AND RECORDS MANAGEMENT

/

34120

34130

Records Management Files

a) Correspondence, reports, authoriza
tions, and other records that
relate to the management of agency
records, including such matters as
forms, correspondence, reports,
mail, and files management; the use
of microforms, ADP systems, and
word processing; records management
surveys; vital records programs; and
all other aspects of records manage
ment not covered e1 sewhere in this
Schedule.

b) Shelf lists of records retired to
AID/W.

Destroy When 6 years
old. (GRS 16/11)

Forward to Bureau
Executive Management
Office upon termination
of the USAID office.

USAID COMMUNICATIONS AND RECORDS OFFICE

Cut off at the end of
the calendar year,
retain in active office
space. Destrqy when 1
yr. old or sooner if no
longer needed for
reference. (NCl-286
82-2, Item 1B)

34140

Tel egram Fil es
Chronologlcal files maintained by the USAID Communications and Records
Office, consisting of copies of incoming and outgoing telegraphic
correspondence. Files are normally arranged by serial number by point
of origin and are kept, for the most part, as a source of easy reference.

a) Telegrams exchanged between AID/W
headquarters and the USAID office.
Copies of these telegrams can be
located in the AID/W Telecommunica
tions Branch.

,.. )it New Material
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Chapter 34 COMMUNICATIONS AND RECORDS MANAGEMENT

•

General Correspondence Fll es .
Chronologlcal files malntalned by the USAID Communications and Records
Office consisting of letters, memoranda, and other nonte1egraphic
communications media. Files are nonma11y maintained by date of issuance
and are kept, for the most part, as "easy reference·· files.

ITEM NO.

. 34150

34160

34170

DESCRIPTION OF RECORDS

(b) Incoming telegrams received from
otherUSAID offices.

(c) Outgoing telegrams exchange with
other USAID offices. Washington
is not an addressee.

(a) Master chronological file of
correspondence, including
eXchanges wi th vari ous offices
of the government of the host
country.

AUTHORIZED DISPOSITION

Cut off at end of the
calendar year. Destroy
when 1 yr. old or
sooner, if no longer
needed for reference.
(NC 1-286-86-82 ,
Item 18)

Cut off at end of the
calendar year. Retain
in office space for 1
additional year, then
transfer to AID/W and
retire to WNRC.
Destroy When 7 yrs.
01 d. (NC 1-286-82-2,
Item 1C, 2b)

Cut off at the end of
the fi sca1 year and
retain in office space
for 6 addi ti ona1
months. Transfer to
local storage facili
ties for 18 months,
then destroy. (NC 1
286-82-2, Item 28)

•

•

•

•
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CHAPTER 35

FINANCIAL MANAGEMENT RECORDS

ACCOUNTABLE OFFICERS' ACCOUNTS RECORDS

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION
)

3501 0

Accountable Officers' Files

a) Original or ribbon copy of
accountable officers' accounts
maintained in the agency for
site audit by GAO auditors,
consisting of statements of
tran sacti ons, statements of
accountability, collection
schedu1 es, co11 ecti on vouchers,
disbursement schedules, dis
bursement vouchers, and other
schedules and vouchers or
documents used as schedules
or vouchers, exclusive of
frei ght records and payroll
records. These records
document the basic financial
transaction, money received
and money paid out or deposited
in the course of operation of
the agency. All copies except
the certified payment or
coll ecti on copy, usually the
original or ribbon copy, and
all additional or supporting
documentation not involved in
an integrated system are
covered by succeeding items in
this part of the Schedule.

Site audit records include, but
are not limited to, the Standard
Forms and Optional Forms listed
below.

Original paid vouchers
and schedules are to be
retained at post in
an offsite repository
that provides adequate
safeguards against
natural disaster and
acts of agression.
Records shall be
destroyed 6 years and
3 months after period
covered by account.
(GRS 6/1) *

* Revised
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Also ioclucEd are eqJivalent agercy
fonns which docllrent the basic
financial transaction as cEscri~

aoove.

g:- 1034, Publ ic Voocher for Purchases
and ~rvices O't:her than Personal

g:- 1000, Voocher for Transfer Beb-.een
Appropriations arxl/or Furds

g:- 1001, Voocher arxl SChedule of With-
drawll s arxl Credits.

g:- 1006, SChedule of Voocher ~cU:tions

g:- 1008, ~redJle of Can:e11ed Checks
g:- 1113, Public Voocrer for Transportation

Cha~s
g:- 1166, Voocher arxl SChedule of P~nts
g:- 1190, Foreig1 Application, Grant

arxl Repcrt
g:- 1221, StatalEnt of Transactions

Accordi~ to ,Appropriation,
Funds, and Receipt Pccounts
(Foreign service Account)

35020 b) t'emrarrlJn or extra copies of
accountabl e officers I returns
includi~ statalEnts of trans
actions arxl accountabil i W, all
SUPiX>rti~ IJOlChers, schedJles,
and related PCljErs not co~red
e1SB'kere in thi s part of the
SChedule.

~stroy 3 years after
the ~ri ad of the account.
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35(3) TransjX>rtation VOlCrer Files

Voocrers idantified lrf I'T" prefixed
to the wocrer and scredJle of pqy
ITEnts ~r which invol~ roth US
and foreign tariff rates.

~ Gl\0 Exceptions Files

(;ereral Accounting Office notices
of exceptions, soch as Starrlard
Fonn 1100 fonnal or infonnal, am
related corresjX>rrt!n:e.

l)(E() (;erera1 Fund Files

lEcords re1ati ng to avail abil i W,
collection, eusto<t1 and deIX>sit of
furns iocluding appropriation
warrants and certificates of dejX>sit
(s:- 215), other than those records
co~red lrf ltens 35010, ~O, 35100,
and 15150 of this SctEdJle.

35())() h:coonting Adninistrati~ Files

Con'esporrleoce, reports am data
relating to wocrer preparation,
adnini strati~ audit, am other
accoonting and diswrsing oJ:erations.

OJt off at ern of FY
in whidl ~nt is made.
Hold files for 3 years or
audit, whicre~r is
earl ier;then transfer to
A. I.D./W. ~stroy 10
yrs. after final pqyrrent.

~s'trqf 1 year after
exception has reen
reported as cleared lrf
00. (ffiS 6/2)

~str'qf \'ken 3 years old.
(ffiS 6/4)

~stroy \'ken 3 years old.
(ffiS 6/5)

•

•

•

•
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35070

Personrel 3Jrew Borl:I Files

a) Official copies of 1te 0000 aOO
attacred po;.ers of attorrey.

(l) Borl:Is purchased oofore
Jaruary 1, 1956.

~strqy 15 years after
0000 OOcares inoctive.
(GRS 6/6)

(2) Bonds ~rchased after
[);carrer 31, 1955.

35000 b. O1:tEr 0000 files, iocludil1J o1:ll!r
copies of oonds aOO related
p~rs.

EXPENDIlrnE JlCCOJNTUG RECOODS

351 00 E>q:eOOi1lJres Accounti~ (?erera1
Correspon:tence ard SJ oct Files

Corresporrleoce aOO subject files
maintaired Iy oJErating units
respoosi ble for exJEOOi1lJres
accounting, JErtaining to 1teir
internal oJErations am arnrinis
tration.

35110 (?ereral Accounting L~rs

(£rera1 accounts 1edgers, stl1t'li ng
d:bit and credit entries, aOO
reflecting exJEndi1lJres in SlllTJ1c1ry.

~stroy 15 years after 1te
eOO of 1:Il! 0000 praniun
JEriod. (ffiS 6/6)

~stroy \\ten 0000 OOcllTES
inacti~ or after 1te eOO
of 1te 0000 premiun
JEriod. (ffiS 6/6)

~strqy \'GEn 2 years old.
(ffiS 7/l )

~strqy 6 years 3 IOOt1ths
after the close of 1te FY
invol~d. (GRS 7/2)
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•
35120 Appropriation A1101mmt Files

A110'brent records slnii ng status of
01>1 igations am a1101Jll:!nts urxer ecril
autOOrized appropriation.

Expemiture h::coonting Posting am
Control Files

fEcords used as posti rig am control
rredia, subsidiary to the ~rera1 am
a11o'brent ledgers, and rot e1sentere
co\ered in this ~tEdJ1e.

3513) a) Original records

35140 b) Copies

PAYRCl.LHG JW PAY AIJ.1INISTAATION ~C(R)S

35150 IndividJal h::counts Files

IndividJa1 earning am service cards,
such as Q:>tiona1 Fonn 1127 or eqJiva
lent.

35160 Pqyro11 Correspon:1eoce Files

Qarera1 correspon:1eoce files main
taired I?f pcyrol1 units pertaining
to pcyro11 preparation and processi ng.

~strcrf 6 years 3 roonths
after the close of the FY
'irNo1 \ed. (GRS 7/3)

~strcrf W'en 3 years old.
(GRS 7/4)

~strcrf W'en 2 years old.
(GRS 7/4)

Transfer to W~ St. Louis
records on separated
E!11>1~ees \man vol lire of
records reoctEs 1 cubic
foot. ~strcrf 56 years
after the date of the
1ast entry on the card.
(GRS 7/l)

~strcrf W'en 2 years
01 d. (GRS 2/l)

•

•

•

•
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TillE arxf Atterx:lan::e RefXlrts Files

a) Fonns such as Optional Form
113:>, AID 7-141, AID 760-10
or eq,Jiva1ent.

35170

35100

(l) P~ro11 preparation arxf pro
cessing copies.

(2) All otrer copies.

LealA:! Jlw1ication Files

Application for LealA:!, 9= 71 or eq,Ji
valent and supJX)rti119 ~rs relating
to reQJests for and approval of taki 119
leave.

!:estray after G,llD audi t
or wren 3 years 01 d, which
elA:!r is soarer. (GRS 2/2)

!:estl"qf 6 I1Dnths after tre
em of tre MY periode
(ffiS 2/2)

35190 a) If tre tillE card has lEen
initialed ~ tre E!Jll1oyee.

35200 b) If tre tillE card has rot lEen
initialed ~ tre arp1oyee.

LealA:! record cards such as a: 11 'J1
or eQJiva1ent maintaired separately
fran Perl an:! earrri 119s records, and
a: 113:> wren used as a 1ealA:! record.

35210 a) P~ or fiscal copies.

35220 b) Otrer copies.

!:estray at tre em of tre
~ jEriod. (ffiS 2/8)

!:estray after G,llD audi t
or wren 3 years 01 d,
WTichelA:!r is soarer.
(ffiS 2/8)

!:estray \tiEn 3 years old.
(ffiS 219)

!:estray 3 IOOflths after tre
end of the jEriod co~red.

(ffiS 219)
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Leave Data Files

1Ec0rds of leave data, soch as
Sf 1150, prepared except as ooted
in tre Feooral Personrel Marnal,
293-A-3.

•

•35230 a) Origina1 copy of Sf 1150.

35240 b) All otrer copies.

Notification of Personrel Action Files

32250 Copies of Sf 50 or eCJ.Iivalent, oot
filed in tre Official Personrel Folcer.

35260 Budget Authorization Refererce Files

Copies of txJdget autJDrization in
QJErating p'ftYOll units used to
control ~rsonrel ceilirgs and per
sonrel actions.

P~roll Files

M3n0randun copies of p~lls, check
lists, and related certification sreets,
such as: Sf lm3l\, Sf 1128A or eCJ.Iiva
lents.

35270 a) If eamirg record card is
rnai ntai red.

File on rig,t of official
~rsonrel foloor. (ffiS 2/1 0)

Des~ \'ken 3 years old.
(GRS 2/10)

Des~ \'ken related~
records are audited I?f rJlD
or \'ken 3 years old,
\'iIicrever is soarer.
(GRS 2/11 )

Des~ \'ken su~rse<Ed.

(ffiS 2/12)

Des~ after (;ll,() audit or
\'ken 3 years 01 d,
Wlicrever is soarer.
(GRS 2/13)

•

•

•
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35280 b) If earning record card is
rot rnai ntai red.

35290 Pqyroll Control Files

Pqyroll control registers.

Pqyroll Changes Files

Pqyroll cha~ sl ips, exclusi~

of tOOse of tte CPF, such as
g; 1126.

35D) a) Copy used in (;aD audit.

35310 b) DisllJrsirg officer copy used
in prepari ng ch;cks.

35320 c) All otter copies.

Fiscal Screcilles Files

M3r0rarrlJn copies of fiscal
sctEcilles used in tte pqyroll
process.

35m a) Copy used in (;aD audi t.

35340 b) All otter copies.

~s~ \'ken 10 years old.
(ffiS 2/13)

~s~ after (;aD audit or
\\4'En 3 years 01 d,
W1icre~r is soorer.
(ffiS 2/14)

~s~ \'ken related pw
records are audited 1lI (;aD

or~n 3 years old,
W1ictE~r is soarer.
(GRS 2/15)

Destroy after preparation
of creek. (GRS 2/15)

Destroy 1 I11mth after tte
errl of tte pqy period.
(ffiS 2/15)

Destroy after (;aD audit
or ~n 3 years old,
W1iche~r is soorer.
(ffiS 2/16)

Destroy 1 month after tte
end of tte pqy period.
(GRS 2/16)
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Adninistrative Pqyroll ReJX)rt
Files

Ieports, statistics, with supporting
and related records, rertaining to
pqyroll orerations arrl PCfl adninis
tration.

•

•
35350 a) Reports arrl data used for

\\Orkload and rersonrel
managerent purJX>Ses.

35360 b) All otrer reports arrl data.

Tax Files

35370 a) Wi1th:>lding tax exerption
certificates, soch as IRS Fonn
W-4, arrl simil ar state tax
exE!11>tion fonns.

35l3O b) Ietums on irmre taxes such
as IRS Fonn W-2.

35:D0 c) Peports of wi tlte1d Fe<Era1
taxes, soch as IRS Fonn W-3
with related p~rs, iocluding
reJX)rts re1ati ng to iocare arrl
social securiW taxes.

Retirarent Files

35400 a) Peports arrl registers

Reports, registers or otrer
control c:Iocurents, arrl otrer
records relating to retirerent
such as g; 2fJJ1 or eqJivalent.

~s~ wren 2 years old.
(ffiS 2/17)

~s~ wren 3 years old.
(GRS 2/17)

~s~ 4 years after fonn
is surersecEd or obsolete.
(GRS 2/18)

~s~ wren 4 years old.
(ffiS 2/18)

~s~ wren 4 years 01 d.
(ffiS 2/18)

~stroy wren 3 years old.
(ffiS 2/21)

•

•

•
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35410 b) Assistance Files

/

Corresporxleoce, I1BOOraooa,
arruiw estimates, aoo o1:ll:!r
records used to assi st retiri ng
arp10yees or surviwrs claim
insuraoce or retirarent rerefits.

~strw wren 1 year old.
(ffiS 2/21)
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MJTCR VEHICLE tWNTEtWl:E At{) CPERATION ~coms

•

36010 t1>tor Vehicle Corresponlence Files

Correspcnlence in 'l:tE o~rati ng un; t
reslXlnsib1e for maintenan:e am orer
tion of motor vehicles rot o'l:tErwise
co~red in this part of the ~redJ1e.

fvt>tor Vehicle OJ;erating am Maintenance
Files

1191 MJ. lE~IPTI(}J a= RECOOS AlJTOOUZED DIg>QSITI(}J

Cut off fi1 e at em of
FY• ~stmy wren 2 years
old. (GRS 10/1 )

•
~O a) Orerating records including tlnse Destroy wten 3 months old.

relating to gas am oil conslllTption, (ffiS 10/2)
dispatching, am scredJling. •36030 b) Ma"intenance records, including tlnse Destroy wten 1 year old.
relating to service am repair. (ffiS 10/2)

36040 fvt>tor Vehicle Cost Files

t1>tor vehicle ledger am \>tOri< sreets Destroy 3 years after
providing cost am ex~nse data. discontiflJan:e of 1edg:r

or date of \>tOri< sreet.
(ffiS 10/3)

36(1)0 tvbtor Vehicle kcicents Files

1Ec0rds relating to motor vehicle Destroy 6 years after case •accicents, maintaired ly translXlrta- is closed.
tion offices. (GRS 10/5)

•
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3600) Irx:lividJal f>1otor Vehicle Files

/

Case files on in:!ivic1Jal vehicles
inc1udi ng lxlt not 1imited to Fonn Am
5-197 M:ltor Vehicle rEcord an:! re
cords relating to transfer, sale,
cbnation or exchange of vehicles.

~stroy 4 years after
vehicle 1eaves Mission
custoc\Y. (GRS 10/6)
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Personrel Files

a) Official Personrel FolcErs

(l) Foreign service National
Bnployees

IlFJt1 t.J). IE~IPTI(}J (F REC(R)S

(2) Foreign National
Contract E!qlloyees

(a) ~n 00 separate
controct file is
rraintaired el~re.

(b) wten separate
contract file is
maintairEd elS8'kEre.

(3) Arerican Fanily ~rs
in F~/AFM cEsignated
positions.

AUllDUZED DI~ITI(}J

~ti re to PERMiT/RRIP,
Dept. of State, Wash.,
D.C., 1 year after date
of E!Tplqyee separation.

Des~ 6 years 3 months
after tennination of
contract.

Destroy 1 year after
tenni nation of contract.

Transfer folcEr to tre
National Personrel Records
Center, St. Louis,
Missouri :D dqys after
separation. M>~ will
cEst~ 75 yrs. after
birth date of all>1crtee.
(60 years after tre date
of earl iest cb:urent in
the folcEr if tre date of
bi rth canoot be
ascertai rEd) or 5 years
after separation,
W1ic~\er is later.

•

•

•

•
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/ rl<EO

rlWO

b) Uoofficial Personrel FolcErs

(1) U.S. Direct Hine
Eri1J1qyees

a) Transferred to
another U.S.A.r.D.

b) Transferred to A.r.D.M.

c) Separated at post.

(2) U.S. Contract(or)
Eri1Jloyees

Position Classification Files

Transfer file imre<1iately
to the rew JDst.

Des'trqf 1 year after
cEpartune of E!l1J1cyee.

Des'trqf 1 yr after separa
tion of E!l1Jlcyee.

Des1:rqy 1 year after tenn
ination of controct or
cEpartune of all>1qyee,
\'thicte\er is soarer.

37000 a) Position Classification
Starxlards Files.

Standards and GuicElires used
to classify or evaluate
~i tion wi t1Ti n the ~ocy.

rlloo b) Posi tion Deseri ptions.

Files cEscri bi ng establi stEd
postions iocluding infor
mation on title, series,
gracE, duties and nesponsi
bil ities.

Destrw \'ken supersecEd or
obsolete. (ffiS 1/l)

Des'trqf 5 years after
JDsi tion is alx>li sted or
reseri ption supersecEd.
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'5l110 c) SJrvey Files. ~str'qf 3 years after
survey.

Classification SJrvey
ReJX)rts. SJrvey reJX)rts on •varioos poi tiens prepared by
classification specialists,
inc1udi~ ~riodic reports.

'5l120 d) ApJ:ea1s Files ~str'qf 3 years after case
is closed.

Case files re1ati~ to classi-
fication ap~a1s.

8tp1qfee JWards Files

37130 . a) Case files inc1udi~ ~str'qf 2 years after •recanren:tations, appro\€d approval or eli sapprova1•
rxminatiens, nanoran:ta, (GRS 1/12).
corresJX)rxEoce, reJX)rts and
related han:tlx>oks ~rtaining

to A~rr:y sJX)nsored cash and
ron-cash a\\6rds such as
incenti \€ Cl\\6rds, wi thi n grad:!
rrerit irx:reases, suggestions
and outstanding ~rfonnaoce.

'5l14O b) Corresporrlence or I1l3l1Oranda ~str'qf \'ken 2 years old. •~rtaini~ to a\\6rds fran
otter ~\€mnent ageocies or
pri vate organizations.

•



/
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37150 c) Lergth of Service Files.

Records i oc1udi ng corresJX>n
d=nce, I1BOOrarxla, reports,
CCJIllutations of service arxl
1i st of a\\ercEes.

37160 d) Letters of Carrrerrlation am
Appreciation.

Copies of 1etters recognizi ng
1ergth of service and retire
rrent, letters of appreciation,
carrrerxiations for jErfonnarce,
EXCLLDIt£ copies filed in tte
CFFICIAL Personre1 Fo1d=r.

37170 Iocenti\e JWards Prog'tIJ1 Reports

ReJX>rts jErtaini ng to tte ojEra-
tion of tte Iocenti\e JWards Prog-tIJ1.

j/100 Notifications Of Personre1 ktions

Starrlard Form 50 cb:l.Jrenting initial
aJ1l1oj1lEnt, praootions, transfers
in or out, separations, am all otter
imivid.Ja1 jErsonre1 actions,exc1usi\e
of tlnse in Official Personre1 Fo1d=rs.

Personre1 OjErations Statistical
IEports

Statistical reports in tte ojErating
jErsonre1 office relating to jErsonre1.

j/190 a ) fvbnth errl reports

37200 b) Ca1errlar year errl arxl fiscal
year end reJX>rt5.

~stroy \'ken 1 year old.

~stroy wren 2 years old.

~stroy wren 3 years old.
(GRS 1/13)

~stroy \'ken 1 year old

~stroy \'ken 2 years old.
(GRS 1/16)

IRstroy \'ken 10 years old.
(GRS 1/16)
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•
Correspm:1ence am Fonns Files

Qrerating \Ersonrel office records
relating to imividJal E!J1)lcyees not
llBintaired in Official Personrel
Foloors am not provicEd for else
\'h:!re in this S;tEdJl e.

37210 a) Corresporrlence am fonns relating
to \Ending \Ersonrel actions.

37220 b) All otrer corresporrlence am
fonns.

37230 EQJal Enpl~nt OWOrtuniW Records

Copies of C01l>laint case Files:
dJpl icate case files or <:I<x:urents
pertaining to cases retaired
in Official Discrimination Call1laint
Case Files.

Destr'cb' \\ten action is
callllete. (ffiS 1/17)

Destr'cb' \\ten 6 IOOI1ths old.
(ffiS 1/17)

[):!str'cb' 1 year after
resol ution of case. (ffiS
l/2fJJ )

•

•
37240

37250

Training Records (A.I.D. Enplcyees)

a) Training Aids.

(l) Ore copy of each marua1,
syllaws, textbod<, and
ottEr training aid oov
eloped for Agenqy-specific
training.

(2) TrainillJ materials ooIRloped
for adninistrati'w\:! or fcr::ilitati'w\:!
subjects.

Pennarent.
Transfer as \Er Itan
3103)

Destr'qf \\ten obsolete or
sUJErsecEd.

•

•
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37260

37370

b) rereral file of ~rr:;y spoil
sored trai ni ng:

(l) Correspcn1erx:e, nanorama,
agrearents, alIl:tl>rizations,
reports, reQJi rarent revierlS,
plans, am objecti\es rela
ting 1:0 tre establ i shrent
am ojEration of training
courses am confereoces.

(2) Backgroum am \'tOri< ~rs.

DeStroy \'A'En 5 years 01 d.

Destrq{ \'A'En 3 yrs. old.

/

37300 c) En1Jloyee Training.

Correspcn1eoce, naoorama, reports am
otter records relating to tre availability
of training am arplq{ee participation in
trai ni ng prograns sJX>nsored ~ otrer
go\emnent a~ocies or ooll-go\emnent
institutions.

37~0 d) Course Anrouncerent Files.

Jefererx:e file of paJ1f11ets, ootices, catalogs
am otrer records which provioo infonnation
on coorses or prograns offered I:?f go\emnent
or oon-~\ernrent organizations.

Grievaoce, Disciplinary am Ad\erse ktion Files

37400 a) Grievaoce, ~als Files (5 CFR nl).

Records originating in tre revi~ of grievan:e
am a~als raised I:?f a~n:y arplq{ees, except
EEO crnplaints.

DeStroy \\tEn 5 yrs. old or
wren slJlErse<Ed or obso
lete, WTiche\er is soarer.

Destrq{ \\tEn superseOOd or
obsolete.

Destroy 3 yrs. afb:!r case
is closed.
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b) A~rse ktioo Files (5 CFR 752).

Ad\erse files and related ra:ords created in
reviool'9 an ad\erse actioo (disciplinary or
ron-disciplinary raroval, slJsJl!nsion, absent
witOOut official lea\e, reckx:tion-in-fon:e)
against an alllloyee.

•

•

:rI440 b) Foreign service national alllloyees.

Fonns, reports, correspoo1eoce, am related
rredical and in\estigatory ra:ords relatil'9
to on-1te-job irtiuries, \\tetter or rot a
claim for c~nsation WiS made.

:rI430 a) U.S. citizen direct hire el1llcyees.

:rI4l0

:rI420

(l) U.S. Citizen direct-4lire el1llcyees.

(2) All otter alllloyees.

Personal Irtiury Files

Fon-.ard tmterial to
A.I.D./W MjR.1/00 for
fil i 1'9.

~stroy 4 yrs. after case
is closed.

Fon-.ard rraterial to
A. I.D./W WR~/OO for
fil i 1'9.

File in Official Persorrel
folcer.

•

•

•
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PROCLlRE1v£NT J1ID SPPLY RECOOS

ITEM NO. IEs:RIPTION (F RECrnoS AUTHORIZED DI9>OSITION

IDO l?erera1 CorresJX>rxEn:e Files

Correspordeoce files of ~rating

procurarent units con:eming internal
~rati on am adlli ni stration matters
not co-.ered e1seN1l:!re in this s::redJ1e.

Rootire Procurarent Files

Contract, YeQJisition, purchase
oreer, 1ease, am bam and surew
records, in:1udi ng corresJX>rxEn:e
an1 related parers j:ertaining to
aWlrd, actninistration, receipt,
insJ):!Ction am PCfy1TEnt (ottEr
than tlx>se co-.ered in Itsn 300l0 aoo-.e).

a) Procurarent or purchase or-
ganization copy, and related
parers.

lID20 (1) Transactions of IOOre than
$25,cro.

(2) Transactions of $25,cro or
less.

30040 b) <b1igation copy.

Cut off file at em of
fi seal year. ~stroy wren
2 years old. (GRS 3/3)

~stny 6 years am 3
mnths after final
pqyIIEnt. (GRS 3/4)

~stroy 3years after
pqyIIEnt. (GRS 3/4)

~stroy wren funds are
ob1 igated. (GRS 3/4)
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•
30050 c) Ot:J'er copies of re:::ords al:x>~ ~stroy uJX)n tennination

used ~ caq>orent e1arents of or c011J1etion of
an office for adninistrati~ procurarent oction.
purposes. (GRS 3/4)

•SJpp1y r,1anagarent Files

Files of reports on supply reqJirarents and
procurarent matters subnitted for supply
nanagerent plJl1X>Ses (otrer than trose
irx:orporated in case files or otter files
of a gerera1 nature).

3800) a) Copies recei'ted fran otter units ~str'qf \\ten 2 yrs. old.
for 'internal IlJrposes for trans- (ffiS 3/5)
mission to staff agen::ies.

38070 b) Copies in otter reporting units and ~str'qf \\ten 1 yr. 01 d. •related Wlr!< pelIErs. (ffiS 3/5)

Solicited and Unsolicited Bids and Proposals Files

:BID a) SoccessfU1 bids on proJX)sa1s. ~stroy with related
contract case files (see
ltens 3ffro tlm.l 38B)).
(GRS 3/6)

b) UnsoccessfU1 bids and ProlXlsa1s.

l3ffi0 (1) wren filed separately fran contract ~stn:rf wi th related •case files. controct wren ccnp1eted.
(GRS 3/6)

38100 (2) ~JtEn filed with controct case file. ~stroy with related
contract case files (see
ltens 3ffro thru 300>0).
(GRS 3/6)

•
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/

/

/

ReprodLx:tion am Di stri rotion Files

Ib:ords relating to reqJisitions for printing
am all sUPJ))rting ~rs.

33110 a) Printing procurerent unit colt/ of
reqJisition, invoice, sJEifications
am related p~rs.

33120 b) kcoonting com' of reqJisition.

33130 Non~rsonal RegJsition File

IeqJisitions for non~rsonal services, such
as dupl icating, laurtlry, binding, and o't:I'Er
services (exclUding records associated with
accountable officers I accounts, Chapter li,
ltans 35mO, ~O).

EqJipmnt and Suwlies IeqJisition File

IeqJisition for supplies and eqJiprent fa'
current office use.

33140 a) Stxx:kroan c0lt/.

33150 b) All o't:I'Er copies.

33160 Uniqre Procurerent Files

Procurerent files (as in ltans l302O
thru 300j()) docUTenting the initiation
am cE~1oprent of transactions that
cEviate fran established procedures
with res~t 1D gereral Agercy
~rarent prograns.

~s1:rqt 3 yrs. after can
pletion or call:ellation
of reqJisition. (GRS 3f/)

~stroy 3 yrs. after
~riod co~red ~ related
account. (ffiS 3f/)

~s1:rqt \'iEn 1 yr. old.
(ffiS 3/8)

~s1:rqt 2 yrs. after can
pletion or call:ellation of
reqJisition. (GRS 319)

~strq,t 6 IlDnths after
reqJisition is filled.
(ffiS 319)

~m report of files
holdings to M/$lM>ft>~.

(GRS 3/1)



Pa!J! ~. Effectiw Date Trans. rtDo. ~.

68-42 oc:toI:Er 1, 1987 21-II:l AIOIWIBXJ( 21, Pt.II

QWllffi ~

PfO'ERlY RECOOS

•
HEM ~.

~mo PropertY Disposal Corresporrleoce Files

Corresp<nfeoce files l1l:1intaired by units respoo
sible for proper1:¥ disJDsal, pertaining to treir
operation arrl adTrinistration, arrl rot otrerwise
proviced for.

l}Q20 Non-€xperrlable Personal PropertY Reports

Excess PropertY Case Files

Case files on sales or cbnation of personal
propertY, OOIlJri si ng imi tations, bids ,
acceptan:e, lists of I1l:1terials, evicen:e of sales
or transfer, arrl related corresporrlerx:e.

l}03Q a) Transactions after July 25, 1974, of IOOre
than $10,<xx>; arrl transactions refore
July 26, 1974, of IOOre than $2,500.00

~040 b) Transactions after July 25, 1974, of
$lO,<XXl or less; arrl transactions refore
July 26, 1974, of $2,500 or less.

~n-experrlable Personal Properw Files

Corresporrlence, reports arrl o1ter records on
sales or cbnation of r-1ission properw not co\A:!red
elsewrere in this screckJle.

AtmDRIZED DI9'OSITIrn

r:es1:rqf wren 2 yrs. old.
(ffiS 4/4)

r:eS1:rqf wren 3 yrs. old.
(ffiS 4/5)

Cut off file wren all
actions are carpleted.
r:estlW 6 yrs. after
cutoff. (GRS 4/6)

Cut off file wren all
actions are cQ1l)leted.
r:estray 3 yrs. after
cutoff. (GRS 4/6)

•

•

•

•
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l}050 a) Files ~rtaining to tre donation of U.S.
CJ.'JI'ed ~rsonal pro~r1¥ urrer Section 6fJ1
of tre Foreign Assistaoce kt of 1961, as
arerrl!d.

Pro~r1¥ Inventory Fil es

l}06Q a) Inventory lists.

l}070 b) Inventory cards.

l}(B) Building ~rvices Files

Copies of \'tOri< orci!ys and related
records on \\Or!< cbre ~rtaining to
repairs and up<eep of U.S.A.1.D. pro
~rw, eqJiprent and focilities.

l}OOO Housi FJ9 Fumishi ng kcountabil i W
Files

Listings of Hans of fumi ture
and applian:es assigred to individual
staff housi ng for which accounta
biliW is establistEd.

Cut off file ~n all
octions are c<Jlllleted.
~strqj 6 yrs. after
cutoff.

~strqj 2 yrs. fran date
of list. (ffiS 3/10)

~strqj 2 yrs. after dis
continuan:e of i tan or 2
years after stock balaoce
is transferred to rew
card or recorci!d urrl!r a
I'B'l classification, or 2
years after eqJiprent is
nenoved fran U.S.A.I.D.
control.

~strq{ 3 fiscal years
follcwing close of FY in
\..mch \I«lri< is done.

~strq{ 3 fiscal years
after cl ose of FY in
which inventory i s su~r

sedad.
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•
1)100 Leases

Acini ni strati \€ copies of cb:lI1Ents
on leased txxJsillJ aoo otter pro~rties

AID-o.-.red Real Pro~rt;y Records

1)110 a) All original records ~rtainillJ

to real pro~rty acqJisitions.

:B120 b) Copies of real propert;y aCqJisi-
tion dOClllEnts.

Des1:rqf 3 fiscal years
fall cwi IlJ close of FY
in which (a) lease
tennination lapse or
caocellation occurs, or
(b) litigation is
concluOOd, whiche\er is
later.

~rrl to SERMS/CJ1ft)Rw1,
WashiDJton.

Ietain cop,y at Mission
until pro~rty is disJX)sed
of, tten transfer to
~MSJU~/(R.1, WashiDJton•

•

•

•

•
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/

Frei91t Files

1Ec0rds re1ati ng to freig,t consi sti ng of eXjXrt
certificates, transit certificates, OOrurrage
cards, record books, shi ppi ng cbcurents perti rl;!nt
to freight classification, ITB'OOrarrl.m copies of
Govemnent or c01TlI!n::ial bills of lading, stnrtag.:!
and OOrurrage rejXlrts am all sUPjXlrti ng docllients ,
including records relating to the shiprent of
household gx>ds.

40010 a) Issuing office J1l3'OOramun copies other than
those icEntified "in 40040 balCM.

~O b) All other copies.

4O(3) c) Regi sters and control records other than tlnse
icEntified in 40040 tE10i1.

40040 d) Records, iocluding registers and control
records, on international shiprents of
household g:x>ds rooved ~ freight fOr\\arcErs.

40050 e) Case files (~ 6Jl>lcyee nare) cbcurenting
the various shipTents (If-IE, UllB, PfN, etc.)
of personal effects while the irrtivicilal is
assigrI!d to jXlst. IoclucES final departure
shiprent.

~str'qf 3 yrs. after the
period of the axount.
(GRS 9/1 )

~stroy wren 1 year old.
(GRS 9/1 )

~stroy wren 3 yrs. old.
(GRS 9/1 )

~stroy 6 yrs. after the
periad of the account.
(ffiS 9/1)

Close fil e \'kEn all
actions, JXf>1Tents am
cl aims reen settled
follCMing final shipTent.
~str'qf 6 yrs. after
closing. (ffiS 9/1)
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40060 Lost or Danaged 9liprents Files

Sdedules of valuables shi~d, corresporrlence, ~s1:rqf \\ten 3 yrs. old.
I1BOOrarxta, rejX)rts, arxt other records relating to (ffiS 9/2)

•the adninistration of the Go~mnent Losses in
9liprent J!ct.

Passenger Transportation Files

~t:m>rall1m copies of voocrers (g:- 11131\), TTBJDrall1m
alpies of transportation reqJests (g:- 11W), or
eq..aivalent, tra~l alIl:OOrizations, transjX)ration
req,Jest registers, arxt all supporting Paj):!rs.

40070 a) Tra~l adninistrati~ office files. ~stroy wtEn 3 yrs. old.
(GRS 9/3)

tUm) b) Cbl igation copies. ~stroy wtEn funds are •obligated. (GRS 9/3)

4aB0 c) Nare Files - Case files which docllJEnt Close files wten all
reinbJrsarents to arxt on rehalf of the action, pcrymants, arxt
i rxti vidual all>1eyee. claims ha~ teen settled

fo11 C7t'Ii ng arp1eyee IS

cEparture fran jX)st or
tennination of arpl~nt.
~strq{ 6 yrs. after
closing. (GRS 9/3)

Passe¥r ReimllJrsarent Files •1Ec0rds relating to reinbJrsing
voocrers, transjX)rtation req.Jests,
hotel reservations, arxt all supporting
pa~rs, docllJEnting official tra~l

trI officers, arplcrtees, cE~rrlents,

or others alIl:OOrized trI1aw to tra~l.

40100 a) Tra~l adninistrati~ office files. ~strQY \\ten 3 years old.

40110 b) Cbl igation copies. ~stroy wtEn funds are
obligated.

•
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Chapter 40 lAAVEL mJ TRANS>ORTATION REClRlS

40120 c) Na1E Files - case files which docurent
reintltrsarents to aoo on rehalf of tre
i ndi vidJa1 E!llJ1oyee.

rernra1 Tra~l aoo TransjX>ration Files

40130 a) Corresp<n1ence, fonns aoo related records
~rtaining to ~ocy tra~l and transjX>rtation
functions, rot co~red e1sewrere in this
~redJ1e.

40140 b) Accountability records.

40150 Foreign Country Custans Records

1Ec0rds relating to custans activities in foreign
JX)rts on all "iOCOlring aoo outgo"ing A.I.D. shijlTents
of goods. Inc1ucES all corresp<n1ence fonns aoo
reJX)rts.

Close files wren all
action, pqyrrents, aoo
claims ha~ reen settled
fo11 Oin ng eJ1>1C&'ee t s
cEparture fran jX>st or
termination of arp1<?1J1Ent.
~strqj 6 years after
closing.

Destroy wren 2 yrs. old.
(ffiS 9/5)

Destroy 1 yr. after all
entries are cleared.
(GRS 9/5)

Cut off anrua11y tre files
on all cleared shijlTents.
Destroy 3 yrs after cut
off.
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INDEX

RECORDS DISPOSITION SCHEDULE - U.S.A.I.D.

PAGE NO. IN
APP. 6B

-A-

./

/

Accidents t Report
Employees fil es
Veh icl es fil es

Accountable Officer Files

Accountability Records Files

Accounting Administrative Files

Accounti ng Files
Posting
General Ledgers

Admi ni strati ve l~anagement Files
Conferences t Meetings and Seminars
Di recti ves
Payroll Reports
Project Control
Publ ications
Office SUbject Files
Records Holdings Files
Records Management Files
Supply Management Files
Travel
Work i ng Papers

Adverse Action Files (see Grievance)

Allotment Files (see Appropriation)

Announcement Course Files

38
30

20

47

22

24
23

2
13
27
14
13
1

14
19
40
46
14

37
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PAGE NO. IN
APP. 6B

Annual Budget SulJnission Files
Appeals (see Grievance)

Applications for:
Leave 25 •Postal Registration and Certificates 17

Appopriation Allotment 24

Assistance Files 29

Audit Files
General Accounting Office, Exceptions 22
Inspections and Investigations 15
Internal and Regional 15
Site audit records 20

Authorization •Budget 26
Disposal 16

Awards Files
Employees 34
Incentive 35

-B-

Backgound Files
Work Paper Files 37

•Complaint Case Files 36

Bids, Solicited and Unsolicited 40

Bills of Lading, Commercial 45

•
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PAGE NO. IN
APP. 6B

j

J
/

Budget Records Files
Apportionment Files
Correspondence Files
Records Files
Reports Files

-C-

Cable Files

Cargo Files, Distressed

Centralized or Decentralized Files

Chronological Files

Classification Standards Files, Position

Commendation, Letters of Appreciation

Communication and Records (see Records Management)

Conferences, Meetings and Seminar Files

Contracts Fil es

Correspondence Files
Forms Fil es
General Fil es
Motor Vehi cl es
Payroll
Subject

Country Development Strategy Statement (CDSS)

Country Fil es

Customs Records, Foreign Country

16
16
16
16

2

8

1

2

33

35

2

39

36
1

30
24
24

6

2

47
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PAGE NO. IN
APP. 6B

•
-D-

Damage, Loss Reports

Decentralized Files (see General Correspondence)

Delivery (see Mail Service)

Development
Country Development Strategy
Housi ng, Urban

Directives Files

Di sci pl i nary (see Grievance)

Disposal (see Property Correspondence)

Distressed Cargo Files

-E-

Employee
Awards Files
Contractual
Foreign Service and Nationals
Length of Service
Letters of Commendation, Appreciation
Training

End Use Reporting

Equal Employment Opportunity Records

Evaluation (see Implementation)

8

6
11

13

8

34
32
32
35
35
37

8

36

•

•

•

•
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PAGE NO. IN
APP. 6B

Exceptions (see Application of Schedules)

J

Excess
Personal Property Files
Personal Property Reports
Property Fi 1es
Property Case Files

Expenditures Accounting Posting
Control Files
General Correspondence and Subject

-F-

Famine Relief and Other Assistance

Files, General

Financial (CIP) Files

Fiscal Schedules Files

Foreign Country Cust~ns Records

Foreign Service Employees, Nationals

Forms, Correspondence

Freight Files

-G- -H- -1-

General Accounting Office Exception Files

General Fi1 es
Centralized or Decentralized
Correspondence Files
Ledgers, Accounting
Fund
Travel and Transportation

42
42

8
42

24
23

9

9

7

24

47

32

36

45

22

9
1

39
23
22
46
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PAGE NO. IN
APP. 6B

•
Government Bills of Lading

Grant Agreements Files

Grievance, Disciplinary Adverse Action

Holdings, Records Files

Housing and Urban Development Projects

Incentive Awards Program Reports

Individual
Accounts Files
Motor Vehicles Files

Injury, Personal

Implementation and Evaluation

Inventory Requisition

-J- -K- -L-

Leave
Application Files
Data Fi1 es
Records Files

Letters of Transmittal Files

Loan Agreements

Lost, Damaged Shipments Files

-M- -N- -0-

Mail and De1ivery'Service Control Files

45

4

37

14

11

35

24
31

38

10

41

25
26
25

3

4

46

17

•

•

•

•
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PAGE NO. IN
APP. 66

Messenger Service Files 17

Missi on Orders 13
) Motor Vehicles

Acci dent Fi 1es 30
Correspondence Files 30
Cost, Vehi cl e 30
Indi vi dual 31
Operating and Maintenance 30

Non-Pe rsona1 Re qu si ti on Fi1es 41

Non-Project (Program) Procurement Files 7

" Notices 13

Notification of Personnel Actions Files 35

Obl igati ons 16

Offi ci al-Quasi Notices 3

-P- -Q-

Participant Training Files 5

Passenger
Reimbursement Files 46
Transportation Files 46

Payroll
Administrative Files 27
Changes Fil es 27
Correspondence Files 24·
Control Fil es 26

Personal Injury Files 38
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PAGE NO. IN
APP. 6B

-R-

Readi ng Fil es 2

Records Management Communications 19
Mail and Delivery Serivce 17
Messenger Service 17
Postal Records 17
Records Hol di ngs 14

Reference Files 3

Regional Files
Audi t Reports 15
Inspecti on and Investigati ons 15
Technical Assistance Projects 12

Reimbursement (see Passenger)

Reports Fil es
Audit (Regional) 15
Budget 16
Damage/Loss 8
End Use 8
Excess Property 42
Incentive Awards Program 35
Inspections and Investigations 15
Progress 5
Records Holdings 14
Statistical 7
Time and Attendance 25

Routi ne Procurement Fil es 39
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PAGE NO. IN
APP. 6B

•
-S-

Seminar Files (see Conferences)

Solicited and Unsolicited Bids and Proposals

Staff Working Files

Standards, Position Classification
Commodity Import Program
Postage and Fees
Personal Operations

Strategy (see Country Development)

Subject Fil es
Administrative
Foreign Service Nationals
Personnel
Program

Supply Management Files

Supplies and Equipment (see Inventory)

Surveys, Classification

- T-

Tax Files

Technical Assistance Project Files

Time and Attendance Reports

Title I I, Vol untary Agency Program

Title III, Implementation and Evaluation

40

3

33
7

17
35

1
32
32
1

40

3

28

4

25

9

10

•

•

•

•
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PAGE NO. IN
APP. 6B

Training
Participants Files 5
Records (Employees) 36

Travel and Transportation
General 47

/ Passengers 46
Vouchers 22

Transitory Files 2

Transmittal Letters 3

-U- -V- -W-

Unique Procurement Files 41

/
, Urban Development (Housi ng) 11

Unsolicited Bids 40

Vehicles, Motor (see Motor Vehicles)

Voluntary Agency Programs 9

Vouchers
General 21
Transportation 22

Work Order Files 43

Working Papers Files 14

)
/
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INTRODUCTION
and

GUIDE

ELECTRONIC RECORDS DISPOSITION SCHEDULE

"The United States is in danger of losing its memory." So stated the
blue-ribbon group that produced the Report of the Committee on the Records of
Government (1985), referring to the fact that in the past the National
Archives, our nation's historical repository, has succeeded in collecting
paper records for future generations, but now finds the increasing number of
electronic records of possible historical value to be far more elusive to
capture. Even now, after 20 years of scheduling and accessing electronic and
ADP records, the National Archives has residing in storage only three thousand
reels of tape or .02 per cent of all electronic records created.

This Electronic Records Disposition Schedule for AID/Wand the Missions
represents one attempt to preserve valuable Government electronic records,
chronicling the affairs and operations of our Agency. These records may
reside on magnetic tape, optical or digital disks, diskettes, or electronic
equipment ranging from word processors to mainframe computers. As such, this
electronic records schedule complements the other two disposition schedules in
this Handbook--AID/W (App.6A) and USAID (App.6B)--which deal primarily with
the disposition of paper records.

The Electronic Records D)sposition Schedule stipulates specific time
frames for the retention, destruction, or preservation of particular record
groups. It is based on years of discussion and research into the nature of
AID's major ADP systems and some of the smaller PC systems that now abound.
The National Archives and Records Administration (NARA) , which oversees the
development of agency disposition schedules throughout the Government, worked
closely with AID's Records Management Branch to produce this final product.

This Schedule is divided into three main parts reflecting the general
categories of records found in most automated systems: 1.) Master Files 2.)
Processing Files employed to create or use the master files, and 3.) Docu
mentation that provides the information necessary for analyzing the data.

Most of the Schedule is devoted to major systems maintained by AID's
Office of Information Resources Management (M/SER/IRM) or, in many cases, by
the office "owning" the system (e.g. the Bureau for Food for Peace maintains
and operates the Food for Peace Title II System.)
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•But the first chapter in this Schedule (Chapter 45), marked "Systems
Common to Several or More Offices," covers files which are not associated with
any office in particular. These generic categories include such automated
files as case tracking files, lists of contractors, administrative
housekeeping files, mailing lists, and files of a similar nature. Care should
be taken to see that if they exist in one's office, the appropriate
disposition stipulated in this chapter is followed.

Major PC and mainframe systems dealing with the official program
function of the office can be found in the Table of Contents of this Schedule
by broad category (e.g. Financial Management Files, Science and Technology •
Files) which roughly approximate the major bureaus and offices of the Agency.

If your office has created and/or maintains a major program-related
electronic system that is not covered by this Schedule, please call the
Records Management Branch so that, in concert with all parties, a disposition
can be established.

Some records of importance, such as electronically stored drafts of
policy documents should be re-evaluated as changes are made. Substantive
updates to such electronic records may constitute new records while minor
changes probably do not.

Electronic records should be listed on the office's Files Plan just as
are paper records. If it is unclear from the Electronic Records Schedule
which item number or category applies to the records at hand, contact the
Records Management Branch, whose address and phone number are cited at the end
of this Introduction for guidance.

Because of the capacity of electronic systems to store vast quantities
of records virtually unnoticed in the system's memory, (as opposed to paper
records whose accumulations are very visible), the temptation with electronic
records is to forget to destroy them at the time of their authorized
destruction. Not only does this undermine the Agency's records management
program, but NARA warns that certain legal consequences may arise from such a
situation.

If the disposition for a file series is destruction, e.g. "Destroy when
1 year old," destroy the files in the manner appropriate to the medium, e.g.
deletion, writing over, throwing out. However, if the files contain
restricted or Security classified information, simple deletion of a disk or
diskette is not enough. Only by erasure or using a program which will
completely overwrite the data to be destroyed can the information be totally
eliminated.

•

•

•
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Conversely, there are various major systems in the Electronic Schedule
that have been designated as permanent, whose files are to be transferred for
historical preservation to the National Archives by specific dates. If
substantive portions of these systems are on disk or diskette, that portion
should be converted to either magnetic tape or paper to comply with NARA's
requirements.

Permanent electronic records (or a copy thereof) should be transferred
to the Archives as soon as the file has assumed its final form (i.e., with no
further alterations or additions), even though it may still be consulted or
otherwise used by the Agency. NARA will send back a copy of the tapes if
requested.

When the time comes to transfer these records, notify the Records
Management Branch, whose address and phone number are given below. The Branch
coordinates the transfer so that various NARA requirements such as forms
completion are met.

Likewise, if an electronic system is in the process of being designed or
developed, please contact Records Management so that recordkeeping
capabilities (indexing, disposition-marking) might be built into the system
from the beginning.

Record Management's address is: MS/MO/PA/RM, SA-14,
Rm. 1200B, Washington, D.C. 20523-1413. Phone: (703) 875-1749.
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ELECTRONIC RECORDS DISPOSITION SCHEDULE

PART I--MASTER FILES

CHAPTER 45
SYSTEMS COMMON TO SEVERAL OR MORE OFFICES

AUTHORIZED DISPOSITION

If record copy is main
tained in hard copy
form, destroy when
no longer needed. If
automated record is only
copy, destroy when 2 yrs.
old or when no longer
needed, whichever is sooner.

DESCRIPTION OF RECORDS

Housekeeping Files

These files include data processed on
systems maintained by operating offices
pertaining to administrative house
keeping processes rather than the
function for which the office
exists, such as travel, personnel,
procurement, fiscal accountability,
etc. These are primarily word proces
sing or PC files.

45020 Operational Year Budget (OYBl SYstem Files

ITEM NO.

45010
)

/

45030

These files contain budgetary data to
enable the office to monitor approved
project and other funding activity
during the operational year and
produce required periodic reports.

Case Tracking and/or Imolementation
Systems Fil es

These systems contain data on the management
and implementation of assistance projects
and other specific AID case activity such
as contracts, grants, audits, participant
training, individual personnel security,
etc. The systems provide the capability
of producing status and other reqUired
reports.

Destroy when 3 years old.

Destroy when it has been
determined that the
purpose has been served.
The record copy is main
tained in hard copy form.

/
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ITEM NO.

45040

45050

DESCRIPTION OF RECORDS

Client/Institutional Reference Files

These are systems which contain information
on individuals, companies, and institutions
to provide AID offices with data (capabili
ties, experience levels of interests, etc.)
that is useful in the conduct of the
Agency's business. Included are systems
which contain address and mailing lists,
list of contractors, etc.

Particioant Training Management System
.!.£ill

This system is used to provide data on
the AID funded participant training
program. The system includes the
information on direct AID programs,
and on third country training of
participants outside the u.S.

AUTHORIZED DISPOSITION

Maintain data on a current
basis, deleting information
that is superseded,
obsolete or is no longer
needed.

Destroy when it has been
determined that the
information is no longer
needed.

•

•

•

•

•
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CHAPTER 46
EQUAL OPPORTUNITY PROGRAM FILES

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

\

)

-\
)

/

46010 Equal Opportunity Program System

This system maintains the min-
ority classification of each
AID employee. This data,
combined with employee data
from the automated personnel
system (RAMPS), is used to produce
minority information reqUired by EOP
and Agency management. A series of
standard reports are produced which
provide: the current status of
employees by sex and minority
classification, by location, by
occupation, or by age group; a
comparative analysis of change in sex
and minority patterns; and, current
percentage relationships of sex and
minority employment.

Destroy when no longer
needed but in no case
retain longer than 75
years after birthdate
of employee.



Page No. Effective Date Trans. Memo. No.
6C-4 Jan. 22, 1990 21-11:10 AID HANDBOOK 21, Pt. II

CHAPTER 47
FINANICAL MANAGEMENT FILES •

47020 Allotment Accounting System

ITEM NO.

47010

47030

DESCRIPTION OF RECORDS

Accounts Receivable System

This system records basic data
from all bills for collection and
collection notices issued world
wide, arising from refund and
reimbursement activity, excluding
loan payments. It provides aging
analysis on outstanding bills and
summary data for posting to the
Accounts Receivable General Ledger
accounts.

This system records allotments,
obligations, advice of charge
and disbursements for AID/Washington
funded activities. Provides control
over accounting transactions processed
by AID/Washington in accordance with
legal requirements of the Anti
Deficiency Act and accounting
standards of the Government
Accounting Office. Produces monthly
Trial Balance, Allotment Ledger and
Project Ledger Reports, and feeds
summary information into the General
Ledger.

Cash Journal System

This system records cash receipts
and disbursements processed for
AID by U.S. Treasury Disbursing
Office in Washington, New York,
and through the Federal Reserve
Letter of Credit Procedure.
Monthly transactions are recon
ciled with the U.S. Treasury and
Allotment Ledger Accounts.
Monthly Statements of Transactions
(SF 224) are prepared for the U.S.
Treasury for New York, Washington,
and Federal Reserve Letter of Credit
transactions in accord with Treasury
Fiscal Requirements.

AUTHORIZED DISPOSITION

Destroy when 1 year old.
The record copy
is maintained in hard
copy form.

Destroy when 1 year old
The record copy
is maintained in hard
copy form.

Destroy when 1 year
old. The record copy
is maintained in hard
copy form.

•

•

•

•
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ITEM NO.

47040

47050

47060

DESCRIPTION OF RECORDS

Commodity Pipeline System

This system maintains importer
and commodity files and produces
two reports t the Supplier and
Importer listing and a Semi-annual
Source Supplier Report produced by
State of Production t large business t
small business and unclassified
business.

Country Financial Reportinq
System (CFRl

This system reports the financial
status for AID/Wand USAID (overseas)
allotments t obligations t and disburse
ment activities of funds provided for
the Agency's Foreign Assistance
program. System reports are designed
to show the financial activity per
taining to each recipient countrYt
in summary form.

Full Time Equivalency System (FTEl

This system provides an automated
means for the Agency to report its
full time equivalency work years to
OMB and OPM. OPM monitors the FTE
from agencies each month. OMB uses
the FTE as part of the budget formu
lation process. FTE information is
obtained biweekly from the payroll
systems and monthly from the overseas
missions via cable. Reports generated
monthly are: 1) Report of Full-time
Equivalent/Work-year Civilian Employ
ment (SF-113G) and 2) Internal reports
by Bureau t Office and Division.

AUTHORIZED DISPOSITION

Maintain current file
with necessary updates
every 6 months.

Destroy when 1 year
old. The record copy
is maintained in hard
copy form.

Destroy when 5 years
old.
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION •
47070 Funds Control System

This system maintains data on the Destroy when 3 years
availability and allotment of funds old.
for Agency appropriation accounts,
and the data to determine status
of Operational Year Budget to which
allotments are matched for fund
availability and conformity.

47080 General Ledger Accounting and •Reporting System (GLARS)

This system maintains the accounting Destroy when 6 years
and reporting status of all general old.
ledger loan accounts under the juris-
diction of the Agency.

47090 Host Country Reporting System

This system provides summary and Destroy when 6 years
detailed information pertaining to old.
those country contract and sub- •contracts over $100,000 with U.S.
firms. This information is embodied
in reports which can be produced
on-demand or as scheduled.

47100 Letter of Credit Support System
(LOCSS)

This system provides the ability Destroy when 6 years
to enter and monitor activity old.
related to letters of credit
issued by the agency worldwide.

•All letter of credit drawdown and
expenditures activity which affects
management decisions is collected
via interactive panels and presented
through on-line display or hardcopy
reports.

•
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ITEM NO.

47110

DESCRIPTION OF RECORDS

Loan Accounting and Information
System (LAIS)

AUTHORIZED DISPOSITION

This system maintains a data base
of accounting and implementation
information for each loan authorized.
Monetary data such as disbursements,
deobligations, interest payments, and
principal collections are maintained
in summary and detail.

47120 Management Operating Expenses
Budget System (MOB)

This system provides the Functional
and Object Class Schedules for each
AID organization responsible for
preparing operating expense budgets.
These schedules are tabulated by
overseas region, AID/Wand world-wide;
reports are generated displaying
statistical analyses of the budget
data. The sYstem also has built-in
capability to produce miscellaneous
reports to answer ad hoc questions.

Destroy when 6 years
old.

Destroy when 5 years
old.

47130 New American Payroll System (NAPS)

This system computes the pay for all
AID/Wand U.S. Nationals overseas
every two weeks. The system includes:
a personnel system interface; time
and attendance processing; pay compu
tations; production of check and bond
issuance files; and reports pertaining
to pay benefits, and taxes (e.g.,
withholdings and contributions to
health insurance, life insurance,
civil service retirement, and foreign
service retirement, etc.).

Destroy when 18 months
old. The record copy
is maintained in hard
copy form.
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION •
47140 Nigerian Participant Payment System

(NPPS)

This system produces check reports
to be processed by the U.S. Treasury
Department for monthly payment to
Nigerian participants for maintenance
and special allowances. It accounts
for the PIO/P budget and each disburse
ment made to each Nigerian participant
and against the PIO/P budget. The
summary gives PFM/FM information on the
status of the Nigerian participant fund
transferred to AID from the Government
of Nigeria.

47150 Participant Payment System (PPSl

This system records funding, budget
and disbursement data on AID
sponsored participants. Checks and
enclosure cards are produced by
Treasury Department from the monthly
tape output from this system. Various
analyses of the status of the "Master
Disbursing Account" are produced.

47160 Payroll Cost Accounting System

This system summarizes payroll data
taken from the payroll system into
accounting data used by AID offices
and USAIDs. The system also inter
faces with the Allotment Accounting
System to consolidate data necessary
for the Agency's monthly Flash Report
of allotments and obligations.

47170 Permanent Storage Accounting System

This system provides data on storage
of household effects of employees,
gathered to allow central accounting
control of and prompt payment for
these services.

Destroy when 5 years
old.

Destroy when 5 years
old.

Destroy when 1 year
old. The record copy is
maintained in hard copy
form.

Destroy when 6 years
old.

•

•

•

•
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AUTHORIZED DISPOSITION

Destroy data when no
longer needed.

DESCRIPTION OF RECORDS

Project Accounting Information
System (PAIS)

This system provides quarterly
reporting of all dollars and U.S.
owned local currency obligated and
expended for all AID funded projects.
It also maintains projections for
U.S. dollar obligations and expendi
tures for use in monitoring financial
progress (planned vs. actual).

47190 Program Assistance System

ITEM NO.

47180

~

)
/

47200

This system records obligations t

disbursing authorizations and
expenditure data for Program Assist
ance (non project) activities t and
provides reports to the Controller t

the mission t bureaus and country
governments.

Travel Advance Accounting System

This system maintains information on
the issuance of travel advances, col
lection of recoveries for advances
issued t and generates documents
necessary for collection of delinquent
balances. The system maintains
sufficient data to provide an audit
trail of up to a maximum of twenty
advance and forty recovery documents
by document date and number. The
system produces notices to traveller!
supervisors of past due balances or
payroll deduction requests t as
appropriate t as well as detail and
summary reports of travel advance
information.

Destroy 2 years after
program completion date.

Destroy when 6 Years
old.
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ITEM NO.

47210 U10l System

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION •
This system processes a monthly
Summary of Allotment Ledger
Transactions and Reconciliation
with Disbursing Officer's Account
which covers U.S. dollar funds
allotted to missions. It provides
basic information for General
Ledger appropriation and the
preparation of AgenCY-Wide monthly
reports which set forth the
accomplishments of the mission
in financial terms.

47220 Zero Balance File

This system accumulates and
connects transactions (schedules,
vouchers, and supporting documents)
daily which are used to produce
accounting and statistical reports
of annual appropriations in other
commodities subsystems.

Destroy when 1 year
old. The record copy
is maintained in hard
copy form.

Destroy when 3 years
old.

•

•

•

•
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CHAPTER 48
FOOD FOR PEACE AND VOLUNTARY ASSISTANCE FILES

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

j

\

48010 Dairy Commodity Distribytion System

This system assists the Office of
Food for Peace and the Office of
Acquisition and Assistance Manage-
ment in carrying out dairy commodity
distribution (Section 416). The reports
produced assist in the budgeting,
procurement, booking, and shipping of the
dairy commodities.

48020 Food for Peace Title I System

This system maintains data on the
concessional sale of agricultural
commodities to countries, and allows the
AID Office of Food for Peace to maintain
current and accurate budget and approval
data and to monitor the status of PL 480
Title I agreements and shipments.

48030 Food for Peace Title II System

This system maintains price and
volume data on surplus agricultural
commodities destined for overseas
distribution based on PL 480 Title II
grants. The reports produced assist
personnel of AID and the Department of
Agriculture in the budgeting, pro
gramming, procurement, allocation,
shipping, and distribution of over 300
million dollars worth of wheat, rice,
corn, and other foodstuffs.

48040 Ocean Freight Statistics System

This system maintains information
on pounds shipped and value and
freight cost of each commodity allowed
for shipping to a designated country by
an individual PVO. The information is
consolidated, validated, and disseminated
and then used for the allocation of AID
funds for the reimbursement of qualifying
ocean freight costs.

Destroy when 3 years
old.

Destroy when 3 years
old.

Destroy when J years
01 d.

Destroy when 3 years
01 d.
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION •
48050 Private Voluntary Organization

System (PVO)

This system provides a central data
base for private voluntary organiza
tion activities from which annual
reports can be made and provides a
capability to respond to congressional
ad hoc requests. The system provides
the basis for information exchange
and is used by the Agency to identify
its programs through the voluntary
agencies as required by F.A.A., as
amended.

Destroy when 2 years old.

•

•

•

•
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CHAPTER 49
GEOGRAPHIC BUREAU'S FILES

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

/

49010 SFWA Admin. (AFRISWA - Status of
Obligations) System

This system maintains information
on OYB allotments and obligations
for eightSahelian countries and
Guinea-Bissau totaling over S100
million in Drought Allotment and
Economic Support Funds. It also
includes information on Congres
sional Notifications, Section 121 (d)
requirements and actions required to
achieve obligation of funds.

49020 AFR/ARD Functional Information
System (FIS)

This information system provides
comprehensive quantitative data
for bilateral and regional agricul
tural and rural development projects
for the African Bureau.

49030 NBCCA Tracking System

The Kissinger Commission Tracking
System (KCTS) tracks progress on
implementing the 31 recommendations
made by the National Bipartisan
Commission on Central America
(NBCCA). KCTS is divided into
three distinct data bases: financial
information, project outputs, and
social and economic indicators.
All data bases are on Lotus 1-2-3
spreadsheets.

Destroy when 1 year
old.

Destroy when no longer
needed for current work.

Permanent. Transfer to
NARA with all related
documentation when the
system has been discon
tinued.
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ITEM NO. DESCRIPTION OF RECORDS

49030 (Continued)
The financial segment tracks project
inputs in three forms: dollars, ESF
counterpart, and PL 480 generated
local currency. This information is
recorded by country program. Within
each program, projects (including
housing and trade guarantees and OPIC
funded guarantees and projects) are
divided according to the four broad
goals of the Central American Initiative
(CAl): 1) Financial Stabilization,
2) Economic Transformation,
3) Spreading the Benefits
of Economic Growth Broadly,
and 4) Promote Democratic
Institutions and Processes.
Each line item (i.e., project)
lists goal number, project
number, project title, funding
source, a prinlary and secondary
code for the NBCCA recommenda
tion(s) it responds to, grant,
loan, or counterpart, and for
FY 84 (Supplemental) - FY 89
do11 ars, ESF -generated 1oca1 .
currency, and PL 480-generated
local currency obligated. This
data feeds into three summary
charts: recommendations, funding
sources, and goals.

Project outputs are recorded in
the same format as the Bureau's
Semi-Annual Report with an
addition of five Prominent
Indicators that are being tracked
across the region. Each program
is contained in a separate file
and information is divided by
project. Each project lists basic
project information (project number,
project title, start and completion

AUTHORIZED DISPOSITION •

•

•

•

•
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

date) and major outputs. For each
output, the following information
is provided: applicable NBCCA code,
planned outputs (life-of-project,
cumulative this quarter, this quarter
and next quarter), accomplished
outputs (cumulative and this quarter).
The following cOl1ll1on prominent
indicators are recorded by output

\ where applicable: land titles issued,
I number of il1ll1unizations, ORT packages

J
'- / dispersed, persons trained short term

in country, U.S. or third country,
persons trained long term.
The third group of data is a set
of 44 economic and social indica-
tors for each of the Central Amer-
ican countries including Panama
and Belize for the years 1960,
1970, 1975, 1980-85.

49040 ANE Waiver File

"\ File consists of a record- of Destroy when 5 years
Mission approved and issued 01 d.
procurement waivers.

49050 ANE Environmental Activities
Automated Data System (NVADS)

File consists of specific data Destroy when 5 years
from environmental related old.
industry and government studies
and reports for use by the
environmental protection
specialist in centraliZing
widely dispersed resource
information.
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CHAPTER 50
MANAGEMENT BUREAU FILES •

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

50010 Bulk Cargo Analysis Program (BCAPl

This system records and monitors
data generated through AID's
Commodity Import Program and the Israeli
Cash Transfer Program. BCAP serves as a
tool for monitoring the division of
tonnage and revenue between U.S. and
foreign flag vessels.

50020 Commodity Statistics

Destroy when 3 years
01 d.

•

•

•

•

Destroy in accordance
with disposition
instructions contained
in App. 6A, AID/W
Schedule, Item 16390.

Destroy in accordance
with disposition
instructions contained
in App. 6A, AID/W
Schedule, Item 16260.

Motor Vehicle Inventory System

This system assists in planning and
control of the Agency's Motor Vehicle
fleet. From data submitted by the
missions, quarterly inventories are
produced by country and region. An
estimated depreciation schedule is
also calculated.

50040

This system produces the semi- Destroy when 3 years
annual Program Assistance Commodity old.
Analysis reports containing historical date
on the Agency's commodity activities. These
reports are by agreement within country
by commodity on a world-wide basis.
There are also quarterly report~ titled
"Disbursement 'by Supplier" and
"Disbursements by Commodity" used by
PFM/FM and PPC. These reports are used for
program planning and audit purposes.

50030 Excess Prooerty File

This system maintains and tracks the
Section 608 inventory from acquisition
to issue in a manner that facilitates
the management and auditing of
all equipment.
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/

,
ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

50050 Non-Expendable Property File

This system was designed to Destroy in accordance
provide an inventory of all with disposition
AID personal property. It instructions contained
provides management with a in App. 6A AID/W
tool to evaluate personal Schedule, Item 16240
property requirements and
costs against mission needs;
equipment usage and turnover;

/ and direction toward reducing
inventory costs. It supplies
the missions with: data which
reduce the frequency of physical
inventories; standardized reporting
procedures and periodic or ad hoc
reports reflecting status of personal
property worldwide.

50060 Ocean Transportation File

This system provides two Destroy when 1 year
reports and an updated Ocean old. The record copy
Transportation Balance Forward file. is maintained in hard
The reports list commpdities by a copy form.
predesignated code totaling the
commodities by tonnage and dollar
values.

50070 Revised Automated Manpower
and Personnel System (RAMPS)

This system provides information Destroy when no longer
in the specific areas of position needed but in no case
and ceiling management, staffing should it be retained
patterns. employee evaluation, longer than 75 years
promotions, assignments, after the birthdate of
training. and Merit Pay. All the employee.
notifications of personnel action
(SF-50's) are produced by RAMPS. A
civilian personnel data file is also
created for the Office of Personnel
Management.

/
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CHAPTER 51
PROGRAM AND POLICY COORDINATION FILES •

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

51020

51010 Country Program Data Bank System (CPDB)

T~is system provides a readily
accessible central source for
planning and budgeting information on
all Agency project activities. It also
facilitates monitoring the processing
of new projects by responsible AID/W
offices and preparation of budget
documents. At the project level, the
system includes all new and on-going
Agency funded project activities
proposed by field missions and by AID/W
offices, from the project identifi
cation document stage through project
review and approval, and authorization
of funding.

Development Information System (DIS)

This system is used to provide AID
project designers with information on
development of projects and programs,
technical data specifying what is
state-of-the-art in project-related
technologies, and bibliographic
material to be used in analyzing
project oriented problems. System
contains summaries of all project
Papers, Evaluation Reports, and
Contractor Reports on development
assistance projects since 1974.

51030 Economic &Social Data Base System (ESDB)

This system maintains economic and
social data relevant to the Agency's
design, evaluation, and monitoring
activities in developing countries
from which country profiles are
prOVided. The data prOVides a central
repository for use in statistical
analysis and studies aimed at
identifying opportunities for
development programs, designing
development projects, and evaluating
the results of the projects.

Destroy when 3 years
old.

Permanent. Transfer a
copy of the system with
pertinent documentation
to NARA in 1988.
Transfer updates of
system every five years
thereafter.

•

•

•

•
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ITEM NO.

51040

51050

51060

DESCRIPTION OF RECORDS

(continued)
a. Ad Hoc Reports

(1) Electronic Format.

(2) Other Formats.

b. Active Data Base

AUTHORIZED DISPOSITION

Permanent. Transfer
to NARA with related
documentation on an
annual basis.

See Item 01390 of
App. GA, AID/W
schedule for dispo
sition instructions.

Delete data when
superseded by new
data. Destroy when
data base becomes
inactive.

51070 Loan/Grant System (LGSl

This system facilitates the storage,
retrieval, and reporting of histori
cal loan/grant data compiled by the
U.S. Government and by international
organizations. Tables with summarized
loan/grant information are produced
by the LGS for inclusion in reports
required by AID and Congressional
Committees concerned with foreign
aid. The reports are: Annexes to
the Congressional Presentation (CP),
"U.S. Overseas Loans and Grants and
Assistance from Other International
Organizations" reports and the "U.S.
Overseas Loans and Grants - Obli
gations and Loan Authorizations"
report. The latter two are
informally referred to respectively
as the Greenbook and the Modified
Greenbook (Greenbook by Year).

51080 PPC Operational Year Budget System

PPC/PB continuously monitors the
Agency-wide Operational Year Budget
(OYB) through an interactive data entry
and retrieval system. The OYB is
maintained at a relatively high summary

Destroy when purpose
has been served. The
record copy is maintained
in hard copy form.

Destroy when 1 year
old. The record copy is
maintained in hard
copy form.
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ITEM NO.

51080

51090

51100

DESCRIPTION OF RECORDS

(continued)
level, i.e., funding source within
country. Throughout the fiscal
year, data in the form of Congressional
Notification is entered from and
reconciled with source documents from
the Central and Regional Bureaus. The
results are then relayed to an OMB
computer system.

Program Budget Data System (PBDS)

This system collects data in Zero
Base Budget format from the Annual
Budget Submissions by project,
appropriation, level priority
ranking and decision package. It
assists PPC and the bureaus in
analysis, manipulation and final
presentation to OMB and the Congress.

Program Data Analysis Control File
(PDAC)

This system provides PPC/PB with
the capability to maintain country
and account control levels for the
Congressional presentation and other
Congressional reports. The system
contains financial data maintained
in summary levels for AID/Wand
mission allotment, obligations, and
disbursements.

AUTHORIZED DISPOSITION

Destroy when 3 years
old.

Destroy when 1 year
old.

•

•

•

•

•
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CHAPTER 52
SCIENCE AND TECHNOLOGY FILES

/

ITEM NO.

52010

DESCRIPTION OF RECORDS

AID Health Information System.--

The data identified for all AID
health projects since 1975 includes
region, title, project number,
beginning and end funding years,
funding data for past, current
and projected funding obligations
by years: identification of imple
menting U.S. and/or host country
agent and a variety of activity
and purpose codes: evaluation
information; and identification
of other donor organizations.
Relevant project data on training,
commodities, and technical assistance
personnel is included, as information
is available.

AUTHORIZED DISPOSITION

Permanent. Transfer a
copy of the system with
related documentation to
NARA in 1988. Transfer
updates every five years
thereafter.

52020 Population Projects Database (PPDl

Database includes information on
all population assistance projects:
funding figures, descriptive
information about the objectives
of the program, the program's goals
and special concerns, host country
identification, project and contractor
identification and end of project.
assessment. The data base is
updated periodically by the Population
Information Program at Johns Hopkins
University, Baltimore. Database
is updated on a continuous basis.

Permanent. Transfer a
copy of the system with
related documentation to
NARA in 1988. Transfer
updates every five years
thereafter.
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DESCRIPTION OF RECORDS

Demographic and Health Survey Program (DHS)

Datasets for DHS surveys consist of
individual women's data (standard DHS
survey)~ household data, servic~ avail
ability data, male or husband data,
experimental survey data and in-depth
survey data. Datasets are arranged
alphabetically by country in flat file
format.,-

ITEM NO.

'10 "" 52030

a.

b.

Raw data files contain the womens'
data in the form in which the data
were collected on the questionnaire.
Each raw data file contains fully
edited data with inputed dates of
key events in the respondent's life
added to the data file.

Recode data files contain the womens'
data in a standardized format which
is comparable across countries. Each
recode data file contains all of the
standard variables in fixed locations,
with all country-specified variables
added after the standard variables.
Recode data files may also contain
many constructed variables for the
convenience of the analyst.

T •

*-te New Materials

•AUTHORIZED DISPOSITION

Permanent. For each survey
transfer as flat files the
final edited datasets to the
National Archives when all
datasets from a single survey
are ready for distribution or
at the conclusion of the
contract, whichever comes.
first. When individual ra
data and individual recode
data exist, also include in
transfer. Also include all
system related documentation
including all related printed
reports. The contractor will
transfer directly to NARA the
record as indicated. Upon
receipt NARA will ask Records
Management Branch to execute
transfer documents. (Nl-2....
91-1) •

•

•
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CHAPTER 53
u.s. FOREIGN DISASTER ASSISTANCE (OFDA) FILES

ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

I

/

53010 Preparedness Tracking File

This system provides a record of
OFDA-sponsored disaster preparedness
activities. The information recorded
contains a project title, type of
activity (e.g., grant, inter-agency
agreement, technical assistance, or
mission allotment), fiscal year{s)
of project, total cost figure, dates
of project, geographic region,
location of preparedness activity,
benefiting country{s), and contract
number. In addition to these fields,
project abstracts provide more
detailed information on project
objectives and goals, cost breakdown,
OFDA project officers, available reports,
and source of data. Data can be
retrieved by any of the above-mentioned
fields to generate preparedness activity
reports by type of activity, geographic
region, country, OFDA project officer,
location of an activity and fiscal
year{s).

53020 Disaster History File

The OFDA Di saster Hi story fil e incl udes
all declared disasters since OFDA began
operations in 1964 and other major
disasters since 1900. The history
is updated quarterly to keep the
fil e current.

The page format for the history file
includes columns for the disaster
number, the strike and declaration
dates, the number killed, the number
affected, the number homeless, and the
doll ar damage. The history was 'reformat
ted in 1985 to include a comments field.
This permits the inclusion of descriptive
notes on each disaster, information which
could not otherwise be incorporated in a
statistical table.

Permanent. Transfer a
copy of the file with
related documentation
to NARA in 1988.
Transfer updates every
five years thereafter.

Permanent. Transfer a
copy of the file with
related documentation
to NARA in 1988.
Transfer updates every
five years thereafter.
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•AUTHORIZED DISPOSITIONDESCRIPTION OF RECORDS

(continued)
The history data can be sorted
by country, region, fiscal year,
declaration date, and disaster
type. In addition, selective. I

sorts can retrieve such specialized
information as: any disaster in
which more than 1,000 people were
killed; all hurricanes which
occurred between October and
November in the Caribbean;
floods in Andean countries which
affected 500 people or more.

53030 Summary Tables File

ITEM NO.

53020

The Tables are a summary of the
financial data included in the
disaster case reports and as such
are a concise and handy record of
the financial assistance provided
by the Federal Government, u.S.
voluntary agencies, and the inter
national community in all OFDA
declared disasters. When the dollar
value of self-help is known, that
is also included. The USG assistance
is broken down by IDA funds, other
Federal assistance, and P.L. 480
contributions.

Permanent. Transfer a
copy of the file with
related documentation to
NARA in 1988. Transfer
updates every five years
thereafter. •

The Summary Tables are updated
annually to record AID a~d other
disaster assistance for the fiscal
year just ended. The data can be
used to show assistance by country,
by region, and by disaster type, as
well as by fiscal year for the period
1964 to present. The data can also be
displayed in graph format.

53040 Commodity/Service File

The Commodity/Service file is a
record of all commodi'ties 'Or services
the United States Government has
provided for disaster relief. Entries
include everything from tents and water
purification units to technical assis
tance and PVO grants. Each record

•
Permanent. Transfer a
copy of the file with
related documentation to
NARA in 1988. Transfer
updates every five years •
thereafter.



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 21, Pt. II 21-11:16 Jan. 22, 1990 6C-24a

J

)
ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

\

53040 (continued)
includes the fiscal year, disaster
type, commodity/service, agency the
commodities or services were provided
through (e.g., the local ~ed Cross),
quantity and unit, cost, location
of procurement (e.g., Leghorn stock
pile) and comments. The data can
be sorted by any of these fields to
answer a number of questions on OFDA
assistance. This information can
also be generated and displayed in
graph format for use in Congressional
Qs &As, cost comparisons, and
studies of trends in OFDA response.
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PART II--PROCESSING FILES

CHAPTER 60

ITEM NO.

60010 Work File

DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

./

New media, or media not included
in a library control system, or
files whose retention dates have
expired which are used by computer
operators to facilitate the
processing of a specific job and/or
system run.

60020 Test File

Available for immediate
use or reuse.

60030

60040

60050

60060

60070

Data used in testing a system
which are routine or benchmark
data sets constructed or used
for the purpose of testing.

Input/Source File

Data abstracted from input/source
documents or other media and
entered into the system for each
update cycle, that is:

a. Converted to magnetic media

b. Used for updating and required
to support reconstruction of a
master file

c. Not used as input to a file and
not required to reconstruct a
master file

d. Retained by ADP operational
elements as back-up to magnetic
media.

e. Officially designed to replace
or serve as the record copy in
lieu of the hard copy or other
input/source document

Destroy when no longer
needed.

Destroy after verification
of data on related magnetic
media.

Destroy after three or
more update cycles.

Destroy when no longer
needed.

Destroy when no longer
needed.

Dispose of in accordance
with instructions
applicable to the
hard copy.
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ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION •
60080

60090

Input/Source File

Data created by another agency.

a. Files that the creating
agency routinely made available
to other agencies or to the
public.

b. The result of a request of the
receiving agency for a special
tabulation, extract, or master files
designed to meet the needs of the
the receiving agency.

60100 Intermediate Input/Output File

Data that is manipulated, sorted
and/or moved from one run to a
subsequent run which are used
in the process of creating or
updating a master file.

Valid Transaction File

Data used with a master file
for creation of an updated
master file, that is:

Dispose of as reference
material.

Destroy in accordance
with receiving agency's
instructions.

Destroy after master
file has been proven
satisfactory.

•

•
60110

60120

60130

a. Used for independent
analysis.

b. Not used for independent
analysis.

Audit Trail File

"Statistical" data generated
during the creation of a
master file which are used
to validate a master file
during a processing cycle.

Destroy when no longer
needed.

Destroy after three or
more update cycles .

Dispose of in accor
dance with instructions
for each appropriate
cycle of the master
file.

•

•



\

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 21, Pt. II 21-II:ll Jan. 22, 1990 6C-27

PART III--DOCUMENTATION

CHAPTER 61

ITEM NO •
. .'.

61010

61020

i/ * 61030

61040

61050

DESCRIPTION OF RECORDS

Data Systems Specifications

Documents containing definition
of the system including functional
requirements, data requirements,
system/subsystem specifications,
r~questsJ for the system, and
authorizing directives which are:

a. For a disapproved proposed system.

b. For'an approved'system for
which all related magnetic
data files are authorized
for disposal.

c. For an approved system for
which any related magnetic ~
data file is not authorized
for disposal.

System Test Documentation

Descriptive material including
test plans and test analysis
reports:

a. For an approved system.

b. For a disapproved proposed
system.

File Soecifications

Definitions of the logical and
physical characteristics of each
record, element or item of data
in the file, including names and
tags or labels; relative position,
form, format and size of data
elements (record layout); specifi
cations of all codes used; cruss-

AUTHORIZED DISPOSITION

Destroy one year after
final action.

Destroy one year after
discontinuance of the
system.

Retain with related
data file.

Destroy one year after
completion of testing.

Destroy when no longer
needed.

¥ Revised
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•ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

61060

(continued)
reference code manual; security
and privacy restrictions; and
validity characteristics; update
and access conditions; recording
medium and volume; sample copy of
each input/source document, that
is:

a. For a system for which all
related magnetic data files
are authorized for disposal.

Destroy with related
data file. •

•

•

•Retain with related
data fil e.

Retain with data systems
specifications.

Retain with related
data file.

Information which sufficiently
describes the functions of the
system in non-ADP terminology so
that users can determine its
applicability and when and how
to use it; serves for the prepara
tion of input data and the inter
pretation of results which are
handbooks, guides to data avail
ability, and procedures for querying
files.

Output Specifications

Detailed descriptions of products
of the system that are to be used
outside the computer center which are
listings of each type of output by
title and tag, format specifications,
selection criteria, volume and
frequency, media, graphic displays
and symbols, security and privacy
conditions, and disposition of output.

b. For a system for which related
magnetic data file is not
authorized for disposal.

61080 User Guides

61070

61090

.'
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) ITEM NO. DESCRIPTION OF RECORDS AUTHORIZED DISPOSITION

61100 Reports

Printed final reports containing Retain one copy with
the statistical tabulation and an related file specifi-
analysis of the findings of a study cations.
or survey including a narrative
description of methodology employed.

Information Retrieval

Series of machine instructions
designed to retrieve information
from specific data systems.

61110 a. General-purpose programs. Destroy when no longer
needed.

61120 b. Special-purpose programs Destroy with related
for data files for which data fil e.
disposal is authorized.

61130 c. Special-purpose programs Retain with related
for dati files for which data fil e.
disposal is not authorized.

,
\
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INDEX TO THIS HANDBOOK

This index is derived from the Master Index to the AID Handbook series issued
under TM HI:2.

The underlying approach to the Master Index is one of unity, with the serfes
of AID Handbooks considered as a single entity in which topics m~ appear in
one, or roore than one, of the component vol umes.

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 pattern:

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

The abbreviations such as~. for Appendix; Att. for Attachnent; and Sup. for
Supplement are also included in the citations-wherever necessary.

Special cases and cross reference messages are described on the following page.

An example of the format used is as follows:

AID Financed Export Opportunities 1B:23A2a(3); 15 :1OC1a(l )

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



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
'f' sign before the section number.

o A major portion of Handbook 14 is composed of the Federal Acquisi
tion Regulation (FAR). All citations to this pUblication are cited
as 14:FAR(section number).

o Three Handbook supplements that are basically separate volumes are
cited as, 1B: (Procurement Policy). 3A: and 3B: (Project Managers
Gui debook )•

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 l reference points from an unused term to the one that is used.

IX' is the reverse of see (do not bother to look) and proVides a guide
to terns that are not used in the index.

'see also' points to terns that are closely related.

•

•

•

•

•
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TRANS. MEllO NO.

-A-

21:51
EFFECTIVE DATE

August 30, 1986

/

/

Access to AID records

Addresses see Forms of address

Administratively controlled correspondence

AID mailing address

AID overseas mailing addresses

AID Records Depository

AID stati onery

AID/W mailing address

APO/FPO numbers see
Military postal facilities

-C-

Case files

Classification levels

Classification review

Classified correspondence

Classified material
classification revieu

Clearances
communications/correspondence

see also Security clearance

Commercial telephone service

Communications distribution
diplomatic pouch
Foreign Service official mail
Foreign Service personal mail
incoming mail
inter-agency mail
intra-agency mail
military postal facilities
outgoing mail
U.S. Postal Service

Communications/correspondence
AID overseas rna il i ng addresses
classification levels
clearances
communications distribution
copy distribution
correspondence types
forms of address
reply times
signatures
styl e manual

18:111; 21:III-1G

21:I-2A4

21: 1-9B2

21:1-9H; 21:I-App.9c

21:11I-3F

21:1-11

21:1-9B2

21:11I-2A2

6:3#913; 21:1-1Hl

18:111-11; 21:1-1H

21:1-1H5

6:3#960; 6:3; 6:4
6:3#920; 18:111-11; 21:1-1Hl

21:1-2A15; 21:1-3B14; 21:1-58;
21:1-10D18c

21:1-8F3

21:1-2816; 21:1-10015
13:App.4C35; 21:1-9G
21:1-9F8
21:1-9F
21:1-98
21: 1-3B4b
21:1-9C2c
21:1-904
21:1-90
21: 1-9C; 21-90

21:I-ALL
21:I-App.9C; 21:1-9H
6:3#913; 21:1-1Hl

21:1-2A15; 21:1-3B14; 21:1-10D18c
21:1-2816; 21:1-10015
21: 1-2B11
21:1-1E
21:1-68
21:1-1G
21: 1-2B11
21:1-6A



1986
~.-.oIlO.

21:51 AID HAND600K 21 •
Correspondence types 21:IE

administratively controlled correspondence 21:1-2A4
classified correspondence 21:1-1H5
Congressional correspondence 13:11-1E; 21:1-~

executive correspondence 21:1-102
1etters 21 :1-2
memorar1ums 21:1-3
telegrams 21 :1-10
White House correspondence 21:I-ALL

Congressional correspondence

Copy distribution

Cross references (AID files)

-0-

Diplomatic pouch

Disposition - personnel files and records

Documentation
records management

x Project documentation

-E-

Emergencies at missions
emergency communications
records protection

Emergency communications

Executive ~orrespondence

Executive Secretary (ES)

-F-

File maintenance
file organization
filing equipment and supplies

File organization
case files
classified material
subject file~

cross references
file subject classification

File subject classification (list)

Filing equipment and supplies

Foreign service official mail

18:11-1E; 21:1-5

21:1-2816

21: I11-2K

13:App.4C35; 21:1-9G

21:111; 32:1E5; 32:1F2C

21 :111-11

23: 12
21:1-9F2a; 23:App.12A#182
21:111-3H; 23:12K

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

21 : I -1 02

17:6; 21 :1-102

21 :111-2
21:111-1E; 21:111-2A
21:II1-2T

21:111-1E; 21:111-2A
21: 11I-2A2
21:111-2K; 21:111-2-0
21:111-2Al; 21:111-4
21 :III-2K
21: II 1-4F

21: 1II-4F

20:7G1c; 21:111-2T

21 :1-9F8

•

•

•

•



Foreign service personal mail

Forms of address
x Addresses; Personal titles; Salutations

FTS system

'\

)

AID HANDBOOK 21
TRANS. MEMO NO.

21:51

21:1-9F

21:1-68

21:1-8F2

EFFECTIVE DATE

August 30, 1986

/

"\

)

-1-

Incoming mail

Information management
records management

Interagency mail

Intra-agency mail

-l-

letters
forms of address

-H-

Memorandums

Military postal facilities
x APO/FPO numbers

-N-

Non-record material

-0-

Office furnishings and equipment
AID statf onery
filing equipment and supplies
typewriters

Outgoing mail

Overseas telephone calls

-P-

Personal tf.tles see Forms of address

Processing procedures
communications/correspondence

letters
memorandums
telegrams

Project documentation see Documentation

Public information
access to AID records

21:1-98

18:All
21: III

21:1-3B4b

21:1-9C2c

21:1-2
21:1-68

21:1-3

21:1-904

21: I11-20

20:Att.6A: 20:7: 20:12; 23:4
21:1-11
20:7G12c; 21:11I-2T
21:1-78

21:1-90

21:1-8F4

21:1-2
21:1-2
21:1-3
21:1-10

18:111
18:111-10: 21:III-1G
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21:51

-R-

AID HANDBOOK 21

•
Record disposal schedule

Record retention standards

Records disposition
record retention standards

record disposal schedule
reti red f11 es

AID Record Deposito~

storage

Records management
file maintenance

file organization
filing equipment and supplies

nonrecord material
records disposition

recor1 retention standards
reti red fil es

records retrieval
see also Documentation

Records protection

Records retrieval
x Retrieval of files

Reply times

Reporting telephone conversations

Retired files
AID Record Depository
storage

Retrieval of files see Records retrieval

-5-

Salutations see Forms of address

Security regulations
communications/correspondence

Si gnatures
communications/correspondence

executive correspondence

Storage
retired files

Style manual

Subject fil es
cross references (AID files)
file subject classification (list)

21: 11I-4E

21 :1 II-3D

21 :111-3
21 :111-30
21 : II 1-4E
21:111-3A2i 21 :111-3E
21 :II1-3F
21:111-3Ei 21:111-31

21 : III
21 :111-2
21 :II1-2A
20:7Glc; 21:111-2T
21: 111-20
21 :111-3
21:111-30
21 :111-3A2; 21:111-3E
21:111-25; 21:111-30; 21:111-3G

6:3#970; 21:111-3H; 23:12K

21:11125; 21:111-3G

21 : I -1 G

21:1-3D

21:111-3A2; 21:111-3E
21: 11I-3F
21:111-3E; 21:111-31

6:ALL
6:3#980i 21:1-1H5; 21:1-9C2d

21: I-2B11
21:I-ALL

21:111-3Ei 21:111-31

21: 1-6A

21:111-2Al; 21:111-4
21: 11I-2K
21: 111-4F

•

•

•

•
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J

-T-

Telegrams 18:1-6H; 21:1-2

Telephone bills 19:7D6g; 21:1-8H

Telephone directory listings 21:1-81

'\ Telephone service 21: 1-8; 23 :14A)
/

commercial telephone service 21:1-8F3
FTS system 21:1-8F2
overseas telephone calls 21: 1-8F4

Typewriters 21:1-76

-U-

U.S. Congress
Congressional correspondence 21:1-5

U.S. Postal Service 21:1-9C; 21:1-9D

" -W-,
)

White House correspondence 21: I-ALL

)
/

'.
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CHAPTER 7

VITAL RECORDS

I 7A. Purpose
I

/

To establish policy, responsibilities and provide guidance for
implementation of the Vital Records Program within AID.

7B. Obj ecti ve .

To ensure the relocation and safe storage of the Agency's vital records,
and to detennine which records are emergency operating and which records
are ri gh ts and interests.

7C. Scope

To apply to all offices that maintain emergency operating and rights and
interest records.

70. Authority

The statutory basis for these requi rements is contained in the Federal
Records Act of 1950, (44 U.S.C. 3101-3107) as amended, Executive Order
12656, and 36 CFR 1236.

7E. Defi ni ti ons

1. Contingency - A possible event that must be prepared for such as an
emergency.

2. Continuity - To go on with selected AID programs in an actual state
of contingency operating conditions (the survival phase).

3. Copy - A reproduction of the contents in an original document,
prepared simu1 taneous1y or separately, usually identified by function or
by method of creation.

4. Directive - An issuance that guides, instructs, and infonns
employees in their work. Included are formalized statements of policy
and procedures. AID directives are issued as Handbooks and Mission
Notices.
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5. Emergency Operat"ing Records - Records vital to the essential
functions of the Federal Government for the duration of an emergency.

6. Inventory - (For vital records purpose) a survey of basic and
indispensable records necessary for the operational continuity of
selected AID programs under unusual conditions.

7. Maintenance of Records - All operations incidental to the upkeep of
an organized filing system.

8. Recovery - To restore AID programs from a contingency state to
their usual state under normal operating conditions (the rebuilding
phase) •

9. Ri ghts and Interests Records - Records essential to the
preservation of the legal rights and interests of individual citizens
and the Federal Government.

•

•

10. User - For vital records purposes as used in this chapter is the •
office identified as having vital records, either emergency operating or
ri gh ts and interest, that are automated.

11. Vital Records - The basic and indispensib1e records necessary for
AID program operations under unusual conditions. These specially
selected records are transmitted to and serviced at alternate storage
si tes.

7F. Policy

It is AID policy: to designate and protect its essential records
against any type of emergency; to ensure the survivability of documents
required by an office for essential operations under a national
emergency; to ensure that documents are available to plan and implement
reconstitution of Agency programs once the situation has stabilized;
and, to standardize duplicate files material selection, distribution,
fi 1ing, safeguarding, and storage.

7G. Responsibilities

1. AID Vital Records Committee

The AID Vital Records Committee may be established (in accordance
with HB 17. Chapter 41}J to ensure the relocation and safe storage of
the Agency I s vi ta 1 records as f 011 ows:

•

•
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a. Committee Membership

(1) The Committee may be chaired by the Director of
Management Operations (M/SER/MO).

(2) The Committee will meet at least annually and/or as often
as necessary to carry out the program.

(3) Membership consists of one representative (and alternate)
from:

(a) Executive Secretariate (ES).

(b) The Office of U.S. Foreign Disaster Assistance
(OFDA) •

(c) Each of the three geographic bureaus.

(d) The Bureau for Program and Policy Coordination (PPC).

(e) The Bureau for Personnel and Financial Management
(PFM) •

(f) The Directorate for Program and Management Services,
Office of Information Resources Management (M/SER/IRM).

(g) The Directorate for Program and Management Services,
Offi ce of Management Operati ons, Communi cati ons and Program Management
Division (M/SER/MO/CPM).

(h) The Di rectorate for Program and Management Servi ces,
Office of Management Operations, Policy and Analysis Division
(M/SER/MO/PA) •

b. Ex Office Membership

(1) The Office of the Inspector General (IG).

(2) The Records Management Division, Executive Secretariat,
Department of State (S/S - IRM/RMD).

c. Functions of the COIJITIittee

The Committee will:
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(l) Develop and monitor the vital records administration
incorporating and coordinating the following concepts:

(a) Sufficient allocation of organizational resources.

(b) The positive effect of recorded information on the
continuity and preservation of AID programs in continuity situations.

(c) A basically s"irnp1e, sound economical plan capable of
rapid and continuous implementation so as to be in place prior to the
occurrence of contingency situations.

Cd) A level of protection of AID vital records based on
the concept of all relative rather than absolute security, to avoid
imposing excessive administrative cost and complexity.

(e) Conformity and coordination with counterpart
Department of State's contingency planning and vital records programs,
i.e., Emergency Evacuation and Planning Management.

(2) Provide staff assistance on specific relocation problems
and ensure that the program meets the requirements of overall emergency
relocation planning.

(3) Determine which records are needed with respect to .
emergency functions that may be assigned to AID.

(4) Periodically review the Vital Records Program (policy,
responsibilities, procedures) to ensure its effectiveness.

2. Operating Offi ces

a. Emergency Operating Offices

(l) Office of the Administrator.

(a) Designate a Vital Records Liaison Officer and notify
the Records Management Branch (M/SER/MO/PA/RM). The Vital Records
Liaison Officer will:

1. Determine in conjunction with the requirements
of Handbook (HB) 20,-Chapter 3E, National Emergency Planning Program,
those records which would be required to maintain the continuity of its
essential functions.

•

•

•

•

•
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2. Submit form AID 5-84, Inventory of Emergency
Operating Records (Attachment 1) by April 3 of each fiscal year to
M/SER/MO/PA/RM and/or update as necessary.

(b) Notify M/SER/MO/PA/RM of any organizational changes
affecting vital records.

(2) Office of the U.S. Foreign Disaster Assistance (OFDA).

(a) Designate a Vital Records liaison Officer and notify
M/SER/MO/PA/RM. The Vital Records Liaison Officer will:

1. Detennine in conjunction with the requirements
of HB 8, Foreign Disaster Assistance, those records which would be
required for Mission disaster preparedness.

2. Ensure that USAID Missions prepare and maintain
Mission Disaster RelTef Plans. Plans should be centrally located,
revised annually or as often as needed, and integrated with the
Department of State's (DOS) Emergency Plann"ing, Foreign Affairs Handbook
(FAH), 12 FAH-l.

3. Submit fonn AID 5-84, Inventory of Emergency
Operating Records (Attachment 1) by April 3 of each fiscal year to
M/SER/MO/PA/RM and/or update as necessa~.

(b) Notify M/SER/MO/PA/RM of any organizational changes
affecting vital records.

(3) USAID Missions

(a) Designate a Vital Records liaison Officer and notify
M/SER/MO/PA/RM. The Vital Records Liaison Officer will:

1. Determine in conjunction with the requirements
of HB 23, Chapter 12K, and DOS Emergency Planning, 12 FAH-l, section
1111.6 those records which would be required for emergency action
preparedness.

2. Ensure the USAID Missi ons prepare and maintai n
the records in accoraance with each Mission's Emergency Action Plan.

3. Preposition records at the safehaven so that
they are available dUring testing of various parts of the Plan and/or
during an actual emergency.
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4. SUOO1it form AID 5-84, Inventory of Emergency
Operating Records (Attachment 1) by April 3 of each fiscal year to
M/SER/MO/PA/RM and/or update as necessary.

(b) Notify M/SER/MO/PA/RM of any organizational changes
affecting vital records.

b. All Emergency Operating Offices will instruct their Vital
Records Lialson Offlcers to do the following in addition to their
responsibilities spelled out above.

(l) Prepare form AID 5-85, Transmittal of Vital Records for
Safe Storage (Attachment 2), to accompany each item to be sent for safe
storage. This transmittal fonll will constitute the control and finding
aid for records at the relocation sites/safe havens.

•

•
(2) Ensure that both the form AID 5-85 and the packages

containing material to be stored are properly marked to show the office
symbol and item numbers. This material will be forwarded to the •
appropriate mail and distribution office for transmitting to appropriate
relocation site/safe haven.

(3) Check supplementary and replacement packages to make sure
that the transmittal s, form AID 5-85, if marked as repl acements, are
numbered the same as the items to be replaced. The transmittal forms
for repl acement shoul d be the same as for those bei ng rep1 aced except
for the dates. (This will permit a minimum of handling at the
relocation site, i.e., only the entire package will be replaced.)

(4) Ensure that records whi ch are repl aced month ly or
quarterly are not i ncl uded in packages requiri ng different retenti on
peri ods.

c. Rights and Interests Offices

(l) AID/W

(a) Office of the General Counsel, Assistant General
Counsel for Litigation and Enforcement (GC/LE).

(b) Office of International Training, Reimbursable
Training Division (OIT/RT).

(c) Bureau for Personnel and Financial Management,
Office of Personnel Management (PFM/PM).

•

•
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(d) Bureau for Personnel and Financial Management,
Office of Financial Management (PFM/FM).

(e) Each of the above offices will designate a Vital
Records Liaison Officer and notify M/SER/MO/PA/RM. The Vital Records
Liaison Officer will:

1. Determine those records required for the
preservation of the rights and interest of individual U.S. citizens and
the Federal Government.

2. Submit fonn AID 5-86, Inventory of Rights and
Interest Records (Attachment 3) by April 3 of each fiscal year to
M/SER/MO/PA/RM and/or update as necessary.

3. Prepare form AID 5-85, Transmittal of Records
for Safe Storage (Attachment 2), to accompany each i tern to be sent for
safe storage. Thi s transmittal fonn will consti tute the control and
fi nding ai d for records at the Federal Records Center (FRC).

4. Ensure that both form AID 5-85 and the package
containing material To be stored are properly marked to show the office
symbol and item numbers. This material will be forwarded to the AID
Records Depository, Room B-531C, New State who in turn will forward it
to the appropri ate FRC.

5. Notify M/SER/MO/PA/RM of any organizational
changes affecting vital records.

(2) USAID

(a) Participant Training Office

(b) Personnel Office

(c) Financial Management Office

(d) Regional Legal Advisor

(e) Designate a Vital Records Liaison Officer and notify
M/SER/MO/PA/RM. The Vital Records Liaison Officer will:

1. Determine those records required for the
perservation of the rights and interest of individual U.S. citizens and
the Federal Government.
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•

2. Sutxni t form AID 5-<)6, Inventory of Ri gil ts and
Interest Records (Attachment 3) by April 3 of each fiscal year to
M/SER/MO/PA/RM and/or update as necessary.

3. Prepare form AID 5-85, Transmittal of Records
for Safe Storage (Attachment 2), to accompany each item to be sent for
safe storage. This transmittal form will constitute the control and
finding aid for records at the Federal Records Center (FRC).

4. Ensu re that both form AID 5-85 and the package
containing material 10 be stored are properly marked to show the office
symbol and item numbers. This material will be forwarded to the
designated safehaven or alternate AID Missions. Financial records are
to be forwarded to the Controller's office at the designated site.

3. Directorate for Program and Management Services, Office of
Management Operations, PollCY and Analysls Dlvision, Records
Management Branch (M/SER/MO/pA/RM)

In managing the Agency Vital Records Program, M/SER/MO/PA/RM will: •

a. Advise Vital Records Officers of needed action.

b. Develop and update, as necessary, the directive on Vital
Records.

c. Provide administrative support to the Vital Records Committee.

d. Ensure proper coordination of the Vital Records Program
throughout the Agency.

e. Maintain master lists of Agency vital records, both emergency •
operating and rights and interest.

f. Develop the Agency's Vital Records Schedule.

g. The AID Records Officer serves as the Vital Records Officer.

4. Directorate for Program and Management Services, Office of
Informatlon Resources Management (M/SER/IRM)

a. Assist the user in the development of disaster recovery plans
Agency-wide that address how critical portions of emergency operations
will be accomplished between the loss of a service, data processing •
installation, and its recovery or restoration. This is to be
accol11pl ished by:
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(l) Identifyi ng automated vi tal records, (emergency
operating, rights and interests).

(2) Identifying processing requi rements necessary to support
automated vital records (alternate methods and procedures) i.e.,

(a) Suspending processing.

(b) Using manual or personal computer procedures.

(c) Processing on a backup computer.

b. Maintain a listing of offices having approved disaster
recovery p1 ans.

5. Offices Maintaining Automated Vital Records (Users)

Each office that qualifies as a user is responsible for:

a. Developing disaster recovery pl ans for its respecti ve offi ce
in accordance with Automation Security Guidebook, paragraph F, Risk
Analysis/Contingency Planning. This gUidebook can be obtained from IRM.

b. Internal procedures for approving the plans.

c. Updating the pl an as necessa ry.

d. SUl:xnitt"ing a copy of the plan to the appropriate Vital Records
Liaison Officer.

7H. Emergency Operating Records

Example of emergency operating records are:

1• Readiness records.

2. Procedural records to implement emergency operations.

3. Records that show the mobilization and protection of material and
manpower resources of the Nation (or in the case of overseas, Mission).

4. Records that assist in maintaining pUblic health and safety.

5. Records for essential Civil Defense activities.
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71. Rights and Interest Records

Exampl es of ri ~ts and interest records are:

1. Proof of ownership.

2. Financial records such as monies due AID and debts to employees,
vendors and contractors.

3. Retirement records.

4. Payroll records.

5. Insurance claims.

6. Legal proceedi ngs and final decisions.

7. Valuable research papers.

8. Contract files.

9. Equipment Inventories.

10. Building History files.

•

•

•

•

•
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AID 5-84 (1-89)
INVE~"'TORYOF EMERGENCY OPERATING RECORDS

(Submit Original and 2 Copies to: MISERIMOIPAIRM. Rm. 1200B SA-14)

ORIGINATING OFFICE (Seryice or Staff Office)

A/AID

PREPARED BY (Name of Program Official) I DATE I REVIEWED BY (Signature of Vital Records
Liaison Officer)

Henry Doe I 3/11/89 Jane Doe

DATE

3/11/89

APPROVED BY (Signature of approving
official)

Jane Deer

DATE

3/12/89

ITEM
NO.

(1)

ITEM DESCRIPTION MEDIA SITE NAME OR TITLE ANDI FREQUENCY
(Name, description. subject, form no., (Paper, auto· LOCATION CORRES. SYMBOL OF OF

reports control symb~l.etc.) mated, micro-
(3)

PERSON SENDING DISPATCH
film, etc.) COPIES TO SITE

(2) : (2a) MAIN CO RO (4) . I (5)

SITE MAINTENANCE
AND

DISPOSITION INSTRUCTIONS

(6)

A/AID IList of "critical functions" as I Paper
14240 spelled out in Executive Order 12656.

A/AID IChain of Command. (Persons designated I Paper
14240 to suceed A.I.D. executive positions

in an ~mergency.)

. ".~:!o. , ;

SA

x

x

A/AID
XXX

A/AID
XXX

Replace
when revise

Replace
when revise

Replace when revised

Replace when revised

>
-...........-(":
=-a
~

=....
......
a

~

=-

E I~

-
~ ==

~N ............ -..I
....... -=.......
00 ;:........ ..,.........

~

=
(Instructions on Reverse)



AID 5-84 (1-89) BACK

INSTRUCTIONS FOR PREPARING FORM AID 5-84

ORIGINATING OFFICE. Show the office symbol of the office concerned,
e.g., M/SER/MO/PA/RM.

PREPARED BY. Enter name of responsible program official, his/her office
symbol, and the date prepared.

COLUMN 4. Self-explanatory.

COLUMN 5. For each item, show as precisely as possible when records will
be prepared and forwarded, such as:

COLUMN 6. Provide specific instructions for the maintenance, updating,
retention, and disposal of each item at the site, such as:

REVIE\VED BY. Each inventory shall be reviewed, signed, and dated by
the appropriate Vital Records Liaison Officer prior to approval by the ap
proving official.

APPROVED BY. Each inventory shall be reviewed, signed and dated by
the appropriate approving official.

COLUMN 1. Number each new item consecutively, preceded by the sym
bol for the office concerned as provided in the caption "Originating Office."
The item number is used at the site for identification and filing purposes.
Item numbers will be assigned by HB 21, Pan II, AID/W or USAID Sched
ules. (Note: The disposition from the schedule does not apply to vital re
cords.)

Annually days after close of CY (FY)
Semi-annually, Jan. __ and July __
Quanerly, Jan. __April __July__Oct.__
Monthly, by __
Weekly, __ workday
As received or issued (routine distribution)
As completed (or as amended)
(Other, as may be appropriate)

Write out instructions for each item. Do D.Q.t use ditto marks or other
devices.

l "
~

COLUMN 2. Self-explanatory.

COLUMN 2a. Self-explanatory.

COLUMN 3. Indicate (X) site location for each item. A record preposi
tioned at more than one site will be identified once as a single item, but may
require a separate line entry in column 3 for each site. Designate specific
regional site locations by showing 1, 2, etc. or each, as appropriate.

Replacement. \Vithdraw and destroy replaced item.
Rotation. \Vithdraw and return replaced item.
Updatjni. Insen new material. Withdraw and destroy changed or

obsolete material.
Add to. Retain previous item. Destroy (return) after__ years.
(Qllw:, as appropriate)

Write out complete instructions for each item. Do D.Q.t use ditto marks or
other devices.

o o c) o o
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TRANSMITTAL OF VITAL RECORDS FOR SAFE STORAGE (TM 21-11:7)
(Submit original and 2 copies)

AID 5-85 (1-89)

,n
\. j
-..--./--------------------=============================----

GENERAL INSTRUCTIONS:
1. Prepare separate form for each Item listed on forms AID 5-84 and AID 5-86
2. Office to retain one copy and file by ITEM NO.

OFFICE SYMBOL

A/AID
TO: (Insert appropriate Relocation Site)

CLASSIFIED

ITEM NO.

14240

DOES RECORD REPLACE OTHER MATERIAL IN SAFE STORAGE? 0 YES D NO

()

DATE OF RECORD TRANSMITTED VOLUME TRANSMITTED
3/12/89 1 Cubic foot

IF "YES," SHOW ITEM NUMBER OF RECORD TO BE DESTROYED __1_4_2....;..4_0 _

BOX NO.
1

Obtain from office file of U Transmittals"
(See Item 2 of Instructions)

TITLE OR IDENTIFICATION OF RECORD

List of "Critical functions" as spelled out in Executive Order 12656.

REMARKS

This package replaces the total package 14240.

O---------r-----~-----'------
DATE TRANSMITTED

3/12/89

F OFFICE NAME

R A/AID
o ROOM NO. AND BLDG.
M 1234 N. S.

SIGNATURE (Vital Records Officer)

Jane Doe
TELEPHONE CODE AND EXTENSION

123-4567

SAMPLE
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AID 5-86 (1-89)
INVENTORY OF RIGHTS AND INTEREST RECORDS
(Submit Original and 2 Copies to: MISERIMOIPAIRM. Rm. 1200B SA-14)

ORIGINATING OFFICE (Service or Staff Office)

PREPARED BY (Name of Program Official) I DATE I REVIEWED BY (Signature of Vital Records I DATE
Liaison Officer)

APPROVED BY (Signature of approving
official)

DATE

ITEM
NO.

(1)

PFM/PM
17010 .

ITEM DESCRIPTION
(Name. description. subject, form no.,

reports control symbol, etc.)

(2)

Copies of folders on Civil Service
and Foreign Service A.I.D. employ
ees.

MEDIA
(Paper. auto
mated, micro
film, etc.)

(2a)

Paper &
automated

OFFICE LOCATION AND NAME FREQUENCY DEPOSITORY MAINTENANCE STORED
OR TITLE OF PERSON SENDING OF AND AT OTHER

RECORDS TO DEPOSITORY DISPATCH DISPOSITION INSTRUCTIONS SITES
(3) (6)

CO I REG. INAME & CORRES. SYM. (4) (5) YES NO

X I I PFM/PM I Annually Annually, 30 days after X
close of FY.

Or 1

GC/LE
06050

Copies of Litigation and Enforce- I Paper
'ment Case Files.

X GC/LE Annually Annually, 30 days after
close of FY.

X

-
;;..
.~

~....-~
=-a
~

=~
w..
~

=-

E ' II~

I
;;

........ ~
-I .....
::3: ""

r-J -=
...... ==
~ .,- .....
~ =

pSA

~: List each specific record -
use general categories or subjects.

11 This would be completed on a separate AID 5-86 because it's a different office.
, I I I I

(Instructions on Reverse)



AID 5-86 (1-89) BACK

INSTRUCTIONS FOR PREPARING FORM AID 5-86

ORIGINATING OFFICE. Show the office symbol of the office con
cerned, e.g., M/SER/MO/PA/RM.

PREPARED BY. Enter name of responsible program official, his/her
office symbol, and the date prepared.

REVIEWED BY. Each inventory shall be reviewed, signed, and dated by
the appropriate Vital Records Liaison Officer prior to approval by the
approving official.

APPROVED BY. Each inventory shall be reviewed, signed and dated by
the appropriate approving official.

COLUMN 1. Number each new item consecutively, preceded by the
symbol for the office concerned as provided in the caption "Originating
Office." The item number is used at the site for identification and filing
purposes. Item numbers will be assigned by HB 21, Part II, AID/W or
USAID Schedules. (Note: The disposition from the schedule does not
apply to vital records.)

COLUMN 2. Self-explanatory.

COLUMN 2a. Self-explanatory.

COLUMN 3. Indicate (X) site location for each item. A record preposi
tioned at more than one site will be identified once as a single item, but
may require a separate line entry in column 3 for each site. Designate
specific regional site locations by showing 1, 2, etc. or each, as appropri
ate.

COLUMN 4. Self-explanatory.

COLUMN 5. For each item, show as precisely as possible when records
will be prepared and forwarded, such as:

Annually days after close of CY (FY)
Semi-annually, Jan. __. and July __
Quanerly, Jan. __April __July__Oct.__
Monthly, by __
\Veekly, __ workday
As received or issued (routine distribution)
As completed (or as amended)
(Other, as may be appropriate)

Write out instructions for each item. Do !lQt. use ditto marks or other
devices.

COLUMN 6. Self-explanatory.

() (~)
" ,... ....,.-
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TELEPHONE SERVICES

This infOT'lliltion can be located in Handbook 18, Part V, InfOTIIBtion Resources
ManageEnt. It is contained in Section B as Chapter 10, sub-paragraphs G and H.
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This informatilJl'l can be located in IfantIlJIDlndc 18. Part V. InfcmnaUan Resm:rces
IIl'anagenent. It is cnntalned in SectilJl'l B as CIDapter 10, slllb-lfaRgraJth F.




