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Part I -- Directives and Publications, has been reissued in its
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agencies maintain a system of directives. For consistent,
accurate operations and programs, it is imperative that the
handbooks be updated and kept current at all times.

The reissuance of this part provides gUidance on updating and
maintaining the handbooks and other directives publications. It
reminds Agency offices and bureaus that any new policy that
impacts handbook guidance which is developed and issued via
telegram or notice is to be incorporated into the appropriate
handbook immediately and that all handbook information is to be
certified as accurate and up to date on a regular basis.

SUPERSEDES:

~ Part I in entirety (TMs 18-1:54 and 18-1:55).

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of Part I)
beside TM 18-1:56.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook Part on the back. File this TM 18-1:56 in the front of Part I;
discard TM sheet 18-1:55.

* * * * * * *

Address questions about this Handbook Part to FA/AS/ISS (703) 875-1641.

For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641.
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lAo Purpose

PART I

DIRECTIVES

CHAPTER 1

DIRECTIVES MANAGEMENT PROGRAM

lB.

This section of the handbook describes the various functions of the
directives management program and the use of multiple authorized media.

Appl icabil ity

This chapter applies to the requirements and scope of the directives
management system.

1C. Authority

The authority for each chapter within this section are the following:

10.

IE.

Section 621; Foreign Assistance Act, E.O. 12163
IDCA Delegation of Authority No. 1
Federal Information Records Management Regulations (FIRMR) 201-9.103

Policy

FIRMR 201-9.103 requires each Federal Agency to establish and maintain a
directives management program. A prudent program would include:

1. A system to codify and update agency directives

2. Procedures for directives preparation, review, and issuance.

3. Standards of format and style

4. Maintenance of documentation on agency organization, functions,
policies, and procedures

5. Systematic review to assure that directives are necessary, properly
cleared, current, and free of conflicts, gaps, and overlaps.

Responsibilities

FA/AS is responsible for approval of all AID directives issuances and
conduct of AID's directive management program.
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IF. AID Directives System - Scope

1. The AID directives system comprises a number of different media,
described in Chapters 2 through 6 of this part. These media are adapt0!
to material of varying force, duration, and applicability, as indicated
in the individual descriptions.

2. AID directives, according to their content, prescribe AID policies
and procedures not just for AID itself, but for participating agencies,
contractors, institutions, grantees, cooperating countries, and others
acting on behalf of or in collaboration with AID.

IG. Use of Authorized Media

1. Directives material disseminated in circular messages and
correspondence, such as notices or telegrams, should be quickly codifie~

into the handbook system. If it is not, it will create a gap in the
directives system. When messages or correspondence are used to
transmit, change, or nullify directive material, the handbook should be
amended accordingly so that users can rely on them as definitive.

2. Before preparing a circular message (or any correspondence to be
given such circulation), check the directives bearing on the subject.
If the material establishes or modifies policy, procedure, or
prescriptive gUidance, prepare it as a handbook change (see 2F) or
handbook circular (see Chapter 5). Consult AS/ISS if there is a
question about the appropriateness of material.

3. To ensure against misuse of messages, all AID circular telegrams
sent worldwide or to all principal posts require clearance by ES. (Sec
also HB. 21, Communications Management, Part I, Chapter 10.)
Telecommunications and Computer Operations (TCO) Branch ("cable room")
personnel refer telegrams to ES if the originating office fails to do
so. Therefore, it is best to get this clearance initially, along with
other clearances. In most cases, this can be done by telephone.

4. Speed is most often cited to justify sending out directive material
in message form. Handbook circulars are designed to meet this need and,
if necessary, can be printed and distributed quickly.

tJ
~
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CHAPTER 2

AID HANDBOOKS - GENERAL

2A.

28.

Purpose

AID handbooks are the Agency's primary medium for directive materials 
policy, regulations, procedures, and gUidance. Handbooks incorporate
Administrator's Policy Determinations, AID Regulations, and Uniform
Foreign Affairs Regulations (see Chapter 6).

Applicability

This chapter applies to the use, authorship responsibilities, and
maintenance of the AID handbooks.

20.

2C. Authority

FIRMR 201-9.103

Pol icy

1. The Agency handbooks are to be developed and updated by individual
staff offices (Attachment 2A). These author offices are to establish a
phase program for systematic review of all its handbooks. This program
is to be synchronized with the annual handbook review (Chapter 4).

2. All AID offices and missions are to maintain a complete set of
Agency handbooks through a designated handbook custodian.

2E. Responsibilities

1. Author Office

a. The designated author office is responsible for developing anu
clearing the handbook, for preparing final drafts for publication, and
in continuing maintenance. The author office does not necessarily
prepare all the handbook text; one or more contributing offices may do
so if the subject matter requires. In such cases the author office
coordinates to assure timely submissions by contributors and logical
integration of their material into the overall handbooks.
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b. For certain handbooks (see Attachment 2B) the author office
may be assigned special responsibilities, and variations may be
authorized from standard procedures prescribed in this and following
chapters of this part.

c. Author offices must assign handbook maintenance
responsibilities to competent staff people who are at an appropriate
grade level and well placed organizationally. It is important that each
author office establish a phase program for systematic review of all it~

handbooks, and not try to handle maintenance through intermittent ad ho'
assignments. This program should be synchronized with the annual
handbook review.

d. To identify needed changes, those responsible for handbook
maintenance must --

(1) Keep abreast of conceptual and operating changes as they
develop within their own offices,

(2) Maintain good liaison with contributing offices, and

(3) Regularly review significant clearance drafts from other
author offices.

2. Handbook Custodian

a. It is essential that the handbooks be kept current. This is
best accomplished by each office maintaining a set of the handbooks
through a designated handbook custodian. The custodian has the
regularly assigned duty of receiving new and revised material, insertin9
it into the handbook and removing any superseded material promptly. The
custodian is to circulate a copy of handbook issuances carrying an
"important information" caption to all potentially interested employees
in the office before filing it.

b. Handbook issuances are distributed under cover of Transmittal
Memorandum (TM) formats (Attachment 2C) which are dated and serially
numbered as follows:

xx XX-J--- r- serial number
I- Handbook number

TM's also include a brief synopsis of the material transmitted,
superseded pages, and the filing instructions for the issuance. EachfM
also includes an up-to-date checklist of all issuances for the handbook
citing their TM Number, material transmitted, and date. The custodian
can quickly ascertain by comparing this checklist with the latest
material on file and can easily identify any missing issuances. MissinSJ ~....."
issuances are requisitioned from the AID warehouse, through FA/AS/ISS, ~
on form AID 5-7, Supplies/Equipment/Services Requisition.
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c. A Transmittal Memorandum Checksheet format (Attachment 20) is
placed in the back of each handbook. It contains the serial numbers to
be used for the issuances in each handbook. As new issuances are
received and inserted in the handbook, the custodian notes each TM
serial number and initials the corresponding number on the Checksheet.
If a preceding number has not been initialed, it is another indication
that an issuance is missing, or if received, has not yet been filed.

d. In addition to the above described techniques, a handbook
custodian may call FA/AS/ISS whenever there is doubt as to whether a
particular handbook is up to date, when an issuance was distributed or
is likely to be distributed, and for advice on techniques for the most
efficient maintenance of the handbooks.

3. Office Heads

Responsibility for maintenance of handbooks in a user office rests
ultimately with the head of the office, or designee (administrative or
other officer), who has authorized procurement of the handbooks. The
responsible officer inspects the handbooks as often as necessary to
assure that the designated custodian understands the function, has been
circulating important information, and has kept the handbooks current.

2F. Writing Directives

1. End-User Convenience

a. Handbooks serve as convenience and a source of utility for
ultimate users, particularly in the field. This means that the style
should be simple, clear, and succinct. Keep the user in mind when
deciding on the division of subject matter between handbooks and the
organization of material within a handbook.

b. Users are invited to send suggestions for improving handbook
to the responsible author offices.

2. Avoidance of Sex-Biased Language

a. Avoid sex-biased language; including language that assumes or
implies employment functions with a specific gender.
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b. Terms such as "manpower," "manning," "man-year," etc., when
referring to employees of both sexes, except for certain
organizational titles. Instead use "work force," "staffing,"
"worker-year," or other words that apply to both sexes.

c. Masculine pronouns - "he," "him," his" - when both sexes are
meant. Instead, use nouns which can refer to either sex 
"official," "officer," "employee," "technician," "specialist,"
"incumbent," etc. "He or she," "her or him," can also be used.

3. Handbook Changes

a. To revise or add to a handbook, the author office prepares a
handbook change or, if time does not permit, a handbook circular.

b. A handbook change, which is the preferred method, incorporates
the new or revised material into the chapter and paragraph structure of
an already published handbook. Prepare the change in the format
prescribed in Chapter 3 and follow the clearance and issuance procedures
in Chapter 4. If necessary, consult AS/ISS on organizing material,
renumbering paragraphs and chapters, pagination, and clearance
requirements.

c. Use handbook circulars only as outlined in Chapter 5.

d. If a change is thought to be required in a handbook assigned
to another author office, a memorandum proposing the change should be
sent to the other author office. If possible, recommended language
should be suggested. Send AS/ISS a copy of the memorandum.

2G. Resolving Issues

Whenever possible, jurisdictional and substantive issues relating to
handbooks are resolved directly by the staff offices involved. AS/ISS
consults with these offices as needed to clarify the offices issues and
help reconcile differences. If necessary the matter is referred, on
recommendation of AS/ISS to an appropriate official or body at a level
above the directors of the differing offices, depending on the issue and
the circumstances.

~.');
~



~

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18 18-1:56 August 7, 1992 2A-l

ATTACHMENT 2A
AID HANDBOOKS AND AUTHOR RESPONSIBILITIES

HANDBOOK CORE HANDBOOKS AUTHOR (OR CONTRIBUTING HANDBOOK
NO. PRIMARY) OFFICE OFFICE(S) COORDINATOR

1 Policy -
A Summary for Executives POL G. Hi 11

Sup IB:

~.
Procurement Policies FA/PPE K. O'Hara

2 Program Planning and
Budgeting FA/B R. Nygard

3 Project Assistance POL G. Hi 11

4 Nonproject Assistance POL FA/PPE, GC G. Hi 11

SPECIAL PROGRAMS

7 Housing Guaranties PRE/H D. Grossman

~ 8 Foreign Disaster
Assistance FHA/OFDA F. Cole

9 Food for Peace,
Titl e II FHA/FFP J. Vogler

IMPLEMENTATION

10 Participant Training R&D/OIT J. McKeever

11 Country Contracting FA/PPE K. O'Hara

12 Use of Federal Agencies FA/PPE II

13 Grants FA/PPE II

14 Procurement Regulations FA/PPE II

15 AID-Financed
Commodities FA/PPE II

16 Excess Property FA/PPE II
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HANDBOOK
NO.

CORE HANDBOOKS AUTHOR (OR CONTRIBUTING HANDBOOK
PRIMARY) OFFICE OFFICE'S) COORDINATQR

MANAGEMENT

17 AID Organization

18 Information Services

FM/B

FA/AS/ISS

G. Joe

F. Allen

FA/AS/ISS: Part I 
Directives (F. Allen)

LEG: Part II -
Info. to Congress
(B. Cook)

OPA: Part I II -
Info. to the Public
(J. Harper)

POL/COlE: Part IV 
Sources of Info; App C
and E (M. Brown)

FA/IRM: Part V -
Info. Tech. App A
(AS/ISS/RM, B. Johnson)
App D (FA/IRM,
R. DiCurcio)

i ·.· ·•..··

W
19 Financial Management FA/FM

5 Delegations of Authority GC

6 Security IG/SEC

20 Office Services FA/AS

21-1 Communications Management FA/AS

'21-II Records Management FA/AS/ISS/RM

22 Travel and Transportation FA/AS/TT

23 Overseas Support FA/OM

R. Kramer

J. Miller

P.J. Hogan

F. Allen

ES:Sup A F. All en
(F. Rogers)

F. All en

M. Anderson

N. Benton
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HANDBOOK CORE HANDBOOK
NO.

AUTHOR (OR CONTRIBUTING HANDBOOK
PRIMARY) OFFICE OFFICE'S) COORDINATOR

PERSONNEL

24 General Personnel Policy FA/HRDM/ PPM/ PP M. Trott

EaP: Chap. 2
Equal Opportunity
Program - Pendarvis

HRDM/LER: Chap. 6

\...,;'
Labor-Management
Relations
- (Mackenzie)

25 Employment and Promotion FA/HRDM/PPM/PP M. Trott

FA/B/SB Chap. 23 -
Workforce Resource
A11 ocat ions and
Employment Control
- (M. Rarick)

~
26 Position Classification,

Pay, and Allowances FA/HRDM/PPM/PP M. Trott
and Allowances

FM/FPS: Chap. 6
Schedule of Pay
Periods; and
Chap. 7 - Salary
Allotments and
Deductions
- (Kramer)

27 Attendance and Leave FA/HRDM/PPM/PP M. Trott

28 Training and Staff
Development FA/HRDM/ PPM/ PP M. Trott

29 Employee Relations
&Benefits M. Trott
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HANDBOOK CORE HANDBOOK
NO.

AUTHOR (OR CONTRIBUTING HANDBOOK ~
PRIMARY) OFFICE OFFICE'S) COORDINATOR

30 Separations &Disciplinary
Actions FA/HRDM/PPM/PP M. Trott

31 Reserved FA/HRDM/PPM/PP M. Trott

32 Personnel Actions, Records, FA/HRDM/PPM/PP M. Trott
&Reports

33 Overseas Position Management FA/HRDM/PPM/PP M. Trott U.-. ,..
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ATTACHMENT 2B

SPECIAL RESPONSIBILITIES, VARIANT PROCEDURES - CERTAIN HANDBOOKS

Handbook 14, Procurement Regulations (and Related Issuance)

1. General

This handbook consists of the AID Acquisition Regulations (AIDAR),
as published as chapter 7 of the Title 48 Code of Federal Regulations.
The AIDAR supplements the Federal Acquisition Regulation (FAR) and
implements the procurement related aspects of the Foreign Assistance
Act, Executive Order 11223, and established ADI policies on contracting
as set forth in Supplement B to AID Handbook 1. The AIDAR provides for
the codification and publication of procedures for the acquisition of
services and personal property by AID.

2. Responsibility

Responsibility for AID review of the FAR and for development and
maintenance of the AIDAR is assigned to the Procurement Executive
(AA/FA) and, under him, to the Procurement Policy and Evaluation Staff
(FA/PPE).

3. Clearance

FA/PPE will determine clearance requirements for individual changes
and additions to the AIDAR. All changes are cleared with the Office of
the General Counsel (GC) and selectively with other offices concerned,
according to content.

4. Publication

a. The FAR and the FAR amendments (i.e., Federal Acquisition
Circulars (FACs) are printed on white loose-leaf sheets by GSA.

b. FA/PPE amends the AIDAR by issuing AIDAR Notices for signature
by the Procurement Executive; signed Notices are transmitted through the
Office of the General Counsel for publication in the Federal Register,
after which FA/AS/ISS transmits camera copy to FA/AS/ISS/PG, for
reproduction and distribution as a Handbook 14 (AIDAR), amendment under
a Transmittal Memorandum (TM).

c. The content of AIDAR Notices is codified as part of the AIDAR
text by the Office of the Federal Register and published annually as
part of the Code of Federal Regulations (CFR).



--I

\wi5. Distribution

FA/PPE controls distribution of Handbook 14 material, working
within the directives distribution system developed and maintained by
the Distribution Branch, FA/AS/ISS/MM, and FA/AS/ISS. Distribution is
subject to consultation among the three offices as required.

6. Related Issuance

FA/PPE publishes Contract Information Bulletins (CIBs) to provide
advance notice of forthcoming FAR and AIDAR changes and for
informational purposes. ~

Page No. Effective Date Trans. Memo. No.
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FA/PPE maintains background files on all Handbook 14 material,
showing clearances obtained and disposition of any comments received.
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ATTACHMENT 2C

SAMPLE

AGENCY FOR INTERNATIONAL DEVELOPMENT

DATE
HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

Handbook 18 - Information Services

List material being transmitted.

SUPERSEDES:

TRANS. MEMO NO.
18-1:

Address questions about Part I of this Handbook to (author office).

For additional copies of this Transmittal contact FA/AS/ISS

List page(s), chapter(s), attachment(s), or appendix(es) being superseded.

FILING INSTRUCTIONS:

1. List material being superseded.

2. File the attached in their/its place.

3. Initial the Transmittal Memorandum Checksheet (in the back of the handbook
binder) beside TM 18-1:

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
handbook on the back. File this TM 18-1: in the front of the handbook binder;
discard TM sheet 18-1:.

* * * * * * *

I-1---- -1



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18 18-1:56 August 7, 1992 20-1

ATTACHMENT 20
T RAN S MIT TAL ME M0 RAN DUM C H E C KSHE E T

HANDBOOK 18 - INFORMATION SERVICES

PART I - DIRECTIVES AND PUBLICATIONS

18-1:1 18-1:23 18-1:45

18-1:2 18-1:24 18-1:46

18-1:3 18-1:25 18-1:47

18-1:4 18-1:26 18-1:48

18-1:5 18-1:27 18-1:49

18-1:6 18-1:28 18-1:50

18-1:7 18-1:29 18-1:51

18-1:8 18-1:30 18-1:52

18-1:9 18-1:31 18-1:53

18-1:10 18-1:32 18-1:54

18-1:11 -- 18-1:33 18-1:55

18-1:12 -- 18-1:34 18-1:56

18-1:13 18-1:35 18-1:57

18-1:14 18-1:36 18-1:58

18-1:15 18-1:37 18-1:59

18-1:16 18-1:38 18-1:60

18-1:17 18-1:39 18-1:62

18-1:18 18-1:40 18-1:63

18-1:19 18-1:41 18-1:64

18-1:20 18-1:42 18-1:65

18-1:21 18-1:43 18-1:66

18-1:22 18-1:44 18-1:67



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18 18-1:56 August 7, 1992 3-1

CHAPTER 3

HANDBOOK FORMAT

3A. Purpose

This chapter describes and illustrates the format used for AID handbooks.

38. Tables of Contents

~. 1. Each handbook is to have one or more tables of contents, depending
on the handbook's size and structure and the amount of detail, such as
major topic headings and paragraph captions, that is considered useful
to show in the table(s).

2. If a handbook is unified in its structure and relates to one basic
subject, a single table of contents is usually sufficient.

3. When a handbook is divided into parts, as in the case of this
Information Services Handbook, each part may have its own table of
contents. This is particularly appropriate when:

a. The subject matter of the different parts is distinct and not
closely related;

b. The material is addressed to somewhat different audiences;

c. Parts are prepared and maintained by different contributing
offices; and

d. Considerable detail such as topic headings and paragraph
captions is shown in the tables.

4. If there is table of contents for each part of a handbook, there is
also a summary table for the handbook as a whole. Ordinarily this shows
only the titles of the various parts.

5. Variants of the arrangements outlined here are possible, subject to
discussion with FA/AS/ISS.
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Do NOT include
Should consist of
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3C. Chapter Layout

The chapter layout should include the following format. Each of these
topics should be provided in each individual chapter of the handbook.
They may be broken out by these topic heads or may be worked into other
paragraphs of the chapter.

1. Purpose -- Defines the objective(s} and scope of the chapter or
supplement as well as the subject of the chapter.

2. Applicability -- Includes the personnel, situations, and locations
affected. This may be worked into the purpose paragraph or may stand 1.. }

alone as a major topic head. ~

3. Authoritv(ies) and Reference(s) -- List the statutes, regulations
and guidelines on which the chapter is based, include the title. Do NOT
include the narrative, only the citation, e.g., Foreign Service Act of
1980, as amended, sec. 306; FPM 762, Adverse Actions. Number each
entry; do NOT skip lines between entries. If the authorities and
references are the same throughout the handbook, they may be included as
an attachment to the handbook.

4. Definition(s) -- Defines the key terms used in the chapter as well
as any unfamiliar terms. Underline and number each definition.

5. Policy(ies) -- This will be a major portion
outlines "what" the chapter topic is requiring.
responsibilities, discussion or other narrative.
concise policy statements.

6. Responsibilities -- Defines responsibilities of employees, offices,
staffs and bureaus responsible for implementing the policy and/or
procedures.

7. Procedures -- This is another major portion of the chapter. It
outlines "how" these policies are to be implemented.

8. Forms and Attachments -- List forms/attachments that augment the
chapter, cited by title.

3D. Parts

When a handbook is divided into parts, each part will normally comprise
of two or more chapters. Division into parts is helpful when handbook
material falls within several major subject areas, each of which lends
itself to division by chapters. Parts are numbered with Roman numerals,
as in this example:
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3D

INFORMATION SERVICES HANDBOOK

Part I. Directives and Publications

Part II. Information to the Congress

Part III. Information to the Public

Part IV. Information Sources in AID

Part V. Information Technology

3E. Chapters

1. Each handbook is divided into chapters, organized under a major
subject heading. (Chapters are the first or second major subdivision of
handbook material, depending on whether the handbook is divided into
parts) .

2. Chapters are numbered consecutively with Arabic numerals, starting
with 1 at the beginning of each handbook or at the beginning of each
part, where parts are used.

r

3F.

3. Chapter headings are in all capital letters as shown at the start
of this chapter.

Style

The writing style should be direct, to the point, and precise. Avoid
wordiness and "legalese," i.e., aforementioned, heretofore, etc. Write
compactly, give only the information or instructions needed by the
reader. Use the Handbook Style Guide in Attachment 3A as the preferred
style for the Agency handbooks.

3G. Organization of Material within Chapters

1. Major Topic Headings

a. Determine the major topic headings that represent the primary
division of subject matter within the chapter.

b. Letter each major topic heading in alphabetical order,
starting with A for each chapter. Use capital letters, preceded by the
chapter number, as illustrated here:

3A. Purpose

3B. Tables of Contents
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3Glb

3C. Chapter Layout

3D. Parts

3£. Chapters

3F. Style

3G. Organization of Material within Chapters

c. Capitalize first and principal words in captions and underline
as shown. Do NOT underline alphanumeric designations.

2. Paragraphing

a. Identify and indent successive subdivisions of material under
major topic headings as follows:

1. --------------------------------------------------------------------

a. ---------------------------------------------------------------

(1) ----------------------------------------------------------

(a) -----------------------------------------------------

1· ------------------------------------------------

b. Do not subdivide text below the level denoted by "1." in the
above format.

c. Do not number or letter a sub-element that stands alone under
the element next above it. In 20, for example, the first element of the
text, now numbered 1, would bear no number if it were not followed by
the element numbered 2.

d. Short items like those following the colons in 3D and 3Glb
need not be numbered individually.

e. If the citation continues on to the next page, show the
appropriate paragraph designation at top left of the following page, as
3Gl is shown above on this page.

f. Use captions like those for major topic headings (3G1) with
subdivisions of text below that level.
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\wi 3G2

(1) Under anyone element of the text, use captions on all of
its equally ranked sub·elements, or on none.

(2) 00 not use captions on lower level subdivisions--those
designated (1), (2), and (3), (a), (b), and (c), or 1, ~, and ~.

3H.

g. Indent and block all text as shown above.

h. When using WANG word processing equipment to prepare handbook
materials, use a format line with tab settings at positions 7, 12, 17,
22, 27, and return setting at 80.

Page Numberi ng

Number the pages of each chapter with hyphenated numbers that include
the chapter designation, i.e., 3-1 for the first page in Chapter 3; 3-2,
3-3, and so on for successive pages in that chapter.

31. Citations

1. When citing cross references within the same handbook, use complete
references, i.e., 2C2, 3G2f(I), etc.

2. Cite other handbooks as follows:

a. Initial citation--Handbook 8, Foreign Disaster Assistance, 381.

b. Subsequent, closely following, or repeated citations of same
handbook - HB 8, 7B3.

3. 00 not use words like subparagraph, section, and subsection in
citations.

3J. Supplementary Material

1. Use one or more of the following terms for supplementary material
added outside the handbook text:

Appendix -- For fairly long additions that are rather formal
detailed, and keyed to the main text.

Supplement

Attachment

For short or medium length additions, less formal
than the main text and not keyed to it in detail.

For brief additions, forms, report formats,
specimen memoranda, etc.

Exhibit -- For large involved charts, diagrams, tables, etc.
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2. Add supplementary materials at the end of the chapter to which they
relate or at the end of the handbook itself, whichever is more
convenient for the reader.

3. When adding supplementary materials at the end of a handbook:

a. Designate each appendix, supplement, attachment, and exhibit
with a capital letter, starting with A and continuing alphabetically for
each type of supplementary material. For example:

If a handbook has--

2 appendices
5 supplements
9 attachments
1 exhibit

Designate them as-

Appendix A and Appendix B
Supplements A thro~gh E
Attachments A through I
Exhibit A

b. Identify supplementary items by marking each page at the upper
right corner in full or abbreviated form as follows:

Appendix A to Handbook 9
Supplement B to Handbook 10
Attachment C to Handbook 20
Exhibit D to Handbook 30

or App A, HB 9
or Sup B, HB 10
or Att C, HB 20
or Exh D, HB 30

4. When adding supplementary materials at the end of individual
chapters, identify each item with a number-letter combination as shown
on attachments at the end of this chapter and other chapters in Part I
of this handbook. The number is the number of the chapter to which the
material is appended. For each type of supplementary material,
lettering begins with A for each chapter and follows alphabetically.

5. Number the pages of each supplementary item with Arabic numerals,
starting with "1" for each item. Center the number for page 1 at the
bottom of the page, and center other page numbers at the top of the
page. You need not number the pages of reprinted items that have their ~
own clear pagination, even when an excepted item begins with a page
numbered other than "1."

6. If an appendix, supplement, attachment, or exhibit consists of no
more than two pages printed back-to-back on one sheet, the pages do not
need to be numbered.
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3K. Changes

When issuing handbook changes, FA/AS/ISS ordinarily highlights the parts
that represent revisions or additions to existing text by setting them
with an" and a footnote "Revised."
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ATTACHMENT 3A

HANDBOOK STYLE GUIDE

Agency

AID

Authorities and References

Attachment

Appendix

bureaus/offices

chapter

circulars

cross references

use Agency, instead of AID, wherever possible

no periods; use Agency wherever possible

--no punctuation after headline, number
authorities and references if more than one,
do not skip lines between citations, e.g.,
1. 5 U.S.C. 41, Trainings
2. Foreign Service Act of 1980, as amended,
sec. 501
--use titles when citing authorities and
references, e.g., FPM 410, Training

abbreviate Att.; brief additions referred to
in the text, forms, sample formats, etc.

abbreviate App.; long, detailed additions to
the text referenced in the text

lower case "b" and "0"

--when using as an adjective, abbreviate,
e. g., Ch. 6
--when using as the headline to a chapter
center, spell out, cap all letters, do not
boldface, e.g., CHAPTER (see title)

as a general rule, do not use circulars;
instead, reissue pages as necessary to
reflect changes. If absolutely necessary,
circulars are only permissible if the
information is for an extremely short,
temporary period of time

if cross references between chapter parts or
other chapters are necessary, cite the
complete citation, e.g., 3G1f. If cross
references between handbooks, Handbook 18,
Part I, 3G1f.
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Defi nit ions

Director, Office Symbol

employee

Exhibit

federal

Foreign Service

forms

full-time

government

handbook

herein

him/her, he/she
him/herself
his/hers

member

no punctuation after headline, number
definitions if more than one, underline word
being defined; e.g., 1. Employee

use the symbol when referring to the office,
e.g., FA/AS/OD; use the title when referring
to the Director, e.g., Director, FA/AS

--use FS employee not FS member
--use employee instead of staffer, worker

abbreviate Exh.; referenced in the text,
large involved charts, diagrams, tables, etc.

lower case "f"

when using as an adjective, abbreviate, e.g.,
FS employee; do not abbreviate to describe
the Service

use form number and title, i.e., SF 5-7,
Supply/Equipment/Services Requisition;
AID 5-8, Printing/Distribution Request;
OF 8, Position Description. Standard
Form=SF; Optional Form=OF.

hyphenate

lower case "g" unless preceded by U.S.

when using as an adjective, abbreviate, e.g.)
HB 18; 11 other times, lower case

use "in this section (chapter, etc.)"

do not use; use II the employee"

(see employee)
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mission

must

normally

numbers

overseas post

part-time

percent

Policy

Responsibil ities

section

shall

staffer

Supplement

title (chapter)

capitalize when referring to a specific AID
Mission lower case when referring to missions
in general (also see overseas post)

do not use "shall" if you mean must (see
shall and will)

use "usually"

spell out one to nine. use numbers for 10 and
above

use when referring to an AID overseas office
other than missions or overseas activities in
general

hyphenate

do not use %

policy statements outline WHAT; policy
statements frequently contain the words
"shall" or "will." Do not include
procedures. general discussion or other
narrative under the policy section. Also use
the words "shall," "will." "can." "may" and
"must" with caution; do not use "shall" or
"may" if you mean must.

be as specific as possible using complete
title and office symbol; e.g., Chief,
Information Support Services, (FA/AS/ISS) not
FA/AS.

lower case

often used interchangeably with "will" in
policy statements; do not use "shall" if you
mean must

do not use (see employee)

abbreviate Supp.; short additions to the text
that in detail are not key to the text

to introduce a chapter. center. cap all
letters, e.g., CHAPTER 3, HANDBOOK FORMAT
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United States

U.S.

wi 11

when using as noun, spell out; when using as
an adjective, abbreviate, e.g., u.s.
Government, U.S. agency

(see United States)

ofter used interchangeable with "shall" in
policy statements; do not use "shall" if you
mean must
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CHAPTER 4

HANDBOOK MAINTENANCE

4A. Purpose

1. This chapter covers clearance, issuance, distribution, and
cancellation of AID handbook materials. It is addressed primarily to
author offices and contributing offices originating handbook material
(see 2Bl above) but applies also to clearing offices, handbook users,
and others.

2. Normally only author offices, which have primary responsibility for
a whole handbook, take action to prepare and clear handbook material.
In certain cases, however, one or more major segments of a handbook 
for example, a part comprising several chapters - may be the permanent
responsibility of a contributing office, which functions in effect as
author office for the assigned segment(s). Contributing offices, when
obtaining clearance, must always include as a reviewing office the
office responsible for the whole handbook.

48. Clearance Requirements

1. Sections 4C through 4G below cover directives clearance procedures
required on new and or revised handbook material.

2. Some handbook material may not require regular clearance as
outlined here. Such clearance may be pointless with essentially
technical changes or with directives that simply promulgate requirements
imposed on AID by other agencies. Consult Information Support Services
(AS/ISS) if regular clearance seems to be unnecessary.

4C.

40.

Preclearance

Before preparing a draft for formal clearance, particularly on
complicated subject matter, it is often useful to work out an
information preclearance with other principally interested offices. If
your material involves forms or reports, consult Forms Management and
Reports Management Officers at this stage. (See Part V, Chapters 4 and
5. )

Preparing Clearance Drafts

1. When preparing clearance drafts of new material of some length,
type it in the format prescribed and illustrated in Chapter 3, but
double-spaced.
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2. When fairly brief changes to existing handbook provisions are
proposed, use a copy of the affected handbook page(s) showing the
changes preferably typed, between the lines or in the margin. If the
existing material is in two columns, reproduce one column at a time and
show the changes on the blank half of the duplicated page.

3. As an alternative to 2 above, retype the passages that require
changes, showing the deleted portions lined through and the added
portions underlined or in a special type face. Type the material in the
standard format, double-spaced, as in 1 above.

4E. Initiating Clearance

1. When the draft is ready for formal clearance, prepare:

A covering form AID 3-69, AID Directives System -- Review
Request, following the detailed instructions in Attachments 4A and 48.

An accompanying form AID 5-18, Printing/Distribution Request,
as shown in Attachment 4C.

2. By telephone, check with AS/ISS on:

Selection of clearing offices.

Names and addresses of directives clearance officers, and
number of copies for each.

The "Background and Purpose" statement explaining the proposed
change.

The planned due date for reviewing offices.

Unless specifically requested, do NOT send AS/ISS the clearance draft
material before reproduction.

3. Show AS/ISS's telephone clearance on the Printing/Distribution
Request as illustrated in Attachment 4C. Printing and Graphics
(AS/ISS/PG) honor requests for reproduction of directives clearance
drafts only when AS/ISS clearance is shown.
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4F. Reproduction and Distribution - Clearance Drafts

1. Printing and Graphics Branch (AS/ISS/PG) reproduces, assembles, and
staples the clearance drafts, and returns them to the originating office
for:

Insertion of dates in the "Date Sent Out" and "Comments Due
By" blocks.

•

4G.

Transmittal of the prescribed number of copies to each
directives clearance officer shown as an addressee on the Review Request.

2. In special circumstances, by prearrangement with AS/ISS/PG, it may
be possible for Mail Management Branch to forward clearance drafts to
directives clearance officers. This procedure requires that the
originating office:

Insert the appropriate dates in the "Date Sent Out" and
"Comments Due By" blocks of the Review Request before reproduction.

Request distribution on the Printing/Distribution Request, as
shown on the second specimen form, Attachment 4C.

Send preaddressed envelopes to Distribution Branch for each
directives clearance officer listed on the Review Request.

Action - Clearing Offices

1. Address comments primarily to matters of substance. Do not bother
with routine editing. Recommend nonsubstantive editorial changes only
if important for clarity.

2. Besides reviewing the content of the clearance draft itself,
analyze it for possible impact on any directives your office is
responsible for issuance. Make sure that personnel responsible for
directives issuance in your office see all clearance drafts from other
offices that might have such impact.

3. Forward concurrence or comments to originating offices by the
specified due date.
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4H. Final Action - Originating Office

1. Review comments and resolve differences with commenting offices.

2. Obtain final approval of any forms from FA/AS/ISS/RM.

3. Prepare a final draft (marked-up yellow draft is usually
satisfactory), making sure that your copy clearly shows which parts
represent changes or additions to existing directives. Show the name(s)
of the drafter(s) on the manuscript, to be left for reference in AS/ISS
background file on the issuance. Forward your draft to AS/ISS together
with:

a. Form AID 3-252, AID Directives System - Issuance Request
(Attachment 40).

b. A transmittal memorandum showing main subjects covered,
organizations affected, portions of existing directives modified or
superseded.

c. Final approved versions of any forms or report formats.

d. Originals of all comments and clearances to be filed in
background folder. Actions taken on these are to be summarized on the
back of the Issuance Request as illustrated in Attachment 40.

e. A diskette containing the document with all changes
incorporated (when the document is prepared on WANG Word Processor, WANG
WP plus, or WordPerfect).

f. Special distribution instructions, if needed.

41. Action - Office of Administrative Services (FA/AS)

The Information Support Services Division

1. Reviews for adequacy of clearance.

2. Edits the text, consulting the originating office on any
substantive changes.

3. Arranges for reproduction and distribution.

4. Records Management (AS/ISS/RM) arranges for reproduction and
distribution of all AID forms.

~ l.C

~
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4J. Cancellation

When handbook material is to be cancelled outright rather than
superseded by new material, send AS/ISS a form AID 3-252, AID Directives
System - Issuance Request (Attachment 4E), requesting cancellation and
showing:

a brief statement of the reason for the cancellation, and

clearance of other offices, if the subject matter requires.

4K. Questions - Handbook Content

1. Address questions about the content of a handbook to the author
office, which is ordinarily identified at the bottom of the latest
transmittal memorandum (1M) filed at the front of the handbook. Where
different contributing offices have prepared parts of a handbook,
address the office identified on the preface page at the beginning of
the part in question.

2. If it is believed that a handbook provision should be changed, send
a memorandum to the author office or contributing office, with a copy to
AS/ISS. When convenient, give the recommended new language.

4L. Questions - Directives System

1. Address questions about the directives system to AS/ISS:

Office of Administrative Services
Information Support Services (AS/ISS)
Agency for International Development
Washington, D.C. 20523-1413

2. Such questions include

a. Application and interpretation of Chapters 1 through 6, Part
I, this handbook.
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b. Whether a particular handbook is up-to-date. Usually this can
be confirmed by matching the Transmittal Memorandunl number (in front of
the handbook) with the checksheet which is signed-off by the office
handbook custodian. AS/ISS can be contacted for the most recent
Transmittal issuance number.

c. Relationships among handbooks and other directive media.

d. Where coverage of a particular subject may be found. Address
questions about the subject matter to the staff office responsible.

e. Background of current and superseded directives.

f. Whether the material should be processed as a directive (see
1D above).

4M. Distribution Requests

1. In the interest of economy and efficiency, the dissemination
pattern for handbooks has been tailored to achieve a lean but adequate
distribution, based on estimated user requirements. Complete sets of
handbooks are distributed to AID Missions and to Bureaus and major staff
offices in AID/Washington. Normally employees have fairly convenient
access to a set maintained by the parent organization. If so, personal
sets should not be maintained by individuals. Individually maintained
handbooks should be limited to those needed for freguent reference, to
perform primary and essential supporting functions.

2. Send all requests for complete handbooks, supported by a brief
justification, to AS/ISS through the executive or administrative
officer. This officer is to review requests to make sure they are
justified in terms of the handbook distribution that the organization is
already receiving. AS/ISS reviews these requests and forwards them to
AS/PP/PP for action. Copies of handbook changes are requisitioned in
accordance with 2E2b.

3. When a handbook is requested for someone in AID or in an outside
organization, the request must give the address where the AID warehouse
is to send the handbook as well as the updates. Some AID offices are
inclined to obtain bu"lk stocks of handbook materials and then make their
own informal distribution to outside organizations. This practice is to
be avoided since it usually makes no provision for systematic forwarding
of changes as they are issued.

,.'1
~
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4. In the request for distribution, addresses should appear in the
following form:

FM/CMP
Room 700, SA-2
Washington, DC 20523-0209

USAID/Ca i ro
Program Office
Unit 64902
APO AE 09839-4902

or
USAID/New Del hi
Executive Officer
Department of State
Washington, DC 20520-9000

U.S. Dept of Interior
Intl Water Resource Prog
MS 436 National Ctr
Reston, VA 220012

Limit each address to no more than 5 lines. Lines must be no more than
35 characters in length, counting each letter, space, or punctuation
mark as a character. Use organizational titles, whenever practical,
rather than individuals' names, as the distribution list becomes
outdated as personnel changes occur.

5. When inquiring about missing handbook transmittals, indicate what
transmittal memorandums (1M's) have been received.

6. When changes in organization, location, personnel, quantity
required, etc., have occurred, send AS/ISS a corrected address together
with a copy of the existing address.

4N. Reproduction of Directives

For reproduction of handbook material, the Printing and Graphics Branch
honors only requests originating with or cleared by AS/ISS.

40. Updating of Handbooks

It is essential to keep the handbooks current. All offices responsible
for handbooks will review them on an annual bases and certify that they
are current on a predetermined date, arrived at in agreement which
AS/ISS. Policy issued via notice or telegram, must also be incorporated
into the appropriate handbook(s) without delay.
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Wfien. temporary. pol icy .is .establ i shed, the author offi ce is to issue a
circular for the appropriate handbooks(s).

4P. Obsolete References

In reviewing handbook texts tokeep them current, be particularly
careful to delete obsolete references, such as citations of
organizational units that have been abolished.
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ATTACHMENT 4A

INSTRUCTIONS FOR COMPLETING FORM AID 3-69,
AID DIRECTIVES SYSTEM - REVIEW REQUEST

(See SAMPLE copy on next page)

Addressees Following instruction on
the latest version of
Attachment 4B, show number
of copies, office symbol,
name, and room number for
each addressee. Note that
certain offices clear all
issuances while others
clear according to content

Return to

Contact
Person
Telephone
Code and
Extension

Give office symbol, room
number and building to
which clearance or comments
shoul d be sent.

Give name and telephone num
ber of person in initiating
office who is designated
to receive inquiries.

Block

Type of
Directive
and No.:

Subject:

Initiated
By:

Date Sent
Out:

Comments
Due By:

EntrY

Indicate handbook and
portion proposed for
issuance or revision.

Enter handbook title and,
as applicable, chapter
title(s) and major topic
heading(s) of portions
proposed for issuance
or revision

Enter organizational
symbol of bureau or office
proposing the change.

Enter date of transmittal
to reviewing offices.*

Enter a reasonable sus
pense date, normally 3
weeks (15 working days)
after the date sent out.*

Identify by number.

Identify by handbook,
chapter and, where appro
priate, paragraph numbers.

Directive(s)
to Be
Superseded:

Form to be
Superseded:

Background
and Purpose:

Briefly summarize the pro
posed new provisions or
changes.

Offices initiating Review Requests are to leave the remainder of the form blank
for use by reviewing offices. This part of the form is self-explanatory.

*If the office is distributing the yellow draft copies as provided in 4El, leave
these date blocks blank on the original sent to Printing and Graphics Branch for
reproduction; then enter the dates by date stamp on the individual yellow draft
copies when they are returned. If AS/ISS/MM is handling distribution as
provided in 4E2, coordinate with ISS/MM a realistic transmittal date; enter it
and an appropriate suspense date in the respective blocks on the original that
is sent to Printing and Graphics for reproduction.
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Attachment 4A

TVPe: 0 .. DIRECTIVE AND NO.

;

j
AID DIRECTIVES SYStEM - REVIEW REQUEST HB 10, Ch. 12

,-d

You ... NqUIIM to I'rt'Iew the lt1ached prClPOlld DlrictIve. ...... ..tum thl,
__III with your COI'IlIr*ItI or concumnce NO LATER THAN THE ABOVE
DUE DATE. If not !'!C!Iwd by 1!lft _. your~ "'II be t!IU!'nIlt
UII.... In extenllon .. bien NqUlltI'd IIICl lIlIPrOVId.

0-00-00

AID 1300-1) AID 1380-2,
FORMIS) TO .E SUPe:RSEDED.

OIT 0-00-00

HB 10, Chapter 12
DIRECTlVE(S) TO .E SUPERSEDED.

i IG/A/PPO B. Crandl emi re 409 SA-16 I-:I~N:":IT~IA:-:T:::E'::"O-:.~V~' --'-::D"7AT::':E:-S::-:E~N""T-=O-:-:U=-T'--~C~O~M~M"!'ENTS~"'D-ua""'.~V~'-"""
i ES J. Wolfe 5897 NS
I GC/EPA J. Miller 6892 NS
1 POL/PAR G. Hill 3947 NS
1 OPS/MRC F. Herder 3729 NS
4 LAC/EMS K. Harley 3908 NS
4 AFR/MGT J. Jordan 2484 NS
4 ASIA/EMS V.R. Gray 3208 NS
4 EUR/EMS R. Williams 6484 NS
4 NE/EMS R. Ward 4527A NS
4 PRE/ADM D. Schuler 3208 NS
3 FA/AS/ISS/RM F. Allen 1209 SA-14
4 FA/AMS J. Rourke 2728 NS

Makes detailed changes in participant training
English language training requirements.

RETURN TO (0rWM"""". 1100.. No. • B/d£J

OlT . 260 SA-Ii
CONTACT PERSON(S) TELEPHOI'fa CODE" EXT.

john Doe 235-1870
COMMENTs (CIM~" .P~"''' IJefforl ..... UN ..",.",.., "... for .0m_"11 " "-..,-,J
If yOU eli....... WIth Iny Pin of the eftlChed milttriel.I~ lither on the en.chment or by ec:compenylng mel'llOrllldum the exec:t 'enguege
of MY eugglJtlled chen._

AID 3.. b-78)

NONC:ONCURREO IN FOR THE REASONS
STATErJ ABOVE OR IN ATTACHMENT"

NO
COMMENT
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ATTACHMENT 4B
DIRECTIVES CLEARANCE OFFICERS

A. The following are to receive copies of all handbook clearance drafts:

No. of Telephone Room No.
Copies Office Clearance Officers Number &Bldg.

1 IG/A/PPO Mr. B. Crandlemire 875-4303 409 SA-16
1 ES Ms. J. Wolfe 647-8000 5897 NS

~i
1 GC/EPA Mr. J. Mill er 647-8218 6892 NS
1 POL/PAR Mr. G. Hill 647-8558 3947 NS
1 OPS/MRC Mr. F. Herder 647-3992 3729 NS
4 LAC/EMS Ms. K. Harley 647-9475 3908 NS
4 AFR/MGT Ms. J. Jordan 647-2965 2484 NS
4 ASIA/EMS Ms. V.R. Gray 647-7302 3208 NS
4 EUR/EMS Mr. R. Will i ams 647-3694 6484 NS
4 NE/EMS Mr. R. Ward 416-5914 4527A NS
4 PRE/ADM Ms. Drina Schuler 647-7302 3208 NS
3 FA/AS/ISS/RM Mr. F. Allen 875-1573 1209 SA-14
4 FA/AMS Ms. J. Rourke 647-8604 2728 NS

~ B. Selective distribution is made to the following, based on the relationship
of handbook content to their offices' functions:

No. of Telephone Room No.
Copies Office Clearance Officers Number &Bldg.

1 EOP/OD Ms. J. Pendarvis 663-1333 1224 SA-l
1 LEG/PO Ms. B. Cook 647-8440 2895 NS
2 FHA/MGT Mr. J. Donahue 235-0891 305 SA-8
1 XA/PI Mr. J. Harper 647-1850 2884 NS
4 POL/EMS Mr. B. Block 647-7656 3665 NS
9 R&D/MGT Ms. B. Rogers 875-4161 522 SA-18
1 XA/ADM Ms. C. Tucker 647-4278 4889 NS

\...; 1 R&D/OIT/RS Ms. J. McKeever 875-4169 215 SA-16
2 FHA/OFDA Mr. A. Natsios 647-8924 1262A NS
1 IG/EMS Mr. D. Mein 875-4110 410 SA-16
6 FM/FPS Mr. R. Silc 663-2245 803 SA-2
2 HRDM/LER Mr. W. Jones 663-1317 1430 SA-l
2 HRDM/PPM/PP Mr. M. Trott 663-1435 1130 SA-l
6 FA/PPE Ms. K. O'Hara 875-1534 1601 SA-14
2 FA/OMS Ms. B. Dotherow 875-1616 1600 SA-14
1 FA/IRM/PMA Mr. W. Van Vechten 875-1440 1142 SA-14
1 HRDM/ADM Ms. M. F. Moore 663-1324 1219 SA-l
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ATTACHMENT 4C

REQUEST FOR REPRODUCTION OF CLEARANCE DRAFT
FORM AID 5-18 - PRINTING/DISTRIBUTION REQUEST

Example 1. When originating office is to make distribution (see 4Fl)

~ONTROL NO. Security Classification Completion date

PRINTING/DISTRIBUTION REQUEST (ISS 1.:•.e ONLY)

UNCLASSIFIED "'

Requested by Date Submitted Date Required

J. McKeever 0-00-00 0-00-00
Office Symbol IRoom/BUilding Number Mail Stop Telephone Ext.

on 215 SA-16 20523 -1601 235-1984
PRINTING

Document Title or Description No. of Pages Finished Size Quantity Print

HB 10, Ch. 12 18 8; x 11 40 D 1 side

KXJ 2 sides

D Duplicating

V

Printing Instructions

g Offset ~Staple ~Assemble D Punch/Drill D Wrap D Other (Specify) _

Special Printing Instructions

Please Print on Yellow Paper

Cleared - FA/AS/ISS - 0-00-00
F. Allen - 875-1573

U.. 'I. DISTRIBUTION (see reverse for instructions),
ist Name List Number

J. McKeever
Attention Clause Date Received

(ISS Use ON LY)

III. DELIVER EXTRA COPIES TO
Name

IV. APPROVING OFFICIAL
Typed Name

J. McKeever
AID 5-18 (12-90)

Office Symbol

ement Analyst

Room Number Building

Signature

Telephone Ext.
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Example 2. When Distribution Branch is to make distribution (see 4F2)

CONTROL NO. Security Classification Completion date

PRINTING/DISTRIBUTION REQUEST UNCLASSIFIED (Iss Usc ONLY)

Requested by Date Submitted Date Required

J. McKeever 0-00-00 0-00-00
Office Symbol IRoom/Building Number Mail Stop Telephone Ext.

OIl 215 SA-16 20523 - 1601 235-1984
PRINTING

Document Title or Description No. of Pages Finished Size Quantity Print

HB 10 ,Ch. 12 18 8i X 11 40· D 1 side
[i] 2 sides

Printing Instructions
D Duplicating K] Offset IX Staple IXXAssembie D Punch/Drill D Wrap D Other (Specify) _

Special PrintIng Instructions

Please print on yellow paper

Cleared - 0-00-00 - FA/AS/ISS
F. All~n - 875-1573

1/. DISTRIBUTION (see reyerse for instruc.tions)
Date Received
(ISS Usc ON LY)

Attention ClauseUst NM1e List NumberDlstr10ute to addressees on see Torm
form AID 3-69 AID 3-69
-1/-1.-0-e-L-lv-e-R-ex-T-R-A-C-o-p-le-s--T-O--...Io------I----- - -J.. U

Name Office Symbol Room Number Building Telephone Ext.

IV. APPROVING OFFICIAL.
Typed Name

. J. McKeever
Title
Management Analyst

Signature

AID 5-18 (12-90)
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ATTACHMENT 4D

Issuance Number and Subject

TO:

A,I.D. DIRECTIVES SYSTEM - ISSUANCE REQUEST
(Complele reverse o( (orm)

Office of Information Resources Management
Planning and Evaluation Division (MSIIRM/PEI

Item Number (IRMIPE Ust only)

o Cancellation

Other (spuify)

o Polley Determination

o

HB 10 - Participant Training. Ch. 12 - English Language Training and Testing
Type of Issuance

I!J Handbook Change 0 Handbook Circular

o AID/W Notice 0 AID General Notice

Distrlbullon Required for Handbook Material Proposed Effective Date Proposed Distribution Date

~ Regular o Special (stt rema,ks) 0-00-00 0-00-00
Distribution Required for Notices .

AID/W ('X' on, box only) FIELD ('X' on, box only)

o Office Headso Circulate 1 to 3

o AD Professionals

o All Employees
o All Professionals o AD Employees

Name of Drafterls'

on
Organization Symbol Contact', Name Room Number

Address

~
and Building

Inquires to ",,'

on John Smith 215 SA-16
Remarks

We request i..uana of Ih, a//ach,d final d,aft. which has bun prepared and cI,ared in acco,dana with Part 1. Handbook 18. Putin,nt
b"ckll,ound mattrial is al/ach,d inctudinlltht o,illinals of all responsts reaiv,d from cI,arinll offias. Our actions on cl,arers' comments
aft Jummar;ztd 011 tilt bade 0 tlli] arm.

Date Ttansmitled

0-00-00
PROCESSING RECORD (IRMIPE use only)

ekMance Approved Ediled. References Forms Approved Reports Approved Typed Dale Received
Checked

Prvoled COllecled Number or Pages TM Number Issuance Approved

To Print Dislribulion Needed Dislribulion Made /> •..... >:..... ..:.> .•>:(.

: ....>.•; :.:}.::::; 1::%.: \..::.. .

I>iii:·.•... :·
...

.: ........... >....>
Special Inslruclions

AID 3-252 (4-90)
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CHAPTER 5

HANDBOOK CIRCULARS

5A. Purpose

AID Handbook Circulars supplement individual AID handbooks and can be
used for two types of material:

I. Material effective only for a limited period; typically, a year or
less.

2. Material that is continuing in its effect but which must be issued
at once in temporary form and reworked as part of a handbook later.
Hold circulars in this category to a minimum, since it entails more work
for the author offices.

58. Applicability

This chapter applies to temporary guidance to offer a quick update to
Agency handbooks.

~ 5C. Authority

FIRMR 201-9.103

5D. Pol icy

I. Material must be for a limited time and must contain an expiration
date. When the expiration date has been reached. FA/AS/ISS will remove
the information from the handbook.

2. Material continuing in effect must be worked into the handbook with
the next annual review and certification of the handbook.

~. 5E. Responsibilities

I. Author office

a. Review of the circular's subject matter to implement into the
appropriate handbook.

b. Clearance from minimum required number of offices.
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2. FA/AS

a. Provide guidance to author office for clearance inclusion
procedures into the handbook.

b. Monitor expiration date of limited time circular and inclusion
of information by annual review/certification date.

SF. Initiating Handbook Circulars

If it is necessary to have a handbook circular issued, consult AS/ISS.
AS/ISS will review with you:

1. the need for publishing a handbook circular rather than a handbook
change,

2. the role of the author office, if the circular's subject matter
falls in a handbook for which another office has primary responsibility,

3. requirements for quick clearance with a minimum number of offices,

4. acceptable variations from standard handbook style and format, and

5. an appropriate date for cancellation if the circular is to apply
only for a limited period, or for incorporation into a handbook if it is
continuing in its effect.

5G. Forms and Reports

If the proposed circular involves a new or modified reporting require
ment, form, or format, check with AS/ISS at the time of initiation.
(See Part V, Chapter 4 and 5).

SH. Clearance

Use form AID 3-69, AID Directives System - Review Request, to circulate
the draft to selected Directives Clearance Officers (see Attachment 4A
and 48 to Chapter 4). Show on the face of form AID 3-69:

[..... .....at

W

1. the reasons the material must be issued as a circular,

2. a summary of its purposes and effects,

3. references to handbook passages affected,

4. the proposed effective date and the reasons for it, and

5. the time the circular is to cover, if it is effective for a limited
period. U
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51. Clearing Offices

Reply to the initiator as quickly as possible--informally, if this will
expedite matters. Consider the urgency of the issuance and apply a
somewhat more flexible standard than with regular handbook issuances, as
warranted by the temporary effectiveness of the circular or other
circumstances.

..

5J. Final Action

Final actions by the originating office, and Administrative Services,
Information Support Services Division (AS/ISS), are as shown in 4H, 41,
and 4J of chapter 4.
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CHAPTER 6

OTHER AID DIRECTIVE ISSUANCES

6A. Purpose

This chapter provides guidelines of other forms of directives available
for dissemination of information.

6B.

6C.

Appl icabil ity

This chapter applies to those types of directives that are for quick,
often sensitive notification of information or policy. These directives
may later be included within an AID handbook, if appropriate.

Policy Determinations

1. Policy determinations are used for formally communicating the
Administrator's views and as a device for raising significant policy
issues to the highest levels in the Agency for decision. The medium is
reserved for matters warranting the Administrator's personal attention.
Policy Determinations ordinarily provide broad general guidance and are
implemented as soon as possible after issuance by detailed handbook
material.

2. A Policy determination may originate at any level where the need
for one is recognized. Formally, however, only Assistant Administrators
and heads of offices and staffs reporting directly to the Administrator
may initiate policy determinations (other than those initiated
personally by the Administrator or Deputy Administrator). Ordinarily a
proposed policy determination is prepared as an attachment to an action
memorandum for the Administrator, given the required staff clearance,
and forwarded to the Administrator through the Executive Secretary
(ES). (See Handbook 21, Supplement A, Section V.H.)

3. After the Administrator has approved, ES forwards the original
action memorandum, policy determination, and supporting materials to
AS/ISS, which issues the policy determination under the distinctive
policy determination masthead in Handbook 1 and any other appropriate
handbook.

4. A list of extant policy determinations is given as Attachment 6A.

6D. AID Regulations

1. AID Regulations requlrlng public notice or action are first
published in the Federal Register, as required by the Administrative
Procedure Act. They are also codified in the Code of Federal
Regulations (CFR).
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2. After AID Regulations or amendments to them appear in the Federal
Register, AS/ISS arranges for their publication in the appropriate
handbook, consulting with responsible staff offices as necessary.

3. A list of extant AID Regulations, showing their locations within
the handbook system, is given as Attachment 68.

4. U.S. Government Agencies have been required by Section 5(b) of
Executive Order No. 12291, Improving Government Regulations, to publish
a report in the Federal Register describing their policies and
procedures governing regulations which affect the public.

6E. Joint Issuances

I. To achieve maximum uniformity in the treatment of overseas
personnel and in overseas administrative practices, the foreign affairs
agencies jointly develop Uniform Foreign Affairs Regulations, often
referred to as Joint Regulations. After initial publication by State in
the Foreign Affairs Manual (FAM), the regulations are individually
published by AID and USIA in identical text. (Similarly, detailed joint
procedures are developed and published in the Foreign Affairs Handbook
(FAH), with AID and USIA subsequently publishing identical texts in
their respective media.)

2. When a State Department office originates a new or revised joint
regulation, it circulates copies of the Clearance Request draft within
the Department, including a copy to the State Directives Staff
(FAIM/DIR). A copy is also sent to AS/ISS and USIA Directives (H/M).
AS/ISS refers the draft to the appropriate AID office for action and
requests such office to circulate copies within AID for clearance to the
appropriate AID offices listed in Attachment 48 under cover of form AID
3-69 (see Attachment 4A-2) and return a final AID draft to AS/ISS.
AS/ISS forwards the final AID draft to the originating office in the
Department, which incorporates the AID changes (if any) and sends a
formal publication request to FAIM/DIR. FAIM makes sure that the joint
regulation has been properly cleared, and publishes it in the FAM.
Copies are distributed to AS/ISS and the USIA Directives Staff for
issuance in their directives systems.

3. When an AID office originates a change, it circulates a draft under
cover of a form AID 3-69 to the appropriate AID offices listed in
Attachment 48, its counterpart office in the Department, AS/ISS, and
FAIM/DIR. When all comments and changes have been received and
incorporated, the originating AID office forwards a final draft to
AS/ISS. AS/ISS reviews State, AID, and USIA clearances and forwards the
final draft to FAIM/DIR for issuance in the FAM. Issuance in the
AID/USIA directives system follows, as in 6C2. Flow charts illustrating
the procedures described in 6C2 and 3 appear as Attachments 6F and 6G.
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6E

6F.

4. Pertinent provlslons of the Foreign Affairs Manual on Uniformity
among the Agencies (2 FAM 120) are shown as Attachment 6C. (For
complete listing of Joint Regulations showing location within the
handbook system, see Attachment 6D.)

AID Notices

1. AID Notices are used to disseminate official information of
significant but temporary interest--designations of official,
relocations of offices, announcements of important meetings,
requirements for a one-time action by employees, etc. Notices are not
used for any material that is to be retained for any length of time,
since they are essentially a temporary, throw-away medium. Recipients
should not maintain chronological notice files.

2. Notices may be given any of several distributions in Washington
only or in Washington and overseas. Those receiving Washington
distribution only are referred to as AID/W Notices, the others as AID
General Notices.

3. Originating offices draft and transmit notices for publication to
AS/ISS under cover of form AID 3-252, AID Directives System - Issuance
Request. Indicate any necessary clearances you have obtained on the
back of the form. Specify the distribution required, keeping it no
greater than necessary.

4. Notices are normally used to announce appointments, or designations
of acting officials, only at the level of office director or higher.
Offices submit a justification to AS/ISS if they consider that an
appointment or designation below these levels should be announced by a
notice. The requesting offices have the option either to prepare
"acting designation" notices in final form, or, in those cases when time
is critical, to provide the text of these notices to AS/ISS by
telephone. Form AID 3-252 accompanying notices designating acting
officials are to indicate the clearance of the official to whom the
appointee reports. To assure that "acting designation notices" are
given timely distribution, requesting offices will be expected to
provide "acting designation" notices to AS/ISS either in final typed
form or by telephone at least five working days before the period of
designation becomes effective.

5. Notices announcing office relocations, telephone changes, and
changes in mail stops, are to be cleared by Property and Purchasing,
Real Property (FA/AS/PP/RP) and Information Support Services, Mail
Management (FA/AS/ISS/MM), before submission to AS/ISS for processing.
To provide accurate complete "information, the notice should include the
office symbol, room number, location, mailstop code, and telephone
numbers.
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6G. SupPlementary Issuances

1. Supplementary issuances are directives that are so specialized in
content and application that they are best issued in their own
distinctive series and formats and not as handbook material. By
contrast with internal issuances (6F below), they apply outside the
originating office. Their content is typically such that they require
little or no clearance outside the originating office, which is
responsible to assure consistency with all pertinent handbook provisions
and other applicable policies.

2. Consult AS/ISS if you want authority for a supplementary issuance
series.

3. A list of currently authorized supplementary issuance series is
shown as Attachment 6E.

6H. Internal Issuances

1. Each Assistant Administrator, office director, or comparable
official in AID/W, and each head of an overseas organization, is
authorized to issue internal directives applicable strictly within the
official's own organization. Originating offices are responsible for
the consistency of their internal directives with AID policies and
procedures.

2. In AID/W, AS/ISS/MM will reproduce internal issuances in reasonable
quantities on the originating office's request, without clearance from
AS/ISS.

3. On request, originating offices will make their internal issuance
files available for inspection by AS/ISS and/or put AS/ISS on
distribution for these issuances.

61. Manual Issuances

All AID manual orders and manual circulars have been superseded or
incorporated into handbooks.

6J. Circular Telegrams

1. Because Agency-wide (AWIDE) circular messages often impose
questionable workload on overseas posts--particularly smaller posts--the
Administrator has approved that all AWIDE circular messages be reviewed

u
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and cleared by the office of the Executive Secretary (ES) and the
Directorate for Operations (OPS). The Telecommunications/Computer
Operations staff (FA/IRM/TCO) will routinely screen AWIDE circular
messages for these clearances and will automatically return them to
drafting offices if they are not indicated.

2. Circular messages to missions may contain guidance which
supplements or amends AID handbook provisions. For this reason, AS/ISS
is to be placed as INFO on all circular messages sent worldwide or to
all principal posts.

3. On other messages, the originating office is to INFO AS/ISS if it
appears that the message content is AID handbook or directives system
material, or interprets, supplements, or conflicts with an AID handbook.

•
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ATTACHMENT 6A

POLICY DETERMINATIONS

The below listed policy determinations are filed in Supplement A to
Handbook I. They are also filed in other handbooks as indicated under
"Where Filed" column.

II
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The following pol i~'y determinatipns are fil ed in Parts I through V of
Handbook 1.

PO
Number. &"CC$ ..

I ",~t'~$

2 .ixed Credits

3foll.l.-t.ry 'Sterilization

4 T.t.~ XII

8 P4rti~lp~nt train~~g

9 l .... T."~ ~' k .4tO nt't! I

Date Whe,..
Approyed EHid

8-5-82 III .C. 7

9-29-82 IY.E

9-8-82 n.E
10-5-8:2 IV.G

7-13-63 ILK

9-2.7-13 V.AI

Respon
sible
Office

POL/PAR

POL/PAR

POL/PAR

POL/PAR

POL/PAR

POL/PAR

it ...··.~i,..,
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\.i Respon-
PO Date Where sible
Number Subject Approved Fi 1ed Office

10 Development Communications 2-17-84 1L I POL/PAR

11 Using PL 480 Title II Food Aid for 7-26-84 IV.B2 POL/PAR
Emergency or Refugee Relief

12 Human Rights 9-26-84 II L Bl POL/PAR

\-,; 13 Land Tenure 5-9-86 II .A2 POL/PAR

14 Implementing AID Privatization 6-16-86 II LA5 POL/PAR
Objectives

15 Assistance to Support Agricultural 9-13-86 II .A4 POL/PAR
Export Development

16 Program Financing Arrangements 10-9-87 II LC9 POL/PAR
with Independent Organizations

17 Microenterprise Development Program 10-10-88 II L CI0 POL/PAR

~
Guidelines

18 Local Currency 7-30-91 IV.Bl POL/PAR

..
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AID REGULATIONS

AID
REGULATIONS AUTHORSHIP
NUMBER SUBJECT HANDBOOK RESPONSIBILITY

1 Rules and Procedures Handbook 15, App A FA/PPE
Applicable to Commodity
Transactions Financed

'--" by AID

2 Overseas Shipments of Handbook 3, App 4E FHA/PVC
Supplies by Voluntary
Nonprofit Relief Agencies

3 Registration of Agencies Handbook 3, App 4C FHA/PVC
for Voluntary Foreign
Aid

4 Housing Guaranty Standard 22 CFR 204 PRE/H
Terms and Conditions (not in Handbooks)

\.-I 5 Payments to and on Behalf 22 CFR 205 R&D/OIT
of Participants in (not in Handbooks)
Nonmilitary Economic
Development Training Programs

6 Testimony by Employees and 22 CFR 206 GC
the Production of Documents (not in Handbooks)
in Proceedings Where AID
is Not a Party

7 Indemnification of Employees 22 CFR 207 GC
(not in Handbooks)

'-" 8 Suppliers of Commodities and Handbook 15, App 12A FA/PPE
Commodity-related Services
Ineligible for AID Financing

9 Nondiscrimination in Federally 22 CFR 209 FHA/FFP
Assisted Programs of AID (not in Handbooks)
Effectuation of Title VI of
the Civil Rights Act of 1964

•
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fHA/fFP

AUTHORSHIP
RESPONSIBIL lTV

FHA/FfP

Handbook 9, App C

Hlindbook 18, Pt. II I, XA
Attachment liB

Handbook 19, Att 7C fM

22 CFR 219 GC
(not in Handbooks)

HANPBOQK

22 CFR 210
(not in Handbooks)

22 CfR 218 GC
(not in Handbooks)

Handbook 17, Ch 40 fA/B

Handbook 18, Pt. II I, XA
Appendix 128

22 CFR 216 POL

22 CFR 217 GC
(not in Handbooks)

SUBJECT

Collection of Civil Claims by
the Agency for International
Development

Advisory Committee Management

lJnJ)l e~flhtionof Privacy Act
of 1974

EnvironmJntal Procedures

Nopdiscr1minatlon on the Basis
ofHandl~ap in Programs and
ActiVities Receiving or Bene
fitl. n.9 .. from federal Financial
Aui stance

Nondiscrimination on the Basis
of Age 'In Programs or
Acthit1esRecehing Federal
Financial Assistance

Enforcement of Non-Discrimina
tion on the Basis of Handicap
in Programs or Activities
Con4ucted by International
Development CQoperation Agency
Agency for Jnternattonal
O,ve1opment

18

14

15

13

12

l6

17

19

10 Donation of D.iry Products to
Assist Needy Persons Overseas
(416 Program)

11 Tr._Jlsfer of food COl'llJllOditjes
for Use in Disister Relief and
ECQJlomic DeY~lop~nt and Other
Assistance (Pl 480, Title II)

Public Information

ill
REGULATIONS
NUMBER
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V
AID
REGULATIONS AUTHORSHIP
NUMBER SUBJECT HANDBOOK RESPONSIBI LlTV

20 General Provisions 22 CFR 220 GC
(not in Handbooks)

22 Miscellaneous Provisions 22 CFR 222 GC
(not in Handbooks)

~,
23 Administrative Enforcement 22 CFR 223 GC

Procedures of Post-Employment (not in Handbooks)
Restrictions

24 Implementation of the 22 CFR 224 GC
Program Fraud Civil (not in Handbooks)
Remedies Act

*
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120
UNIFORMITY AMONG THE AGENCIES

121 POLICY
(TL:GEN-262; 10-5-89)
(Uniform State/AIDIUSIA)

a. Uniformity in the treatment of overseas person
nel and in overseas administrative practices Is a ma
jor goal of the Department of State, the Agency for
International Development (AID), and the United
States Information Agency (USIA).

b. Achievement of uniformity necessitates recog
nition of each Agency's responsibilities and differing
legislative, policy, and organizational restrictions.

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

Agencies are responsible for uniformity in Wash
ington and in the field.

122.1 Washington
(TL:GEN-262; 10-5-89)
(Uniform State/AID/USIA)

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

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

122.2 Field
(TL:GEN-262; 10-5-89)
(Uniform StateIAID/USIA)

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

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

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

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

c. Difficulties in adopting uniform local rules and
practices because of differences in the Agencies'
policies or program requirements should be re
ported to Washington with suggestions for develop
ment of uniform regulations.

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

123 and 124 Unassigned

125 BASIC PRINCIPLES FOR
OVERSEAS COMBINED
ADMINISTRATIVE SUPPORT
SERVICES

125.1 General
(TL:GEN-262; 10-5-89)
(Uniform State/AID/USIA)

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

b. Administrative support at diplomatic missions is
normally provided by the Department of State. How
ever, at specific missions where another Agency
may be in the best position to provide certain admin-

• istrative support services to other Agencies, such an
Agency with Washington approval may be delegated
'~~ponsibility for prOViding these services.
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125~2 Criteria/Guidelines
(TL:GEN-262; 10-5-89)
(Uniform Srate/AIDIUS/A)

Combined servicing Is encouraged when the cri
teria that follow are or will be met to the satisfaction
of potential participating Agencies.

125.2-1 Effectiveness
rtL:GEN-262; 10-5-89)
(Uniform State/AID/USIA)

All administrative support arrangements will pro
vide an essential level of service rendered In a man
ner Which Is responsive to the needs of the serviced
Agencies.

125.2-2 Capability
(TL:GEN-262; 10-5-89)
(Uniform State/AIDIUSIA)

Normally, the Agency In the best position. In
terms of support personnel at the mission, should
provide administrative services to other Agencies.
When full consolidation is not practical, cross-serv
icing which results in economy or improved services
is encouraged.

125.2-3 Economy
(TL:GEN-262; 10-5-89)
(Uniform State/AID/USIA)

Combined services should result in savings to the
U.S. Government when it is possible to:

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

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

(3) Combine the management of expendable and
nonexpendable supplies. Nonexpendable supplies
and equipment will continue to be purchased by and
carried on the inventory of the using Agency.

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

There are two basic methods of combining admin
Istrative support arrangements.

125.3-1 IndiVidual Functions
(TL:GEN-262; 10-5-89)
(Uniform State/A/DIUSIA)

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

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

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

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

b. Under these circumstances, the administrative
element of the serviced Agency maintains a simple
contractual relationship with the servicing Agency.

125.3-2 Total Support
(TL:GEN-262,' 10-5-89)
(Uniform State/AIDIUS/A)

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

125.4 Approval
(TL:GEN-94,' 8-16-67)
(Uniform State/AIDIUS/A)

Approval authority for entering Into joint servicing
agreements depends upon the method employed.
Under "Individual/functional" cross-servicing, chiefs
of Agency missions are authorized to enter into ar
rangements under the criteria specified In section
125.2. When the degr~e of service obtained from
one other Agency at post meets the level described
as "total support." or when formal JAO's are estab
lished, Washington approval is required.

125.5 Funding
(TL:GEN-262; 10-5-89)
(Uniform State/AIDIUSIA)

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

125.6 Staffing
(TL:GEN-94,' 8-16-67)
(Uniform State/AID/USIA)

Since the competence of key personnel is the ma
jor factor in the success of any combined support
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125.9

organization. qualified individuals are selected with
out regard to parent Agency and. as appropriate.
may be detailed or assigned to the Agency providing
the support service on a reimbursable basis. Assign
ments of key individuals to JAO positions will be
cleared by the Washington regional management.
executive. or administrative office of appropriate
Agencies.

125.7 Regulations
(TL:GEN-262; 10-5-89)
(Uniform State/AID/USIA)

Major Agencies participating in combined adminis
trative support arrangements will attempt to enlarge
the body of uniform regulations which govern the
provision of these services. Where an Agency has
special legislative authority or restrictions not appli
cable to other Agencies. the regulation will recog-'
nize variations in support.

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

a. Major Agencies participating in combined ad
ministrative support arrangements will designate co
ordinators at the Washington level to whom prob
lems relating to joint servicing can be referred. Spe
cifically:

(1) A single individual will be designated in such
Agencies to resolve problems of agency-wide sig
nificance that may arise; and

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

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

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

ment of State. in conformity with the principles of
NSAM-341 of March 2. 1966.

Performance Review

125.9-1 Operations
(TL:GEN-262,' 10-5-89)
(Uniform State/AID/USIA)

All Agencies concerned in combined administra
tive support arrangements will periodically appraise
and review the performance of combined service or
ganizations. Particular attention will be paid to the
identification of problem areas and the development
of mechanisms to improve the service. Primary re
sponsibility for the maintenance of satisfactory serv
ice is vested in the office of the appropriate regional
Assistant Secretary of the Department of State.

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

Supervisors will rate subordinates In combined
support arrangements according to the standards
and on the rating forms used by the subordinates'
parent Agencies. The ambassador or deputy chief of
mission (DCM) will rate the JAO chief. When the
DCM Is the rating officer, the ambassador will act as
reviewing officer. The head of each serviced Agency
will provide the ambas~ador or DCM with an advisory
report to assist In preparing the evaluation. With the
exception of AID employees, such an advisory report
by the rated member's parent Agency will also be in
cluded as an attachment to the evaluation. AID pro
cedures do not permit the use of attachments to the
EER. However, written comments on special acts or
special performance by AID employees, above and
beyond those normally treated as evaluation factors
in the yearly EER, may be forwarded for review and
possible Inclusion In the employee's evaluation folder
as a separate exhibit.

126 through 129 Unassigned
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ATTACHMENT 60

LIST OF UNIFORM FOREIGN AFFAIRS REGULATIONS IN THE HANDBOOK SYSTEM

The following listing shows the location of those sections of the Uniform
Foreign Affairs Regulations and FAMC Issuances that are included in the AID
Handbook system.

SECTION LOCATION
NUMBER SUBJECT IN HANDBOOKS

2 FAM 060 Foreign Disaster Emergency Relief Handbook 23, App 120

2 FAM 120 Uniformity Among the Agencies Handbook 18, Pt I, Att 6C
Handbook 23, App 3A

2 FAM 164 Temporary Transfer Handbook 26, App 2A

2 FAM 170 Post Reports Handbook 23, Att 1A

~i
2 FAM 180 Acts of Violence (to Persons or Handbook 23, App 12A

Property Overseas)

2 FAM 190 Designation of Emergency Addressees Handbook 29, App 2G

2 FAM 600 Elementary &Secondary Education Handbook 23, App 9A
Overseas

3 FAM 228 Charge 0 Affaires Pay Handbook 26, Att 2A

3 FAM 230 Premium Compensation Handbook 26, App 8A

3 FAM 310 Allowances (General) Handbook 26, App 13A

~ 3 FAM 320 Living Quarters Allowance Handbook 26, App 13A

3 FAM 330 Danger Pay Allowance Handbook 26, App 13A

3 FAM 340 Representation Allowances Handbook 26, App 13A

3 FAM 350 Official Residence Expenses Handbook 26, App 13A

3 FAM 370 Post Differentials Handbook 26, App 13A

3 FAM 390 Advance of Pay Upon Assignment
to a Post in a Foreign Area Handbook 26, App 13A

'-': 3 FAM 410 Hours of Duty Handbook 27, App 1A

3 FAM 420 Leave Handbook 27, App 2A
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LOCATION
SUBJECT IN HANDBOOKS

Annual Leave Handbook 27, App 3A

Sick Leave Handbook 27, App 4A

Home Leave Handbook 27, App 5A

Other Absences in Pay Status Handbook 27, App 6A

Absence in Nonpay Status Handbook 27, App 7A

Officers Exempted from Leave Act Handbook 27, Att 9A

Disposition of Leave Balances Handbook 27, Att lOA

Commissions, Titles, and Ranks Handbook 25, Att 41A

Employee Responsibilities and Conduct Handbook 24, Att 2C

Suitability Guidelines for Appointment Handbook 30, Att 5B
and Continued Employment

Guidelines for Personnel Taken Hostage Handbook 23, App 12B

SECTION
NutofBER

3 FAM 430

3 FAM 440

3 FAM 450

3 FAM 460

3 FAM 470

3 FAM 480

3 FAM 490

3 FAM 610

3 FAM 620

3 FAM 622

3 FAM 623

3 FAM 628

3 FAM 629

3 FAM 640
j FAM 660

:3 FAM 670

j FAM 675

3 FAM 679

3FAM 6aO

Speaking, Writing, and Teaching

Employee Marriage, Equivalent Bonds,
and Cohabitation

Incentive Awards Program

Foreign Service Grievance System

Retirement

Civil Service Retirement System

Social Security Coverage

Medical Health Program

Death Gratuity

Handbook 18, Pt III, Att A
Handbook 24, Att 2E

Handbook 25, Att 33A

Handbook 29, Att 5A3

Handbook 29, App 4A

Handbook 30, Sup 3C
Handbook 29, App 7C

Handbook 29, App 70

Handbook 29, App 7E

Handbook 29, App 7F

Handbook 29, App 7H
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SECTION LOCATION
NUMBER SUBJECT IN HANDBOOKS

3 FAM 693 Unemployment Compensation Handbook 29, App 7I

3 FAM 694 Federal Employees' Group Life Handbook 29, App 7J
Insurance (FEGLI)

3 FAM 695 Alcoholism and Drug Abuse Program Handbook 29, App 8A

3 FAM 696 Federal Employees Health Benefits Handbook 29, App 7K
Program (FEHB)

3 FAM 697 Deaths, Serious Accidents, Handbook 23, App 12C
or Serious Illness

3 FAM 698 Rest and Recuperation Handbook 29, App 7L

3 FAM 699 Visitation Travel Handbook 29, App 7M

3 FAM 760 Disciplinary Action (including Handbook 30, Att 5A
Separation for Cause)

4 FAM 360 Procedure for Effecting Salary Payments Handbook 19, Att 14H
to Local Employees in Cash

4 FAM 553 Employee's Withholding Allowance Handbook 26, Att 7E
Cert ifi cate

4 FAM 554 U.S. Energy Savings Bonds Handbook 26, Att 7C

4 FAM 556 Allotments of Pay Handbook 26, Att 7D

4 FAM 557 Collection and Adjustment of Salary Handbook 26, Att 7F
Overpayment

4 FAM 558 Federal Employees Group Life Insurance Handbook 29, App 7A
Act (FEGLIA)

5 FAM 600 Electromagnetic Radiation Security Handbook 20, Att 12C
of Office Equipment

6 FAM 100 Travel, Transportation, and Handbook 22, App 9A
Storage of Effects

6 FAH H-100 General Policy Handbook 22, App 9A1
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SECTION LOCATION
NUMBER SUBJECT IN HANDBOOKS

6 FAM 220 Personal Property Management (Overseas) Handbook 23, App 4A

6 FAM 228 Use and Control of Official Vehicles Handbook 23, App 6A

6 FAM 240 Uniforms and Protective Clothing Handbook 26, Att 14A

6 FAM 310 Claims for Private Personal Property Handbook 23, App lOA
Losses

\.J6 FAM 320 Evidence in Support of Claims Handbook 23, App lOA

6 FAM 510 Legislative Authority and Applicability Handbook 23, App 8A

6 FAM 520 Principal Officer Responsibilities Handbook 23, App 8A

6 FAM 530 Employee Organizations and Handbook 23, App 8A
Contracting Procedures

6 FAM 540 Tax Liabilities Handbook 23, App 8A

6 FAM 550 Use of APO/FPO Facilities Handbook 23, App 8A '-". .

6 FAM 560 Employee Association Owned Handbook 23, App 8A
or Leased Facilities &Properties

6 FAM 610 Safety and Occupational Health Handbook 23, App 7A
Program Management

6 FAM 700 Foreign Building Operations Handbook 23, App5A

6 FAM 1740 Parking Program Administration Handbook 20, Ch 5

7 FAM 877 Voting by Absentee Ballot Handbook 29, App 2H

\J
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ATTACHMENT 6E

AID DIRECTIVES SYSTEM

SUPPLEMENTARY ISSUANCES

"

Contract Information Bulletins Issued by: FA/PPE

Addressed primarily to contracting officers. Provide general information, not
regulatory in nature, supplementing the Procurement Regulations (Handbook 14).

Equal Opportunity Notices Issued by: Office of Equal Opportunity Programs

Addressed primarily to AID/Washington employees. Provide information on
training opportunities and other matters of interest under AID's equal
opportunity programs.

Participating Agency Bulletins Issued by: Participating Agency Staff, FA/PPE

Addressed primarily to participating agency personnel administering AID
matters. Cover subjects requiring, on a continuing basis, a definite action
or change of procedure by participating agencies. Supplement Handbook 12, Use
of Federal Agencies.

Participating Agency Notices Issued by: Participating Agency Staff, FA/PPE

Addressed primarily to participating agency personnel administering AID
matters. Covers informational items and material of only temporary
significance. Supplement Handbook 12, Use of Federal Agencies.

AID Training News Issued by: Training and Development Division, HRDM

Addressed to AID Employees and supervisors. Issuances cover in-service
training course offerings, qualifications required, application procedures,
etc.

Travel Voucher Preparation Guidebook Issued by: Financial Management

Addressed primarily to AID employees. It is a guide specifically for
Temporary Duty Travel; supplements Handbook 22, Travel and Transportation.
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ATTACHMENT 6F

PROCEDURE WHEN A NEW OR REVISED
UNIFORM FOREIGN AFFAIRS REGULATION ORIGINATES

IN THE DEPARTMENT OF STATE

STATE STATE STATE AID AID USIA
AUTHOR CLEARING FAIM/ AID ACTION CLEARING USIA CLEARING
OFFICE OFFICES DIR AS/ISS OFFICE OFFICES IOA/M OFFICES

~l J: I -L-L -L
lIst I lIst I lIst 11~-1~-1Ist I 1~-1Ist IDraft raft Draft Draft Draft Draft Draft Draft

....

~
Cleared
Draft

ICOiilnients
IComments

JComments _
Cl eared~ Cl eared
AID AID
Draft Draft

-l
Cl eared ~ Cl eared
USIA Draft
Draft

J
Final Final
Draft ~>~IDraft

Action

~
--;----------;----olE!!-1 FAM II-')~:----------------~----1 "AA -I Issuance1 1

Issuance Issu~nce Issuance IssuanceI (aTon
l

IHandbOOkHHandbOOkHHandbOOkl1 USIA H USIA I
Issuance Issuance Issuance Issuance Issuance
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ATTACHMENT 6G

PROCEDURE WHEN A NEW OR REVISED
UNIFORM FOREIGN AFFAIRS REGULATION ORIGINATES
. IN AID

AID STATE STATE USIA USIA
AUTHOR CLEARING ACTION ClEARING DIRECTIVES CLEARING STATE
QFFICE AStISS OFFICES OFFICE OFFICES (IOA/Ml OFFICES FAIM/DIR

~ --L> l-LL -L
I 1st I list I lIst I lIst 4 1st I Info IDraft Draft Draft Dr ft Draft . Copv*

Comments
Editj

comments
Edit

~--~---_.

Comments
Edit

J
Final ~Final ~Final
Draft Draft Draft__ Action -----------------------: Action

Issuance

r
HandbookI IHandbook Handbook
Issuance r1 Issuance ~ Issuance

-L~~ <
FAM FAM FAM

Issuance Issuance Issuance
Action

--l
USIA 1 I USIA

Issuance~Issuance,

*consultation on substantive changes
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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

~ MATERIAL TRANSMITTED:

Handbook lR - Information Services

DATE

March 23, 1981
TRANS. MEMO NO.

18-II :6

Part II: Information to the Conqress

The attached Part II has been revised to bring it up-to-date.

SUPERSEDF.S:

Part II of Handbook lR, Chapters 1 throuqh 4 (T~ 18-11 :5)
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PREFACE

This Part II of Handbook 18 - Information Services, is entitled
"Information to the Congress" and describes the procedures
established within AID that govern responses to inquiries from
members of the Congress and their staffs, and from Congressional
Committees.

Other sections of the complete Handbook 18 are:

Part I - Directives
Part III - Information to the Public
Part IV - Information Sources in AID
Part V - Automatic Data Processinq Services
Appendix A - AID Forms Catalog .
Appendix B - Listing of Recurring Reports
Appendix C - Deleted
Appendix D - Codes and Numbering Systems
Appendix E - Del~ted

Address questions about Part II to LEG.

(TM 18-II:6)
3-23-81
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CON G RES S ION A LIN QUI R I E S

1A. Purpose

This chapter describes the procedures established within AID that govern
responses to inquiries from members of the Congress and their staffs and
from Congressional Committees.

V 1B. Congressional Telephone Inqui ri es

1. The Office of Legislative Affairs (LEG) is responsible for responding
to Congressional telephone inquiries.

2. When an action assignment has been made by LEG to another AID Office
or Bureau, the responsible office should report back to LEG promptly
of action taken. The report may be either oral or in writing.

3. The following procedures apply in those cases in which an AID Office
or Bureau receives a telephone inquiry directly from a member of the
Congress or his/her personal staff:

a. If appropriate during the conversation, LEG/CLS should be
designated as the proper place to call for information pertaining to
AI D.

b. If not appropriate, the AID Office or Bureau reports such
inquiries to LEG/CLS in the following manner:

(1) Telephone the Congressional Liaison Assistant in CLS
immediately to report Congressional inquiries requiring the attention
of senior AID staff.

(2) Submit to CLS a memorandum of each inquiry, on form AID
3-219, Congressional Telephone Request, obtainable from LEG/CLS. The
memorandum includes the following information --

(a) Name of Congressional Office (Member or Committee)

(b) Name of Congressional Staffer making call

(c) Brief Description of Inquiry

(d) AID official who is taking action; or name of AID
Official to whom inquiry is referred

(e) Report of reply and whether reply is oral or written.
Keep the blue copy for your office record. Send the white and yellow
copies to LEG/CLS.
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lC. Conversations with Members of the Congress or Staff

In addition to telephone inquiries, all other conversations between AID officials
and Members of the Congress or staff members concerning matters of interest to
AID are reported by memorandum to the Office of the Assistant Administrator
(AA/LEG).

10. Written Materials Furnished the Congress

LEG transmits to the Congress the AID Congressional Presentation, periodic
reports required by law, special reports requested by the Congress or offered
by AID, as well as correspondence with members of the Congress Committees,
and their staffs. When an office receives a direct Congressional request for
publications, documents or other AID printed materials, address the envelope,
enclose materials, but do not seal. Send the package to LEG for inspection
and messenger delivery to the Hill.

1E. Congressional Corresponde,n~e

~ All correspondence with Members of the Congress and/or Staff Members on
AID matters is prepared either for the signature of the Administrator, Deputy
Administrator, or the Assistant Administrator for Legislative Affairs (or
other designated Office Head), with clearances in accordance with instructions
presented in the section "Congressional Correspondence" in Handbook 21. *

* Revised
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CON G RES S ION A L WIT N E SSE S

2A. Purpose

This chapter describes the procedures established within AID which
govern appearances of AID witnesses before Congressional Committees.

2B. AID Witnesses

1. AID officials testify before Senate and House Committees~

a. At hearings on the foreign assistance authorization and
appropriation bills;

b. At hearings on other legislation of interest to AID;

c. At hearings investigating specialized fields in which AID
provides expert testimony.

LEG coordinates all appearances before Congressional Committees.

2. Committee requests for AID witnesses are usually directed to
LEG. In those instances in which other AID Offices or Bureaus
receive the Committee request, the Office or Bureau notifies
LEG immediately. LEG coordinates the selection of witnesses,
sched~les all witness appearances, and as appropriate provides
briefing support before and during testimony.

3. LEG also advises on the form and content of all witness
statements and informs the witness of submission deadlines
and clearance requirements. In all instances, copies of the
witness statement must be submitted to LEG in time to permit
delivery to the appropriate Committee not later than 48 hours
before the scheduled hearing. The law requires del1very not
later than 24 hours before.

4. AID staff members who appear before or attend executive
(closed) hearing sessions of a Congressional Committee must
maintain all information which is the subject of discussion
or consideration on a confidential basis whether or not national
security is involved until the record of the Congressional hearing
is published and enters the public domain. Under no circumstances
shall any AID staff members discuss, or act in such a way as to
disclose inadvertently, any matter which has been the subject of
consideration before such Congressional Committee hearings.
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CON G RES S ION A L VEL EGA T ION S

3A. Purpose

This chapter describes procedures established within AID which govern
the visit of a Congressional Delegation (CODEl) or a Congressional Staff
Delegation (STAFDEl) to an AID Mission, and Mission reporting require
ments upon departure of the CODEl or STAFDEl.

3B. Mission Responsibilities

Upon notification of a CODEl, STAFDEl, or VIP visit, the following
suggestions are made:

1. Designate a control officer and escort officers as appropriate.

2. Determine the objectives of the visit and develop a schedule based
upon the objectives and specific desires of the visitor{s) (e.g.,
field trips involving spending the night away from the capital city or
any major urban area, social activities desired, meetings with host
government officials, activities for traveling wives, etc.).

3. In developing the schedule do not plan activities, either official
or social, in such a way as to leave little or no time for physical,
emotional. and intellectual rest. Every schedule should have some
totally free time during which absolutely nothing is planned. Additional
activities - such as shopping, sightseeing, briefings, or visiting a
close local project - can always be added at the last minute if the
visitor{s) so desires.

4. In developing the schedule, particularly if the visit is one of
general oversight or familiarization, do not attempt through briefings
or on-site visits to educate the visitor(s) as to every facet of the
country program. Provide site inspections and briefings which are
the most demonstrative. Written materials, which can be absorbed at
the discretion of the visitor(s). can supplement and give the overall
picture.

5. Information will be provided the visitor(s) by AID/W before departure.
Notwithstanding this, the follQwing materials should be available for each
visitor upon his/her arrival:

a. Schedule of events during stay.

b. Names, addresses, and telephone numbers of major Mission and
Embassy personnel, including a bio on the Ambassador and ~1ission Director.

c. Emergency telephone numbers at the Embassy and/or Mission.



d. Up-to-date currency exchange rate.

e. Brief description of the country--political, economic, social,
historical--including a country map.
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f. Current AID country program.

g. Description of each project to be visited with names and titles
of host country representatives who will be in attendance.

h. Complete Mission staffing pattern.

i. List of invitees with their titles for all social functions.

j. Suggested dress for various activities and mention of any socia,l U
or cultural mores which should be observed.

k. Short list of restaurants, shops, and other points of interest
the visitor(s) may wish to see on his/her own during his/her free time.

6. There should be one person, as escort officer, assigned to be with
the visitor(s) during the entire stay. This individual should be
knowledgeable of the overall country program and objectives and able
to answer questions about the entire program. This individual should
also have a good knowledge of the country itself and be able to speak
the language.

7. There should be one person, either the escort officer or preferably
a control officer, responsible for details of the entire visit.
In addition to developing the schedule and making all necessary arrange
ments for its implementation, the control officer should make every
effort to leave the visitor(s) free of travel details as possible. This
would include, for example:

a. Not only meeting the plane but assisting with immigration, baggage
claim and customs.

b. Personally checking all hotel rooms immediately prior to arrival.

c. Reconfirming departure travel arrangements and assisting with \til
departure itself.

8. In visits of this type, CODEL, STAFDEL, and VIP, the Mission should
try to make the visit worthwhile from a substantive point of view. It
should provide assistance to the visitor(s) to keep their visit free from
the many nuisances of travel. It should try to portray a realistic
picture of life in the country for both the native populace and AID/Embassy
employees there. Above all, the visitor(s) should be presented with as
open and honest a picture of the host country and AID's program there as
possi bl e.
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9. Immediately upon departure of the CODEL, STAFDEL, or VIP, the Mission
should report by telegram a summary of the visit, and by memo~naum details
of the visit.

3C. Reporting Requirements

1. The following points should be covered in the report:

a. Activities of the CODEL/STAFDEL during visit;

b. CODEL/STAFDEL comments on Mission operation;

c. Projects and problems in which greatest interest was shown;

d. Projects or aspects of the AID program which were particularly
appreciated or were questioned or criticized;

e. CODEL/STAFDEL comments on domestic situation in the United states
and U.S. relations with the region visited;

f. CODEL/STAFDEL comments on other countries visited;

g. Impact of visit on CODEL/STAFDEL and of CODEL's/STAFDEL's visit
on the country;

h. Press coverage of CODEL/STAFDEL visit;

i. Copies of reports and briefing materials given CODEL/STAFDEL;

j. Suggestions of tha Mission:

(1) On personal preferences of CODEL/STAFDEL which would be helpful
to Missions.

(2) Points of interest and difficulties in travel to be considered
by future CODEL's and STAFDEL's.

2. All correspondence, reports, and other materials which are addressed
directly to CODEL/STAFDEL members should be sent to LEG for transmittal
to Congressional offices.

** 3D.
Funding of Congressional Delegations

1. Expenses for travel, per diem, and related expenses for Congressional
Delegations traveling abroad on official business are funded under the
provisions of Section 22 (22 U.S.C. 1754) of Public Law 95-384 (The
International Security Assistance Act of 1978, signed into law
September 26, 1978) governing the Use of Foreign Currency; and pertinent
sections of other Federal Statutes.

2. USAID Missions will continue to host Congressional Delegations as
instructed by AID/W. Control officers should, however, coordinate with
the Department of State Embassy Budget and Fiscal Officers for the ~ ~

* * New Material
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payment of per diem and within country expenses for Congressional Del egations
in accordance with instructions set forth in State 161805 to all U.S. Embassies
dated June 23, 1979.
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CON G RES S ION A L REP aRT S

* 4A. Purpose

This chapter describes procedures for preparing and submitting to the
Congress reports required by the Foreign Assistance Act and related
1egi sl at ion. Speci alone-time reports requested by r1embers of the
Congress and/or Congressional Committee Staff are assigned by ES and/or
GC/LPIA, and transmitted through LEG~

4B. Reporting Requirements

The procedures outlined in this chapter apply to two categories of reports
which AID prepares and submits to the Congress: regularly recurring
reports and reports resulting from Presidential Determinations required
by Section 654 of the Foreign Assistance Act. These reports are listed
in Appendix B to this Handbook.

4C. Procedures for Regularly Recurring Reports

1. The Information Management Division (SER/DM/IM) is responsible for
assigning the appropriate reports control symbol.

2. Preparing offices as identified in Appendix B are responsible for
ensuring that all reports are prepared as required.

3. Preparing offices are responsible for obtaining the necessary
clearances. All reports containing financial or budgeting projections
or records must be cleared by the Office of Planning and Budgeting (PPC/
PB) to ensure consistency with information previously supplied to the
Congress.

4. LEG and GC are responsible for monitoring compliance with statutory
and other reporting to the Congress.

V 4D. Procedures for Reports Resul ti"9 from Presi denti al Determi nations

1. Preparing offices as identified in Appendix Bare respons'ib1e for
preparing reports to the Congress and for ensuring that Presidential
Determinations are processed in accordance with instructions incorporated
in the appropriate handbook.

2. LEG is responsible for transmitting the resulting report to the
Congress.
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PRE F ACE

This Part III of Handbook 18 - Information Services, is entitled
"Information to the Pub1ic" and provides guidance on basic policy,
clearance of public information materials, inquiries from news
media and press releases, stories for domestic publication and
material from Missions, photographs, speeches and articles,
requests for AID records (Freedom of Information), and review of
security classification.

Other sections of the complete Handbook 18 are:

Part I - Directives and Publications
Part II - Information to the Congress
Part IV - Information SO~~eh in AID
Part V - Au.toma.ti~ Va.ta. PJto~eh~ing SeJLvi~eh

Appendix A - AID Forms Catalog
Appendix B - Listing of Recurring Reports
Appendix C - V~eted

Appendix D - Codes and Numbering Systems
Appendix E - V~eted .

Address questions about Part III to OPA.

TM 18-III: 7
(2-16-78)
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BAS I C POL ICY

lAo It is the policy of the Agency for International
Development that information about its objectives and
operations be freely available to the public. The Agency
must be responsive to requests for information from all
sectors of the American people. Public understanding of
development assistance programs is dependent upon the
availablity of this information and prompt and reliable
response to inquiries.

lB. The Office of Public Affairs (OPA) is the focal point for
the preparation and release of public information. There
must be a continuing, comprehensive, Agency-wide concern
for producing and disseminating timely and accurate
information. OPA can stimulate, program and coordinate
these efforts, but must rely on the active participation
of all major offices and officers in AID in responding to
the need for an accurately informed public. Beyond this,
there are certain procedures to be followed by all AID
Bureaus and offices to assure coordination and
effectiveness in the production and release of public
information. This handbook sets forth procedures to be
followed in handling public information materials.
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RES P 0 N SIB I LIT I E S 0 F THE 0 F F ICE

o F PUB L I C A F F A IRS

The range of services rendered by OPA is reflected in its
component organization units. OPA is responsible for
developing public information policies, preparing informational
materials, disseminating information about the foreign
assistance program to the u.s. public and preparing certain
informational materials for both internal and external agency
distribution.

The Office includes the Office of the Director (OPA/D), the
News & Media Relations Division (OPA/NMR), the Public Inquiries
Division (OPA/PI), and the Publications Division (OPA/P). For
details see Handbook 17, Chapter 13.

Each Bureau and/or Office must designate a Public Affairs
contact person. This individual should be either deputy or
special assistant to the Assistant Administrator or someone
knowledgeable in all activities of the Bureau and/or Office.
This person should not also act as the Freedom of
Information/Privacy Act liaison.
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I N QUI R I E S FRO M THE PUB L I C

3A. Correspondence

Public Inquiries processes correspondence from the general
public pertaining to foreign aid, as well as letters
requesting printed matter, either general or identified by
title. Many of these letters will involve Public
Inquiries contacting another Bureau/Office to obtain
information necessary to draft a response to the inquiry.
Bureaus/Offices should attempt to respond within two
working days to such requests.

3B. Telephone Inquiries

Public Inquiries also handles all telephone calls
requesting general information on foreign aid that can be
handled within the resources of the Office of Public
Affairs. Occasionally, Public Inquiries may need
assistance from another Bureau/Office to respond to the
telephone request. Once again, we request a response to
our call within two working days. If it is determined
that the person seeking information should have direct
contact with a source within the Agency, the individual in
question should respond to the outside caller within one
working day. (The telephone number for this service is
632-1850).
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CHAPTER 4

I N QUI R I E S FRO M NEW S M E D I A

This Agency desires positive news coverage. We must respond
quickly to an inquiry from the media and also take the
initiative to stimulate coverage among the many news media
outlets.

The primary spokespersons for the Agency are the Administrator,
Deputy Administrator and Assistant Administrators, including
the General Counsel and the Director of Public Affairs. No one
else is authorized as a spokesperson for the Agency unless one
of the above has delegated that responsibility. It is not in
this Agency's interest to receive press coverage containing
references to "sources in AID today said ... "

OPA is the only office in AID/W which can handle inqu1r1es from
the press. If a reporter calls your office first, you should
determine name, affiliation, telephone number, deadline and
tell him or her that "Our agency will be back to you shortly."
Immediately contact the OPA/NMR division chief. If the
reporter conveys in this brief exchange the nature of his or
her questions, please convey this information along with the
other items.

This procedures will ensure proper Agency-wide coordination.
There may be other Agency issues involved that your office
might not realize.

This procedure does not mean only OPA talks to the press. Many
times OPA, in handling a reporter's request, will decide to
arrange an interview with an AID staffer in a particular
bureau/office. Simply stated, OPA is the "action" office and
will determine if another bureau/office should be involved.

When contacted by Public Affairs regarding an inquiry from a
reporter, your office should make every effort to provide fast,
accurate and timely information. Give all known information
indcating which facts can be released and which facts are for
OPA background only.

No office other than Public Affairs is authorized to initiate
contact with the media.
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SA. News Release

NEW S R E LEA S E S

News releases may not be distributed by a Washington
office of our Agency other than the Office of Public
Affairs. Overseas missions can draft and issue news
releases only with OPA approval.

When your Office has material that you consider important
enough to announce in a news release, contact the OPA/NMR
division chief. You may know of a forthcoming event or
you may have an idea that you think should be explored.
Please call OPA right away. Public Affairs will evaluate
your material or idea and decide whether a prepared news
release should be drafted for your review or if pertinent
facts should be put together, reviewed by you and in turn
then made available to the appropriate members of the mass
media. (Be' mindful that it is also impossible for you to
give too much advance notice to OPA regarding the material
or idea that you have.)

Public Affairs will in some instances originate a news
release which involves your office. When contacted for
information, respond in a timely manner. Please make sure
that your facts are correct.

As a regular service, Public Affairs drafts and
disseminates state-by-state news releases. These releases
are kept on file for additional use by your Office when
appropriate. The state-by-state releases generally convey
the benefits of foreign aid in each state.

SB. Press Guidance

Any bureau/office of the Agency which desires to prepare
press guidance on a particular issue must have this press
guidance cleared by OPA before sending it to the
Department of State, the White House or any federal
agency. If a press inquiry does occur on this particular
issue following the prepration and clearance of the
respective press guidance, the press inquiry must be
referred to OPA for handling.
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NEW SAN D A U D I 0 - V I SUA L

S E R V ICE S

6A. News Clipping Service

Public Affairs provides a daily news summary for the
Administrator, Assistant Administrators and Office
Directors. The summary reviews the following newspapers
for foreign affairs material: New York Times, Washington
Post, Baltimore Sun, Washington Times, Wall Street
JOUrnal, Chicago Tribune, New York Daily News, Christian
Science Monitor, Journal of Commerce, Los Angeles Times,
USA TODAY.

OPA encourages other offices within the Agency to send
news clippings from other sources for inclusion in the
next day's news summary.

6B. Electronic News Monitoring Service

1. Public Affairs can provide, when needed, a videotape
and/or audio tape of all of the network and Washington
area news programming that contained a story on foreign
aid or a related item.

2. Public Affairs will notify your office if we believe
there has been an item reported which would be of
particular interest to you

3. When reports are carried in programming other than the
announced schedule, offices can request a special search
for the material. Once it is obtained it will be made
available to the Office requesting the report. Reports
from cities other than Washington can be secured also.

If your office is aware of programs that discuss foreign
affairs, the Agency or development assistance please
notify the division chief.
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6C. "Feature-Length" Audio-visual Productions

1. When your Office is contemplating a film, slide
presentation or videotape production, contact OPA. They
will arrange meetings to discuss story line, potential
return and distribution methods. Then, in your behalf,
Public Affairs will submit this request through the
Agency's Communications Review Board for its approval.
Upon the latter's approval, Public Affairs will then work
directly with your Office in the production of the
material.

2. OPA does not fund "feature-length" audio-visual
productions for other offices.

3. Public Affairs also offers resources in audio-visual
media which might be used as a component or visual aid in
an educational program you are conducting. Contact the
division chief to see if we can provide any audio-visual
aids or consultation which would prove beneficial to your
project.
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SUB MIS S ION 0 F MAT E R I ALB Y

o V E R SEA S MIS S ION S

7A. There is continuing demand for "success" and human
interest stories about AID people and programs for
dissemination in the U.S. Each Mission should be on the
alert to identify and write up feature stories concerning
events and accomplishments of more than passing interest.
Story material and pictures are to be addressed to the
Office of Public Affairs, AID/W.

7B. Emphasis should be put on increasing the number and
quality of stories for home town publicity which tell the
story of what our technicians are doing overseas.
Attached is a sample form AID 8-2, Data for Home Town News
Stories, copies of which will be supplied to Missions by
AID/W. This form is to be completed and sent to AID/W
when an American technician is returning to the U.S. on
home leave. Wherever possible, human interest should be
added to the stories by giving "quotes" from such people,
either about their jobs or about some of their personal
experience in the Mission. The back of the form should be
used for continuation of any item.

7C. Although the emphasis is on human interest stories, OPA is
anxious to receive feature material of any type which will
help explain our operations to the American public. All
stories need not be built around American technicians.

7D. In connection with this assignment, Missions are reminded
of the basic agreement between AID and the U.S.
Information Agency (USIA). This agreement provides:

"Reporting to the U.S. public on all
AID activities is the responsibility
of the Agency for International
Development. Where possible, USIA posts
Overseas will service the Washington
office of AID Public Affairs Staff on
a regular, routine basis with USIA copies
of English language releases (or
translations of foreign texts, when
available) pictures, and other media
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items useful for informing the American
peop~e of AID activities overseas.
Requests of the Washington office of AID
for such service on specific development will
be addressed to the Mission Director who
may then request assistance of the Public
Affairs Officer." (USIA overseas)

While this agreement provides for assistance from the USIA
Public Affairs Officer, the workload may make it impossible
for USIA to provide a sufficient amount of material for
stateside use. In this event, the PAD could give
professional guidance to Mission personnel. Each Mission
should see that the PAD adds AID/W, Office of Public
Affairs, to its regular mailing list.
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DATA FOR HOME TOWN NEWS STORIES

PRIVACY ACT STATEMENT

Att 7A, Ch 7, HB 18

INSTRUCTIONS
1. Please type.
2. Forward original to OPA/Washington, copy

retained at Mission.
3. See HB 18, Part III, Chapter 7.

The following statement is required to appear on the subject form by the Privacy Act of 1974 (Public Law 93-579; 88 Statute 1896).

The information called for on this form is being requested with a view to making it available to home town newspapers and other news media.
Providing the information is entlrelv voluntary. Failure to do so will have no adverse effect on your employment with the Agency.

The Foreign Assistance Act of 1961, as amended, constitutes authority for requesting the information. Disclosure of information provided will
not be made outside the Agency without the written consent of the employee concerned except (a) pursuant to any applicable routine use tist·
ed under AID's Public Information Records System. AID·21 in AID's Notice of Systems of Records for implementing the Privacy Act as pub
lished in the Federal Register, or (b) when disclosure without the employee's consent is authorized by the Privacy Act and provided for in AID
Regulation 15. (A copy of the Regulation and Notice of Systems of Records is available from AID Distribution on request.)

1. Employee's Name 2. Mission 3. Position Title

4. a. Spouse (if Wife, enter maiden name) 5. Date Arrived at 6. Departure Date
Mission

FAMILY b. Children (jnclude ages)

AT 7. ANTICIPATED DATES OF ARRIVAL

MISSION a. Home Town b. Washington, D.C.

8. Home Town and Street Address 9. Home Town and Street Address

E
M S
P P
L 10. Home Town Newspapers 0 11. Home Town Newspapers

0 U
Y 12. Metropolitan City Nearest To Home Town S 13. Metropolitan City Nearest To Home Town
E E
E

14. Parents (name and address) 15. Parents (name and address}

16. Education (give schools, dates attended, and degmes received)

17. Organizations and Community Affairs (present memberships, dates, offices held)

18. Military Service (branch of service, dates served, rank or rating, decorations)

19. Principal Work Prior to Present Assignment (give title of position, dates of service cities and countries where employed)

AID 8·2 (1·761



(TM l8-III: 9) Att 7A, Ch 7, HB 18
20. If there is no eccomplnying story, give resume of your work It USAID-Give eccornplishments, problems solved, humin interest incidents,

emphasizing detlils thlt would be of interest to the press in your horne town.

21. Future pllns

AID 8·2 (1·761 Beck
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CHAPTER 8

OFF I C I ALP HOT G RAP H S

8A. Overseas

1. General

It is desirable and necessary that there be a uniform and
continous flow of photographs to the Office of Public
Affairs, AID/W, for use as immediate news releases and for
collection in the photographic file where they are used
for illustrating reports and exhibits, and to fill various
requests by publishers, newspapers, educators and
Government agencies. In order to permit maximum usage of
these photographs they should, unless specified for other
uses, be free of any restrictions on usage by OPA.

Missions having arrangements with USIS to cover
photographic needs should arrange that either USIS or the
Mission furnish prints of appropriate pictures to OPA, as
well as to the United States Information Agency,
Washington.

2. Types of Photographs Needed by AID/W

a. Photographs for Immediate News Release

These are pictures (usually accompanied by suggested press
releases) which Missions intend for distribution by AID/W
to the United States press. They mayor may not have
general interest for permanent filing. Usually they are
of two kinds:

(1) Pictures of timely news value--their main
value being that they are topical, requiring fast mailing
to AID/Wand prompt release there.

(2) Pictures of localized news value--as "hometown
paper releases" about American technicians, or pictures of
principal interest to a trade or professional journal,
their main value being to a particular locality or
publication.
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b. Photographs of Continuing or General Interest

These are pictures for the Photographic File in AID/Wand
may include some "news pictures." Types of photographs
needed for this permanent collection include:

(1) Pictures of AID programs and technicians in
action.

(2) Pictures of conditions and people with which
AID is dealing.

(3) Pictures of progress and results of programs.

3. Procedure

a. Photographs for News Releases

These are to be sent to the Office of Public Affairs,
AID/W. One or more prints are submitted with suggested
news release. Keep in mind that copying photographs in
AID/W involves delay and loss of photographic quality.
Send enough prints for the purpose, each picture numbered
with the Mission permanent file number (for future
identification), and captioned.

b. Photographs for AID/W Permanent Collection

(1) Regularly screen the pictures of good quality
which illustrate some aspect of the program in action, or
which show graphically the conditions and the people with
whom we working, or which have cultural, historical, or
human interest value.

(2) Send five good quality 8 x 10 glossy prints of
the selected photographs.

(3) Attach a full caption to each print. Caption
should contain all essential descriptive and identifying
information, including month and year. Make certain
personal and place names are correctly spelled. Always
give home town address where possible if Mission personnel
are included in the picture. Be sure to include the
Mission's permanent filing number by which additional
prints may be reordered by AID/W.

(a) Caption should be on a separate piece of
paper, attached by overlapping about 3/4" of the top part
of the caption to bottomback of photograph, and folding
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with
If cement
Care must

forward. Caption should preferably be attached
rubber cement, so that it may be stripped off.
is not available, plastic tape is satisfactory.
be taken not to buckle print.

(b) In the case of a series of photographs on the
same subject, or a picture story, the "master caption"
technique may be used. There are two ways to do this.
The master caption may be attached to one print, and all
the other prints given brief captions, making reference to
the master-captioned print. Or, the master captions and
all individual brief captions may be reproduced on the
same sheet, which will be attached to all prints in the
series, each identified by its individual number.

(4) Once a month or more often, Missions send the
selected photographs in packages, carefully wrapped with
cardboard stiffeners, to:

Office of Public Affairs
AID/Washington

(5) Missions not having facilities for making good
enlargements send negatives to AID/W, addressed as above.

~ Captions should be included with the negatives.

8B. AID/W

1. AID/W Photographic Collections and Needs

AID/W offices are requested to cooperate with OPA as
follows:

a. Inform OPA of present collections that might
contain useful photographs.

b. Send photographs and/or negatives to OPA for
permanent filing.

c. Request prints as needed from OPA.

d. When photographs are needed from Missions, consult
OPA to avoid duplicate orders and to afford an opportunity
for combining OPA needs with those of the requesting
office.
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2. Photographic Services

a. AID/W cannot provide photographic services to
Missions except in the following cases:

(1) Missions requesting a selection of pictures
from other countries on designated subjects for use in a
publication or exhibit, etc .. may obtain them from AID/W
photographic files.

(2) Missions having no photographic facilities may
send negatives to AID/W accompanied by purchase orders for
whatever services are required, and AID/W will service
them from commercial sources.

(3) Missions may request from AID/W such special
photographs as pictures of AID officials, pictures of
participants in USA, etc., which will be furnished as
available.

b. The Public Affairs staff includes several people
capable of taking photographs of certain Agency ceremonies
and other events on a limited basis .

c. Public Affairs has a large photographic file of
both black/white prints and 35 mm color transparencies,
Bureaus and Offices may use these files as a resource.
Details on the extent of usage and cost considerations may
be obtained from the Publications chief.

~•.....)·.1...,
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S PEE C H E S, W R ITT E N ART I C L E S, AND

PAR TIC I PAT ION A T M E E TIN G S 0 F

GOVERNMENTAL AND NONGOVERNMENTAL

o R G A N I Z A T ION S

~ 9A. Policy

AID Staff members are encouraged to speak when requested
about the AID program to intereted, responsible public and
private groups, and to write articles for general and
trade publications and periodicals.

9B. Public Speaking Engagements

When your Office receives an invitation for an appearance
by the Administrator, or any senior AID official, that
request should be forwarded immediately to the OPA/NMR
division chief. If the document is controlled by the
Executive Secretariat, it should be returned to them.

All public speaking engagements - regardless of staff
level - must be cleared by Public Affairs. This does not
apply to overseas missions. Refer to Joint Regulations,
Handbook 18, Part 3, Att A, Section 628.6 regarding
invitations to teach and lecture.

All written speeches made by AID employees in a public
forum, must be cleared through the Public Affairs Office.
The documents submitted for clearance should be final
drafts, with no uncleared changes thereafter.

If desired, the Office of Public Affairs will explore with
you the possibility of having your speaking engagement
covered by members of the mass media. In addition, the
Office of Public Affairs will arrange interviews with
local media while you are in that particular community.
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When a schedule conflict prohibits your speaking
engagement (yet our involvement with the particular
organization may be valuable) the Office of Public Affairs
can explore the possibility of videotaping your remarks in
our office. That videotape can then become a component of
the conference agenda.

The Office of Public Affairs can provide training to
Agency personnel in public speaking presentations. Using
our studio, we will discuss your presentation and provide
advice on how to improve your communication skills.

Public Affairs offers consultation as to how audio-visual
aids, i.e., videotapes, audio recordings, and film
and/other visual aids, might make your presentation more
effective.

Public Affairs does not write speeches for anyone except
the Administrator. However, we will review your speeches
and offer our counsel prior to your submitting your final
draft to Public Affairs for approval.

ge. Speaker's Kit

A Speaker's Kit for the Agency is maintained by Public
Affairs. The Kit encompasses philosophy and purpose of
AID, public speaking suggestions, publicity arrangements,
Bureau overviews, budget information, affect of foreign
aid on U.S. economy, policy background, issue papers,
etc. A public speaker can pull from this comprehensive
source relevant material for a specific engagement.

9D. Official Writing for External Publication

1. Any Agency employee desiring outside publication of
his or her manuscript or technical document of official
Agency concern must obtain clearance from the Office of
Public Affairs.

The Director, OPA, shall conduct the final review and
either approve or disapprove the material for publication
within 30 calendar days after receipt thereof, except in
extraordinary circumstances. If extraordinary
circumstances prevent the Director from reviewing and
approving or disapproving the material within 30 days
after receipt, he shall notify the submitter of the
material in writing to that effect. Such notice shall set
forth the reasons why the material could not be acted upon
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within 30 days and shall establish an estimated time, not
to exceed 15 calendar dayas, by which the material will be
acted upon. If, for good cause shown, the material cannot
be acted upon within the new estimated time limit, the
Director, OPA, shall again notify the submitter of the
material in writing to that effect. The written notice
requirement as set forth above shall continue until the
Director approves or disapproves the artice for
publication. In the case of short manuscripts concerning
matters of particular timeliness, where the submitter of
the material requests an expedited review within a
reasonable time period less than 30 days and gives
specific reasons warranting such expedited review, the
Director, OPA, shall review and either approve or
disapprove the material for publication within the time
requested by the submitter or as soon thereafter as
possible.

2. All papers, articles, etc. relating to the work of the
Agency which have been written by AID personnel for
publication in the United States are to be reviewed by the
appropriate Bureaus and/or Offices and by OPA before
submission to literary agents or publishers. All such
material for publication in a host country is to be
reviewed by the Mission Director or his designee.

3. Compensation or fees may not be accepted by AID
personnel for material written in the line of official
duty. Such compensation is prohibited by statute (18
U.S.C. 209)

Speaking and Writing Not Connected With Official Duties

1. General guidelines for activities not conducted in the
line of official duty are contained in Handbook 24,
Chapter 3. Note particularly the provisions relating to
outside employment.

2. Employees may not undertake speech or writing
activities in violation of the legal provisions pertaining
to activities relating to U.S. Politics (see HB 24, Att
3A) .



9E

EFFECTIVE DATE

June 14, 1983
TRANS. MEMO NO.

18- II I: 10 AID HANDBOOK 18, Part III

3. Books, articles, and other manuscripts of official
conce:n.prepared.for publication by an employee in an
unoffIcIal capacIty are submitted for clearance in advance
of publication in accordance with the procedures a»d
time 6~ame e~tabli~hed i» 90. Authors are notified of
decisions with respect to clearance of manuscripts and
th~ manuscripts are either returned or forwarded, ~pon
wrItten request, to publishers or agents designated by
the author.

4. Writings which are not on matters of officiar concern
need not be submitted for clearance; however, unless the
unofficial writing is clearly not on a subject of official
concern, the employee is responsible for having published
with it a specific statement to the effect that the
opinions and views expressed are his own and not
necessarily those of AID. If there is doubt as to the
propriety of the proposed publication, the employee should
seek guidance or advice from the Director, OPA.

5. To avoid possible embarrassement, employees do not
make commitments to publishers until manuscripts have been
approved. Members of employee's families should also
follow these procedures.

tl.........•.i
J
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PUB LIe Ace E SST a A I D R E COR D S

lOA. Purpose

This chapter sets forth rules and procedures which govern the processing
of requests from the public for records of the Agency for International
Development (AID). It supplements AID Regulation 12, Public Information,
(see Attachment B, Part III).

lOB.

1OC.

Policy

It is the policy of the Agency for International Development that infor
mation about its objectives and operations be freely available to the
public. These rules and procedures reflect that policy, and are based
on the spirit as well as the letter of the Freedom of Information Act.

The Freedom of Information Act

1. The Freedom of Information Act (FOIA) provides for the right of
members of the public to have access to records of the Federal
Government, and to obtain judicial review of any agency decision to
deny access. The statute makes mandatory the application of the
following principles in responding to public requests for records of
an agency:

a. Disclosure is the general rule, not the exception.

b. All individuals have equal rights of access, whatever the
purpose of their inquiry.

c. The burden is on the Government to justify the withholding
of a record, not on the public to justify its request or its right to
access.

2. The FOIA furthe.r requi res that "each Agency, upon request for
records which (a) reasonably describes such records and (b) is made
in accordance with published rules" must respond within 10 working days
from receipt of the request, with 10 additional days allowable in
"unusual circumstances. 1I

3. The requester may appeal an adverse decision to a designated
appeal authority in the agency, who has up to 20 working days to
determine whether the material may be released. If the appeal
authority denies the appeal in whole or in part or fails to act within
the prescribed time, the requester may then take the matter to court.
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4. The FOIA provides for disciplinary action when an employee's conduct
in wrongly withholding documents can be proved to have been arbitrary or
capricious. For disciplinary action to be initiated, several steps must
take place. First, a requester must sue the agency. Second, the court
must find that records were improperly withheld, that the requester's
litigation costs should be paid by the agency, and that there is
evidence that "agency personnel acted arbitrarily or capriciously" in
withholding the reauested records. The Civil Service Commission then
investigates to determine whether disciplinary action is warranted
against lithe officer or employee who was primarily responsible for the
withholding."

100. Responsibilities

1. The Administrator

The Administrator or the Deputy Administrator, AID, receives and acts
on appeals from members of the public whose requests for AID records have
been denied, in whole or in part.

2. Executive Secretary

The Executive Secretary (ES) processes appeals for the Administrator or
Deputy Administrator, receiving recommendations from appropriate offices
and establishing deadlines for such recommendations to ensure timely
action on the appeals.

3. Director, Office of Public Affairs

The Director, Office of Public Affairs (OPA), serves concurrently as AID's
Freedom of Information Officer. He is responsible for all administrative
actions, policy decisions, and operations required for effective imple
mentation of the FOIA in AID/Washington as well as AID Missions. Only
the Director, OPA, or his delegate, may deny any request for records, and
his decision is appealable only to the Administrator or the Deputy
Admi ni strator.

4. Freedom of Information Staff Officer

The Freedom of Information Staff Officer of the Office of Public Affairs
is the principal operations officer within AID for the processing of
requests made in accordance with Section 212.33 of AID Regulation 12
(hereafter identified as FOI requests), as well as other requests if it
is intended by the action office to deny access or to assess authorized
charges for services to be performed in filling such other requests.
This Officer is responsible for:

a. Receiving and recording all FOI requests;
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b. Establishing timetables for retrieval, review, and response;

c. Assigning action to the designated FOI Liaison Officers of
appropriate Bureaus and Offices of AID, and monitoring action to ensure
compliance with time requirements and other provisions of the FOIA;

d. Preparing and dispatching correspondence to the requester, except
in cases where the FOI Liaison Officer has been authorized to deal
directly with the requester;

e. Determining charges, notifying the requester of fees due, and
collecting and transmitting all payments to the AID cashier;

f. Preparing and transmitting an annual report to the Congress in
accordance with the FOIA;

g. Maintaining a reading room facility where the public may have
access to indexes of AID records, and examining records made available
in response to their requests;

h. Keeping files on FOI requests.

5. General Counsel

a. The General Counsel (GC) has responsibility for advising the
Administrator and Deputy Administrator on all FOI matters. In addition
to such other duties as the Administrator may assign him/her, he/she
will make a written recommendation on all FOI appeals submitted to this
Agency.

b. The Assistant General Counsel, Management and Administration
(GC/M&A), has responsibility for legal advice on all AID matters
regarding or resulting from the FOIA. GC/M&A will advise the Director,
OPA, on all denial decisions, and apprise the FOI Staff Officer of all
significant developments with respect to the FOIA.

c. Each other Assistant General Counsel designated to provide legal
advice to the Bureaus and Offices of AID will provide legal advice on
FOI requests to the FOI Liaison Officers in his/her designated Bureau~
or Offices.

6. Freedom of Information Liaison Officer

The designated Freedom of Information Liaison Officer in each Bureau
and Office of AID has the action responsibility for responding to FOI
requests, and ensuring that the spirit as well as the letter of the
FOIA is applied in the processing of all other requests for records
received by the Bureau or Office he/she represents. He/she exercises
his/her authority to decide on behalf of and has direct access to the
Assistant Administrator or Director of his/her Bureau or Office. The
FOI Liaison Officer is responsible for:
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a. Receiving from the FOI Staff Officer requests for AID records
believed to be in the custody of his/her Bureau or Office;

b. Supervising retrieval and review of the requested record by
appropriate staff of his/her Bureau or Office;

c. Maintaining regular and prompt liaison with the FOI Staff
Officer on the status of the retrieval and review process;

d. Notifying the FOI Staff Officer immediately upon determination
that the record is releasable, or that his/her Bureau or Office intends
to recommend denial of the request in whole or in part;

e. Notifying the FOI Staff Officer of charges assessable for search ~
and duplication, if it is determined that the record may be released;

f. Promptly transmitting a copy of the requested record to the
requester, together with a letter of transmittal, after it is determined
that the record may be released, and after payment of charges, if any,
has been made.

g. Immediately preparing and sending a justifying memorandum to
the Director, OPA, when a determination has been made to recommend
denial of a request, in whole or in part;

h. Completing and returning to the FOI Staff Officer form AID
810-2, Freedom of Information Action Control Record (Attachment C,
Part III), appended to each FOI request referred to him/her;

i. Initiating systems as deemed necessary within his/her Bureau or
Office to facilitate search, retrieval, and review. Such systems
may include indexing of files, and segregating or otherwise flagging
sensitive documents or parts of documents.

7. Directives and Publications Coordination Staff

The Directives and Publications Coordination Staff (SER/MP/DPC) is
responsible for:

a. Preparing, updating quarterly, and distributing indexes providing
identifying information for the public as to ate po~ey det~atio~

and oth~ ~ectiv~ issued, adopted, or promulgated by AID and required
by the FOIA to be made available or Dubl;shp,d;

b. Promptly furnishing index supplements to the FOI Staff Officer
for the reading room.
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8. Freedom of Information Officer, AID Missions

The Freedom of Information Officer in AID Missions will be the Mission
Director (or AID Representative/AID Affairs Officer) or a senior
officer designated by the Mission Director. The Mission FOI Officer is
responsible for the processing of all requests for records received by
the Mission. His functions are governed by the rules and procedures
set forth herein, except insofar as problems of communication with the
FOI Staff Officer make special considerations necessary.

9. AID Mail Room

The AID Mail Room is responsible for:

a. Date/time stamping and immediately delivering by hand to the
FOI Staff Officer all correspondence addressed to the Director, Office of
Public Affairs, or otherwise marked "FOI request" or "Freedom of
Information" on the envelope or letter, or believed requiring the attention
of the FOI Staff Officer.

b. Date/time stamping and immediately delivering by hand to ES all
correspondence addressed to the Administrator or Deputy Administrator
and marked "FOI appeal."

10E. Processing Reguests for Records, AID/Washington

1. All letters received by the Mail Room, clearly addressed to the
Director, Office of Public Affairs, and marked in accordance with
Section 212.33 of AID Regulation 12, or otherwise identifiable as
"Freedom of Information" requests, w'ill be given special attention.
The Mail Room will stamp the date and time of receipt on such letters,
and immediately deliver them by hand to the FOI Staff Officer.

2. The FOI Staff Officer will assign a control number to the request,
determine the location of the record requested, and transfer action to
the appropriate FOI Liaison Officer, together with a partially completed
form AID 810-2 setting forth due dates for retrieval, review, and
response. In all cases, FOI requests must be delivered by hand.

3. The FOI Liaison Officer must accept the action or find the
appropriate office to do so. If action is transferred, the FOI Liaison
Officer will have the request and attachments delivered by hand to the
transferee FOI Liaison Officer, and notify the FOI Staff Officer
immediately of the transfer.

4. Determination to Release

a. If the FOI Liaison Officer decides to release the requested
record, he will so notify the FOI Staff Officer by phone. If no
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charges are to be assessed, the FOI Liaison Officer will promptly mail
a copy of the record to the requester. He wi 11 compl ete that part of
form AID 810-2 designated for his action, and return it to the FOI Staff
Officer, together with a copy of the letter of transmittal sent to the
requester.

b. If search and/or duplication charges are to be assessed, the FOI
Liaison Officer will notify the FOI Staff Officer by phone of the search
time, the number of pages to be duplicated, and other special services (e.g.,
computer retrieval service time). The FOI Staff Officer will notify the
requester of the charges, and upon receipt of payment, will instruct the
FOI Liaison Officer to have the record duplicated and mailed to the
requester. The FOI Liaison Officer will then complete his part of
form AID 810-2 and return it to the FOI Staff Officer, together with a
copy of his letter of transmittal to the requester.

c. The FOI Staff Officer will then close the file.

5. Determination to Deny

a. If the FOI Liaison Officer decides to recommend denial in whole
or in part, he will first notify the FOI Staff Officer of his decision,
then immediately deliver to the Director, OPA, a memorandum recommending
denial. The recommendation must give reasons for the denial, and cite
one or more of the nine categories of exemptions on which the denial may
be based. (See Section 212.41 of AID Regulation 12, Attachment B, Part III.)
He may consult the Assistant General Counsel designated to provide legal
advice to his Bureau or Office for an opinion on the validity of his
recommendation. The names and titles of all officers participating in the
decision to deny must be included in the memorandum.

b. The memorandum recommending denial in whole or in part must be
delivered by hand to the Director, OPA, no later than the assigned due
date or the extended due date. (See 10E7.)

c. The Director, OPA, after consultation with GC/M&A, will determine
whether the recommendation for denial is in accord with the letter and
the spirit of the FOIA. If he decides to deny access, he will so notify
the requester, and include in his letter of notification instructions for
appealing the decision.

d. If the Director, OPA, rejects the recommendation to deny the
request, he will so notify the FOI Liaison Officer, and instruct him to
take appropriate steps to make the requested record available.

e. For guidance on processing requests for classified records, see
101 of these regulations. Also, see lOJ, Segregable Portions, for
guidance on disclosure of portions of documents otherwise withheld.
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6. Determination That Record Is Not Available

a. If, after a reasonable search, or a search consuming the fee limit
authorized by the requester, a record has not been traced or retrieved,
the FOI Liaison Officer will so notify the FOI Staff Officer.

b. The FOI Staff Officer will seek authorization from the requester
for a continuation of the search, and will accordingly notify the FOI
Liaison Officer whether the search is to be continued or abandoned. In
the latter event, the FOI Liaison Officer will return completed form AID
810-2 to the FOI Staff Officer together with a memorandum describing
efforts made to locate the record, and the names and titles of persons
involved in the search.

7. Time Extensions

a. The FOI Liaison Officer will immediately phone the FOI Staff
Officer whenever it is determined that retrieval and review of a
requested record will require an extension of time because
of lIunusual circumstances,1I as defined in Section 212.34 (b) of AID
Regulation 12. The Director, OPA, may approve an extension of up to
10 working days, and if approved, the FOI Staff Officer will notify the
requester and the FOI Liaison Officer.

b. If a further extension of time is necessary, the FOI Staff
Officer, at the request of the FOI Liaison Officer, will endeavor to
negotiate a voluntary time extension with the requester, though such
extension is not specifically provided for in AID Regulation 12.

8. Fees

a. Fees chargeable for search, duplication, and other services are
itemized in Section 212.35 of AID Regulation 12.

b. Records will be released only when receipt of full payment of
assessed fees, unless waived in whole or in part by the Director, OPA.

c. If within 60 days the requester fails to respond to a notification
of fees payable, or declines to pay, the files are closed, and no further
action on the request is necessary.

d. When notifying the requester of fees payable, the FOI Staff
Officer will inform him that he may examine the requested record in
the reading room at no charge other than that assessed for the search
initially required to locate the record. File copies of records of
the Agency may not be removed from the premises.
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e. If the FOI Liaison Officer estimates that search and duplication ~
charges will be in excess of $25, he will so notify the FOI Staff Officer
before initiating a search, unless the requester had already agreed to
cover search and duplication charges without limit. The FOI Staff
Officer will notify the requester of the estimated charges, and if the
requester agrees to cover the costs, will direct the FOI Liaison Officer
to proceed with the search.

f. If initially or after obtaining an estimate of charges, the
requester places a limit on the fees he is willing to pay, the FOI
Liaison Officer will make every effort to locate, retrieve, and make the
requested record available within the limitation specified.

g. If it is determined that a more adequate identification of the ~
requested record will substantially reduce the time required for
search, the FOI Liaison Officer will telephone the requester and offer
assistance in better identifying the record.

10F. Other Requests for Records

1. All requests for AID records not made in accordance with Section
212.33 of AID Regulation 12, nor otherwise believed intended for consid-
eration under the provisions of AID Regulation 12, will be processed by
the Bureau or Office having custody of the record. Such requests are not
subject to controls of the Director, OPA, or the FOI Staff Officer,
except that in no case may anyone other than the Director, OPA, deny a
request. The requester may be charged for search and duplication services,
but it will be the responsibility of the FOI Liaison Officer to determine
whether the requester wishes to pay such charges, and to process the
request in accordance with whatever limitations may be specified by the
requester. The FOI Staff Officer will become involved in the process in
the following cases:

a. If the FOI Liaison Officer feels the request should be denied in
whole or in part, he will forward the request, together with his
recommendation for denial, to the FOI Staff Officer who will prepare a
denial letter for the signature of the Director, OPA.

b. If fees are charged, the FOI Liaison Officer will receive payment \r..-I....7'
and forward it to the FOI Staff Officer, together with a brief itemization
of services supplied.

lOG. Processing Requests for Records -- AID Missions

1. Formal FOI requests may be made to an AID Mission Director or his
designated FOI Officer personally or in writing only by an American
citizen physically present in the country where the Mission is located.
Requests received from the United States or other countries should be
referred to the FOI Staff Officer, AID/W, and the requester so notified,
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un~ess,the Mi~sion has the requested material readily available and has no
obJectl0n to lt~ ~elease. (In the latter case, the FOI Staff Officer
need not be notlfled.)

2: ,In cases in ~hich the FOI request is properly made by an American
cltlzen present 1n the host country, the Mission Director is authorized
to releas~ the requested documents. unless he/she believes the material,
or a po~tlon thereof, should be exempt under Section 212.41 of AID
Regulatlon 12 and should therefore be withheld. In the event the Mission
Ulrector or his/her designated FOI Officer believes part or all of
the requested material should be withheld, or does not have the
requested material available, he/she should immediately notify the
FOI Staff Officer, as only the Director, OPA, has the authorlty to
initially deny a request. An information copy should be sent to the
appropriate FOI Liaison Officer. Such denial must be made within 10
working days of receipt of the request, otherwise the requester may
sue the Agency. The FOI Staff Officer should be notified of all
pertinent facts regarding the requester, the material requested, and
the reasons for recommending denial of access.

3. If the Director, OPA, determines the material should be released,
notwithstanding the Mission's recommendation, he/she will promptly
notify the Mission. The Mission will in turn notify the requester
and make the materials available after receipt of payment for search
and duplication services. If the Director, OPA upholds the Mission
recommendation to withhold, he/she or the Mission, as appropriate,
will notify the requester of the decision, and advise him/her of
his/her rights of appeal and the manner of submitting such appeal.

Exemptions

1. Re.c.oJtd6 oJt paJr.;t6 06 Jte.c.oJtd6 mal} be. wlihhe.ld 6Jtom Jte.le.a1Je. :to
:the. public. only J..6 :the.tj Me. 60un.d :to 6ail wlihJ..n. on.e. oJt moJte. 06 :the.
n.J..n.e. e.xe.mp:tiOn6 lie.mJ..ze.d J..n. Se.c.:tion. 552(b) 06 :the. FOIA.
(See Section 212.41 of AID Regulation 12 -- Attachment B, Part III.)

2. The fact that all or parts of a record fall within one or
more of the nine exemptions does not necessairly mean that a record
must or should be withheld 6Jtom public. ~c.lo¢uJte.. I:t ¢houtd be.
wlihhe.ld only if there is a compelling reason to do so.

3. The.Jte. Me. c.eJl.:tlUn. Jte.c.oJtd6 oJt pa.Jt:t¢ 06 Jte.c.oJtd6 whJ..c.h mal} n.e.ve.Jt
be. Jte.le.a1J e.d :to :the. public.. A n.umbe.Jt 06 c.a:te.goJtw 06 Jte.c.oJtd6 whJ..c.h
mal} n.o:t be. Jte.le.a1J e.d, an.d F0I Ac.:t e.xe.mp:tion6 pe.Jtmli:tin.g de.Mal. 0 6
public. ac.c.e.M :to ¢ uc.h Jte.c.oJtd6 Me.:

a. Re.c.oJtd6e.xe.mp:t 6JtOm cU..6ci.o¢uJte. by ¢t.a.:tu:te., ¢uc.h a1J vJ..¢a c.a1Je.
6ilu an.d FoJtugn. Se.JtvJ..c.e. pe.Mon.n.e.l 6ilu. Ail.. ¢uc.h Jte.c.oJtd6 Me.
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ai.J.>0 exempt 6ltom elMc1.0.6Wte undeJt Sec;Uon 5521b) (3) 06 the FaT Act
l.6ee Sec;Uon 212.41(c.) 06 ATV Regu1a.Uon 1Z) lt6 ltec.oltd.6 ".6peUMc.a.ll.~f

exempted 6ltom elMc1.o.6Wte by .6.ta..:tute." V..wc1.O.6Wte 06 .6uc.h ltec.oltd.6 maif
lte.6uU in .6ta.tutolty .6anc;UoYlJ., bung l..mpo.6ed. PeMonne1. and medic.a.£.
6ile.6 and .6imila.Jt 6ile.6 "the elMc1.O.6Wte 06 whic.h would c.oYlJ.,iliute a
c1.eaJr...ty UI1Wa.Ma.rtted inVMion 06 peMona.£. pltivac.lf" aJte afJ.>o exempt
6ltom elMc1.0.6Wte undeJt Sec;Uon 5521b) [6] 06 the FaT Ac.t. [See Sec;Uon
212.41(6) 00 ATV Regulation 12.1

b. "Re.6wc.ted data.," Myptogltaphy, and irtteiLtgenc.e .6oWtc.e.6 Olt
me.:#Lod.6 • Suc.h ltec.oJtd.6 aJte exempt 6ltom elM c1.0.6 Wte undeJt 552 Ib] (1) 06
the FaT Act (.6ee Sec;Uon 212.41Ia) 06 ATV Regu1a.Uon 12) a..6 in60ltmation
".6peu6ic.a.Lty autholtized undeJt c.!tUwa e.6ta.bLi6hed bt/ an Exec.utive
OltdeJt to be k.ept .6 eMet in the irtteJte.6 t 06 nationa.£. de. 6eYlJ., e Olt
60ltugn poUc.y."

c.. Cla..6.6iMed Olt otheJtW..we lte.6wc.ted doc.umel1t.6 06 60ltugn goveJtn
mertU Olt irtteJtna.Uona.£. oltgartizatioYlJ., wUhout the peJtm.{).,.6ion 06 the
goveJtrtmertt Olt oltgartization. Suc.h doc.umertU aJte exempt oltom elMc1.o.6Wte
undelt Sec;Uon 5521b) (1) 06 the FaT Act l.6ee Sec;Uon 212.41Ia) 06 ATV
Regu1a.Uon 12) a..6 ".6peuMc.a.Uy autholtized undeJt an Exec.uUve OltdeJt
to be k.ept .6 eMet in the in;teJte.6t 06 nationa.£. de6eM e Olt 6oltugn
poUc.y." fAl.6o .6ee Sec;Uon 5(B} (.1) On Exec.uUve OltdeJt 11652.)

101. Classified Records

1. Access to a record may not be denied simply because it is classified.
It is the obligation of the FOI Liaison Officer to review the record
to determine whether the classification is valid and in accordance
with standards provided in AID Security Regulations and Executive Order
11652. (See App II, Ch 3, HB 6.)

2. The retention of a classificat~on !o~ pa~ts of a reques~ed rec~rd
constitutes a denial, and must be Just1f1ed 1~ accordance w1th den1al
procedures. If a decision is made to declass1!y.parts of a r~c~rd,
the FOr Liaison Officer is responsible for e~C1s1ng the ~lass1f1ed
and otherwise exemptable portions and prepar1ng the rema1nder of the
record (the segregable portions) for release to the r~quester. Rec~rds
may be declassified, in whole ~r in pa~t, only, a~cord1ng to appropr1~te
security regulations by author1zed off1cers. rh1s part does not
authorize any change from declassification regulations.

lOJ. Segregable Portions

1. Ordinarily, a portion of a record may be considered reasonably
segregable when, after classifie~ ~nd other exem~tab~e parts have been
deleted, there remains an intel11g1ble record wh1c~ 1S not o~t of.context
and does not contradict the parts of the record wh1ch are be1ng w1thheld.

'.:.I'

""'"
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2. In every case, each denied record must be examined to determine if
there are portions that are reasonably segregable.

3. The copy of the record released to the requester must indicate
where deletions have been made and the statutory exemption applicable
to each of the deletions. These notations may be made on the released
copy or, when not extensive, in the letter of transmittal.

Other-Agency Documents

1. If parts of a record requested from AID are classified or otherwise
controlled by another agency, but the main part of the record is AID
generated, the FOI Liaison Officer will contact the other agency to
discuss release of the record. If because of these interagency deliber
ations a time extension becomes necessary, the FOI Liaison Officer will
contact the FOI Staff Officer. (See 10E7.) The primary responsibility
for determination to release or to deny may not be passed to the other
agency. Any determination to deny parts of the record based on
consultation with the other agency must be fully justified by the FOI
Liaison Officer through normal denial procedures. The FOI Staff Officer
must be notified immediately of any irreconcilable conflicts with another
agency regarding denial of a request.

2. FOI Liaison Officers should make certain they are involved in consul
tations on an FOI request initiated by another agency. If a determin
ation is made to release the records under consideration, the FOI Staff
Officer need not be contacted. However, if a determination is made to
deny a request, the FOI Staff Officer should be notified, and a memorandum
recommending denial should be sent to the Director, OPA, in accordance
with procedures established in paragraph lOE5 of these regulations. Only
the Director, OPA, may formally notify another agency of an AID decision
to deny a request for any part of a record.

Appeals

1. All correspondence received by the Mail Room marked IIFOI Appeal II
shall be stamped with the date and time of receipt and delivered
immediately by hand to the Office of the Executive Secretary (ES).

2. ES shall immediately notify the Administrator or Deputy
Administrator of the receipt of the appeal, and shall have copies of
the appeal correspondence promptly delivered by hand to the Director,
OPA, the General Counsel, the Assistant Administrator or Director of
the Bureau or Office whose FOI Liaison Officer recommended denial, and
to any other Bureau or Office of AID whose comments would be germane to
the appeal proceedings.
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C K APT E R 1 1

MAN DA TOR Y C LAS S I F I CAT ION REV I E W

Uniform State/AID/USIA Security Regulations (5 FAM 900) specify that "at
any time after the expiration of ten (10) years from the date of origin
(a classified document) shall be subject to a mandatory classification
review and disposition under the same conditions and criteria that apply
to classified information and material created after the effective date
of Executive Order 11652." (See HB 6, Chapter 3,923.1).

To administer this directive, the Regulation adds that "Members of the
public or Departments may direct requests for mandatory review for
declassification to ... the Director, Office of Public Affairs, .•.
which shall in turn assign the request to the appropriate office for
action. In addition, the office which has been assigned action shall
immediately acknowledge receipt of the request in writing .... The
office which has been assigned action shall thereafter make a
determination within 30 days of receipt or shall explain the reasons
why further time is necessary. II (See HB 6, Chapter 3, 926.1).

OPA Responsibilities

To carry out this responsibility, the Office of Public Affairs must
rely on other Offices and Bureaus of AID for assistance in assigning
declassification reviews to offices best qualified to perform them.

OPA is required to file a quarterly report (see HB 6, App II, Ch 3)
on the disposition of all mandatory declassification actions, and
will therefore~periodical1y call on offices which have been assigned
action to report on the status of the review.

AppUc.a..ilon 06 the. FOI Ac..t

1. 16 li -fA 60und undeJt manda.:toJtif Jte.viw that a c1.M.6iMe.d Jte.c.oJtd
no longeJt me.~ the. t~t 60Jt c1.a6.6i6ic.a.tion laid down in Se.etion
1(Al (BJ and (Cl 06 Exe.c.~ve. OJtdeJt 11652 (AIV Handbook 6 - sec.~~,

ChapteJt 3, .6e.ct£0n6 911.1, 911.2, and 911.3 06 Uni60~ s.ta..te./AIV7~IA
Se.C.u.Jtliif Re.gui.a..:ti.on6l, li mU6t be. de.c1.M.6i6ied.

2. Howe.veJt, be.c.aU6e. a Jte.c.oJtd hM be.e.n de.c1.M.6iMe.d do~ not
ne.c.~.6Cvul-if me.an that it mU6t theJte.60Jte. be. Jte.ie.a..6e.d. AU. oJt paJt:t6
06 a de.c1.M.6i6ie.d Jte.c.oJtd maq be. wlihhe.id undeJt one. oJt moJte. 06 the.
nine. e.xempilon6 6Jtom fuc1.O.6u.Jte. p~U.te.d, undeJt the. FOI Ac..t.

3. Some. fUnd.6 06 Jte.c.oJtd.6, c1.M.6iMe.d oJt not, maif ne.veJt be. Jte.ie.M e.d
to the. pubUc.. (Se.e. ChapteJt 10H, Ha.ndbook 18, Pa.Jt.t III.)
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3. The General Counsel, appropriate Assistant Administrators and
Office Directors, and other AID officers so requested by the Administrator
or Deputy Administrator will review the determination to deny and submit
written recommendations on the appeal to the Administrator or Deputy
Admini strator.

4. The Director, OPA, will provide the Administrator or Deputy Adminis
trator with all documents relating to his/her initial denial and copy of
the denied record, but will not make a recommendation on any appeal
action, or otherwise participate in appeal proceedings. The FOI Staff
Officer will contact the requester as to any questions the Administrator ".}
or Deputy Administrator may have of the requester regarding the appeal. ~

5. The decision on the appeal by the Administrator or Deputy Administrator
shall be the final decision of the Agency.

u
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PART III I N FOR MAT ION TOT H E PUB LIe

A T T A C HMEN T A

Uniform State/AID/USIA Regulations

(These rules apply to the three organizations across
the-board. For the most part, they do not add to the
procedures outlined in Part I, but on some points are
more explicit.)
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ATIACHMENT A

UNIFORM STATE/AID/USIA REGULATIONS

*628 Speaking, Writing, and Teaching

628.1 Applicability

The provisions of this section apply to all
employees, including foreign nationals, of
State, A.I. D., and USIA, in the United States
and abroad, with respect to:

a. Clearanc e of writings; and

\-I b. Clearance of engagements to speak,
lecture; teach, or participate in conferences.

Certain employees are assigned to duties which
require making speeches, holding interviews,
or otherwise en~aging in discussions on a
variety of topics. The following provisions
are not intended to interfere with the normal
performance of these dutiC1,S or to require
clearance for any such activities carried out
within established policy guidelines, except
'9.8 may be dictated by the exercise of prudence
and good judgment.

\....I 628.2 General Policy and Procedures,

a. , The foreign affairs agencies encourage
particit>ation by their employees in activities
of a responsible and nonpartisan character
devoted to increasing public study or under
standing of the nation's foreign relations and
of the work of the agencies.

Such activities may be performed in an official
or private capacity, but, until shown to be
.:>therwise, it will be presumed for the purpose
of determining when compensation may be
receive.d that all speaking or writing by an
employee which concerns the current responsi
bilities, programs, or operations of his agency
is done in an official capacity. All speaking,
writing, and teaching materials which may
reasonably be interpreted as relating to the
Cl!rrent re~p{'nsibnities. p!"0gr2.~s. or 0pe::-
ations of any employee's agency or to current
U.S. foreign policies, or which reasonably
may be expected to affect the foreign relations
of the United States are of official concern and
shall be submitted, as provided in the following
,>ertinent sections, for clearance by the em
ployee's agency, whether the employee is
acting officially or privately.

b. No employee shall publish any material
of official concern under paragraph a until it
has been cleared. The purpose of this clear
ance requirement is to substitute the agency's
institutional judgment for the employee's
judgment when the question involved concerns
either the release or accuracy of information
concerning his agency's responsibilities or
what conclusions should be drawn from such
information. Accordingly, clearance is not
required to reprint or republish in other form
material that has been cleared at an earlier
date.

c. Clearance will not be granted until all
classified material and all material of official
concern under paragraph a which is inaccurate,
inconsistent with current foreign policy, or
can reasonably be expected to affect adversely
U. S. foreign' relations, has been del eted from
the proposed speaking, writing, or teaching
material.

d. The foreign affairs agencies will adopt
interagency procedures to assure review of
and guida~ce on material of official concern
in their primary fields of responsibility. *
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(~) New M-lt~rlal
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Employees should not participate in conferenc
or speak before audiences in an oUicial capacity
where any racial group has been segregated or
excluded from the meeting, from any of the
facilities of the conference, or from member
ship in a sponsoring organization.

An employee abroad may not allude in public
speeches or newspaper interviews to disputes
between governments, to active political issues
in the United States or elsewhere, or to any
matter pending at any post, except by the
direction or with the authorization of the
ambassador, or his designee.

b. Topics to be Avoided

For State and USIA only: Exceptions to this
genl!ral policy may be made only by the re
spective agency head (for personnel in the
United States) or by the chief of the diplomatic
mission (for personnel abroad). *

628.4 RaCially Segregated Audiences

628.3-2 Speaking and Interviews Abroad

Under prior approval of the ambassador, or
his designee, an employee abroad may give
public speeches and lectures and participate
in conferences and the like and hold on-the
record newspaper interviews or other formal
discussions of government policy. Prior
interagency consultation on important public
statements is expected, where appropriate.

a. Authorizatio••

TRANS. MEMO NO.
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c. In informal presentations, professional
Jneetings, conferences, and panel discussions
where, because of the nature of the public
appearance, no prepared script or outline will
be available for clearance, the employee him
self is responsible for ensuring that his remarks
involve no violation of security. are consistent
with U.S. foreign policy, and will not adversely
aUect U.S. foreign '!"t:"hH(l"".

b. The text or outline of each speech or
lecture by an employee of the rank of oUice
director or above in State and A. I. D., and of
Assistant Director, General Counsel, and
Inspector General in USIA, of official concern
under section 628.2, shall be.submitted for
preliminary clearance to the oUice within his
agency concerned with the subject matter of the
speech or lecture and then for final clearance
by the appropriate office in his agency specified
in paragraph a.

a. All invitations to speak, lecture, or
participate in conferences in the United States,
during the course of official duty, on a subject
of oUicial concern under section 628.2, shall
be referred for acceptance to the appropriate
office in the employee's agency. The appro
priate oUice in State, is the Bureau of Public
AUairs; in A. I. D., the Information Staff;
and in USIA, the Office of Public Information.

3 FAM 628

A subordinate officer shall submit the text of
such a. speech or lecture to his office director
or official of comparable rank if he is in State or
A. I. D •• or to his oUice or service head if he
is in USIA, who may either disapprove the text
or approve it and refer it for further review
'by the offices concerned with the subject matter
of the speech or lecture and by the appropriate
office natned in paragraph a.

~628.3 Speeches and Interviews

628.3-1 Speaking in the United States
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628. 5 Writing

UNIFORM STATE/AID/USIA REGULAnONS

628.5,;,,3 Unofficial Writing

628.5-1 Acting as C:orrespondenrfor
Communications Mectia

Certain employees carryon active liabon
with representatives of communications' media.
However, no employee shall act as corre
spondent for any newspaper, press syndicate.
assoelation, or other media unless special
Authorization has been obtained in advance
from the appropriate official. The appropriate
official for State is the Assistant Secretary
for Public Affairs; for A.I.D., the Director.
Information Staff; and for USIA, the Assistant
Director (Public Information).

628.5-2 Official Writing for External
Publication

To ensure consistency with U.S. policy, heads
of State, A. I. D•• and USIA and overseas
establishments and employees in the United
States with the rank of office director or above
for State, and A. I. D., or with the rank of
Assistant Director for USiA, shall subm~t for
clearance by the appropriate office named in
section 628.3-1 all written material prepared
in an official capacity for external publication
under bylines or official titles. Preliminary
clearances shall first be obtained from appro
priate offices of the agency concerned with the
.ubject matter.

Subordinate personnel shall. alter obtaining
any necessary preliminary substantive clear
ances from appropriate offices of the agency
concerned with the subiect matter, submit
such material for clearance to (1) the head of
their overseas establishment, if serving abroad.
or (2) their office director or official of compar
able rank if in State or A. L D •• or by the office
or service head if in USIA, if assigned in the
United Slates. who may either disapprove the
material or approve it and refer it for further
review by the appropriate office named in
section 628.3-1a.

All books. articles. and other manuscripts of
official concern under seelion 628.2, prepared
for publication by an, employee in an unofficial
capacity. shall be submitted for clearance in
advance of publication in accordance with the
procedures in section 628.5-2. Authors will
be notified of decisions with respect to clear
ance of manU8C ripts. and the manuscripts
will be either returned or forwarded, upon
written request, to publishers or agents
designated by the author.

All.such writings which are not on matters or
official concern need not be submitted for
clearance; however. unless the unofficial
writing is clearly not on a subject of official
concern under section 628.2, the employee
Ie responsible for having published with it a
specific statement to the effect that the opinions
and views expressed' are his own and not
necessarily those of his agency. U there is
doubt as to the ·propriety of the proposed
publication. the employee should seck guidar,ce
or advice from the areas concerned with the
subject matter.

To avoid possible embarrassment. employees
.hould not make commitments to pu.hlishera
WltU manuscripts have been approved. Per
sonnel stationed abroad shall use their best
efforts to assure that members of their families
(as defined in 3 FAM 620 section 10.735-102)
also follow these procedures.*

~) New Material
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* 628.6 Teaching

628.6-1 In the United States

Officers of the rank of office director and
above in State and A. I. D., and of Assistant
Director, General Counsel, and Inspector
General and ~bove in USIA, may accept teach
Ing enga-gements in the United States at their
own'discretion without approval by higher
authority.-

Any other employee before accepting a teacb
i~ engagement, must obtain approval of his
office director if he is in State or A.I. D.,
or of his office or service head if he is USIA,
and of the appropriate office named in section
628.3-la. If the subject matter to be taught h
of official concern under section 628.2, the
request for approval shall inchlde a deta.Ued
6utline of the course to be taught, including
the narnes of required texts and brief descrip
tions of other reading materials, the name
01 the institution for which the class h to be
taught, the (requency of classes, and the
period of time involved; and the request shall
be routed (or clearance through the areas o£
his agency concerned with the subject matter.
U the Bubject matter to be taught h clearly
not of official concern, 'the request for approval
shall be in the form indicated above but a \)rie!
description of the course maybe substituted
lor the detailed outline. All approvab of
t~aching engagemenh must be renewed each
school year.

(%) New Ma teri.a.l

628.6-2 Abroad

Belore accepting an engagement tQ teach .abroad
an emptoyee must obtain approval as required
by the Uniform State/ A. I. D. / USIA r egulationa
on employee responsibilities and conduct,
3 FAM 620 (A. I. D. M. O. 443.1) section
10. 73S-206(b). The request (or approval shall
inclUde a detailed outline of the c ours e to be
taught, including the names oE requi red texts
and brieE descriptions o( other reading mater
als, the name of the institution (or which the
class h to be taught, tbe (requency of classel: U
and the period of time iuvolved. The res tric-
tiona contained in section 6Z8. 3-2b apply to
all courses taught abroad. All approvals o(
t~aching engagements must be renewed each
school year. Personnel stationed abroad shall
use their best e((orts to assure that members
of their familfu (as definod in 3 FAM 620
secti~n 10.735-102) (ollow the procedures
(or obtaining approval to teach set forth in
3 FA~ 620 (A.LD. M.O. 443. J) section
10.735-206. '*
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3 FAM 628

UNIFORM STATE/AID/USIA REGULATIONS

* 628.7 Compensation

628.7-1 Advance Approval

Without the advance approval of the agency's
Counltelor on Ethical Condllct and Conflicta
of Interest an employee may not accept com
pensation, fees, honorariums, or anything of
monetary value for any consultation, speech,
lectulle, discussion, writing, appearance, or
teaching engagement for which clearance is
required under sections 628.3, 62.8.5, or
628.6 because the subject is of official concern
under section 62.8.2.. The .pplicable standards
governing receipt of compensation are set
forth in sections 10.735-2.01(a), 204, and 2.06
of 3 F AM 62.0 (A. I. D. M. O. 443. 1). Reques ts
for such approval may be submitted to the
office responaible for final clearance (see
sections 628.3 and 62.8.5) at the time clear
ance ia s ought. This office shall forward the
request to the agency's Counselor on Ethical
Conduct and Conflict of Interest.

628.7-2 Suggesting Use of Funds

An employee who is prohibited pur,uant to
the proviaiona of section 628.7 -1 from a.ccept
ing compensation or. anything of monetary
value for certain,activities may su••eat tha.t
what he otherwiae would receive be paid into
the Treasury of the United Statee, b. donated
to his agency as a gift, or be donated to a
charity by the sponaorina organization in ita
own name. Whether any donation or contri
bution be made and, if so, to wbom, .ball
be left to the discretion of the sponsoring
organization. *

,..rNe. MItt.rial
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628. 8-2 Solicitation

628. 8-1 Acceptance
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b. For USIA employees, no costs for such
appearances, inclUding transportation, per
diem, and related expenses, will be charged
to USIA appropriated funds unless specificall y
authorized by the Director of USIA. '*

a. When a spollO,oring organization pays all
or a portion of the "expenses of an employee
in connection with a speech, lecture, discussion,
or appearance, the employee shall not be
reimbursed by his agency for that portion of
per diem and travel expenses which was paid
by the sponsoring organization. However,
no deduction shall be made for luncheons,
dinners, receptions, and similar functions
incidental to the activity.

628.8-3 Official Reimbursement

TRANS. MEMO NO.
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a. An employee shall not solicit reimburse
ment for expenses, nor shall he solicit an
invitation for a member of his family to accom
pany him in connection with an activity for which
he is prohibited from receiving compensation
or anything of monetary value.

h. Reimbursemen t may be ac..:epted only
when freely offered or tendered by the sponsor
ing organization. However, it is the policy
in responding to an invitation to furnish an
officer to speak, lecture, or participate in a
conference, to inquire whether the sponsoring
oq~anization is prepared to pay the actual and
IIl'cessa ry expenses incurred in connection with
such adivity.

c. A member of an employee's family who
has been invited by the sponsoring organization
to accompany the employee to a function is
free to accept reimbursement for his or her
expenses.

b. Where acceptance of direct reimburse
ment by an employee is prohibited or is dis
ilpproved by the offic e res pons ible. his agency
may nevertheless accept reimbursement as
a ~ift. In such cascs. and with the prior
approval of the office responsible, the em
ployee may accept accommodations or services
in kind a~ a gift on behalf of the agency.

a. With the prior approval of the ofllce respon
sible for final clearance (see sections 628.3
anr! 628.5), an employee who is prohibited
from accepting compensation or anything of
monetary value may accept from a sponsoring
organization reimbursement of actual expenses
incurred in connection with such activity.
where allowed by 3 FAM 620 (section
10. 735-202(f)).

*628.8 .Reimbursement of Expenses
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ATTACHMENT B

AID REGULATION 12 - PUBLIC INFORMATION

There follows below the text of AID Regulation 12 - Public Information,as
published in the Federal Register of February 19 1975 (40 F.R. 7327)
and effective on that date. '

DEPARTMENT OF STATE
Ag.ncy for International Develop.ent

l1IIe 22 F......... Re1IItIoM

CMAPJDI • MERCY FOR iNTERN.\
t1OIIM. DOU.OPMENT, DEPMJMEHr
OF 8TA'IE

(A.I.D. Bee. II)

PM( 212-PUBUC INFORMATION
<a .019 ba U. IWK. c .... '

pmerdlll aM ~...... IaIenDMIIa
Act. (5 U.s.c. 5U). TheM amendmenta
(Pub: 1.. t3-I02) chaDp the dlreet1ves
under which the former PubUc IDforma
ti<m reKUJaUona of the~ for Inter
n&Uooal DneJopment were Ias1led aneS
reQOfre~ ,lD the prcicedares by
whfeh Information ~,are proC
essed. Acc:ordfngly. Pari 212 ta hereb7 re
pealed and a new Part nlSa substituted
therefor seWnc forth pew procedures for
requests. appeals and~ IIlch re
questa' and appeals under- the Preedom of
Information Act.

Since the Freedom of IDformation
amendmenta require pel'8OD8 matlng re
questa to follow ~bUshed raJea stating
the VIDe, place, fees, and proeedures to
W follcnrecl, I' III coDSldered lD the publtc
inter'eld to pabUah promptb' the requ40ed
rules of CbJs Agency. n would be Imprac
tlcal to delay the deetive date of the
repIatlons 1Ieyond the eJrecUve date of
the Preedom of JDformation amend
ments. Tberefore, punuant to 5 U.S.C.
553(cI). these regu]attoni abaD be dee
tift on Pebraar7 19, 19'15 without the
nGrmaI 3O-day DOCIee betng Kf1'eD.
~. in aecordancie with the splrlt

of 'be pubDc polJey set forUlln 5 U.s.C.
55J, Intereded persoiuI ml/o7 submit wrtt
ten comments, sugpstJona. data or B.l'IU
menta to the DJrector. omce of PubUe
AffsJnl. AgenCy for International Devel
opment. Department ot ~te: 21st and
Vlrgfn1a Aft., NW.• Washington. D.C.
20523, on or before March 25, 1975.1late
rial tbUB wbmIUecI wm be evahlated and
acted.upoo in the sa.me manner .. If thk
docameJn were a proponl.

SuI»pert AoO.-.f

Bee.
212.1 statement ot polley.

SuIlpert .....f'uI»IJe.tsoit 'n .... F....eI Re&lst••

21Ul IbtarWa to be pablWMll.
21:1.12 meet or JKlDI)ub1Jc&tlaa.
212.1lJ Incorporation bJ reterence..

~C-A"""""'rtflnf""""""
PIIbfIc h1speetlon .nd'CopyInc

212.21 PubUo recorda.
212.22 I'rvtIec:Uen 01 penoDeJ pl'tnOJ'.
21.2.21 CQnent IDdeL
212..St meet of DOnoompDanoe.
212. Pioeedww tae obteln1DC ~ter1u

1mder: tilt. wbs-'t-

......rtD t cc ...Ac-:I .....
2l.2.81 ..- to ApDeJ~
211a2 I~ of ncaa.
212.88 ProcecIure tor maltlDa NCl~
212.8:' !'rooedU:rw tor- I'MPO"""n, to Joe-

queeta for reoords.
212. ~'of f_ IlD4~ of

pa~ liar .-ri_ rendered.
212... , DeDIU ot nqueR far _ to
~

212.31 ProceclUrea foe aaeDCy~
01 appea1L

.....rt~-b........ '""" 01____

212••1 BnmptloDe from 1be publloaUon
.-dI dllll:1oNre nqcdlwD.mta .,
~ .. o.aD4D.

........~ rtf -.-. "" ftGDDIIIc:W
....-cb ........

211.51 QeIleral paIIllf.

AVDlc.zry: "nae prariUoU or 1'U'\ 212 va
1BBae4 UDder Bee. 121. the PoreIpl MeIlitaDoe
~ t/tI 1M!. _~ 'rlJ Iftat... C.
V.a.c.' ->. -.uu.. ClI'tIIw 10N1. 
.--... ... 4dlw ar.-. --. .....
~th. JtroeeAum Ad, ID-8taL ta'J•
.. nm.d bJ Pata. L. ....." 10 8t&t. 280 ..
amended bf Pub. 1..~ .. IMM-, 11101 (I.
U.s.C• ..,.

Subpart A-General

, § 212.1 Scat_lorpolicy.

(a) It Sa the PDUc:7 of the AaencJ for
Int.erDILUonal De\l'elopment that Infor
maUon about Ita objectives and oPera
tions be freely available to the pubU!:: In
accordance with the provislona of Pub. L.
89-487 (80 stat. 250) as amended by
Pub.. L. 93-502. The DIrector, omce of
Public A1ratn III responsible for admbi
lstraUon of the provisions of the regu
lations of this part.

(b) All recorda of the Agency for
InternaUonal DeveJopmenhhaJ1 be made
avallable to the public uPOn COIDPltance
with the procedures eataW1shed In thJa
regulaUon, euept to the extent a deter
mination is made to withhold a record
exemptable under 5 U.s.C. 55%(b). SUch
a determination shaD be made pm'Suant
to procedures set forth In II 212.SCI and
212.37.



~,"..... ,.•'V

~'" "'..•.'j'"••"

'"

.....rt c-AnI"b1~"InforM.......
PublIc Inspaction and~

• 211.21 PwabIie I'eCOI'd..
In accordaPce withtbla aubpart, A.I.n

IUba tbe tol1ow:lDa InfCll'lQ&UOIland IDa
tertaIa an.Dabie for~ ID8pecUon UId
CClP1IDa:

(a) .AD 1lDal OPinJCII1I (~COD
carr1Dc aDd eu.eotb:i8 opIn'OIl8) • aDd an
orden made In the tMlJudJcl.UOIl of~~"

(b) 'Iboae atatemmb! 01 IdIc7 UI4
Interpret.Helm whlch ha1"6 been adopted.
b7 tbe AafIOl:Y aDd are nOt pUbIIabe4 III'
tbe~DAz.~; md

(c) AdID1DIstrath'e atd lDaDuaIa Uld
lnatruetsoaa '0 atd that atr~aD7 meID
_ of 'be paWc~

• 212.22 "~ol penonal pri• .,-.

TO the utent required '0 preyent a
clearb' 1IDW&1'!'8Dted InvulCllD of per-.
eonal prlYaCI7," t,be~ mQ deleU
ldeD.t1f71DI deta1ll wbeD It'lIUIb:Jaftll
able or pgblJabu, an oplDlon. statement
of poUq,1DterpzoeW.~or at&Jr IIW1Ua1
or lDatruCUon. and wm. in e.cb IIUOb
cue, apJalD In wrltlDa' the JuatUlcaUeo
fort;bed~

~ 212.21 e.-t .......
Tbe "APG.C7, malnWDa and maua

a"al1ab1e tor p6bUc~D and coP7
lDIa eunent.lDdex IJI'O"kUDa ldeDUb
IDa IntClll'lD&tion tor the public as '0~
matter "WbJCb Is Ieaued. adopted. •
PI'OIIlUJIated, after .~ ... .~, aDd
wbk:b Is requlred by t 212~ to, be QWde
aTatlabJe CII' PUbU8bed. PIlb1Icatb1 Of ..
Indb Is detlmed bot.b' 1mNCeelaty .....
~Bowever,CoIdea" of tbfi In
cia areaYaDabie QPOD request tor at..
of, 'be dliect COat' ofd~"

• 211.U E8'eet of-.u.-
No ba1 order, oplnkm. ~ent~
pOl1cy,ln~or ata1r mamaal~
"lDatn1cUoD that decta an7mem* of
the public wm be" reUed uPOn. wed. or
c:ned as~t by the APDq aptnat"
aD7 prlnte par1;r UDleea It baa been Ip
dexed and eltha'made aT&Uable CII' PUb
llabed as proTkled b:J' thla IUbpan, or
unleIIa that prtnte~ ahaD ban 1Ie
tual and UUlel7 DOtlc:e "at "&be tenaa
thereof.
• ZlZ.25 P-roee.t- ,~, oIata1Diq _

terial.. ander"thia_.......
(a) 'the mater1ala requlred to be made

avaU&ble tor public 1Dapectlon and ClOPJ'
lDIlD acco~ with thla aUbParl an
aT&llab!e to members Of the Publ1c M tbf
AamcJ" tor International Development
Pub1lc: ReadlDs Room,Room .~, X.
partment ot State BuDd.IDa, 21st and
Vlrg1n1& AVe., ~., Waah1Dgton. D.C.
wbJch Is open from 9 a.m: to 5 p.m.,
Monday through Friday. except on Holl
daya.

(b) Requests for mater1ala whIeb are
available under thJa subpart should fol
Io. tbe PI'OceC2uree under SubpaR D.
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212.34(b}
(I) When~ Is a ~~tor~.

tIoo. 1rbJch IIhaD be cooductecl~ all
practicable speed. wltb~ apDC7
ha.,q •~~.In. the de
~rm1Datkmor u.e .....'*'.01'.~oDa '.wo
..... "''AIl9''_a.oI·UMI-.eaq·~
_ It....nt..' .~..u.r _~

&berela. . .
(c) It, ja 1iJliaDl.~~rta...

c,wsta-oe. are.1IDCh that tbe Almu
cannot make .complete aD4.1lDa1~
JDinaUon eva w1tbha the·10.'"*" ateD
MIan period. a deD1aI of UIe ~ea\ma;,
be made. However. tlii~ .wll1 eoO
tlDue the detennlDatioDJ1~ and &be
deD1a1 will CODtafn a5t&tement. tC) thia
effect with a date "beD 1lnalde~
tion Is expec&e4. As· lOOn .. a flna1 de
terminaUcm caD be m8de. UJe penon
mak1na the reclueat. win be turther noU
Aed. ThlaproVtaion doea DOt In anp.~
Dm1t. or abrl.dae t.lie penon'. rI.ahi to.
appeal the fn1Ua1. denial. It Is 0D17 all
tntonnal pJ:OC4* tbal ma;r ex1a\ In ad
dtUon. to the appeal procedure In aa
attempt. '" prevent. the neceaal\7 01 ap
peal wheJi the denJalla lalIued wUhoui a
fgll detennfnatfon but. 8OJel7. In order
Co ureet the AKeDcY's Ume dead.UJiea.

(dJ :a a request. fa made to this UeDQ·
tar material that Is eontrotled or held
bJ'. &DOtber agenq. the requeat wID be
r'dened to the approPl1ate qeDQ tor
action· and tile .~D~ \be re
Cl\Ied will be lma1edlateJ:J noWled of U1e
referral. UDIess the other agency ...
br PQbUc recuIaUon. ddeeate4·tbe re
Jeue aUUwrlt3 to thIa Umc)'. U· re
leue autJ1or1tY~ been delegated. tbla
AeencJ· wID· foJIow the procedures au
thorized b7. the delqatlon In determ1n
fDg whether to rdeaae.tbe JDtarmat1on.
:It a l'lIqUe8t for materl.al Is referred to
tl1Ja .AleDQ from another ageney, the
ttme. period. tor determlnatlon Clf relea.se
at Ute lnformatloD wm. not at.art until
tb.e leQuedls. received bJ' the DIrector.
Otftee 01' Public AiraJraoTbe person mak
!ng. tberequ!:at.wfU be tmmed1atebJ
noill!ed at t.he Rferral awl the date tbe.
~ was receIved. In ~ Aaenq.
Th1s A&encr wID not 8ccept. referral of
requests 1DIleaaDd .QP~_~.~r..
O1Dce of PlibUc .AtraJrs. detennlnes thd
the material requested k actua1l7 wtthJn
the scope and control of the relea8e au
thority QC~ Agenc.J' for In~onaI·
Development.

(e) If onlY-apart of a record Is exempt
from d1Sdosure. then ~ reuonab17
segresapJe po~ of BUcb record abaB
be tnnbsbed after deletJon of UJe pol'

&krils which are exempt,provlded U-t
lbe segregable portion .coDBtttutes an
~teIll&1b1e record which is not d1atortecl
'Jut ot context or contrad1ctol'7 to the
llUbatance of the entire· reCon l>efore.
~

• %12.35 SdJedaJe ..............
eI ..,..u.. for .e.'er'" .

W'l'he toDowq IPed& teM azaaalaa
appllcaNe with re.pect. to .erne. ren
dered Co me!Dbera of U:Ie pubUe· Jm4er
thilParl~· . . .
Cl)~t.,,~....... ,

..ter In ~UI'~_._--'t--...---,. .....
,,) CcIpI. ~ jI~ pbotoR.. GIl'

0&henrtH C,J*a-.-). (Keyh!n..
012 COP&- W1Il M pro,1ded.) --- ....

f&) D\IpIloMitGa . fill aftIdt.ctunll
.•11I 0

.. ,hUllS ......~ .1._
(b) Wbea ~~ fee ".'-n

establJsbed~Ot: a eerv1ce, for example..
when the search im'olveseamputer t1J;De
or special travel, transportation, or.eom

.municaUona ClQ8ta. the Director, omce of
Public Malnr,Is authorized to deter
m1De the c1lret\ costa of the serv1ce and
1nelude such costa In tile tees Ch&rgeab1e
under thIs section.

(c) Where It Is anticipated that tbe
fees chargeable under thJ8 section w1l1
a.tnOunt to more tban $25, and the re
Quester has £lOt indicated In advance h1a
wtl!1pgnes8to ~ tees as blah as are
antlcJpated, the requester shall be
Pl"OIDPtly DOUfted of the amoun\ of the
aDtJd~ fee or sucb portion tbereof
as ean ftad1l7 be es~ In appro
priate ca.seaan advance deposJ\ m&)' ba
tequfred. Tbe requeate1' sa at. BIQ' time
welcome to CODfer with kQowledpabJe
.6&enc.J' penOnnel In an attempt to. for
mulate the request In a JD&DDeI'.~

wm reduce tbe fees and meet b needs
01 the requester. A requeet .will Dol be
deemed '" ha.,e been recelvel1 aUl tb6
requester bas .,reed to PQ the anUd
pated tea aDd baa made an advance de
pos1\ if ODe is reQuJrecl.

(11) 8earch costa are due and p8,J'abJe
even .1l'1he record which wu rei.lue8ted
camwt be Joc:ated after an reuoaabJe ef
torts or it the AIenCJ" determJnee tba1 a
record wbJch has been req1leIJted but
which 1& exempt from disclosure under
tW8 part Is tD be withheld.

(e) Fees must be paid In run prtor to
Issuance of~tedcopies. .

(I) RemIUances IIhaJl be In the form
either of a. personal check or ba.Dk d,ratt
ttra.wn·on a; bank In tile· Untied -st&te8,
a postal JPODe7 order, or caab. RemI\
t&nces ahalI be made payable to the order
of the Treasu17 of the United Bta.tes aDd
in&lled to tb.e Dlrectol". Freedom of Intor
ma.tSon Staff, omce at PubUe MafrB.
Agen<:;J for Intema.ttonal Development.
Wa.sblngton. D.C. 20523. The .Aeenc:Y wIn
8IS8Ume no n:sPona1bW~ tor caah whJch
1& Jos\ In the maD.

(g) A retleJ~f~ tees paId wm be liven
onl7 upon request. Refund of tees I»J4
tor aerv1cea a.ctQa]1y rendered wfJJ DOt 1»
made.

u
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212.35
(h) '!be Dlredor. omee of Publ1c M

fafrB" er U'1 oe'lcer desJanated by \be Di
recto&' ma.Y waJvo aD or part ot 8J.lY fee
proY1ded fOr in UUa section whs the n
recto&' or the designated omcer deema U
\0 be in ejtheJo &be Agency's interest or
in the general publIc'. interest.
Ill2.M DenlaJof request for ac«=CH lo---.

(a) If it Is determined that U1.e AgencY
cannot eomPb wtth an or part of a re
quest tor recoros, the person making the
request sbaII be bnmed1ate1.Y notlfled of
the ~termJnatlon. the reasons tor the
detemiJnaUon" the name and tItle ot each
emcer. 1'eSI>ODS1bJe toJ' the den1aI, and the
right of the penon to appeai the adverBe
determroatton.

(b) The denial of a request tor rec
Ords may be made only by the Director,
omoe aI PUblic Malis or his delegate.
'Jbe <Jeneral CUanIieI shaD be consu1tect
.,.. tID e dec::IlIkJIIlo cIeDy 8OClIlY-

.Cc)·ImY·~ wbQ bM.~·denJed

~eaa to record8 JNnUMII' $ct. t.bII 8ecUon
mN ..... ~ .... ~.DOt
later' &ball 10 clQs af'er the da~ 01 the
DOWlcMkln 01 ~aial or, la- the cUe ot
a Partial denlaI, after the date tbe ~
~ documents ue e.otuaJb' ·tur
JUsbed the penon -maItIDc ~ reQ.ueR"
whJchever lit latew. The appeal Ih&1l a
ID -J1t1n&~ed to the AdmIJi!.va
_ 01'~.A~n1or. Ageqq Sea'
~ Development;, 211t aDd
VirKtDia AVe... KWoo Wuhiba14lo, D.C.
2Q623~ ID order \0 makit e Umely Ie
lIJ)CmIe '0 \he ..aIJsaJ. bo*h tbe~
aDd tbe envdol)e~ be pIa1nJy martell
"FOI Appeal". The appeal ahouId COD'"
tam e nlMQItable~ 01 the rec
ord aousht and wltbhetd. e-.~ of aM'
IIllUal dedldoe toC!eDJ" aceess and IIoDl7
o&ber lntonnaUon that wtJl eBable U.
AdPrlIlIib'atclr or Depab AdrnlnJstrator
tomae u.e~ cIec:IaIc-.:
fS1Z.ST ~_for~co"'"

en.:doa '"~
f&) 'Upon riIce1pt of_Cbe appeal1lr Oaa

AdmlnWrai(w or Deputy AdmJnIIItratol'.
e mnfpmDl of 20.WOI"Idnf dan W1Unor
___ be~ to decide tbe~ra
wrgeual - drcsamataBCle8" as de1lDed in
12.ut~ tbe 20 1IJlI'1dDa dari D1a¥ .. g ..
timde4~lO~~Owb1'Ibe~
bel' 01 da,p DOt ueclin ~eoriaiDal denialor the requea~

Cb) _If the.~ -.. panted. the per~

lIOI1 mUlng the appealllbaD_be~
ate1r not.Jfted. and copies of tJae rele&/le
ib!e~~an be- mAde ,vaUab,le.
pi'ompQy tilereanUUPOD ~.ot &p
proPrf&te. fee. ~ .et forth: In· 2Un. Jr
the aPpeal IS cIenIed In whole or part, f'.ba
person maHria'.me ~est shan-lie ~
medlate11; noWled of the dedsJOn ana of
the pnrrldollll or~ rntew ottbe_
A(renen denial of Ule_~

(c> -In the event a de-termtnatton f$ not
Issued wItbln Cbe appropriate Ume Dmlt
and tbe peI'lIOIl maktnlJ the request
chooses to sue the Agency, the detenn.l
natIon process shaD continue and the
AdJnJnfstlator Of' Deputy Admlnlstrator
may ft"fiew any ·lnftJal denial of the re
quested recordlJ.

(d) If appeals not properlY malted
'"POI APSle81- on the appeal and envelope
are~tb'delayed In reaching the
AdmlnJstrator or ~uty AdlnlnIatrator,
tbe7 wm not' be deemed recet?ed by tbe
Ageneyuntn aetuaJly reeefvoed by the Ad
ministrator or DepUty Administrator. In
such event, the person maldng-the appeal
wU1 be turnished II notice of the eft'ectf,ie
date of recelp&.

Subpart E:.....uempUons From Disclosure

o2l2.41 EJ[ClDption~ from the pablica
lion -.d di~ requil"en1~ of
SaIlputa B. C, and n.

Koo~ 01 the provlSJona of Bubparla B",
C, and D wbJeb provRIe for pubUeatJon
f&Dd dIlIdosure of eertafn information
and I'flClOI'dl! shaD be applkable So·mat
ten that aft:

(a) (J) 8JJedftcaQy autboFfzed under
~ IBtabUsbed by ail EXecuttv*·or
.... to be bpi IIeCJ'el in the b1tenlBt of
natIonal cIId'eme or fore"" PClIlet IG3III (7)
are in f~ p'roperb'c;Ja.ssifted pursuant
to ncb Executlve order;

(b) ~ted 8QIely to the internal per~
sonnel ruJee and'practices of the agency;

(c) 8pec1ftcaDy exempted from die
c1~ by IJtMute;

(d) TracIe secrets and commerclal or
ftnanc1.... fDforma~n obtained from a
pe1'llOD and- Pl'1yUeared or c:onMenUal;

(e) IDteraaeDc7 orintra-aaency mem
orimdumII or JeUera wbJCh would not be
available bJ' law to • party other than an
~ J.D UUIaUon, wttIJ. the agenCy;

(f> - PerIonDel arid medlc&l m.. and
~ 1lIeI the d1scJofJiue ofwb1cb~d
coneUtute a clearly unwarranted invaaion
of~priftCY;

.(.> 1:nv.tiptory records compUed for
law eutorcement P\UPOIMl8, - but only to
the ~t that the productIon ofsucb
rec:<lI'da would (1) interfere with_ en
forcement Pl"?'?""dfnp, (2) deprive a J»ei
BOn of a I1cbt to a fair tI1a1 or an im
partial adJudlcatsoD. (3) conat1tute U'1
unwarranted inVufon of Ile1'IlOD81 pri
vacy, CI> d1ac1oee t&e identIty ofa con:'
fidenUal aource and, 1n the cue of e
record eolQPlled- by e cr1m1nal JaW' eo
forcement authority In the Course of e
cr1mJnal t,n~t1oD, or bY an~
CODduCUnc a lawful natkJaal securftir
intel1fpDce inveetiaatioD,· oOofIdent;W
lnformaUoll. f1lrnIIbed onl1 by tJJe· coa
fldentlal a.ource, (6)~in~
techn1quea and procedures. 01" (8) __
danPr -the life. ell' pbJalcal safety of law-
«l!oreemen' 1Mll"IIOIlDe1: .- -
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Ql) COIltab1ed In or related to eDIDl
DMkla..~. or «>Dd1t1oD nporiI
sns-nd by. CID bebalf 01. 01' for \be_
·ol.wrI aa-cl JY!!II)ONIbJe for the ncuIa
t.Ioa •~ afflnanc:lallnltttu
1iIoDa;. aDd

(1)~ aDd pophJaicallDfor
m&tIoD aDd data (1Dc1U'cUna maps) eon
ceiDIDc we11I.

SubpMl F-Openln8of Records.. torMOaoIIIdeI R_rch Purposes

t nUl e-ena poUq.
(l) III accoI'daDce wUII the poUcJ, of

the llepartimeot of State. the AaeoI:1 for
~UoDal~t wfIl open It.
recorda on an equitable bu1ato an In
dlYktuala eiIppd In prlftte~ ..
800D." auch IIC~ma, be tabDw1tbo~

·ad'nne17 ~ect;tDe ~ ~t1ooal.IIeOUI1b'.
the maID~ of fl1endb' reJatsona
'with other naUoiDl, ~ emdent Opera
.tIoQ at the APDC1.and the admtn'4tra-,
Uft 1."NUt7·of·~ requests for
~ to mch I'eCOII'da.

(2) A:cce8I for reeCtan;h In. the c1aII1
tied forel8D poUcJ recorda In A.I.D:. cu
~ wD1 be tovemed bl'b recuJatsona
of 'the D8PUtmeDt of State lD.~
thereto. ...t forth In Pane. Chapter.
D or TlUe D of the Code of Pederal
Re8UJatloDa. AppUcaUon for aoch IICCe8I
mat be made to the DIrector. PiabUc Af
fm.. AaeDc1 for IIlterDaUona1 DeveJop;.iDeo" 21a aDd .V1rItDIa Avenue HW..
W~ D.C. 20623. '!'be'Dlrector•
.PabUc~ lD. CODIUlta.t1on with the
Dtrector•. ,lIJItorical omce.~
.of ..... .m determlDethe actICID to be
takeD and .... the'reeeai'cber•

• ,~.~. ~ recuJat1clp· .. fIl
feeuft.Pebru&r1 II. 1176.

Dated: PebruarJ 1'" 1176•
.7o_B. JI1JuBr.

DetnarI ~mmfltrctor.At!ewq
few Iftterfto~ DeI1elopment.

I" Doc.'ra--MM PUecl ~l"''f.;.::ao -J

to. ii'

"""

~ ~'t
\"I
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CONTROL NO.

FREEDOM OF INFORMATION ACTION CONTROL RECORD

REQUESTOR'S NAME AFFILIATION OATE OF REQUEST

STREET ADDRESS CITY. STATE. ZIP CODE OATE RECEIVED OPA/FOI

is
~ PHONE NO. (A",G Cod.) IDOCUMENT 10 OATE ACKNOWLEDGED
~
@i
> DISPOSITION OATE NOTIFIED OF

III REFERRED TO [DATE IRESPONSE OUE
EXTENSION

0......
COMMENTS...

~

t
0u...
III

0...

ACTION TAKEN (CMC" Gppropriot. 1>0") DATE RECEIVED FROM OPA/FOI

DOCUMENT TO REQUESTOR

EXTRA COPY NOT AVAILABLE SEARCH (No. of "OU,.)

Z COPY DUPLICATED0 SERVICEIII DUPLICATION (No. of _ ••)C PARTIALLY DENIED (MEMO ATTACHED)

::::; WrlOLLY DENIED (MEMO ATTACHED)

is SIGNATURE OF FOI LIAISON OFFICER DATE ACTION COMPLETED OATE RETURNED TO OPA/FOI
~

>
lD COMMENTS

0.........
~
L

~
U...
III

0...

FINAL DISPOSITION (cMc" IJPPropriot. bo,,)
FEES

AMOUNT AMOUNT
DATE

REQUEST FILLED CHARGED COLLECTED

is PARTIALL Y DENIED DUPLICATION

~ WHOLLY DENIED SEARCH
~ DATE ACTION COMPLETED OTHERL
0

TOTAL
>
III COMMENTS
0.........
~
L

~
U...
III

0...

AID 810-2 (3-7S)
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CHAPTER 12

ACCESS TO AND PROTECTION OF RECORDS ON INDIVIDUALS

PRIVACY ACT - 1974

Purpose

This chapter contains AID policy, regulations, notice of sys
tems of records, rules of conduct and procedures for safe
guarding individual privacy and insuring access by individuals
to records about themselves. It also establishes policy and
procedures for the disclosure of personal information and
assigns responsibility within AID for various actions
necessary to fulfill the requirements of the Privacy Act of
1974.

The Privacy Act of 1974 (P.L. 93-579)

1. General

The passage of the Privacy Act reflects a general public
concern with possible invasions of individual privacy
resulting from the rapid growth of automated data systems
and the increasing ease with which they could be inter
connected. The Act gives statutory confirmation to the
longstanding precept of common law that personal information
about individuals is their property and that individuals'
privacy is not to be invaded without consent. The full text
of the Act appears in Appendix A to this Chapter.

2. Provisions of the Act

The main provisions of the Act are summarized below under
the guiding principles which the law establishes:

a. There are to be no Government Systems of Records
(files) containing personal information and
retrievable by name or personal identifier whose
existence is not public knowledge.

b. Records are to contain only information about
individuals which is necessary and relevant to
authorized functions of the Agency and records
should be accurate, complete and up to date.

Address questions about this Chapter 12 of Part III to SER/PM/PLD.
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c. Information is to be collected from the individual,

to the extent possible, when it affects the
individual's rights or benefits

d. Individuals are to have access to their records
to review them, to obtain copies thereof and to
correct them.

e. There is to be no disclosure of personal
information without the consent of the individual
concerned except as authorized by the Act.

f. An accounting for all disclosure made outside AID
is to be maintained.

12C. Policy

It is AID policy to deal with all employees and members of
the public in an open manner, respecting their right to pri
vacy, observing due process, and limiting collection, use or
disclosure of information about individuals to those lawful
purposes which contribute to AID's conduct of its authorized
functions. It will continue to be AID policy to refer to
the individual directly in verifying personnel records and
personal information; to provide to individuals convenient
access to records about them, consistent with the law and
the need to protect the right of all individuals to privacy;
to assure that records about individuals are accurate, com
plete, and up to date and to correct them when necessary or
appropriate. The principles of openness, fairness, and dis
cretion in dealing with individuals or information about
them are to be observed by all officers and employees of the
Agency. It is AID policy to give full meaning to the spirit
of the Act in carrying out its provisions.

120. Definitions

1. Access - the process of making a record available
to an individual who is the subject of the record to inspect
in person or by providing a copy of the record by mail.

2. Acccounting for Disclosure - a notation, on form
A.I.D. 490-4, of the date, content, and purpose of a dis
closure of a record to another person or agency, the name
and address of the person or agency to whom the disclosure
is made, and the authority for the disclosure.

Ii· ,i'wi

3. Amendment - a change to, correction of, or deletion
from a record made under the Act at the individual's written ~.!
request.
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4. Appeal - the process of asking for AID review of a
refusal to amend a record.

5. Consent - written request by an individual asking
the agency to give specific information to a specific
entity, or written consent to do so. (The fact that a
person is told when information is solicited of the purposes
for which it will be used does not constitute consent.)

6. Disclosure - making available a record to another
person or entity, other than the individual to whom the
record pertains by any means of communication (oral, writ
ten, electronic).

7. File custodian - the agency employee who has im
mediate physical custody of the file (paper, film, magnetic
tape) in which a record is stored and who is responsible for
retrieving the record.

8. Individual - a citizen of the United States or an
alien lawfully admitted for permanent residence, who is the
subject of a record.

9. Maintain - maintain, collect, use or disseminate a
record.

10. Notification - informing an individual whether any
agency system of records contains a record (retrievable by
name or personal indicator) pertaining to him.

11. Person - any person who is not the individual that
is subject of the record requested, including associati~ns,

corporations, partnerships, trusts, receivers, personal
representatives, and public or private organizations.

12. Record - any single item, collection or grouping of
information about an individual that is maintained by an
agency. Uncirculated personal notes, papers, and records
which are retained or discarded at the author's discretion
and over which the agency exercises no control or dominion
are not considered to be "records" maintained by the agency
within the meaning of the Privacy Act.

13. Review - an independent examination conducted by
the Administrator or his designee following an appeal of a
refusal by the agency to amend a record.
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14. Routine use - the disclosure of a record without
written consent to another person or agency for a purpose
which is compatible with and related to the purpose for
which it was collected. Routine uses must be published
thirty days in advance of use.

15. System Manager - the AID _ official who sets the
policy and procedures for maintaining a system of records
and who is named in the AID Notice of the Systems of
Records.

16. System of records - any grouping of records under
the control of an agency from which information is retrieved
by the name of the individual or by some identifying number,
symbol, or other identifying particular assigned to the
individual.

12E. Responsibilities

1. Employees of AID

All employees of AID, including contract employees, who
o~erate ~In syste~s of recor~shave a personal ~cs~o~

sibility for observing the provisions of the Act.

2. The Administrator

The Administrator is responsible for assuring that the
spirit as well as the letter of the Act are applied. The
Administrator:

a. Approves the publication in the Federal Register
of (1) AlDis regulations implementing the Act, (2) notices
of existence and character of the systems of records main
tained by AID, (3) rules and notices that identify general
or specific exemptions, and (4) notices of routine uses.

b. Receives appeals under the Act for review of refusal
by AID to amend a record and conducts the review, either in
person or through his designee.

3. General Counsel

The General Counsel (GC) advises the Administrator and other
AID officials on all matters involving interpretation of the
provisions of the Act.
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4. Privacy Officer

The Director, Office of Personnel and Manpower serves as AID
Privacy Officer (PO) and is responsible for:

a. All administrative actions, policy decisions, and
operations required for effective implementation of the Act
in AID.

b. Issuing AID directives and procedures to apprise
employees of their responsibilities under the Act and to
train them in procedures established by AID to implement the
Act.

c. Reviewing all decisions of refusal to amend records.
Only the Director or his designee may deny any request for
records, or requests to amend records.

d. Representing AID in a civil action brought against
AID in matters relating to the Act.

5. Privacy Act Implementation Officer

The Privacy Act Implementation Officer (PIO) is responsible
to the Privacy Officer for:

a. Recommending to the Privacy Officer appropriate
action on requests for access, amendment of records and
disclosure of information which action offices wish to
refuse in whole or in part.

b. Preparing reports and advance notices pertaining to
the Privacy Act for transmittal to the Office of Management
and Budget, the Privacy Protection Study Commission and
elsewhere as may be required.

c. Preparing the annual notice of systems of records
and such revision of AID regulations, as required, for
publication in the Federal Register, considering pro
posals for the establishment of any new systems of records
to assure consistency with the provisions of the Privacy Act,
and recommending appropriate action to the Privacy Officer.
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d. Providing guidance to and interpretation of the Act

and OMB regulations for the Privacy Liaison Officers and
reviewing their operations as necessary to insure effective
implementation of the Act.

e. Establishing a program for the periodice review
of AID record keeping policies and practices to assure
compliance with the Act.

f. Reporting any potential violations of the
law to the PO with recommendation for appropriate action.

6. Privacy Liaison Officer (Washington)

a. The Privacy Liasion Officer (PLO) is the designee
to receive requests made under the Act by individuals in
person or in writing and to verify the identity of such
individuals.

b. Manages a reception office and reading room where
requesters may be given access to AID records about them and
examines records made available in response to a request.

c. Records all requests made under the Privacy Act
received in AID/W, assigns action to appropriate offices
within AID/Wand overseas posts, reviews their actions in
responding to such requests, bills the requesters for
services rendered as required, and maintains a file system
of correspondence and documents generated by the Privacy
Act.

d. Examines records received from file custodians
prior to release to the individual to determine whether they
contain any documents not normally releasable to the indi
vidual, such as (l) classified material, (2) records wholly
or partially exempt from access by the requester under the
provisions of the Privacy Act, and (3) records containing
personal information concerning an individual other than the
requester. The PLO makes the record available to the
requester only after deletion of any portions exempted from
disclosure for the above reasons.

7. Privacy Coordination Officers

Bureaus and Offices in AID/Ware to appoint a coordination
officer to provide a bridge between the PLO, the System
Managers and the many records custodians in the Bureau or
Office. Coordination Officers are to:
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a. Assure that records custodians and supervisors are
aware of and follow through on their responsibilities under
the Privacy Act and under AID directives with regard to the
disclosure of records and the accounting of disclosures.

b. Assist the systems manager or file custodian to:

(1) Examine records to verify whether they are
accurate, timely, complete, and relevant to the AID fun
ctions they serve;

(2) perform the various actions required under the
amendment and appeal procedures;

(3) initiate clearance of new and revise existing
records systems requiring OMB and other clearances.

8. Privacy Liaison Officers (Missions)

The Privacy Liaison Officer (PLO) in AID Missions and
offices abroad, is the principal administrative officer
(Executive Officer or equivalent) and is to be so designated
by the Mission Director or head of the office. The PLO
processes requests for access to records and to amend
records. His functions are governed by the rules and
procedures set forth in this Chapter and his responsibi
lities are similar to those of the PLO in AID/W. He also
approves local forms and establishes procedures as neces
sary. He assists file custodians in disclosure and amend
ment procedures.

9. ~anpower Development Division (SER/PM/MD]

The Chief of PM/MD is responsible for conducting training
for all Agency personnel including overseas personnel who
are in any way involved in maintaining systems of records to
apprise them of their responsibilities under the Act and to
indoctrinate them with respect to procedures established by
the Agency to implement the Act.

10. Contract Officers

Contract Officers review all AID contracts which provide for
the maintenance of systems of records by or on behalf or AID
to accomplish an AID function to assure that, where ap
propriate and within the Agency's authority, language is
included which provides that such systems will be maintained
in a manner consistent with the Act.
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11. Systems Analysts and Management Analysts

In developing or designing a system of records to accomplish
an AID function, analysts are to insure that information
requested is necessary to the functions to be served, that
it is collected to the greatest extent possible from the
individual to whom the record pertains and that safeguards
are provided to assure that such systems will be maintained
in conformance with the Act.

12. System Managers

System Managers are to assure that records maintained under
their supervision conform to the provisions of the Act and,
specifically, to the published AID Notice of Systems of
Records. They also take necessary actions to refine their
systems of records to eliminate unnecessary records and to
assure accuracy and consistency. They initiate proposals
for establishing new systems and for revision of existing
systems for approval by the Privacy Offices. They are to
assure the completeness of the annual review of systems of
records leading to Agency publication of a notice.

13. File Custodians

File Custodians are to assure that physical, procedural, and
technical safeguards are observed and maintained in oper
ation; that disclosures are made internally only to em
ployees and officers with a need to know and made externally
only when proper authority is evident; that all disclosures
requiring accounting are properly recorded; and that records
are maintained so as to be complete, accurate and timely.

14. Records Management Office (SER/MO)

Is to insoect the operations of the File Custodians through
out tne Agency as necessary to assure compliance with AID
procedures and offer guidance and other assistance needed to
assure that adherence to the regulations is maintained.

12F. Ru1 es of Conduct

1. Genera 1

The general personnel policies concerning employee res
ponsibilities and conduct are contained in Handbook 24,
Chapter 3. These policies include guidance for ethical
conduct, outside employment, use of government property,
financial interest, conflicts of interest, disclosure of
classified information and misuse of information.
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2. Privacy Act of 1974

The Act (Appendix A) imposes additional responsibilities
upon all employees and specifically requires that agencies
"es tablish rules of conduct for persons involved in the
design, development, operation, or maintenance of any
system of records ... "

a. All AID Employees

All AID employees should be aware of the public trust placed
in them to insure the confidentiality of personal infor
mation and to safeguard personal information from willful or
negligent disclosure. This public trust involves physical
and procedural protection, as well as the responsibility to
report any known unauthorized disclosures. AID officers and
employees will request to review records containing personal
information only on a "nee d-to-know ll basis and for official
purposes of AID.

b. AID Employees Involved in the Design and Develop-
ment of Systems of Records

Employees who design and develop systems of records are to
determine whether personal information requested is neces
sary to the AID function it is to serve and to establish the
fact that the Agency has the authority to collect the infor
mation before proceeding with development and design. When
structuring information flow, employees are to design
procedures so that personal information is obtained directly
from the individual to the extent possible and that he or
she is informed as to the purposes and uses of the infor
mation,the authority for collection and the effects on him
or her of not providing the information. They are further
to insure that personal information in the system will have
the necessary physical and procedural safeguards to insure
privacy and that necessary procedural reviews and checks are
built in to insure accuracy, completeness and timeliness of
the information. Before final approval and turning a system
over to the systems manager for operation, design and
development analysts are to assure that the system has been
aproved by OMB and published in the F.R.

c. AID Employees Involved in the Maintenance and
Operations of Systems of Records

AID Employees are to operate and maintain only approved and
published information systems and to obtain approval from
OMB for any revision of a system that increases the kinds of
personal information collected or the uses made of it.
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System operational and maintenance personnel are to verify
the need to know before releasing information to AID em
ployees, to act only on appropriate authority for the dis
closure of information to persons and agencies outside
A. I . D. , verify the identity of the requester, and to keep .~'" .ii'
accurate and complete accounting of disclosures, as required '-"
by AID procedures.

When considering requested amendments to records and as a
basis for decision, AID employees are to make every rea
sonable effort to ascertain the true facts relating to a
request for amendment. When an amendment has been approved,
AID employees are to assure that only the approved change is
entered in the record, and that prior users are informed of
the change. They are to provide for physical security of the
information entrusted to their custody at all times, in
cluding both working and non-working hours.

126. Penalties, Civil Remedies, and Sanctions ~
1. The Privacy Act establishes that the knowing and
willful disclosure of material whose disclosure is pro-
hibited by the Act or willful maintenance of a system of
records without giving the public notice required by the Act
is a misdemeanor, and any AID officer or employee so con-
victed can be fined up to $5000. Similar penalties apply to
any person who knowingly or willfully requests or obtains
any record concerning an individual under false pretenses.

2. Intentional disclosure of protected information subjects
the discloser to the penalties. Employees must be aware of
the possibility that if a case is eventually tried by the
courts, disclosure owing to gross negligence might subject
them to conviction for a misdemeanor and a fine. For
example, failure to safeguard personnel files upon leaving
an office known to be accessible to unauthorized persons
could be held by the courts to be gross negligence and thus
willful disclosure. In any event, such negligence would be
treated by the Agency in the same fashion as a security
violation involving Limited Official Use material, and
disciplinary sanctions would apply to repeated offenses.
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3. AID has surveyed all its records retrievable by name or
personal identifier and has published in its Notices a
description of all such systems of records authorized to be
maintained by AID (Appendix 12C). Unless approved by AID
and OMB and published in the F.R., no other Agency records
are authorized to be maintained. There is, for example, no
reference in any of the Systems of Records published in the
Agency Notice to religious or political views or affilia
tion. Any officer or employee maintaining, collecting,
using, or disseminating such information about any individual
in the performance of his official duties would be subject
to the criminal penalties.

4. AID may be sued under the Act by any individual for
failure to amend a record; to give access to a record; to
maintain accurate, relevant, complete, and up-to-date
records; or to comply with any other provision of the Act.
The court may assess against the United States court costs,
attorney fees, other litigation costs and actual damages,
with a minimum of $1000 to be recovered for damage. Pre
sumably, the civil remedies and criminal penalties could be
applied to the same offense, if, for example, a sensitive
record about an individual were disclosed through the gross
negligence of an AID employee.

Public Rules and Notices of Systems of Records

1. The Act requires that AID establish and publish pro
cedures to be used by members of the public to gain access
to their records. AID procedures for notification, access
and amendment are published in Agency Regulation 15 (22CFR
Part 215), Appendix B. These are to be reviewed and repub
lished annually in accordance with guidelines provided by
GSA.

2. AID pUblishes in the Federal Register a description of
each system of records it maintains. This includes systems
where unlimited access is permitted by individuals to whom
the records pertain as well as systems that are partially or
totally exempted from access. All systems of records must be
reviewed annually for necessity and relevance of the infor
mation they contain and their existence and character pub
lished. Notices of any new or revised Agency systems of
records or new uses of records must be published in the F.R.
60 days before their intended use to allow 30 days for
public comment.
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121. Exempted AID Systems of Records

1. The Privacy Act permits agency heads to exempt certain
information from some of the provisions of the Act. The
existence and nature of the exempted records must, however.
be made public and the reasons for the exemptions set forth
in the published description of each exempted system of
records. Appendix C contains, for each exempted system, a
brief statement of the nature of and justification for the
exemptions.

2. For guidance of AID officers and employees in carrying
out their responsibilities in conformity with the Privacy
Act and in making requests for records about them, the
nature of exemptions granted is summarized below:

a. General Exemptions

The only AID system of records covered under the general
exemption is System AID 9, Criminal Law Enforcement Records
maintained by the Office of Inspections and Investigations
(AG/IIS). The general exemption has been applied because
the principal function of that office consists of activities
pertaining to the enforcement of criminal laws. The exemp
tion will not necessarily be invoked by AG/IIS on all
records it maintains; and a determination will be made in
each case when information is requested by an individual.
(See Appendix C for the full text of the justification
summarized above.)

b. The Specific Exemptions

The effect of the specific exemptions is that the source of
information may be deleted or otherwise made unrecognizable
but the substance of the information in a record must be
supplied if it would adversely affect an individual.

Specific exemptions apply to the following systems of
records:

AID -9 Criminal Law Enforcement Records

The specific exemptions will be applied if
the general exemption should be held by a
court to be invalid.

AID -8 Personnel Security and Suitability
Investigatory Records
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AID -10 Employee Relations Records

AID -11 Employee Conduct and Discipline Records

AID -23 Employees· Equal Employment Opportunity
Complaint Investigatory Records

AID -26 Litigation Records

A description of these systems s including the reasons for
exempting the system, can be found in Appendix 12 C to this
Chapter.

c. Procedures Applicable to Exempted Systems:

(1) It is AID policy to invoke exemptions only
when necessary and only for those parts of records which
require protection. The exemption is not intended as a
blanket authority to deny access to records.

(2) When an individual asks whether AID main
tains a record about him, the exempted records will be
searched in the same fashion as nonexempt records, and the
individual will be informed whether a record exists, unless
the systems manager determines that there is compelling
reason,under the exemptions' to deny information about the
existence of a record.

(3) When an individual requests access to an
exempted records the system manager sends to the PO through
the appropriate PLO a recommended replys together with a
justification in the event of a denial. If the PO does not
find adequate justification for a denial in either of the
above cases, he consults with the system manager.

(4) As a general rule, AID attempts to provide
access to records falling under the specific exemptions by
deleting confidential sources or by editing to preserve the
substance of a record, unless there is a compelling reason
concerning foreign policys national defense, protection of
the Presidents or protection of the criminal law enforcement
or investigatory process for denying access.
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Disclosure of Personal Information

1. Disclosure without Consent

AID HANDBOOK 18, Part II I
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"""
Disclosures of personal information without the consent of
the individual to whom the record pertains are provided for
in the Act. These disclosures must always be compatible
with and related to the purposes for which the information
is collected and maintained. Such disclosures include:

a. Within AID and the Department of State

Officers and employees of AID may have access to and use
records that contain personal information as is necessary to
perform their official duties. No accounting of such dis
closures is kept. Records systems managers and custodians
must be assured that the officers or employees have a II nee d
to know ll before providing them access to records. Records
may also be -disclosed to officers and employees of the
Department of State on a need-to-know basis without keeping
an accounting for disclosures, since AID is established
within the Department of State by Executive Order.

b. Under Interagency Support Agreements

When one agency provides another agency with a service under
an interagency support agreement, or other agreement, the
transfer of personal information necessary to perform this
service may be considered to be an intraagency transfer and
similar to the use of information by the officers and
employees of AID (e.g., the disclosure to AID of biographic
information on a PASA employee from another agency or the
disclosure by AID to the other agency of a performance
evaluation on the PASA employee.)

c. Pre-established Routine Uses

Routine uses may be made of information contained in systems
of records when the specific use has been established,
described and published in the F.R. Such uses would be for
the disclosure of information to other U.S. Government
agencies, foreign governments, and persons.

~i.......•.I}
\,I
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d. Other uses eermitted by the Act

(1) Disclosure to the Public

Records which have been traditionally in the public domain
and are required to be disclosed to the public by other
statutes may still be disclosed. However, AID may not
voluntarily make public any record it is not required to
release. For required disclosures to the public, reference
should be made to the Freedom of Information Act (FOIA)
(Chapter 10). AID may not use the FOIA as a basis for
refusing access to a record by the individual to whom the
record pertains.

(2) Disclosure to the Bureau of Census

Agencies may disclose records to the Bureau of Census, in a
form in which individuals can be identified, for use by the
Bureau of Census in planning or carrying out a census or a
surveyor related activities pu~suartt to the provisions of
Title 13, U.S.C.

(3) Disclosure for Statistical Research and Reporting

AID, upon receipt from a person of a written statement which
states the purpose for which records are requested and
certifies that they will only be used as statistical records,
may release the records only in such form that individuals
cannot be identified. This means that the individual iden
tifier must be stripped from the records so that the identity
of an individual is not revealed and cannot be determined
from tabulations of released information or by combining the
released information with other information.

(4) Disclosure to the National Archives

Disclosure occurs when AID offers its records to the National
Archives for evaluation to determine if their preservation
in the Archives is warranted. Records which have been
transferred to Federal Record Centers for storage until
their retention periods have expired are considered to be
records still maintained by AID. Federal Records Center
personnel maintaining these records act on behalf of AID.

(5) Disclosure for Law Enforcment Purposes

Upon written request from any governmental jurisdiction
within or under the control of the United States, AID may
disclose records for the purposes of civil and criminal law
enforcement activities authorized by law. The request is to
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be made by the head of the requesting agency or a
designee preferably above, but not below, the
section chief level. The request must specify (a)
the law enforcement purpose for which the record is
requested and (b) the particular record requested.
Blanket requests for all records pertaining to an
individual are not permitted. When misconduct or
violation of law is suspected and is related to the
purpose for which a system of records is maintained,
AID may take the initiative in disclosing the
appropriate records to a law enforcement agency,
since such a specific "routine u~e" has been established
in the Notice of Systems of Records published
in the F.R.

(6) Disclosure Under Emergency Circumstances

AID may disclose records on an individual without
his or her consent provided that the time required
to obtain the consent might result in a delay that
could impair the health and safety of an individual
and not necessarily the individual to whom the record
pertains. However, upon disclosure for this purpose,
a notification must be sent to the last known address
of the individual to whom the record pertains.

(7) Disclosure to the Congress

Records may be disclosed to either House of Congress
and to the extent of matters within their jurisdiction
to any committee, subcommittee or joint committee of
the Congress. Disclosures to Members of Congress
acting in their individual capacity and at the request
of a constituent are covered by a general AID routine
use set forth in Appendix 12 C.

(8) Disclosure to the General Accou nting

The Comptroller General and his authorized representatives
in the performance of the duties of the GAO are permitted
access to records.

(9) Disclosure Pursuant to Court Order

AID, upon receipt of a court order will disclose the
records requested.
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2. Obtaining Permission of the Individual to Disclose
His or Her Records

The office maintaining the record must obtain a written
request from, or the written consent of, the individual
to whom the record pertains prior to disclosing his or
her records if the exceptions cited in l2Jl above do
not apply. It will not be assumed that the person
concerned has given consent for disclosure of his
record even though he may have been informed of the
purpose~~fD~ which the information would be used when
it was collected. When AID requests the individual's
permission to disclose information, care must be exer
cised to assure that the language is not coercive and
that any consequences of refusing to consent are made
clear but not so as to create the impression that granting
consent is a prerequisite to obtaining a benefit when it is
not. AID will not seek a blanket or openended consent
clause which will permit the Agency to disclose a record
without limit. Individuals will be requested to give con
sent for the disclosure and the consent clause will state
the general purpose for the disclosure and types of
recipients. Appendix D, Format 1 Requesting Individual
Consent for Disclosure may be used where applicable.
Two copies of the form will be prepared and sent to the
individual, requesting the return of one signed copy.

3. Validating Records Prior to Disclosure

Prior to disclosing a record to any person. the custodian
of the record must take reasonable steps to assure him
self/herself that it is accurate, timely, complete and
relevant for agency purposes. The information concerning
an individual must be as accurate as reasonably necessary
to assure fairness by AID in making determinations
about an individual.

4. Maintaining Record of Disclosure

a. Use of Form AID 490-4, Accounting for Disclosure

AID is required to maintain a record of all disclosures
except disclosures made to officers and employees of AID and
the Department of State on a need-to-know basis, transfers
of information considered to be intraagency for purposes of



b. Retention of the Record of Disclosure

Bureaus, Offices and Missions using Form AID 490-4 or
another document which serves as a record of disclosures
will maintain them in active file status as a part of the
system of records. Upon destruction or retirement of a
group of records or of records that have been disclosed, the
record of disclosure, Form AID 490-4, will be maintained for
at least five years after the last disclosure, or for the
life of the records disclosed, whichever is longer. Should
a record system be discontinued and the records disposed
of, the record of disclosure, Form AID 490-4, must be withdrawn
and retained in active file status in the former office of
record for the five-year period from the latest disclosure.

AID HANDBOOK 18, Part III18-II I: 1
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services obtained through interagency service agreements,
and disclosures required under the Freedom of Information
Act. Form AID 490-4, Accounting for Disclosure, will be
used to record disclosures. It is to be maintained as part
of the system of records but may be filed in a folder
adjacent to the records for convenience. Disclosures
covering law enforcement activities. are to be entered on
separate forms AID 490-4 to avoid their being combined with
disclosure records to which the individual may have access.
Appendix El is a sample copy of the form and instructions
for its completion. Each disclosure recorded on Form AID
490-4 will be cross referenced to the record on which the
disclosure was made and all incoming documents requesting
disclosure and any letters or memorandums of consent pro
vided by the individual will be filed behind Form AID 490-4.
Cross referencing may be accomplished by entering a notation
on the file "Disclosed to (name of person or agency) on
(date}". When other documents from which a disclosure record
may be constructed are routinely maintained, e.g. the pay
roll, a separate disclosure record need not be maintained
for that system of record. Where two agencies must maintain
a continuing dialogue involving disclosure over weeks or
months, a notation will be made on Form AID 490-4 of the day
such contact was initiated and state that it will continue
until the case is concluded. Small AID "record systems" have
been consolidated into comprehensive agencywide systems of
records and AID/W offices have been designated as the system
manager for each of the consolidated systems. Such systems
have many custodians each with a small group of records
located in a Bureau, Office or Mission. For such systems,
each custodian maintains records of disclosure.

12J4a
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When records of disclosure are retired together with a group
of records, with a normal retention period of longer than
five years, the disclosure record will remain with the
system of records. Should the normal retention period
be shorter than five years, the record of disclosure will be
withdrawn and retained in the office of records for the 5
year period.

5. Utilization of the Record of Disclosure

a. Making the Record of Disclosure Available
to the Individual

AID must make available to the individual the disclosure
record when requested, except for disclosure records main
tained separately on disclosures made from records systems
exempted from access by the individual and for disclosures
made for law-enforcement purposes.

b. Informing Prior Recipients of Corrected
or Disputed Records

When AID corrects a record through detection of an error or
as a result of a request by the individual to amend the
record or files a statement of a dispute and Agency summary
of reasons, the file custodian further ascertains whether
the corrected portion was, in fact, disclosed after Sep
tember 27, 1975, or may be relevant to information that was
disclosed. In such a case, the file custodian transmits to
the prior recipients a corrected text of the record or a
copy of the statement of dispute. Copies of outgoing
correspondence are filed together with the record of dis
closure, Form AID 490-4.

6. Assistance in Making Decisions Relevant to
Disclosure of Records

The file custodians will receive requests directly from
persons and other U.S. Government agencies to disclose
records in their possession. Requests from the individuals
for access to their records will be received through the
PLO. File custodian~ while trained in responding to such
requests may require assistance on individual cases. As
sistance in AID/W is available from the Privacy Coordination
Officer designated by each bureau or office or from the PLO.
In offices abroad the PLO will provide this assistance.



Normal Administrative Services to Employees

The usual administrative services rendered to employees
before passage of the Privacy A~t will be maintained to the
extent possible and consistent with the Act, so as to make
information available to employees without the need to
resort to the formal procedures under the Privacy Act.

1. Accommodating Routine Requests

There are many examples of such existing services. The
Employee Services Division of the Office of Financial
Management (SER/FM/ESD) responds on a daily basis to
numerous requests for information such as duplicate copies
of Form W2, employee earnings history, records of leave or
leave audits, retirement contributions, health bellefits
savings bond accumulations, etc. Similarly, the personi1
Services Division of the Office of Personnel and Manpower
(SER/PM/PSD) and other units within SER/PM make available
routinely to employees information from their personnel
records, such as date of most recent promotion, copies of
personnel actions, and the personnel evaluation file.

2. Identification Requirement

Subject to the requirement of the Act to identify the
requesting individual beyond reasonable doubt, AID will
continue to provide the personal services to employees of
the type illustrated above. Telephone inquiries are not
precluded so long as the file custodian can establish to his
satisfaction the identity of the requesting individual,
either through personal recognition of the requester's voice
or through verification by means rif a return call to a third
party who can attest to the caller's identity. The pro
vision of information will, obviously, be simplified if
requests are made in writing or in person. The decision to
provide information is to be made by the file custodian.
In the case of doubt as to the identity of an individual,
the custodian should refer the requester to the PLO.

12K.
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3. Requests for Information From Outside AID

Information may be provided to a person or entity outside
AID only:

a. With the written consent of the individual or

b. Under the routine use provisions contained in the AID
Notice of Systems of Records or

c. As otherwise provided in the Act. The Notice of
Systems of Records concerning personnel records (Systems
AID-Ol and 02) establishes the routine use of information:
lito Financial and Credit Institutions for loan and credit
reference purposes solely to verify the employee's name,
employment with AID, dates of employment and pay grade." AID
employees are cautioned only to verify the above information
when it is read to them by a member of the financial or
credit institution and are not to volunteer any additional
information. Individuals (who are employed by AID) seeking
credit must themselves provide personal information directly
to credit institutions. AID is not required to provide any
information unless specifically requested in writing to do
so by the individual seeking credit.

Operating Procedures for Notification, Access,
Amendment, Review, and Filing Statement of Disagreement

1. Notification of the Existence of a Record

An individual who believes that AID maintains a record on
him or her is expected to provide sufficient information to
assist AID in locating the record. Requests may be made in
writing or in person. When AID has determined whether the
record is maintained, the PLO will notify the requester of
the existence or non-existence of the record.



(1) Requests in Writing

Requests in writing for records maintained in AID/Ware to
be directed to:

b. Where Requests May be Submitted

Requests concerning existence of a record on an individual
are to be directed to the PlO in AID/W or the appropriate
PlO in offices abroad.

a. Information Provided by the Requesting Individual

The requester is expected to provide his name, place and
date of birth at a minimum when requesting AID to search for
a record. In order to facilitate the search, particularly
for retired records, the requester is also asked to provide
his or her Social Security Number (SSN) and dates and places
of service. Retired Civil Service records are retrieved only
by SSN. Should an individual refuse to provide a SSN when
requesting a record retrievable only by that number, the AID
file custodian, nevertheless, attempts to use any normally
available alternative means to search for and identify the
record. Should a record still not be found, the requester
is so informed, given an explanation of the search method
used in lieu of the use of the SSN, and is given an opportunity
to furnish the SSN. The Act prohibits the denial of any
right, benefit or privilege provided by law because a requester
refuses to disclose his or her SSN.

ti IflV
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Director, Office of Personnel and Manpower
(SER/ Pto1)
Agency for International Development
320 21st Street, NW
Washington, D.C. 20523
Attention: Privacy liaison Officer

Requests in writing for records maintained in offices
abroad are to be addressed to the PlO at the addresses given
in Appendix 12 B - Addresses of AID Offices Abroad.

(2) Requests In Person

F~r records believed to be in AID/W, the requester may meet
wlth the PlO at the following address:

~"'....,i... ··'W
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Director, Office of Personnel and Manpower
(SER/PM)
Agency for International Development
Rosslyn Plaza, Room 105
1601 North Kent Street
Arlington, Virginia

When the requester is in a country abroad and believes his
or her record is also in the same country, the requester may
present the request in person to the PLO of the AID Mission
or office abroad. The locations of these offices appear in
Appendix 12B.

c. Preparing Form 490-3, Privacy Act Information
Request

When requests are received in writing, the PLO completes
form AID 490-3, which is a ~-part form. When the request is
made in person by the individual, he or she is requested to
complete the form.

d. Utilization of Copies of the Form

(1) The original of the completed form AID 490-3 is
used by the PLO to establish a case file on the requested
action by name of requester.

(2) The second copy of the form is used to provide
an acknowledgement to the requester that his request has
been received and is being processed. If sufficient infor
mation was not received with the initial request this copy
may be used to obtain additional information.

(3) The third copy is used for final response to the
request. This copy is sent to the requester upon completion
of the search, and states the results of the search.

(4) The fourth is kept in a suspense file by antici
pated final response date. When action is completed, the
copy is updated to record final action. It is then sent to
the Privacy Implementation Officer for later use in preparing
the annual report to OMB.

(5) The fifth copy is used to request the system
manager or file custodian to make a search for the record.
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e. Completing the Case File

When the requester is notified of the existence or non
existence of a record, the original form 490-3 is updated
and the case file folder is sent to an inactive file for
future use if the individual decides to proceed to further
action~

2. Access to Records

a. Individual's Right to Access

A requester who knows or has been notified that AID does,
in fact. have a record On him or her may see the record
in person or be provided a copy by mail. The requester
is not required to state a reason or otherwise justify
the need to gain access.

b. Requests for Access in Person

Requests to see the record in person are made to the PlO
either in AID/W or in AID offices abroad (addresses are
contained in Appendix 12 C.)

(1) The requester completes form AID 490-3, Pri
vacy Act Information Request, and provides any additional
information needed to help the file custodian retrieve the
record. Should the requester wish another person to accom
pany him or her while reviewing or discusssing the record,
a written statement (see format; Appendix 12D-2) signed by
the individual is to be attached to the forms.

(2) The PLO determines the identity of the indi
vidual by examining commonly carried identification docu
ments; e.g., a driver's license. building pass, employee
identification card, medicare card. If the requester can
not present suitable identifying documentation. he is asked
to complete and sign a Statement of Identity contained on
form AID 490-3. No verification of identity is required of
requesters seeking access to records which are otherwise
available to members of the public under 5 U.S.C. 552, the
Freedom of Information Act (Chapter 10).

(3) Where feasible, the PlO requests the record by
telephone and the file custodian immediately hand-carries it
to the PlO for release to the requester. Otherwise, the PLO
determines from the appropriate file custodian when it can
be forwarded to his office. A delay in the release of the
record may be necessary if the record must be excerpted
to prevent disclosure of information about other
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individuals or to expunge a confidential source, or if the
record requires translation from computer codes to a
comprehensible form. However, these processes are not to be
used as an excuse to withhold information. When there is
a delay, arrangements are made with the requester to review
the record at a later time and/or date and he or she is
given the second copy of form AID 490-3 which has the date
recorded thereon.

(4) A case file is established and other copies of
form 490-3 are utilized in accordance with procedures con
tained in 12Lld. If there is a complete notification case
file on the requester, it is brought forward to house the
new request. If access is granted immediately, the same
documentation is still created and processed as described
below.

(5) The PLO, prior to the release of the record to
the requester, verifies that the record is about the reques
ter, that it does not contain information about other indi
viduals or reveal confidential sources, does not contain any
classified information to which the requester would not
normally have access, that none of the documents in the
record are copies of documents contained in records exempted
from access by the Administrator, and that it is in compre
hensible form.

(6) After reviewing the record, the PLO releases
the record to the requester and any accompanying person for
use only under supervision, to prevent any unauthorized
altering of the record.

(7) Upon return of the record to the PLO, the
requester is given the third copy of form AID 490-3 com
pleted to show that he was granted access.

(8) Upon request, the requester may be provided
with one free copy of his record or extract thereof. Any
additional copies requested by the individual are provided
upon payment the fees set forth in 12L2h.



12L2

EFFECTIVE DATE TRANS. MEMO NO.

September 27, 1975 18-111:1 AID HANDBOOK 18, Part III

c. Requests for Access through the Mail

(1) Requests to obtain a record through the mail
should be accompanied by sufficient information to identify
the record, have attached a signed notarized statement to
verify the requester's identi'.~ and stipulate that the
requester understands that knowingly or willfully seeking or
obtaining access to records about another individual under
false pretense is punishable by a fine of up to $5,000. The
PLO in AID/W or at AID offices abroad records the request on
form AID 490-3, establishes a case file, and utilizes copies
of the form in accordance with procedures contained in
12L1d.

(2) The PLO requests by telephone that a copy of the
requester's record or appropriate extracts be forwarded, if
possible, to his or her office for release to the requester
and follows up the telephone call by sending the fifth copy
of form AID 490-3 to the file custodian.

(3) Should the individual's request not contain
sufficient information to identify the record, the file
custodian asks the PLO to obtain additional identifying
information from the requester. Should the request not be
accompanied by a notarized statement, the PLO determines
whether the record exists, and that it is not exempted from
access before asking the requester to provide the notarized
statement. Should the individual ask for more than one copy
of his or her records, and not provide payment, the Privacy
Liaison Officer after determining that the record does
exist, and the number of pages, asks the requester to provide
the reimbursement for copying. In ihy of the above situa
tions requiring written communication with the requester,
the second copy of form AID 490-3 is used to request the
individual to provide the additional identifying information
or documents.

(4) When the PLO finally receives the copy he or she
examines it as required in 12L2b(5) prior to release.

(5) When satisfied that the copy of the record or
extracts are releasable and the notarized statement of
identity and appropriate reimbursement have been received,
the PLO completes the third copy of form AID 490-3 showing
that access has been granted and uses it as a forwarding
memorandum to transmit the copy of the record or extracts to
the requester. The record and the form AID 490-3 are to be
mailed to the requester by U.S. Registered Mail with return
receipt requested. If foreign governments' mail systems are
used by AID offices abroad, an equivalent service is used.
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d. Completing the Access Transaction

When the record has been returned to the System, Manager or
file custodian and the copy of the record or extracts mailed
to the requesting individual, the case file is completed in
accordance with procedures in 12Lle. Any reimbursements for
services are immediately (same day) turned over to an AID
fiscal officer designated to receive money for the U.S.
Treasurer.

e. Time Frame for Granting Access

(1) When a request is in person, access to records
is granted, if possible, while the individual is in the
office of the PLO, and not later than ten working days
following the request.

(2) Requests to the individual for needed documents
(notarized statement or payment for copies) or additional
information is made by return mail or within two working
days.

(3) A copy or an extract of the record when re
quested by mail is to be forwarded to the requester within
10 working days from the date of the receipt of the request.
When access cannot reasonably be granted within 10 working
days, the PO or PLO acknowledges in writing the receipt of
the request for access and indicates a reasonable time
within which access will be aranted. Sufficient cause for
such delay might be that the record is in~ctive and
stored in a records center or is located at a post abroad.
All requests for access must be completed within 30 days.

f. Factors Limiting the Accessibility of Records

(1) The Act does not require that a requester be
given access to information which AID does not retrieve by
reference to his or her name or some other identifying
particular.

(2) If an individual is named in a record about
someone else (or some other entity), AID is not required to
grant access unless crossreferencing systems have already
been established.

(3) Neither the requirements to grant access nor to
provide copies necessarily require that the physical r~cord

itself be made Available. Information pertaining to the
requester may be extracted from the record when, for exam
ple, the information is maintained on a computer tape, or
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access to the record would disclose information about other
individuals or reveal confidential sources. However, the
requested record should, whenever possible, be made avail
able in the form actually maintained.

g. Information is to be Readily Understandable

When a copy of the actual record is provided the requester,
codes and abbreviations should be written in full on the
actual copy or provided as an attachment. Codes and abbre
viations should be avoided altogether when extracts are
provided the individual.

h. Fees

No fees are charged for providing the first copy of a record
or any portion thereof to individuals to whom the record
pertains. For copies requested by other persons and addi
tional copies requested by the individual, a fee of $.10 a
page (8 1/2 X 14 or smaller) is charged. Remittance is to
be in the form of a check, bank draft on a bank in the
United States, or postal money order, made payable to the
Treasurer of the United States or in cash.

i. Medical Records

Medical records maintained by AID comprise only the ab
stracts of physical examinations; the individual has uncon
ditional access to these records. ~~edical records are
maintained by the Department of State and requests for
access to such records is granted in accordance with Depart
ment of State regulations governing Communications and
Records (Volume 5, Foreign Affairs Manual, Section 400).

j. Granting Access to Records in AID Offices Abroad

(1) AID Missions grant access to records maintained
locally and maintain files documenting access transactions
as described above. Should a PLO in a Mission propose to
deny access to a record, he communicates the situation to
the Privacy Act Officer (SER/PM) and asks through the
Mission Director for verification of his action or for
guidance.

(2) The PLO in an AID office abroad may receive in
person a request for AID/W records from resident indivi
duals. This request is forwarded without recording it to the
AID/W PLO. If the requester has appropriate identification,
the PLO abroad verifies the identity of the requester and
adds a statement to this effect to the request.
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In the normal course of AID operations there are frequent
amendments to ~ecords containing personal information such
as: the change of an individual's address, the change in
the number of dependents, and the annual review and updating
by the employee of the data maintained in the Employees'
Automated Record System. Such changes are made without the
need to invoke. the procedures of the Privacy Act.
The formal procedures for requesting amendment of a record
under the Privacy Act are set forth below:

a. Request for Amendment in Writing

AID requires that a request to amend a record be made in
writing. The request is to set forth the following informa
tion or its equivalent:

(1) Identification of the system of records in which
the record to be amended is maintained,

(2) Identification of the specific record or por
tion(s) of the record to be amended or corrected,

(3) The desired amendment or correction,

(4) The reason for requesting the amendment or
correction,

(5) Accompanying information, documentation, and
other evidence to support the request for amendment.

If the request is received in other than the above format,
it is not to be rejected or returned for correction without
instructions for making it acceptable. The PLO's in AID/W
and offices abroad are to assist the individual in drafting
the request in an acceptable form.

b. Submission of Request

The individual may mail or deliver the request
to the PLO at the address contained in Appendix 128. When
the PLO receives a request delivered in person, he or she or
a staff member reviews the request while the individual is
still present in order that any needed clarification may be
obtained. Procedures contained in 12L2b(2) and c(l) for
verification of the identity of the individual are followed
to prevent the inadvertent or intentional alteration of the
record of other individuals.
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c . Pro ces sin 9 the Reque s t _

(1) The PLO records the request by completing form
AID 490-3, Privacy Act Information Request, establishes a
case file and utilizes copies of the form as in 12Lld .. If
a case file folder exists from a prior access transaction,
it is moved to the active portion of the file to house the
new documentation.

d. Examination of the Request to Amend a Record

(1) The Systems Manager and/or head of the func- ~ .. j
tional area invol ved (hereafter known as the IIresponsible """
officer ll

) examines the request to determine whether a deci-
sion can be reached within a 10 - day period from receipt of
the request. If a decision cannot be reached within that
time he or she advises the PLO when a decision can be expec-
ted so that the PLO may acknowledge receipt of the request.

(2) The responsible officer determines whether the
proposed amendment can be accepted in full or in part or
must be refused. The examination includes an assessment as
to the accuracy, relevance, timeliness, and completness of
the record. The amendment can be considered only on the
basis of the updated record. When information is requested
to be deleted, the responsible officer must determine whether
the information is relevant and necessary to accomplish the
statutory purposes of AID or is required to be maintained by
law or executive order of the President. Alterations may
not be made of evidence presented in the course of judicial,
quasijudicial or quasi legislative proceedings through the
procedures of the Privacy Act. Such alterations can be
made only through the established procedures consistent with
the adversary process.

(3) If it is decided to amend the record in full, in
part, or to refuse to amend the record altogether, the
responsible officer must take the necessary action with
regard to the record and inform the PLO of his or her actions.
Where the decision is to amend or delete the record in part
or in full, the amendment or deletion is made immediately
and any persons to whom the record has been disclosed (where
an accounting has been made) is informed of the action:
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(a) Decision to Amend or Delete the Record in Full

Where there is agreement to amend or delete the record as
requested, the responsible officer will inform the PLO of
his or her decision by memorandum, enclosing a copy of the
amended record and a list of persons to whom the record has
been disclosed with a copy of the correspondence sent to
them informing them of the amendment.

(b) Decision to Amend or Delete Part of the Record

The responsible officer follows the above procedures for
that portion of the record on which there is an agreement to
amend or delete~ He or she follows the procedures below for
that portion of the record on which there is a refusal to
amend or delete. Both actions, however, are to be included
in the same memorandum to be sent to the PLO advising of the
decision.

(c) Refuses to Amend or Delete the Record

The responsible officer must state by memorandum to the PLO
the reason for a refusal to amend or delete the record and
include the criteria used for determining the accuracy of
the record as it exists.

e. Actions Required of the Privacy Liaison Officer

During the process of examination and decision by the re
sponiibleofficer, the PLO is the sole communication link
with the requester. He may be required to perform some or
all of the following actions:

(1) Obtaining Additional Clarification from the
Requester

Should the responsible officer need additional clarifying
information, he or she obtains it through the PLO. Copies of
outgoing and incoming correspondnce are included in the case
file with the originals going to the requester or the princi
pal action office.

(2) Acknowledgement of Requests to Amend the Record

If notified by the responsible'officer that a decision
cannot be reached within 10 days, the PLO acknowledges
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receipt of the request. A letter or memorandum is used for
this purpose and the second copy of form AID 490-3 is
appended. The requester is advised in the letter or memo
randum when to expect action to be taken.

(3) Examination of the Decision and Notification

(a) The PLO will examine the decision made by
the responsible officer. If the decision is to amend or
delete the record as requested and it appears to have been
made correctly, the PLO, by letter or memorandum (enclosing
the third copy of form AID 490-3) so informs the individual
of the decision.

(b) If the decision is to partially amend the
record, this decision must be examined and concurred in by
the PO. The AID/W PLO will present his or her case direct
ly to the PO. PLOls ~n AID offices abroad will seek the
PO's review through exchange of telegrams or memoranda. The
PO may wish to consult with the responsible officer to
encourage a different decision or to overrule. After receiv
ing concurrence of the PO, the PLO informs the requester by
letter or memorandum of the decision and advises the reques
ter what portions of the record AID agrees and/or refuses to
amend. In the case of any partial or complete refusal to
amend, the PO informs the requester of:

(1) The reason for the refusal to amend or
partially amend the record,

(2) Criteria for determining the accuracy
of the record as it now exists.

(3) AlDis procedure for requesting a review
of the refusal to amend the record, including the address of
the AID Administrator who will serve as or as designate the
Reviewing Officer, and offer the assistance of the PLO In
preparing the request for review.

The letter or memorandum is sent to the requester by U.S.
Registered Mail with return receipt requested, or an equi
valent service.

~..•."....,
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f. Time Frame for Amendment or Refusal to Amend
a Record

(1) The PLO attempts to obtain a decision on a
request to amend a record within 10 working days from the
date of the receipt of the request, particularly when it is
likely AID will agree to amend the record. Should actions
be taken during this time period, no written acknowledgement
of receipt is made by the PLO. When the PLO is advised that
the decision will take longer than 10 days, he sends·a .writ
ten acknowledgement within the 10 day period.

(2) Except for unusual circumstances, such as when
AID must obtain retired records or records from another
agency, AID completes actions on all requests for amendment
and deletion within a 30 day period. All cases on which AID
was unable to act within 30 calendar days are included in
the annual report to OMS, the President and the Congress.

g. Completion of the Amendment Transaction

After the dispatch of the letter or memorandum to the
requester, the PLO closes the case file in accordance with
procedures in 12L1e.

4. Appeal for Review of AlDis Refusal to Amend or
Delete a Record

a. A requester who disagrees with the refusal of AID
to' amend or delete his or her record completely or partially,
may file a request for review of such refusal within 60 days
after the date of notification of the refusal. The request
for review must be in writing and addressed to:

Administrator
Agency for International Development
321 IIC II Street, NW
Washington, D.C. 20523
ATTENTION: Executive Secretary

Privacy Review Request

Both the envelope and letter should be clearly marked:

ATTENTION: Executive Secretary Privacy Review Request

Such request should include a statement of the original
request and any documentation, information, or statements
advanced in support thereof, and a copy of the notice of the
initial adverse determination.
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b. Delegation of Authority to Review Reguest

The AID Administrator may personally undertake an indepen
dent review of the refusal or may designate a Reviewing
Officer to conduct the review. For this purpose the officer
designated must be organizationally independent of or senior
to the officer or employee who made the initial determination
not to amend or partially amend the record. The delegation
of this responsibility must be made to the officer in
writing.

c. Conduct of the Review

(1) The Administrator or the officer designated must
again establish if the record to be amended is relevant and
necessary to AID functions and that the information it
contains is accurate, timely, and complete for the purposes
the record serves. He or she may seek such additional
information as deemed necessary to satisfy these criteria.

(2) The Reviewing Officer may have access to any
information within AID that may bear on the case. The
reviewing officer must complete his review within 30 days
unless the Administrator decides that a fair and equitable
review cannot be completed in that time. Should this occur,
the reviewing officer is to inform the individual in writing
of the reasons for the delay and the approximate date when
the review will be completed. AID must include the number of
cases of reviews not completed within 30 calendar days in
the annual report made by AID to OMB.

d. Reviewing Officer's Decision to Amend the Record

If the decision of the Reviewing Officer is to amend the
record, he or she so informs the requester by letter, sent
registered mail, with return receipt requested. The Re
viewing Officer, by memorandum, orders the record to be
amended by the appropriate responsible officer. He or she
also instructs the appropriate PLO to review the actions
taken.

e. Reviewing Officer's Decision Not to Amend the
Record

Should the Reviewing Officer refuse to amend the record in
accordance with the individual's request, the Reviewing
Officer:

it ,·.a:

~
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(1) Informs the individual of his or her right to
file a concise statement of the reason for disagreeing with
the decision of AID not to amend the record,

(2) Explains procedures for filing the statement of
disagreement,

(3) Assures the individual that a copy of the
disagreement will be furnished to prior recipients (where
accounting of disclosure has been made after September 27,
1975) and subsequent recipients of the record, and

(4) Advises him or her of the right to seek judicial
review of AlDis refusal to amend the record, and

(5) Informs the PLO by memorandum of the action
taken, attaching copies of documentation developed in the
review process.

f. Completing the Case File

Although the PLO concerned has not been involved in the
review process, he or she must enter the transaction into
the system. This is done by completing form AID 490-3. If
the decision is to refuse again to amend the record, the
original copy and fourth copy are completed. The original
is filed in the case file, and the fourth copy sent to the
PLO. If the decision is to amend the record partially or
completely, the fifth copy is sent to the responsible of
ficer, as a reminder that the PLO must review the amendment
when made. When the PLO is satisfied that the amendment has
been properly made, the original and the fourth copy are
completed and filed above.

5. Filing a Statement of Disagreement

a. Upon receipt of AlDis final refusal to amend the
record, the individual may file a concise statement of his
or her reasons for disagreeing with the decision. This
statement is sent to the PLO to whom the original request to
amend the record was sent. The PLO upon receipt of the
statement, prepares form AID 490-3 and sends the fifth copy
to the responsible officer accompanied by the original of
the statement, and files the original copy of form AID 490-3
and copy of the statement in the case file originated in the
amendment transaction. The responsible officer decides
whether AID should file a summary of the reasons for not
amending the record. If a deci"sion is made to file such a
summary, it is cleared by the PLO prior to incorporation in
the file.
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b. The responsible officer is to insure that both the
statement and the summary are made available to prior re
cipients of the disputed record where an accounting of
disclosures has been kept after September 27, 1975 and to
anyone to whom the disputed record or portion thereof is
subsequently disclosed.

c. If the statement of dispute and AlDIs summary of
reasons is not kept as an integral part of the records to
which they pertain, then the record must be marked in such
a way that the statement or summary will also be for
warded when the disputed portion of the record is to be
disclosed or information on which this record has a bear
ing is being disclosed. For automated systems of records,
the notation may consist of a special indicator on the
entire record, or the specific part of the record in
dispute.

d. The responsible officer provides the PLO by memo
randum with copies of the annotated manual record showing
the flagging procedure installed. In the case of automated
records a printout of the master file showing the flagging
data element is provided.

e. After assuring that the statement of dispute is
effectively in place in the system of records, the PLO files
the documents establishing that fact in the case file ori
ginally set up for the amendment transaction and moves the
file folder to the inactive portion of the file. The fourth
copy of form AID 490-3 is updated and sent to the PLO for
the annual report to OMB.

12M. Physical, Procedural, and Technical Safeguards

The Privacy Act requires agencies to lI es tablish appropriate
administrative, technical, and physical safeguards to
insure the security and confidentiality of records and to
protect against any anticipated threats to their security
and integrity which could result in substantial harm, embar
rassement, inconvenience, or unfairness to any individual on
whom information is maintained ... 11 AID must thus protect
personal information when it is stored, when it is in tran
sit, and when it is being processed.
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Paper copies of personal information need to have adequate
protection when stored to insure that they are not accessible
to unauthorized persons during or after business hours. AID
has determined that this physical storage security is to be
the same protection accorded IILimited Official Use ll mater
ial. This means that personal information must be given the
protection of a 3-way combination lock after hours and
constant personal custody throughout the business day. More
detailed guidance on the safeguarding of IlLimited Official
Use ll material can be found in Handbook 6, Chapter 3, Section
952.1.

2. Transmission

When personal information is being transmitted between two
persons authorized to receive it, the material must either
be entrusted to a distribution system which has security
equivalent to that of the U.S. mails or hand-carried. The
envelope container used to transmit documents containing
personal information will be marked IIPersonal Information. 1I
Telegrams and airgrams containing personal information will
include the caption IIPersonal Information ll as the first line
of the text. When personal information is being forwarded
to the individual to whom it pertains the transmittal en
velope or container, in addition to being marked IIPersonal
Information ll is marked liTo be opened by addressee only.1I
Any unauthorized person opening material so marked could be
considered to have obtained personal information under false
pretenses and could thus be subject to the criminal penal
ties of the Privacy Act. Particularly sensitive material,
such as reports of security or criminal investigations,
litigations, reprimands, etc., requires special handling of
the same degree of security, at a minimum, as registered
mail. It must be handcarried or transmitted through a
messenger service with a system of receipts. Personnel
evaluation files receive this treatment and are entrusted
only to designated persons in each AID/W Bureau or Office or
Mission or offices abroad who are responsible for their
safe custody.

3. Technical Processing Safeguards

Material stored in or transmitted by electronic, photo
graphic, or other non paper means (including voice telephone)
must be protected by adequate safeguards to avoid inadvertent
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or negligent disclosure. Computer transmission and storage
is protected by passwords and secrecy keys to prevent
unauthorized access to the system. Names of persons having
access to the passwords are to be noted in an appropriate
log to insure that a complete list of persons having access
is maintained at all times. The password is changed as
required to insure that no unauthorized persons continue to
have access. Data processing areas are secured by com
bination locks and steel doors to insure that only author-
ized and recognized personnel are permitted to have
access.

Training

1. The Privacy Officer insures that training is conducted
for all AID personnel who are in any way involved in main
taining (see Definitions, 12D) systems of records, apprises
them of their responsibilities under the Act and indoc
trinates them with respect to procedures established by AID
to implement the Act. Preservice training is instituted on
a continuing basis for these individuals.

2. A general orientation designed to introduce the major
provisions of the Privacy Act and make individuals aware of
their general rights and responsibilities is provided to all
employees. All new AID/Wand overseas hire employees are
given Privacy Act instruction and information in the Agen
cy·s Employee Orientation Course conducted by SER/PM/MD.

3. Supervisors assure that all employees under their
supervision are provided a general orientation. In addition
those supervisors whose subordinates are in any way involved
in maintaining systems of records covered by the Act are to
assure that such individuals are thoroughly trained in AID
procedures.

Clearance of New Systems of Records with the Congress and
OMB

1. Sixty days prior to the establishment of a new record
system or the implementation of a change to an existing
system AID must make a report to the Congress, OMB, and, for
the period of its existence, the Privacy Protection Study
Commission.

2. This requirement is to provide a basis for monitoring
the development or expansion of agency record keeping acti-
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vities and to review trends in the use of personal infor
mation and the application of technology. A report is
required for any change which:

a. Increases the number or type of individuals on whom
records are maintained;

b. Expands the type or amount of information main
tained;

c. Increases the number or categories of agencies or
other persons who may have access to those records;

d. Alters the manner in which the records are organized
so as to change the nature or scope of those records; e.g.
the combining of two or more existing systems;

e. Modifies the way in which the system operates or its
location(s) in such a manner as to alter the process by
which individuals can exercise their rights under the Act;
e.g., to seek access or request amendment of a record; or

f. Changes the equipment configuration on which the
system is operated so as to create the potential for greater
access; e.g., adding a telecommunications capability.

For controlled forms and reports and systems maintained on
ADP equipment, SER/DM has continuing responsibilities for
informing the PO of new systems or changes not normally
reported by the initiating office.

3. Each AID organizational unit is responsible for insuring
that the PO is informed of any new or revised "record,"
group of "records," or II sys tem of records" it wishes to
initiate at least 90 days before intended implementation.
Further guidance will be available when received from OMB.
In the interim, AID Bureaus and Offices report the need to
revise present systems or create new systems to the PO by
memorandum 90 days prior to anticipated implementation.

12P. Design of Forms to Comply with Reguirements of the Act

1. The Act requires that a statement containing the fol
lowing information appear on or be provided as separate
attachment with each AID form which solicits personal infor
mation:
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a. The authority which authorizes the solicitation of

the information and whether disclosure of such information
is mandatory or voluntary. This statement is to include the
provision(s) in statute or Executive Order which authorizr(s)
collection, a brief title or subject of that statute or
Order, and whether AID is required or is authorized to
impose penalties for failure to respond.

b. The principal purpose(s) for which the information
is to be used. This description must include all major
objectives for which these forms are to be used in AID and
particularly those purposes which are likely to entail deter
mination of an individual's rights and benefits.

c. The routine uses which may be made of the infor
mation. This statement is to define how the information
collected on the form is used and how is it relatable and
necessary to the purposes described above.

d. The effects on the individual, if any, of not pro
viding all or any of the requested information. The intent
of this statement is to allow the individual to know the
effects (beneficial and adverse), if any, of not providing
any part or all of the requested information so that the
person can make an informed decision whether to provide the
requested information.

2. The Office of Data Management (SER/DM) in its normal
forms analysis and design function provides assistance to
AID/W offices in determining whether a given AID form re
quires the addition of such a statement and, if so, in
drafting the statement. The PLO in Missions reviews all
forms requesting personal information and assists drafters
in preparing an adequate statement to be included onthe locally
designed form. Should additional guidance be needed, SER/DM
also assists to the extent assistance can be provided by
correspondence.

3. In instances where information of a personal nature is
obtained in an interview and is recorded on any form used by
AID personnel, the interviewer must provide the interviewee
with a written statement including the above described
information supplementing this, as necessary, with an oral
explanation.

4. AID/W Bureaus and Offices and AID offices abroad are
responsible for assuring that each AID form placed in use
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which requires the addition of such a statement have at
tached a slip sheet specifically designed for the form which
will be available from the AID Distribution Branch, SER/
MO/PAV, AID/W. SER/DM should be consulted regarding any
other forms which AID organizational components believe may
require the addition of such a statement including non-AID
forms used by the Agency such as Standard and Optional
Forms, GSA and State forms.

5. When current supplies of an affected AID form are near
depletion, SER/DM should be promptly advised to permit
revision of the form to include the required statement thus
obviating the need for the further use of a slip sheet. (HB
18, Part V, Chapter V, contains guidance on the revision of
AID forms.)

Annual Review of Procedures and Submission of the Annual
Report, Report Symbol W-490/2

1.0MB Circular No. A-108 of July 9, 1975, requires agen
cies to establish a program for perodically reviewing agency
recordkeeping policies and practices to assure compliance
with the Act. AID reviews its operating practices annually
two months prior to the submission of its annual report to
OMB on April 30 of each year.

2. During the period of review, AID evaluates its operating
experience and gathers its statistics based on copy four of
AID form 490-3, which is forwarded to the PIO after com-
pletion of each Privacy Act transaction by all PLO's. At
this time procedures are reviewed for effectiveness and are
revised to effect improvements.

3. While detailed guidance is yet to be issued, OMB needs
by April 30 of each year the following information from all
agencies in order to prepare the annual Report of the
President to the Congress.

a. Summary

A brief management summary of the status of actions taken to
comply with the Act, the results of these efforts, any
problems encountered and recommendations for any changes in
legislation, policies or procedures.

b. Accomplishments

A summary of major accomplishments; e.g., improvements in
agency information practices and safeguards.
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c. Plans

AIDHANDBOOK 18, Part III

A summary of major plans for activities in the upcoming
year; e.g., area of emphasis, additional security measures
planned.

d. Exemptions

A list of systems which are exempted during the year from
any of the operative provisions of this law permitted under
the terms of subsections (j) and (k), whether or not the
exemption was established during the year, the number o~ . .1
records in each system exempted from each specific provlslon '-"
and reasons for invoking the exemption.

e. Number of Systems

A brief summary of changes to the total inventory of per
sonal data systems subject to the provisions of the Act
including reasons for major changes; e.g. the extent to
which review of the relevance of and necessity for records
has resulted in elimination of all or portions of systems of
records or any reduction in the number of individuals on
whom records are maintained. Agencies will also be reques-
ted to provide OMB with a detailed listing of all their LA
systems of records, the number of records in each and cer- '-"
tain other data to facilitate oversight of the implemen-
tation of the Act.

f. Operational Experiences

A general description of operational experiences including
estimates of the number of individuals (in relation to the
total number of records in the system) requesting infor
mation on the existence of records pertaining to them,
refusing to provide information, requesting access to their
records, appealing initial refusals to amend records, and
seeking redress through the courts. ~

4. More extensive data will be requested on those cases
where the agency was unable to comply with the requirements
of the Act or OMB guidelines; e.g., access was not granted
or a request to amend could not be acknowledged within
prescribed time limits. AlDis requirements for this report
will be more firmly established when specific OMB guidance
has been received.
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~ 12R. Mailing Lists

The Act prohibits agencies from selling or renting an indiv
idual's name and address unless such action is specifically
authorized by law. This provision, however, is not to be
construed to require the withholding of names and addresses
otherwise permitted to be made public. The Act is not expli
cit as to whether names and addresses may be otherwise made
public (given out free of charge). As a general rule, employ
ees may provide addresses known to be in the public domain
(e.g., when listed in telephone directories or other public
documents). In case of doubt, the Privacy Coordination
Officer or the PLO should be consulte( and is to advise
whether the individual IS written consent is to be obtained.
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Privacy Act
of' 1974.
5 USC 552a
note.
GO"8res s i one.l
filldi r08~.
5 t;SC 552...
note,~I

To aml'ml title IS, untt!!d States Code, by adding Ii Ilectlon M2a to safeguard
Individual privacy from the misuse of ),!!denl reeordll. to provide that
Individuals be granted OCCl'8ll to records concerning them which are maintained
hy Federol agencies, to I'Rtabllsh a Privacy Proteellon Study Commission, antI
for other purposes.

Be -it enacted by the Se1tatt' ((1ul lJO'luJe 011lepresentati1,e8 of the
United State8 of Ameru:a in OOIl[JI'C88 oRllembled, That this Act may
be citl'd as the "PI'ivncy .\~t of 1974",

SF.c.2. (a) The Congfl'SS finds thllt-
(1) the privllcy of nn individual is directly alfe<'ted hy the

collertion, mainh'nance, 1I~, and dissemination of {K'rsonal infor
mation by Federal agl'ncil's;

(2) the incl'(!nsilll( nSt! of compute.I'S lind sophist.il·nt(>(J infol'·
mat,ioll tl'Chnolog)', while essl'ntial to the l'lticient operntions of
the Government, has greatly magnified the hnl'm to individunl
privacy that can ocelli' from anv colll·ction, maintenance, USl', or
dissemination of pl'1'Sonnl illfOl'lrlDtion; .

(3) the opport.unitipg for an individual to secure employment,
insurance, and. credit, and hill I'ip;ht to dill' proeess, and other Il'f'::ll
protections are endanWlI'ffi hy the miRllse Of cel'tain informatIon
systems;

(4) the rip;ht to privncy is u l)el'sollnl Dnd fundnmental right
protected by the (',ollstitniion of the Uuited. States i and

(5) in order to proh'l't the privaey of individuals identified in
information systems maintained by Fedeml agencies, it is neces
sal'Y nnd proper for the Conp;ress to reguhde the collect.ion, main-
tenanl'e, use, nnd dis,'lClIlination of information by sllch agencies.

(b) The purpose of this Act is to provirle I'l'rtnill safeguards for nil
individual against an invasion of pel1lOnal privacy by requiring
Federal agencies, except as othel'wise providl'd by law, to- .

(1) permit an mdh·idulll to determine what records pertaininp;
to him are rollected, Innintainl'd, used, 01' disseminated by such
agencies;

(2) permit an individual to pre\'ent records pel1aining to him
obtnined by such agencies for a particular purpose from being
used 01' made avnilable for nnother purpose without his consent j

(3) {K'rmit an indh·idnal to gain access to information pertain
ing to him in Federal agency records, to have a copy made of all
or any portion thereof, and to correct or nmend such records;

(4) collect, maintain, use, or di!JS('millate any record of identi
fiable personal infol1nation in a manner that assures that BUch
action is for a necessary .and lawful purpose, that the infor
mation is current and accurate for its intended use, and that
adequate safeguards arc provided to prevent misuse of such
information; . ,

(5) Pfrmit I'xemptiol1s from the I"l'quirements with re8pl'Ct to
records provided in this Act only in those cases where there is an
important public ~Iicy need lor sueh exemption as has been
determined by specific statutory authority; and

(6) btl sub/'eet to civil suit for any dama~es which occur as a
result of wil ful or intentional action which violates any indi
vidual's rights und his I'

SEC. 3. Title 5. Uni;<-te"-t'~t""a~tes~"'"Te-,-l""s-a-m-en-d"e-drT-y-ad"Td"""'n-llIC-a"-e-r---i~~;':"-r.:~
section 552 the following nl'W section:

FEDERAL IIGISTH. VOL 40. NO. 119-THUISDAY. JUNI 19. 1975
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5 USC 552a.

5 usr 552.

13 USC 8.

"§ 552a. Records maintained on individuals
"( u) J)};FI:-;ITIO);~.-For PIII'P0Sl.'S of this sl'ction-

"(1) the term 'ugpncy' menns agency us deliJll'd in spction
5!i2(e) of this title;

"(2) the term 'individual' nwans n citizPI\ of the United States
Or an alien lawfully admitted for pel'mnnent l'psidl'nce;

"(:~) the tel'm 'maintain' incllldl's lllaintain. colJed, use, or dis
seminate;

"(4) the term 'record' means any it.em, collection, 01' grouping
of infOl'mation about an individual that is maintained by an
llgency, includin~, but not limited to. his education, financial
transactions, medical history, and criminal or employment history
and that contllins his name, or the identifying number, symbol,
or o~her ideutifying particular assi~ed to t.he individual, such
as a finger or voice print or a photograph j

"(5) the term 'system of records' means a group of any records
under the control of any agenc'y from which information is
retrie"ed by the name of the indlvidual or by some identifying
number, symbol, or other identifying palticular assigned to the
individual;

"(6) the term 'statistical record' means a record in a system
of records maintained for statistical reS('arch or reporting pur
poses only and not used in whole or in part in making any deter
mination about an identifiable individual. except as provided by
section 8 of title 13; and

"(7) the term 'rontine use' means, with respect to the dis
l'1osure of a record, the use of such record for a purpose which
is compatible with the purpose for which it was collected.

"(b) (",oNDITIONS OF DISCI..OSUR};.-No agency shall disclose any
record which is contained in a systl'm of records by any means of com
munication to any person, or to anothl'r agency, except pursuant. to a
written request by, or with the prior written consent of, the individual
to whom the recol'd pel1:ains, unless disclosul'e of the record would
he-

lO (1) to those officers ami employees of the a~ency which main
tains the record who have a need for the record In the performance
of their duties;

"(2) required under section 552 of this title;
"(3) for a routine use as defined in subsection (a) (7) of this

sectIon and described lmder subsection (e) (4) (D) of this section;
"(4) to the Bureau of the Census for purposes of planning or

carrying out 1\ census or surveyor related activity pursuant to
the Erovisions of title 13;

"(5) to a recipient who has pl'ovided the agency with advance
adequate written assurance that the record will be used solely as
a statistical research or re{lortin~ record, and the record is to be
transferred in a fOI'm that Is'not mdividllally identifiable;

"(6) to the National Archives of the United States as a record
which has sufficient historical or other value to warrant its con
tinued 'preservation by the United States Government, or for
evaluatIOn by the Administrator of Genel'8.1 Services or his
desi~ee to determine whether the record has such value;

"(71: to another agency or to an instnmlentality of any C7overn
menta jurisdiction within or under the control of the '\Jnited
States for a civil or criminal law enforcement activity if the
~ctivity is a'!thorized by law, ~nd if the head of the agency or
mstmmentahty has made a wnUen request to the agency which

FlDllAL IIGISTEI, VOL 40. NO. 11f-fHUlSDAY• .I"" 19. 1.'5
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maintains the record specif.ying the particulur portion desired alHl
the law enfoi'cement activity for which the record is sought;

"(8) to a person pursuant to a showing of compelling ci'rcum
stances affecting the health or safety of an individual if upon such
disclosure notification is transmitted to the last known address of
such individual;

"(9) to eitlll'r House of Congress, 01', to the extent of matter
within its jnrisdiction, any committee or sulX'ommittee thereof,
any joint committee of COIlgress or SUhCOUlluittee of any such
joint committee;

"(10) to the Comptroller General, 01' auy of his authorized rep
resentatiws, in the course of the performllnce of the duties of
the Genera I Accounting Office; or

"(11) pursuant to the order of a conrt of competent jlll'isllic
tion.

"(c) AceOUXT!NO OF Cf;RT.\IS DISCLOS{;Rl;s.-Each agency, with
respect. to each system of records under its control, shall-

"(1) except for discloslII'es made under subsections (b) (1) or
(b) (2) of this section, keep an accurate accounting of-

"(A) the date, nature, and purpose of each disclosure of
a r('cord to IIny person or to another agency made under
subsection (b) of this section; and

"(B) the name and addl'Css of the person or agenc), to
whom the disclosnre is made;

"(2) retain the accounting made under paragraph (1) of this
subsection for at l(,llSt fi\'e years or the life of the record, which
1"\'1"1' is longer, after the disclosure for which the accounting is
made;

"(3) except for disclosures made under subsection (b) (7) of
this section, make the accounting made under paragraph (1) of
this subsection available to the individual named in the recOI'd
at his request; and

"(4) inform any person or other agency about any correction
or notation of dispute made by the agency in accordance with
subscction (d) of this section of any record that has been dis
closed to the person or agency if an accounting of the disclosure
was made.

"(d) ACCESS TO REcoRDs.-Each agency that maintains a s)'stem
of records shall-

"(1) upon request by any individual to gain access to his
record or to any information pertaining to him which is con
tained in the system, permit him and upon his request, a person
of his own choosing to accompany him, to review the record and
have a copy made of all or any portion thereof in a form compre
hensible to him, except that the agency may require the indi
vidual to furnish a written statement authorizing discussion of
that individual's record in the accompanying person's presence;

"(2) permit the individual to request amendment of a record
pertaining to him and-

"(A) not later thlln 10 days (excluding Saturdays, Sun
days, and legal public holidays) after the date of receipt of
such request, acknowledge in writing such receipt; and

"(B) promptly, either-
"(i) make any correction of any portion thereof

which the individual believes is not accurate, relevant,
timely, or complete; or

"(ii) inform the individual of its refusal to amend
the record in accordance with his request, the reason

FlDlIAL IEGISTEI, VOL 40, NO. 119-THUISDAY, JUNE 19, 1975
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Revie".

Notation of
dispute.

Publ1cat i on
in Federal
Register.

for the refusal the procedures established by the agency
for the individual to request a review of that refusal by
the head of the agency or an officer designated by the
head of the agency, and the name and business address
of thst official j

"(3) permit the individual who disagrees with the refusal of the
agency to amend his record to request a review of such refusal,
and not later than 30 days (excluding Saturda)'s, Sunday~ and
legal public holidays) from the date on which the indiVidual
requests such review, complete such review and make a final
determination unless, for J[OO<l cause shown, the head of the agency
ext.ends such 30-day perioo j and if, after his reviewJ the reviewing
official also refuses to amend the record in aceoraance with the
request, permit the individual to file with the agency a concise
statement setting forth the reasons for his disagreement with the
refusal of the agency, and notify the individual of the provisions
for judicial review of the reviewing official's det!lrmination under
subSection (g) (1) (A) of this sp.ction j

"(4) in any disclosure, containing information about which
the individual has filed a statement of disagreement, occurring
after the filing of the statement under paragraph (3) of this sub
section, clearly notc any portion of the record whIch is dispnted
and provide copies of the statement. and, if the agency de.ems it
appropriate, copies of a concise statement of the reasons of the
agency for not making the amendments requested, to persons or
other agencies to whom the disputed record has been ififl('losed;
and

"(5) nothing in this section shan allow an individual access to
any information compiled in reasonable anticipation of a civil
action or proceeding,

"(e) AOENCY REQUIREKENTS.-Each agency that maintains R
system of records shall-

.. (1) maintain in its records only such information about an
individual as is relevant and necessary to accomplish a purpose of
the agency required to be accomplished by statute or by executive
order of the President j

"(2) collect information to the greatest extent practicable
directly from the subject individual when the information may
result In adverse determinations about on individual's rights, bene
fits, and 'privileges under Federal programs;

"(3) mform each individual whom it asks to suppl,Y informa
tion, on the form which it UBeS to collect the informatIOn or on a
separate form that can be retained by the individual-

"(A) the authority (whether granted by statute, or by
executive order of the President) which authorizes the soliCi
tation of the information and whether disclosure of such
information is mandatory or voluntary;

"CD) the principal purpose or purposes for which the
information is intended to be. used;

"(e) the routine uses which may be made of the informa
tion, lU! published pursuant to paragraph (4)(J) of this
subs<-ebon; and

"(D) the effects on him, if any, of not providing' all or
..ny part of the requested informatlOll j

II ( 4:) subjel't to the provisions of paragraph (11) of thiS sub
section, publish in the Federal R~ister at least annually a notice
of the exil·'tenet' and chUilcter of the sYStem of recorils, which
notice shall include- • .

" (A) the nAme and location of the system j

PlDlIAL UGIITR, VOL 40, NO, 119--THUISDAY, JUNI 19, 1975
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"(B) tho categorldS of individuale on whom records are
maintained in the B18te,m ;

"(C) the categones of records maintained in the system;
"(D) each routine use of the records Contained in the sys

tem, including the cAtegories of users and the purpose of such
usc;

"(E) the policies and practiCUJ of the &pIlcy ~rdi~
storage, retrievability, access controls, retention, and disposal
ofth8 records;

"(F) tho title and business address of the agency oflicial
who is responsible for the system of records;

"(G) the ageDQY procedures whereby an individual can be
notified at his request if the system of records contains a I't'C
ord ~rtainingto him;

"(H) the agency procedures whereby an individual can be
notified at his request how he can gain access to any record
pertaining to him contained in the system of records, and how
he can contest its content; and

"( I) the Clltegories of sources of l'eC.'ords in the system;
"(5) maintain all records which are used by the agency in mak

ing any determination about any individual with such accuracy,
relevance, timeliuess, and completl'ness as is reasonably necessary
to assure fairnl.'ss to the indiVIdual in the determination;

"(6) prior to disseminating any record about an individual to
any person other than an &geucy, unless thl' dissemination is
made pursuant to subsection (b) (2) of this section, make reason
able efforts to assure that such records are accurate, complete,
timely, and relevant for agency purposes;

"(7) maintain no record describing how any individual exer
cises ri~hts guaranteed by the First Amendment unless expressly
authorl3ed by statute or by the individual about whom the record
is maintained or unless pertinent to and within the IlOOpe of an
authorized law enforcement &etivity ;

"(8) make reasonable efforts to serve notice on an individual
when any record on such individual is made available to any per
son under compulsory legal process when such process becOmes a
matter of pnblic record;

"(9) establish roles of conduct for persons involved in the
design, development, operation, or mnintl'nance of any system of
records, or in maintainmg any record, and instroct each s'!ch per
son with respect to such rules and the requirements of this Sl'ction.
including any other nlll'S and procedures adopted pursuant to this
section and the ~naltiesfor noncompliance;

" (10) estabhsh appropriate administrative, technical, and
physical sn~lmards to insure the security and confidentiality of
records and to protect against any anticipated threats or hazards
to their security or integrity which could result ill substantinl
harm, embarrl\SSment, inconvenience, or unfairness to any individ
ual on whom information is maintained; and

"(11) at least 30 days prior to publiclltion of information under
paragraph (4) (0) of this subsection. publish in the Federal
Register notice of any new use or intended use of the information
in the system, and provide an opportunity for interested persons to
submit written data, views, or arguments to the a~ncy.

"{f) AOJtNCY RULES.-In order to carry out the proVIsions of this
sectIon, each agency that maintains a syste.m of records shall pro
mulgate roles, in accordance with the requirements (including general
notice) of section 553 of this title, which shall-

"(I) establish procedures whereby an individual can be notified

FEDEIAL lEOtSTn, VOL 40. NO. 119-tHUlSDAY, JUNI 19, 1975
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in response to his request if any system of records named by the
imli\'idual contains a record pertaining·to him;

'"(2) define reasonable times, places, and requirements for iden
tifyin~ un individual who requests his record or information
pertuinin~ to him before the agency shall make the record or
.IlCOrlllatlon available to the individual;

,. (;{) cstablish procedures for the disclosure to an individual
upon his request of his record or information pertaining- to him,
incluclin~ special pmcedurc, if deemed necessary, for the disclo
sure to an individual of medical records, including psycholog-ical
records, pertaining to him;

"(4) establish procedures for reviewing a request from an
intlividual concerning the amendment of any record or informa
tion pertaining to thc individual, for making a determination on
the I'equest, for an appeal within the agency of an initial auverse
agency determination, and for whatever additionalmeuns may he
neceSSIU'Y for ellch individual to be able to exercise fully his ril!hts
under this s:'ction : anu

"(5) establish fees to be charged, if any, to any individual for
making copies of his record, excluuing the cost of any search for
llnd I'eview of the record.

The Oflice of the Feueral neg-ister shall llnnually compile and publish
the rules promulgated under this subsection and agency notices pub
lished unclei' subsection (e) (4) of this section in a form avnilable to
the {,ublic at low cost.

"(g) (1) CIVIL RE)IEDIEs.-Whenever any agency
" (A) makes II determination under subsection (d) (3) of this

section not to amend an indi\·idual's record in accordance with
his request, or fails to make such review in conformity with that
subsection j

"(B) refuses to comply with an inuividual request under suh
section (d) (1) of this section j

"(e) fails to maintain any record concerning- any individual
with snch accuracy, relevance, timeliness, and completeness as is
necessary to assure fairness i'n any determinlltion I'elating to the
qualificlltions, character, rights,'or opportunities of, or benefits to
the individual that may be made on the basis of such record, and
consequently a determ'ination is made which is ad verse to the
individnal i or

"(D) fails to comply with any other provision of this sect.ion,
or lIny rule promulgated thereunder, in such a way as to huve
an adverse effect on an individual,

the individual may bring a civil action against the agenc~, and the
district courts of the United States shall have jurisdiction in the
matters under the provisions of this subsection.

"(2) (A) In any suit brought under the provisions of subsection
(g) (1) (A) of this section, the court may order the agency to amend
the individual's record in accordance with his request or in such other
way as the court may direct. In such a case the court shull de~ermine
the matter de novo.

"(B) The court may assess against the United States reasonable
attorney fees and other litigation costs reasonably incurred in any case
under this paragraph in which the complainant has substantially
prevailed. .

"(3) (A) In any suit brought under the provisions of subsection
(g) (1) (B) of this section, the court may enjoin the agency from with
holding the records and order the production to the complainant of any
agency reco~ improperly withheld from him. In such a case the court.
shall detemllne the matter de novo, and may examine the contents of
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any a~ncy records in camera to determine whether the records or any
portion thereof may be withheld under any of the exemptions set forth
m subsection (k) of this section, and. the burden is on the agency to
sustain its action.

"(D) The court may assess against the United States reasonable
attorney fees and other litigation costs reasonably incurred in any case
under this paragraph in which the complainant has substantially
prevailed.

"(4) In any suit brought under the provisions of subsection !JBmages.
(~) (1) (C) or (D) of this section in which the court detennines that
the agency acted in a manner which was intentional or willful, the
United States shall be liable to the indi"idual in an amount equal to
the sum of-

"(A) actual damages sustained by the individual as a result of
the refusnl or failure, but in no case shall a person entitled to
recovery rel'l'iw less than the sum of $1,000 j and

"( D)' the costs of the actiop. to~ether with l'easonable attorney
fe('s as determin('(l by the cOllrt.

"(5) An action to enforce any liability crl'ated under this section
llIay be brought in the district court of the Unit('d States in the district
in which the complainant resides, or has his principal place of business,
Ill' in which the ag-enc)" records are situated, or in the District of Colum
bia, without regnrd to the Ilmount in controversy, within two years
fr'Jm the date on which the cause of action arises, except that where
aT. agency has materially and willfully mi!'represented any informa
tion required under this section to be disclosed to an individual and
the information so misrepresented is materilll to establishment of
the liabilitv of the agency to the individual uuder this section, the
action may'be brought at any time within two years after discovery by
the individual of the misrepresentation. Nothmg in this section shall
be constl"lled to authorize any civil action by reason of any injury sus
tained as the result of a disclosure of n record prior to the effective date
of this section.

"(h) RIGHTS OF LEGAL GUARDIAl'is.-For the purposes of this section,
the parent of any minor, or the legal ~ardian of any individual who
has bel'1l declared to be incompetl'nt due to physical or ml'ntal inca
pacit)" or age by a ('ollrt of competent jurisdidion, may act on behalf
of the indi,-idual.

"(i) (1) CRunNAl. PE:-lALTIEs.-Any officcr or employee of an
agency, who by \'irtue of his employment or official position, hilS pos
session of, or access to, agency records which contain individually
identifiable information the disclosure of which is prohibited by this
section or by rules or regulations established thE'reunder, and who
knowing that disclosure of the specific material is so prohibited, will
fully discloses the material in any manner to IIny person or ageuc\" not
entitled to recei"e it, shall be guilty of II misdl'meanor and fined not
more than $.'\,000.
"(~) An; offil'('r or l'mploye(' of any ng('IH'y who willfully maintains

11 system 0 l'eeords without meeting the notice requirements of suh
section (e) (4) of this section8hall be guilty of a misdemeanor and fined
not more than $5,000.

"(3) .\ny person who knowinglv and willfullv requests or obtains
any record concl'l'I1ing an individual from nn ag:ency under false prc
tenses shall be guilty of a misdemeanor and fined not more than $5,000.

"(j) GENERAL EXEMPTlol'is.-The head of any agency may promul
gate rules, in accordance with the requirements (including generat
notice) of sections 55:l (b) (1), (2), and (3), (c), and (e) of thIS title, 5 usc 553.
to exempt any system of records within the agency from any part of
this section except subsections (b), (c) (1) and (2), (e) (4) (A) through

19
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5 usc 553.

5 USC 552.

18 USC 3056.

(F), (e) (6), (7), (I)), (10), and (11), and (i) ifthe system ofl'ccords
i~

"( 1) mnintain~d hy the Centrnl Intellil,rencc Agenc)'; or
"(2) lIIainl ain~ll by an 1l1,'1\nC)' or com'ponent thereof which

pl.'dul"lns as its princlpnl fnnction nny activity Jlertainin~ to the
~nfol'l'enl~nt.of cI'iminal In ,,"s. including' police elf0l1s to prevent,
('uutl'Ol, ur rf'dllcc crime or to apprehend criminals, and the activ
ities of prOS('clltors, C01ll18, correctional, probation, pardon, or
paroll\ lluthorities. allli which consists of (.\) informntiou com
pilell for the pm'pl'S{! of identif.vin~ inllh'iduul criminal olTenllel'S
and Illl('~ed oft'ellllel'll and consisting only of idl\ntifying- data
and nntlltions of IUTest!;. the nnt.1I1'll anll (lispositinn of' ('J'illlinlll
charges, sentencing, confinement, release, and parole and proba
tion statns; (B) infornmtion compiled for t.he pnrpose of II

criminal im·est.iA'ntion. indllliing' rcportll of infomlllots nnd
investigator,;, nnll a!wocinted with nn id~ntifinble indi"ilillal; Ill'

(C) I'eports id~ntifiable to 11.11 individual comriled at. any stage
of th(' III'()('I'SS of enfOl,(,(,lIlent of the I'I'imina law!; fl"OlII nrl'l'.st
01' iUIlichlll'nt thl'Ongh release fmlll supel'vision,

At the time mles al'C adopted under fhis subsection, the afucy shall
include in th(' ~t:ltl'ment I'I'(/uil'('11 uuder le(,tion 553(c) 0 this tith·,
the 1'('nSlI/IS why th~ systl'm of records is to be exempted fl"Om a pro
vision of this "(.'('t ion,

"(k) 81·t;<·...·I<.' EXE:\II'TION8,-The hend of Rny agency may pro
lIIulgnte rU11.'8. in accol'dance wit h the reCfuirements (including KCneral
notice) of S('l'tions 55:~(b) (1), (2), and (:l), (c), Ilnd (I') of this title,
to e:wmpt any s~'stl'm of recIll'lls wit.hin the ar.-I'nc)' fr:om subsl'l'tions
(c)(3). (<I), (1.')(1), (1.')(4) (G), (H), lind (I) and (f) of this sec
t ion if the sJsttom of records i8--

"( 1) slIhjel:t. to the provisions of S('(·tioll_552 (h) (1) of thi!! title;
"(2) investigatory Itult('riul compiled for law enforct~m('nt1'"1'

poses, othel' thnll materinl withir. the ~('0f1e of !omlJsect.ion (j) (2,
of this S('ct.ioll: Prrmidp(l. '(olr.p,·er. That if allY im!ividual is
lieni!'fl nu." rigllt. privilege. or benl'fit that. hI' "'ould othl'rwise
be t'lititled h,v Fell('rnl law, or for which h(' wonld otherwi!le he
eligible. as II. J'eslllt of the maint.ennnce of sllch mat.el·ial, such
material shnll 00 providell to slIch inllividnnl, I'xcl',,1 til t.h~ I\xtlmt
thilt th" diRe!OSllrt· of SlIch mntl'rial won III 1'(,\,1'1l1 the irlf'lItit y of
a SOllrCI', who furnishl'd ill formation to the (Jm·el'unu·nt. 'mIle;' lUI

express promise that the il1ent.it,\" of tlw ROurcl' wo1l1rl he held in
confidence, or, prior tl) the eft'l'.('tive dllt" of this S(>ctiont lIuder
an implied promise thut. the identity of the SOUl"Ce would be held
i0 COli fidence ;

"(:l) mniulnincd in connectioll with pl'Ovidill~ pl'otective serv
ic('s to the P)'('sident of the Unit.ed States or other individuals
pUJ':>uant to st!('tion 3Or.li of litle lR;

"(4-) required by statute to be ll11liutuincd and used ~olely as
statistical records;

"(!i) investigatory material compiled solely for the PUI'pose of
detl'rminin~ suitabilitv. I'liA'ibility, 01' (Iunlificlltious fOl' Federal
civilian employment,· milit.ary scrvi('e, Federal contracts, or
access to classified information, hut only to the extent that the
disclosure of such mnterial would l'eVl'lll the idf'utity of a source
who furnished infOl'matioll to the Go\(ernment nnder an eXp1"ellS
promise that the identity of the source would be held in confi
dence, or, prior to the eft'ective date of this section, under an
implied promise that the identity of the soul'ce would be held in
confidence;

"(6) testing or examination material used solely to detemJine
individual qualifications for appointment or promotion in the
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Federal sen'iel' the disdosllll' of which would eOlllpromise the
objedh'ity 01' fairness of tht\ tl'stin~ 01' examination }>I'(l('ess; or

"( 7) cmluation nUltl\l'ill1 used t~ dt'tel'llline poh'lltild for prQ
1Il0tion ill the armed seITic(·s. bnt only t~ the extl'nt that the
disrlosure of such matt'rinl wo'uld \,('wa'l the idl'utity of a source
who furnished infol'lllation til the GOn'I'lIl1lent UUdCl' all l'XI>rCSS
promise that the identity of the source ,,"ould be held iu conti
dence, or, prior to the eflect.ive date of this !<I,ction. ullde)' all
implied promise that t.he identit.y of the sollrce would be hdl] in
confidence,

At the tilll!' rules aloe adopted IIl1d('I' this 1IIl1lJRediou. tht' 1Ig-I'III',}" shall
illcltllh' in tht' stfltl'nwnt 11'<l"il'('d ulld.'I' !M'dioll aM (c) of tltis title,
the l'('I180IIS why the. SJStl'1II IIf I"l'conls is til II(' I'Xl'llIptl'd fl'om II PI'O
vision of this section,

"(I) (1) ARt'\lI\",\I, Rt;culm",-!<:lIch 11/."'111',\' rl'elll'li which is Aecl'pted
hJ the Achninistl'lltol' of (lI'II('1'al Hen'iec'S fOJ' llt0l11!!t', pl'O('l'ssillg', nlld
seJ'\'iciuj,t ill nl'cOI'dllnce with llt'l'tion :HO;{ of title.J.J shall. for thl' pUI'·

poSt's of this scl'tioll, be eonsidl'l'l'd to 1K' lIIaintltilll'd hy the aj{l'ncy
which d"posited lhe record IIl1d shnll h!' RlIl>jl'l't to the pl'lwisions of
this seetion, The Allmin:stl'llhll' of (;I'III'/'ll 1 H','ITiel's shnll 1I0t disC'loso
the r('('onlI'Xl'l·pt. to thl' ngl'lIcy ",hi,'11 IIlUilltllillS thl' 1'1'1'01'11. 01' IIndcr
rules established by that agency which 111'1' not incollsistl'nt with the
pml'j!'iolls of this St'.ctic)JI,

"(2) Each agency recOl'rl pertnining to nn idclltifiable individual
which was transfel'fed to the National Archives of the United States
liS a l'ecol'd which has sufficient historical or other value to Ivnrmnt
its continued preservation by the Unitt',d Stntes Government, prior to
the effcctive date of this section, shall, for the purposes of this section,
he eOllsillel'('d to he lIIailltnillE'd hv the ~ntionnl .\rrhivcs nnd shall
not be slIhject to the 1)\,O\'isiolls of this Sl'<,tioll. E'XI·E'.pt that 1\ st.AtE'IlICllt
/,,'1lIlCl'lllly "esl'l'ihill~ slleh l'e(,ol'lls (nwdelecl nftel' tlu' I'Cqllirelllents
relnting to l'ecOl'c!s suhjl'Ct to slIhsedions (t\) (4) (A) through (0) of
this section) shall be published in the Federnl Re~istt'r.

"(3) Ench agency record peltaining to an identifinble individual
which is trnnsfefl'ed to thc National Archives of the United States ns
a recol'<l which hilS sufficient historicnl 0\' other value to warrnnt its
continued pl'esel"vation by the United States GO\"ernmcnt, on or after
the effective date of this section, shall, for the purposes of this section,
he cOHsidered to be maintained by the Nntional Archivcs and shall be
exempt from the requirements of this section except subsections (e) (4)
(A) throngh (0) nnd (l',) (9) of this seetion, •

"(\II) GOV};UNHENT CONTRACTORll,-\Vhen nn ngency provides by a
contmct for the operation by or on behalf of the agency of a system
of n'cords to accomplish an a~ncy function, the agency shall, con
sistellt with its authority, cnnse the requirements of this section to be
applied to such system. For purposes of subsection (i) of this section
any suc~ contractor and any employee ,of sircit cont~flctol': if such
contl"act IS ngreed to on or after the effectl've date of thIS section, shall
l>e considered to be an employee of an agency.

"(n) MAILING LIsTS.-An individual's name nnd address lIlay not
be sold 01' rented by an a~ncy unlt'ss such action is specifically author
ized by law, This prOVIsion shnll not be construed to require the
withholding of names and addresses otht'l'\viSt' permitted to be made
public,

"(0) RE~RTmr NEW SYSTEMs.-Each ngE-ncy shall pl'Ovidc nd('cillate
advance notice to Congress and the Officl' of ~lnna",,,'mt'nt IlncllllldA'et
of any }?roposal to establish or alter any s)'stem of records ill order
to permIt an evaluation of the probable or potential effect of such
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pro~l on the privacy and other personal Or property rights of
mdlviduals or the disclosure of information relating to such indi
viduals] and its effect on the preservation of the constitutional
principIes of federalism and separation of powers.

"(p) ANNUAL RJi:I'QRT.-The President shall submit to the Speaker
of the House and the President of the Senate, by June 30 of each
calendar year, a consolidated report, separately listing for each Fed
eral agency the number of records contained in any system of records
which were exempted from the application of this section under the
provisions of subsections (j) and (k) of this section during the pre
ceding calendar year, and the reasons for the exemptions, and such
other information as indicates efforts to administer fully this section.

(q) EFFECT OF OrUER LAws.-No agency shall rely on any exemp
tion contained in section 552 of this title to withhold from an indi
vidual any record which is otherwise accessible to such individual
under the provisions of this section.".

SEC. 4. The chapter analysis of chapter 5 of title 5, United States
Code, is amended by inserting:
"M2a. Records about Indlvldnals."

immediately below:
"552.· Public Information; agencl ruletl. opinions, orders, and proeeedlngs.".

SEC. 5. (a) (1) There is established a Privacy Protection Study
Commission (hereinafter referred to as the "Commission") which
shall be composed of seven members as follows:

(A) three appointed by the President of the United States,
(B) two appointed by the President of the Senate, and
(C) two appointed by the Speaker of the House of Representa-

tives.
Members of the Commission shall be chosen from among persons who,
by reason of their knowledge and expertise in any of the following
areas--eivil rights and liberties, law, social sciences, computer tech
nology, business, records man~ment, and State and local govern
ment-are well qualified for service on the Commission.

(2) The members of the Commission shall elect a Chairman from
among themselves.

(3) Any vacancy in the membership of the Commission, as long as
there are four members in office shall not impair the power of the
Commission but shall be filled in the same manner in which the original
apptlintment was made.

(4) A quorum of the CommiBBion shall consist of a majority of
the members, except that the CommiBBion may establish a lower num
ber as a quorum for the pu~ of takin~ testimonIo The Com
mission is authorized to establIsh surh committees and delegate such
authority to them as may be neceBBllry to carry out its functions.
Each member of the Commission, including the Chairman, shall have
equal responsibility and authority in all decisions and actions of the
CommiBBIon, shall have full access to all information nece88&ry to the
J16rformance of their functions, and shall have one vote. Action of
the CommiBBion shall be determined by a majority vote of the mem
bers present. The Chairman (or a member desj~ted by the Chair
man to .be acting Chairman) shall be the offiCIal spokesman of the
Commission in its relations with the Congress Government agencies,
other persomi, and.the public, and, on behalf ol the Commission1 shall
see to the faithful execution of the administrative policies an(1 deci
sions of the Commission, and shall report thereon to the Commission
from time to time or as the CommiBBion may direct.
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(5) (A) Whenever the Commission submits any budget estimate
or request to the President or the Office of Management and Budget,
it shall concurrently tranSJni~ a. copy of ~hat re1ue~t to.Congress.

. (B) Whenever the Commlsslon submits any eglslatlve recommen
dations, or testimony, or comments on legislation to the President or
Office of ~{anagementand Budget, it shall concurrently transmit a copy
thereof to the Congress. No officer or agency of the United States
shall ha,"e any authOl'it;r to require the Commission to submit its
legislative recommendatIOns, or testimony, or comments on legisla
tion, to any officer or agency of the United States for approval, com
ments, or review, pr-ior to the submission of such recommendations,
testimony, or comments to the Congress.

(b) The Commission shan~
(1) make a study of the data banks, automated date. process

ing ]>l'Ograms, and information sy~tt>ms of governmental,
rt-gional, and private orgnnizations; in Ol'der to detennin6 the
~tandllrds and proc't'durt-s in force for th!' pl'Ot!'ction of personal
information; and

(2) recommend to tht- President nnd the Congress the t-xt!'nt,
if any, to which the requirements and pI'inciples of section 552a
of title 5, United Stll.tes Codt-, should be'applied to the informa
tion prnetices of tho~e orgnnizlltions lly It>g-isilltion, administrnti'-e
action, or voluntuy adoption of such requirt-mt-nts and principles,
and report on such other legislative l'ecommendations as it may
determiue to be necessary to protect the privacy of individuals
whill' meeting the legitimate needs of government and society for
information.

(c) (1) In the course of conducting the study required under sub
section (b) (1) of this section, and in its reports thereon, the Com

'mission may research, examine, and analyze-
(A) interstate transfer of information about individuals that

is undertaken throug-h manual files or by computer or other elec-
tronic or wlecommunications means j .

(B) data banks and information programs and systems the
operation of which significantly or substantially affect the enjoy
ment of the privacy and other personal and property rights of
individunIs j

(C) the use of Boci:ll secl\l'ity numbers, license plnte numbers,
uuinrsal identifiers, and other symbols to identify individuals
in data banks and to gain access to, integl"Ute, or centralize
information syswms and files; and

(D) the matching and Rnnlysis of statisticRI data, such as
Federal census data, with other sources of personal dnta, sneh as
automobile l'e~istri!'s and telephone dir'ectories, in order' to
reconstruct individual responses to statistical questionnaires for
commercial or other purposes, in It way which results in 0.

violation of the implied or explicitly recognized confidentiality
of such information.

(2) (A) The Commission may iuclude iu its examinntion personal
information activities in the following 81'Cas: medical j insurance j
education; employment and personnel j credit, bankill~ and financinl
institutions j credIt bureaus j the commercial report ing mdustry ; cable
tele,-ision and other telecommunications mt-dia j travel, hotel and
enwrtainment resen'ations; and electl'Onic check processing.

(B) The Commission shall include in its examination a study of~
(i) whether a person engaged in interstate commerce who

maintains a mniling Ii!lt should be required to remove an
individual's nnme and address from such list upon request of
that indh'idual j
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(ii) whether the Intelnal Revenue Serviee should be pro
hibited from transfering individually indentifiable data to other
ageneies and to ageneil'Jl of State governments;

(iii) whether the Federal Government should be liahle for
gene..,,1 dnmages ineurred b~' nn indh'idnal as the result of a will·
ful or intentional violation of the provisions of scetions 552a (g)
(1) (C) or (D) of title 1$, Unit~d Stntes Code; and

(iv) whother and how the stlmdards for security nnd con·
fidcntllllitv of records required under section 552a {e) (10) of
such title" should be applied whell n record is diS('losed to a
person other than all agency.

(C) The Commission mny study snch other pl'rsonal information
ft(,tiv1ties ncccsslIrv to carry out thc eongl't'll8iolllll policv embodied in
t.his Act, except tliat the Commission shan not itl\'cstigaie information
sxste.ms maintnilled by religious organizations.

• (3) In condncting snch study, the Commi!l.'lion shall-
(A) determine what 11IW~, Execntive orders, l'e/rulatiolls,

directives, and judicial rlecisions govern the act.ivities under stnrl)'
nnd t.he extent to which they nrc consistent with the ri~hts of
privacy, due 1)1'0(1.'88 of hi"" lind other gual'flntees In thl'
Constitntion j

(ll) detel'minc to whnt extent gO\"C'l'IIlIIcntal nnll private
information S\'stems afFelt Ferll·.ral-Stat(· relations or the
princ'iple of separation of pOWI'I'S j

(C) examIne the standards nnd critel'in go\'erning progrnms,
policies, and pl'llcticcs rclnting' to the collection, solicitin~,
pl'oce5Sing, usc, access, int{'g'l'lItion, disseminntion, nnd t!'nnslllis
sion of pel'SOnaI informntion ; lind

(J)) to the maximnm extent prncticnble, collect and utilizE'
findings, rl'ports, studies, h('nl'ing transcripts, nnd l'('colllllle1l(\a
tions of A"O\"ernrTJentlll, le/{islnth'e tlnd pl'i\'nte bodies. institutions,
organizntions, and indiVldllals which pertain to the lwobll'ms
undcr still.}' uJ t.he Commission.

(d) In addition to its other functions the ('oJnmission may--
(1) r('(llIl'st nssistnnce of the hPllds of nppmpriate depal1:lI1cnts,

1Ig'l'nl·ips. nnrl instrullJentnliti,'s of till' FeclPl'nl GO\'e\'lIl\lent, of
Statl' lind locnl I!0vernments, nml othel' persons in currvin/!; ont
its functions unrlel' this Act: .

(2) upon \'ef(lIe~t. nssist Federalnw-ncil>s in complying with the
I'pf(uirenll'nts of section 552a of titll' n, lTnitNI Statl's ('otle:

(il) detl'11nine whnt specific categorips of information, the col·
lection of which ,,"onlrl \'iolate nn indil'idnal's rijIht of primcr,
s~ould he prohibiterl by statlltl~ from collection lJy Federal ngl'n
cles: lind

(4) upon request, prepare model ll'gislation for IISC by State
and locnl gowl'nJnl'nts in establishinlol' !>r()('erlnres for luinll1iug,
mnintaining, and rlisseminating personal information nt the State
nnd local I('\"c} nnd provirle such technical assistance to State :lnd
locnl gowrnments as they mil V" reCJuire in thE' prppnrntion nnd
implementation of sl\('h Il'gislniion.

(e) (1) The Commission rna.", in cnrrying out its functions undpr
this se('tion, ('onduct sllch inspections. sft anrl act at such times and
plncl's, holtl such hearin~. tnke such testimony, I'equire by subpena
the nttendnnl'e of such witnes..c;es nnd the prodnction of snch books,
r{\('ords, pnpers. correspondence, nnd documents, administer snch
onths, ha\'c snch printing and bintliug rlonp, lind make such eX!?I'IlIIi
tures ns the Commission deems nllvisnble, A suhpcma shall he ISSI\('rl
only npon an affirmntil'{\ vote of n majorit:,' of nlll\lE'mbers of the Com-
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mission, Subpenns shull be issued uuder the siWlntlll'e of the Chair·
muu 01' auy lIlemhl'l' of the Commission desiKnnted by the Chllinnan
llnd shl\l1 ~ sen'ed by ony pel'Son designnted by the dhnirmnn or ony
such memllt'r, Any membE-r of the Commission may ndminister oaths
ol'uffil'lnntiolls to witnesses ap{>\'al'iu~ before the Commission,

(2) (A) Each deplll'tment, ngency, and instrumentnlity of the exeeu·
til'e branch of the Go\'cl'llment is authorized to furnish to the Com·
mission, upon requt'st made by the Chairmnn, such information, data,
reports and such other nssistance as the Commission deems necessary
to carl'y Ollt its functions undel' this sllrtion, "'henever the head of
any sUl'h depart.ment, agency, or inst1'llmentality submits a report
pursuant to SC<'tion 5li2a (0) of title II, United States Code, a copy
of such report shall be trallsmitted to the, Commission,

(B) In carrying out its functions and exercising its powers under
this seetiol'l, the Commission may ac.ccpt from any such department,
ngl'lu'.y, iudl'pendl'lIt, instruml'lItnlit)" or other person llny individu
lilly iudlmtifiable datn jf such data is l,Ieccssnry to carry out such powers
and functions, In anl case in which the Commission accepts any
such information, it shall assurll that the information is used only
for the purpose for which it is fl'ovided, and upon completion of that
purpose such informlLtion shal be destroyt'd or returnr.d to such de
partml'lIt, agency, independent instrumentality, or person from which
It is obtlLined, as a}?propriate.

(3) The Commission shall ha\'c the power to--
(A) appoint and fix the compensation of an executive director,

and such additional staff personnel as may be necessary, without.
regard to the provisions of title II, United States Code, govern
ing appointments in the competitive service, and without regard
to chapter III and subchapter III of rhnpter 53 of such title reo
lating to classification and Gel1l~ral Schedule pay rates, but lLt rat!.'s
not in excess of the mlLximum ratt' for GS-18 of the GenerlLl
Schedule under section 11332 of such title; and

(B) procure temporary and intermittent services to the same
extent IL8 is authorized by section 3109 of title Il, United States
Code,

The Commission may delegate any of its fnnctions to such personnel
of the Commission as the Commission may designate and may
authorize such successive redelegations of such functions as it may
deem desirable.

(-l) The Commission is aut.horized-
(A) to adopt, amend, and repeal rules and regulations govern

in~ the manner of its operations, organization, and personnel;
(B) to enter into contracts or other al'l'angements or modifica

tions thereof, with any government, any department, agency, or
independent inst.rumentality of t,he United St.ntes, or with any
person, finn, association, or corporation, and such contracts or
other arran~ments,or modifications thereof, may be entered into
without legal consideration, witllout performance or other bonds,
and without regard to section 3700 of the Revised Stl\tutes, IL8
arnended (41 U.S.C.II) i

(C) to make advance, progress\ and other payments which the
Commission deems necessary unl1er this Act without regard to
the p!Ovisions of section 3648 of the Revised Statutes, as amended
(31 U.S.C.1I29) j and

(D) to take such other action as may be nCCJSBary to C&I'ry out
its functions under this section.

RDiUL IIOlSTII. VOL 40, NO. llt-THUISDAY. JUNI 19, "71
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Co,"pensation.

'Per diem.

5 USC 5332
npte.
Travel ex
penses.

Report to
PresIdent
and Congress.

Penalties.

5 USC 55290
note.

Ante, p. 1897.

5 USC 55290
note.

, (f) (1) Each [the] member of the Commission who is an officer or
empfoyee of the United States shall serve without additional compen
satIon, but shall continue to recei ve the salary of his regnlar position
when engaged in the performance of the dnties "I'sh·d in the Com
mission.

(2) A member of the Commission othl'rthan olle to whom par'agraph
(1) applies shaH receive per di('m at the maximnm daily rate for
GS-18 of the General Schedule when I'ngaged in thl' actnul per
formance of the duties vested in the Commissioll.

(3) All members of the Commission shall be rpimbnrsed for travel,
subsistence, and other necessary I'xpenses inclll'I'ed by them in the per
formance of the duties "I'sted in the Commission.

(g) The Commission shall, from time to time, and in 1111 annual
report, l'\'port to the President and the Congrpss on its aclivities ill
carrying out the provisions of this sl'ction. The Commission shall make
u final rl'port to the President and to the' Con~ress on its findings
pursuant to the study requi red to bl' made und('r subsl'ction (b) (1)
of this section not latH than two yeurs from till' date on which all of
the members of the Commission ar'e nppointell. The Commission shall
cease to exist thirty days after tlll~ date on which its final report is
submitted to the President and tIl(' Con~ress. .

(h) (1) Any member, officer, 01' employee of the Commission, who
by virtue of his employment or official position, has posS<'ssion of, or
acccss to, agency records which contain individually identifiable infor
mation the disclosure of which is prohibited by this section, and who
knowin~ that disclosure of the specific material is so prohibited, will
fully dlsl'loses the material in any manner to any person or agency
not I'ntitled to r'ecei"e it, shall be guilty of a misdemeanor and fined
not more than $5,000.

(2) Any person who knowingly and willfully requests or obtains
any record con('erning an individnal from the Commission under false
pretenses shall be guilty of a misdemeanor and fined not more than
$5,000.

SEC. 6. The Office of Management and Budget shall-
(1) de"elop guidelines and regulations for the use of agencies

in implementing the provisions of section 55211. of title 5, United
Statl's Code, as added by section 3 of this Act j and

(2) provide continuinl;!: assistance to and oversight of the im
plementation of the prOVisions of such section by agencies.

SEC. 7. (a) (1) It shall be unlawful for any Federal, State or local
government agency to deny to any individual any right, benefit, or
privilege provided by law because of such individual's refusal to dis
close his social security account number.

(2) the provisions of paragraph (1) of this subsection shall not
apply with respectto-

(A) any disclosure which is required by Federal statute, or
(B) the disclosure of a social security number to any Federal,

State, or local agency maintaining a system of records in existence
and .operating before January 1, 1975, if such disclosure was
reqUired under statute or re~l\lationadopted prior to such date to
verify the identity of an individual.

(b) Any Federal, State, or local gO~'ernment agency which requests
an individual to disclose his social security account number shall
inform that individual whet.her that disclosure is mandatory or volun
tary, by what statutory or other authority such number is solicited,
and what uses \Vi,II be made of it.

[PR Doc.76-18142 Piled 6-111-75;8:45 amI
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SEC. 8. The provisions of this Act shall be effective on and after the
date of enactment, except that the amendments made by sections 3 and
4 shall become efl'ective 270 days following the day on which this·Act
is enacted.

SEC. 9. There is authorized to be appropriated to carry out the pro
visions of section 5 of this Act for fiscal years 1975, 1976, and 1977 the
sum of $1,500,000, except that not more than $750,000 may be expended
during any such fiscal year.

Approved December 31, 1974.

LEGISLATIVE HISTORY:

HOUSE REPORT No. 93-1416 accomp~ing H.R. 16373 (Comm. on Government
Operations) •

SENATE REPORT No. 93-1183 (Comm. on Government Operations).
CONGRESSIONAL RECORD, Vol. 120 (1974):

Nov. 21, considered and passed Senate.
Dec. 11, oonsidered and passed House, amended, in lieu of

H.R. 16373.
Dec. 17, Senate concllZ'red in House amendment with amendments.
Dec. 18, House concurred in Senate amendments.

WEEKLY COMPILATION OF PRESIDENTIAL DOC'JMOOS, Vol. 11, No. I:
Jan. 1, Presidential statement.

o

Effective date.
5 USC 552&
n:>te.

Appropriat10Zl.
5 USC 552a
note.
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Director, Olllci ot Plreonn.1 ..nd M..npQWlr
(SD/PM), Allnc)' tor Internatlon..1 De
Yllopmlnt, Rotal)'n Pi....., Room 100. 1801
North Klnt StNet. Arllnlton, VlrIlnl&
22209.

B,. MAn,

Dlr.ctor, Olllc, ot P.reonn.1 ..nd M..npow.r
(SD/PM). AI.no)'· tor InternatIonal De.
v.lopmlllt. 320 211t Street, N.W., Waahllll
toll, D.C. 20023. Attention: Prlvac)' J..1.. laon
Olllcer.

Cb) Such request should Include Infor·
matlon necessary to Identify the record,
e.I., the individual'S full name, date of
birth, place of birth, present malllni ad·
dreaa, system of record Identification
name and number, If known, and. to
facllltate the retrieval of records con·
talned In those Systems of records which
are retrievable by social security num
bers, the IOclal security number of the
Individual to whom the record pertains.

Cc) With respect to a system of records
which may be maintained by the A,ency
In omces outside the United States, an
IndiVidual may inquire whether he or
she Is the subject of an A,ency record or
may request access to or amendment of
such records by appearln, In person or
by writlnl to the Privacy liaison Oftlcer,
A,eney for International Development,
at the addreaa ,Iven for the applicable
country In Appendix Ii., of this part.

Cd) The Director. Oftlce of PeraoMel
and Manpower, or his or her desl,nee, or,
In the case of an omce abroad, the Pri
vacy Liaison Oftlcer, or his or her desl,
nee, shall, within ten (0) workln, days
of receipt of the request, furnish In
wrltln, to the requestlnl individual
notice of the existence or nonexistence of
any records described in the request.
1 215.4 Time., pl.e.., and requlremenl'

'or Idenlifieallon 0' Individual. mak.
In, requeal••

,a) IndiViduals makin, personal re
quests for notification, acceu or contest
may do so at the place deslanated In
paralraph Ca) of f 215.3. which Is open
from 9 a.m. to &p.m. dally, except satur
days, Sundays. and Le,aJ Public Holl.
days.

Cb) Individuals makin, personal reo
quats for noWication. acceu or contest
at oftlces outside the United States may
do so at the placa desllnated In para
graph Cc) of 1215.3, durlnl the reiUlar
business hours of those oftlces.

Cc) An Individual requestln, luch In
formation In person shall provide such
personal IdentIfication as Is reasonable
under the clrcum.tances to verify the
Indlvldual'lldentlty; e.,., drive.t'sl1cense,
employee Identification card. or medicare
card,

Cd) An Individual requestln, such in
formation by mall shall Include In his
or her request a sl,ned notarized state
ment to ver!!y his or her identity and
which Itlpulates that the individual un
derstands that knoW1n,b' or wl11fully
seeklnl or obtalmn, acce.. to recorl!l
about another Individual under fa1st
pretensu Is punishable by a fine up to
f5,OOO. as provided in section (J) (3) of
the Act.

ment to collect Information, revise per
sonal data collection forms or processes,
and maintain Almcy records In a man
ner that wUl prevent an unwarranted
Invasion of privacy of t~oee Individuals
who are the subjects of Alency recorda.

Cb) These reiUlatlons establish the
procedures by which an Individual may
obtain notification of the existence of
Aleney records pertalmnl to that Indi
Vidual, lain access to thoee records, re
quest an amendment or correction to the
records, and appeal adverse decisions to
requests for amendment or correction of
Alency recor~.

Cc) The A,ency separately states and
publishes In the FEDEIIAL REOIITEII a pub
lic notice of the existence and character
of systems maintained by the A,ency.
pursuant to the provisions of sections
Ce) (4) and Ce) Clll of the Privacy Act of
1974 C5 U.S.C. 552a; 88 Stat. 1896).
• 215.2 Definition.,

Ca) "Act" 'means the Privacy Act of
1974 C& U.S.C. 552a; 88 Stat. 1896);

Cb) "Alency" meanJI the A,ency for
International Development, Its omces,
bureaus, divisions, and poets abroad;

Cc) "Amend" shall Include the amend·
ment or correction of a record;

Cd) "Individual" means a citizen of
the United States or an allen lawfully
admitted for permlCnent residence;

Ce) "Maintain" Includes maIntain, col
lect, use or dlasemlnate;

(f) "Record" means any Item, collec
tion, or Iroupln, of Information about
an Individual that Is maintained by an
alencY,lncludll1i, but not limited to, his
education, financial transactions, medl·
ca! history, and criminal or employment
history and that contains his name, or
the Identltyln, number, symbol. or other
Identlfylnl particular assl,ned to the
Indlvtduat, such as a finler or voice print
or a photo,raph ;

CI) "Routine use" means, with respect
to the disclosure of a record, the use of
such record for a purpole which Is com·
patlble with the purpose for which It
was collected;

Ch) "Statistical Record" means a rec
ord In a system of records maintained
for statlatlcal research or reportlna pur
po8es only and not used In whole or In
part In maklnl any determination about
an Identlftable IndiVidual, except as pro
vided by section 8 of title 13;

(I) "System of Records" means a Iroup
of any records under the control of any
aaency from which Information Is re
trieved by the name of the Ind1v1dual or
by some Identlfyln, number, symbol. or
other Ident!!yln, partiCUlar assllned to
the indiVidual.
1215.3 Procedure. 'or requeal. per.

lalnln, 10 IndlyldulIl record. In a."..
10m 0' record••

Ca) Requests tor notification of, acceaa
to, or amendment of A,ency records con
tained In a system of record pertalnlnl
to an Individual may be made In person
or by mall as follows:

PurpOH and ICOp'.
Dellnltlon•.
Proc.durea tor r.queate pertalnlD, to

Indlvldu..1 record. In a .)'.tem or
r.cord•.

215.' TIm... pl..ce. and r'qulr.m.nte tor
Id.ntlllcation or IndlYlduala mat
Ing requeaU.

215.0 Acce.. to r.qu..ted Inrormatlon b)'
IndIvIdual•.

210.8 Sp.clal procedurea: M.dlcal recorda.
210.7 Requeat tor correction 01' amendm.nt

to r.cord.
210.S AI.nc)' ravlew ot r.queat ror correc

tIon or ..m.ndm.nt to record.
215.9 Appeal ot Inltl"l &dYer......llC)' d.

terminatIon on cOl'rectloD or
am.ndment.

210.10 DllCloaur. ot record to pereon other
than the IndivIdual to wbom It
pert..ln••

215.11 Peea,
210.12 P.namea.
21&.13 O.neral exemptlona.
215.a Speclllc lllemptloD•.
AppendIx A

A1JTJlOaJ'I'Y: S.c. 821, Porelrn AlllataDCI
Act ot 1981. U Amonded, (~2 U.S.C. 28S1: 70
Stat...01: "08. 3, " Admlnlatr..Uy. Proe.
dur.. Act CO U.S.C. 563; 80 Stat. 237): Prl
vac)' Act ot 19,. CPub. J... 93-079: 0 O.8.C.
002..; SS Stat IS98).

• 215.1 Purpote and 1C0pe.

Ca) It Is ·the purpose and objective of
the Agency for International lJevelop-

Title 22-Forel,n Relltlonl
CHAPTER II-AGENCY FOR INTERNA·

TIONAL DEVELOPMENT, DEPARTMENT
OF STATE

IA.I.D. He,. 101
PART 215-REGULATIONS FOR IMPLE·
MENTATION OF PRIVACY ACT OF 1974
On AUiUst 27, 1975, a document was

published In the FEDIRAL REOISTIR C40
FR 39447) propoeln, to add a new Part
215 to Cllapter II of Title 22 of the Code
of Federal Re,ulatlons relatln, to the
Implementation of the provisions of the
Privacy Act of 1974 CPub. L. 93-579; 88
Stat. 1896).

The proposed re,ulatlons contained
procedures for determlnln, whether or
not an Individual Is the subject of a rec
ord In a system at records maintained by
the A,ency; set forth the time, placeCs)
and requirements for Identification of In
dividuals makin, requests for noWica
tlon, accell, correction or amendment of
recorc1s; and permit appeaJs of Initial ad
verse deter,mlnatlons by the Alency with
respect to the amendment or correction
of records. The propoeed rules a1Io es
tablished fees for provldln, copies of rec
ords In certain circumstances and set
forth rules for exemptln, some Systems
of records from certain provisions of the
Act.

Interested persons were Jiven untD
September 26, 1975, to submit written
data. views, sUliestlons and ari\Ul1ents
concernln, the proposed rules. AU com
ments received were ,Iven full and fair
consideration. No chanaes, .except those
to correct tYPQIraphlcal errors or lan
iUa,e chan,es for clarification, are re
quired to be made.

22 CFR Chapter II Is amended byadd
In, a new Part 215, readlnl as follows:
sec.
210.1
215.2
210.3



§215.4
1975

TRANS. MEMO NO,

18-1 II: 1

App 12B

AID HANDBOOK 18, Part III

(e) Verlftcatlon of Identity as set forth
In paragraphs (c) and (d) of this section
shall not be required of individuals seek
Ing access to records otherwise' available
to any member of the public under the
Freedom of Information Act (5 U.S.C.
552; 88 Stat. 1561> .

(f) An Individual who wishes to be
accompanied by another person when
reviewing a record shall furnish the
Agency with a written statement author
izing discussion of his or her record In
the presence of the accompanying per
son. Such statement need not contain
any reasons for the access or for the
accompanying person's presence.

§ 215.5 Acce.! 10 rt'que~lffl informalion
by individual••

(a) Upon receipt of a request by an
Individual made In accordance with the
provisions of t 215.3, such individual shall
be granted access to any record pertaln
Ina to him or her which Is contained In a
system of records maintained by the
Agency.

(b) Notwithstanding the provisions of
paragraph (a) of this section, access will
not be allowed an Individual to Informa
tion or records compiled by the Agency
In reasonable anticipation of a civil or
criminal action or proceeding.

(c) Whenever possible, access to re
quested records will be granted :

(1) Where the request Is presented In
person and the record Is readily available,
promptly upon receipt of the request. for
access, determinatiOn that access to the
record may be granted, ver1t1cation of
the Identity of the Individual seeking
access, and, where applicable, receipt of
consent to discuss the record with a per
son accompanying the individual:

(2) Where the request Is made by mall,
the record wUl, whenever possible, be
provided within ten (0) working days of
receipt of the request.

(d) Where access to a record cannot
reasonably be granted as provided in
paragraph (c) (1) and (2) of this section.
the Agency will acknowledge In writing
receipt of the request for access and Indi
cate a reasonable time within which ac
cess to the record can be granted.

(e) Where no reasonable means exist
Jor an Individual to have accl!l>s to his
or her record in person, a copy of the
record may be provided through the mall.
No fee will be charged for providing
copies pursuant to this subsection.

§ 215.6 Spec:ial procedures: Medical
re.:ord••

If the Director, Omce of Personnel and
Ma!1power, determines that the release
directly to the Individual of medical rec
ords maintained by the Agency could
have an adverse eJrect upon such Individ
ual, the director will attempt to arrange
an acceptable alternative· (such as the
release of said information to a doctor
named by the Individual> In granting
access to such record.

§ 215.7 Requ.,.t for eorr.,.,l;on or
amendment of ~rd.

(a) An individual may request the
Agency to correct or amend a record per~

talnlng to him or her which the individ
ual believes Is not accurate, relevant,
timely or complete.

(b) Such request must be In writing
and must be presented, In person or by
mall as follows:

IN Pusolf

DIrector. 011I« ot Personnel and Manpower
(5ER/PM). Agency tor International De
velopment. Ros8Jyn Plaza. Room lOll, 1801
North Kent 6treet. Arlington, VirgInIa
22209. Attention: Privacy ·Llalson OIIIcer.

By lotAlL

Director. omce ot Personnel and Manpower
(SER/PM). Agency tor International De
velopment. 320 21st 5t....et. N.W., Wasblng
ton. D.C. 20S23. Attention: Privacy LIaison
Omcer.

(c) Such requests. whether or not sub
mitted on forms provided therefor, must
set forth the following Information:

(1) Identlftcatlon of the system of rec
ords In which the particular record Is
maintained;

(2) The portlon(s) of the record to be
amended or corrected;

(3) The desired amendment or correc
tion;

(4) The reasons for the amendment or
correction; and the request must be ac
companied by evidence, documentation,
or other Information In EuPporl of the
request.

(d) Assistance In preparing a request
to amend a record may be obtained from:
Privacy L1al5on omcer, a.-Iyn Plaza. Room

lOIS, 1601 North Kent Street. Arlington,
VirgInIa 22209.

§ 215.8 Agency ~view of requ_ for
amendmenl of record.

(a) The Agency will examine the In
fo~atlon requested to be amended to
deterinine Its accuracy, tlmeUness, and
completeness, and Its relevancy and
necessity to accomplish a purpose of the
Agency required to be accomplished by
statu~or by executive order.

Cb) Within ten (10) working days
after the receipt by the Director, 01l3ce
of Personnel and Manpower, of a request
made In accordance with this section,
the Director shall ac1qlqwledge In writing
such receipt and shall, after examination
In accordance with the provisions of
paragraph Ca) of this section, promptly
either:

(1) Make any amendment of any por
tion thereof which the indiVidual believes
Is not accurate. relevant, timely or com
plete, and notUy the individual of the
amendment made; or

(2) Inform the Individual of the
Agency's refusal to amend the record in
accordance with the request. the rea
son(s) for the refusal, and the proce
dures established by the Agency for the
Individual to request B review of that
refusal.

(c) If the Agency agrees with the In
dividual's request to amend a record, In
addition to proceeding as set forth in
paragraph (b) (1) of this section, It shall
promptly advise all previous recipients of
the record of the fact that the amend
ment was made and the substance of the

amendment where an accounting of dis
closures has been made.

(d) If unusual circumstances prevent
the completion of Aaency action on the
request to amend within 30 days after the
receipt thereof by the Director, the Indi
vidual will be promptly advised of the
delay, the reasons for the delay, and of
the date by which the review Is expected
to be completed.

(e) If the Agency, after Its Initial ex
amination of the record and the request
for Amendment, disagrees with all or any
part of the Individual's request to amend.
It shall:

(1) To the extent the Agency agrees
with any part of the Individual's request
to amend, proceed as described In para
graphs (b) 0) and (c) of this section;

(2) Advise the Individual of Its refusal
and the reason(s) therefor;

(3) Inform the Indlvl4ual that he or
she may requelit a iurther review by the
Adininistrator or by an o1l3cer of the
Agency designated by the Administrator:
and

(4) Describe the procedures for re
questing such a review, includina the
name and address of tPe o1l3cial to whom
the request aliould be directed.

(f) No part of these regulations shall
be construed to permit: /

(l) The alteration of evidence pre
sented in the course of Judicial, quasl
Judicial or quasi-Ieg1s1atlve proceedings;

(2) Collateral attack upon any matter
whIch has been the subject of jUdicial or
quasi-JUdicial action; or

(3) An amendment or correction
which would be In violation of an exist
Ing statute, executive order or regula
tion.

§ 215.9 Appeal of initial advene agency
determination.

(a) An individual who disagrees with
the ·denial or partial denial of his or her
request to amend a record may ftle a re
quest for review 'of such refusal within
60 days after the date of notification of
the denial or partial denial.

(b) The request for review must be In
writing and may be presented In person
orby mall to:
Adml nl8trator, Agency tor Intel'Il6t1onal De

velopment. 320 21at Street. N.W.• Waablng
ton. D.C. 20623. Attention: Executive Sec
retary, PrIvacy Renew Request.

Both the envelope and the letter should
be clearly marked: Attention: Ezecvtitle
Secretarv, PrIVOCJl Review Request. Such
request should include any documenta
tion, information or statements ad
vanced for the amendment of the record,
and a COpy of the Inltlai adverse deter
mination.

(c) Upon receipt of the request for re
view, the Administrator, or an o1l3cer of'
the Agency designated In writing by the
Administrator, shall undertake an in
dependent review of the Initial determl
nation.

(d) If'someone other than the Admin
Istrator Is designated to conduct the re
view, he or she shall be an omcer who Is
organizationally Independent of or senior
to the o1l3cer or employee who made the
Initial determb'~t1on
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(e) In conducting Ule review. the re
viewing offtclal may, at his or her op
tion. request such additional Information
as Is deemed necessary to establish that
Ule record contains only that Informa
tion whlch Is accurate, timely, complete
and necessary to assure fairness In any
determination which may be made about
Ule IndiVidual on the basis of Ule record.

(f) Within 30 day~ e.fter receipt of the
request for review. Ule AdmJnlstrator, or
the official designated to conduct the re
view. shall advise Ule Individual of the
Agency's final decision. If unusue.1 cir
cumstances prevent the completion of the
review within Ule 30-day period. the
Agency shall. prior to the expiration of
the 30-day period. advise the Individual
In writing of the circumstances prevent
Ing the completion of such review and
Inform hlm or her of Ule date 'by which
the review Is expected to be completed.

(g) If Ule reviewing official determines
that the record should be amended In ac
corde.nce with the Indlvldue.l's request,
the Agency shall:

(1) Amend the record accord1ngly;
(2) Advise Ule Individual of the

amendment; and
(3) Where an accounting of. dlsclos

ures has been me.de, advise all previous
recipients of the fact that the amend
ment was made and Ule nature of the
amendment.

(h) If. after conducting the review, the
reviewing offtclal refuses to amend the
record, In whole or In part, In accordance
with the Individual's request, Agency
shall advise the Individual:

(1) Of Its refusal and the reasons
therefor;

(2) Of the IndiVidual's rlght to file a
concise statement of his or her reasons
for disagreeing with the Agency's deci
sion;

(3) Of the procedures for filing a state
ment of disagreement; •

(4) That any such statement will be
made available to anyone to whom the
record Is subsequently disclosed. together
with a brief statement by the Agency
summarlz1ng Its reasons for refusing to
amend the record;

(5) That to the extent an accounting
of disclosure was maintained. prlor recip
Ients of the disputed record will be pro
vided a copy of any statement of dis
agreement and of the Agency's ste.tement
summarizing Its reasons for refusing to
amend the record; and

(6) Of the indiVidual's rlght to seek
Judicial review of the Agency's refusal
to amend a record as prOVided for In sec
tion (g)(l) (a) of the Act.

§ 215.10 DiecloouN: of ft<:ord to penon
other Ihan the individual to whom it
perlalne.

(a) Subject to the conditions of para
graphs (b) and (c) of this section, the
Agency shall not disclose any record
which Is contained In a sYstem of records
by any means of communication to any
person or other age'ncy who Is not the
Individual to whom the record pertains.

(b) Upon written request or with prior
written consent of the Individual to
whom the record pertains. the Agency

may disclose any such record to a person
or to anoUler agency as requested or au
thorlzed.

(C) Notwithstanding Ule absence of
written consent from the Individual to
whom the record pertains, Ule Agency
may disclose any such record provided
such disclosure Is:

(1) To those omcers and employees of
the Agency who have a need for the
record In the performance of their duties;

(2) Required under the Freedom of In
formation Act (5 U.S.C. 552) ;

(3) For a routine use as defined In
§ 215.2;

(4) To the Bureau of the Census for
purposes of planning or carrying out a
census or surveyor related activity
pursuant to Ule provisions of TiUe 13 of
Ule United States Code;

(5) To a recipient who has provided
the Agency with adequate advance writ
ten assurance that the record will be used
solely as a ste.tlstlcal research or re
porting record; and the record Is to be
transferred In a form that Is not In-
dlvldue.lly Identifiable; .

(6) To the National Archlves of the
United Ste.tes as a record which has sum
clent historical or other value to warrant
Its continued preservation by the United
States Government. or for evaluation by
the Administrator of Qeneral services
or his or her designee. to determine
whether the record has such value;

(7) To another agency or to an instru
mentality of any governmental Jurisdic
tion wi thin or under the control of the
United Ste.te5 for a clvU or criminal law
enforcement activity authorlzed by law:
Provided. The head of the agency or In
strumentality has made a prior written
request to the Director, Omce of Person
nel and Manpower, specifying the partic
ular record and the law enforcement ac
tivity for which It Is sought;

(8) To a responsible person pursuant to
a showing of compelllng circumstances
artectlng the health or safety of an in
dividual If upon such disclosure noUflca
tlon will be transmitted to the last known
address of such IndlvtdUal;

(9) To either House of Congress. and
to the extent of a matter within Its ju
risdiction. any committee or subcommit
tee. or joint committee of Congress, or
subcommittee 01 such Joint committee;

(10) To the Comptroller General, or
any of his or her author1zed represente.
tlves.ln the course of the performance of
the duties of the General Accounting Of
fice; or

(11) Pursuant to an order of a court
of competent Jurisdiction.
§ 215.11 Fees.

(a) Except as provided In paragraph
(b). of this section, and I 215.5(e), fees
for copies of records and documents will
be charged at the rate of 10 cents per
page (one side), limited to size 8\2" by
a" or smaller.

(b) No fees will be charged for pro
viding the first copy of a record or any
portion thereof to Individuals to whom
the record pertains..

(c) If special handling or other than
first-class mall Is requested or required,

the costs Ulereof shall be added to Ule
basic fee.

(d) Remittance may be In the form of
a check, bank draft on a bank In the
United States, or postal money order.
payable to the Treasurer of the United
States, or cash.

(e) A receipt for fees paid will be
given only upOn request.

§ 215.12 Pen-hies and remedies.

The provisions of the Act relating to
penalties and remedies are swnme.rlzed
below:

(a) An IndiVidual may bring a civil
action against the Agency when the
Agency;

(I) Makes a determination not to
amend a record In accordance with the
Individual's request; .

(2) Refuses to comply With an In
diVidual's request pursuant.to 5 U.S.C.
55211. (d) (I) ;

(3) FaJIs to malnte.ln a record con
cerning an Individual with such accuracy,
relevance, timeliness and completeness as
Is necessary to assure fairness In any
deterinlnatlon relating to the qualifica
tions. character, rights. or QPportunItles
of, or benefits to the Individual that may
be made on Ule basis of such record, and
as a result thereof a determination Is
made which Is adverse to 'the Individual;
or

(4) Falls to comply with any other
provision of section (d) of the Act. In
such a way as to have an adverse ertect
on· an Individual.

(b) The court may order the correc
tion or amendment of the record. may en
Join the Agency from withholding the
records. may order Ule Agency to produce
any records Improperly withheld. and
may assess attorneys' fees and costs.

(c) Where a court of competent jUrls
diction makes a determination that the
Agency action was willful or intentional
with respect to 5 U.S.C. 55211. (g) (1) (c)
or (d), the United States shall be liable
for actual damages 01 no less than $1,000.
the costs of the action, and attorneys'
fees.

(d) CrlmJnal penalties may be Imposed
against an omcer or employee of the
Agency who willfully discloses materlal
Which he or she knows Is prohlblted from
disclosure. or who maintains II. system of
records without complying with the
notice reqUirements.

(e) Crlmlnal penalties may be Imposed
against any person who knowingly and
wUlfully requests or obta1ns any record
concerning an indiVidual from an agency
under false pretenses. The ol!enses
enumerated In paragraph (d) of th1s sec~

tlon and this paragraph (e) are mis
demeanors, with fines not to exceed
$5,000.

§ 215.13 Gener.l exemptiona.
(a) Pursuant to 5 U.S.C. 55211. (j)(2),

the Administrator may, where there Is II.
compelling reason to do so. exempt a
system of records within the Agen<:y from
any part of the Act. except subseCtions
(b). (c) U) and (2), (eH4HA) through
(F), (e) '(6). <7>, (9). (10). and (11),

and (j) thereof. If the system of records
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III malntalDed by the AcmcJ' or com
ponent thereof wblcb pert'orma as Its
prlnclpal functtoD IUl7 aet.t'f1t7 perta1Dlng
to the eDforcemmt ~ crtmlDal JaWli, In
cludJna' poUce don. to pre'Yenti, control.
or reduce cr1me or to apprehend cr1m1
nala, and the actl'f1t1es of' prosecutors.
courta. correctloDal. probation, pardon,
or PIU'Ole autborlu.. aDd whlcb con
a1stI of:

(1) lDfomiaUoD compiled for the PUr
poee of JdenUfJ1q IDd1'f1dua1 ct1mlnal
o1reodera aDd allepd offeDd.en aDd con
alIttns~ of 1deD~ data and no
tatlODS of lU"rfBta. the nature aDd dis
posIUon of crIm1Da1 cbarps. 1IeIltenc1ng,
COII1lDement, teIeue. aDd parole and pro
baUcm 8tatul;

(2) lDformaUoD compiled for the PW'
poee of a crlm1DallDvesUptloD. lnclud
In&' reports of JDformantll aDd investiga
tors, and. U80clated with an ldenWlable
lndl'f1c:lU&1; or

(3) RePorta Jdentl1!abJe to an lndlvld
ual comp1led at IUl7 &tap of the process
of enforcement of the crlmlnal JaWli from
arrest or 1Dd1ctmeDt tbro\lcb r'eleue
from aupervlllton.

(1) Each not1ce of alQ'lltem of records
that Ia the 811bJect. of an exemption under
tbl8 secUoD. wDllDclude a statement that
thea~ baa been exempted. the rea
IOns therefor. and. a reference to the
PnftAL :R8amra I8Iue wbere the exemp
Uon rule canbe fOUDd.

(c) The.,.tems of records to be ex
empted UDder sectkm (J) (2) of the Ac.t.
the pro'f1a.\ons of the Act from wblcb they
are being exempted, aDd the Justl1lcatlon
for the exempUoD.s. are let forth below:

(1) Crfmlft4l LGw ••/orc:ement Rec
orda, Th1s lI1lItem of recorda la to be ex
empted from sectlODS (c) (3) and (4),
(d). (e) (1). (2). aDd (3), (e) (4) (0),
(B). and. <D. (e) (5) aDd (8), (f), (g)
and (b) of the Act.. These exemptions are
DeCeII8Ill'Y to 1D8ure the Proper function
In&' of the Jaw enforcement actlvlty, to
protect ccmftdenUal IOU1'Ce8 of lnfonna
tlon, to fu11l.U promJaes of con1ldentlal1ty,
to malntain the 1DtelP1ti7 of the law en
forcement proceclures, to avoid prema
ture dIaclosure of the knowlqe of crim
Inal actlY!.ty aDd the e'f1cIentlary bases of
possible enforcement act1ons. to prevent
Interference with Jaw enforcement pro
ceed1np, to avoid the d.l8c:1osure of Inves
t1ratlve technJ.ques. aDd to avoid the en
dangering of law enforcement personnel.
§ 215.14 Specifie eJl,empliotu.

(a) Pursuant to 5 U.S.C. 552&(k) the
Admlnlatrator may. wbere there la a
compelling reason to do 80. exempt a 8YS
tern of records. from any of the provl
slons of subsectlonll (c)(3), (d), (e)(ll.
(e) (4) (0), (H), and (I), Md (f) of the
Act If a SY8tem of recorda la:

(1) Subject to the prov1alons of t
U.S.C. 552(b) (1);

(2) InvesUp,tory material compUed
for law enforcement purposes. other than
material wlth1n the scope of subsection
(j) (2) of the Act.: Prwldee!, hOfDever.
That 1f any Indlvtdual la denled any
right, prlvlleae, or beneftt to whlcb he or
she would othenrlae be ellilble. as a
result of the maintenance of such rna-

terlal, such material shall be provlded
to such IndiVidual, except to the extent
that the dlaclosure of such materlal
would reveal the Identity of a source
who furnlshed information to the Gov
ernment under an express promlae that
the Identity of the source would be held
In con1ldence. or, prior to the effective
date of this section, under an implied
promise that the Identity of the aource
would be held In con1ldence;

(3) Maintained In connection with
providIng protective 8ervl.ces to the Pres
Ident of the United States or other In
dividuals pursuant to 18 U.S.C. 3058;

(4) Required by statute to be main
tained and used solelY as statistical
recorda;

(5) lru'estlgatory material compiled
solely for the purpose of determJn1ng
suitabUity. ellglbWty. or quallftcatlons
for Federal clY!.11an employment, ml11
tary servlc~. Federal contracts. or aceeas
to classified Informatlpn. but only to the
extent that the disclosure of such mate
rial would reveal the Identity of a source
who furnished Infonnatlon to the Gov
emmen't under an express promlae that
the Identity of the lOuree wouid be held
11:1 con1ldence. or. prior to the effective
date of this section. under an Implied
promlae that the Identity of the sOurce
would be held In con1ldence;

(8) Testlnl or examlna.tlon material
used solely to detennlne IndlY!.dual qual
Iftcatlons for appOintment or promotion
In the Federal service, the dlllCIOllure of
which would compromlae the objectivity
or fairness of the testing or examination
process; or

(7) Evaluation material used to de
termine potential for promotion In the
armed servt.ces. but only to t.he extent
tha.t the dlaclosure of such material
would reveal the Identity of a lOurce who
furnished Infonnatlon to the Govern
ment under an express promlae that the
Identity of the source would be held In
confidence, or. prior to the etrectlve date
of this section, under an Implied promise
that the Identity of the source would be
held In confidence.

(b) Each notice of a system of recorda
that Is-the subject of an exemption un
der 5 U.S.C. 552a.(k) w1l1lnclude a state
ment that the system ha.s been exempted.
the reasons therefor, and a reference to
the FEDERAL REcrSTER IlIoSue where the ex
emption rule can be found.

(c) The sY$tems of records to be ex
empted under section (k) of the Act. the
provisions of the Act from which they
are being exempted. and the 'II ustlflcatlon
for the exemptions, are set forth below:

(1) Criminal Law Enforcement Rec
ords. If the 5 U.S.C. 552a(j) (2) exemp
tion claimed under paragraph (c) of
1215.13 and on the notice of sys'tems of
records to be published In the FEDERAL
REcrSTER on this same date Is held to be
InValid. then this system Is determined
to be exempt. under 5 U.S.C. 552(a) (k)
(1) and (2) of the Act, from the proY!.
slonsof 5 U.S.C. 552a (c) (3). (d), (e)(1),
(e)(4) (0). (H). and m. and (f).
The reasons for asserting the exemptions'
are to protect the materials required by
Executive Order to be kept secret In the

Interest of the national defense or for
eign poUCY, to prevent subjects of In
vestllatlon from frustratlnr the investi
gatory proceaa, to Inllure the proper
funotlonlng and integrity of law enforce
ment actlvlttes, to prevent dlaclOllure of
Invest.!iatlve technlquea, to maintain the
abWty to obtain neceaaary information,
to fulftll commitments made to lOurcea
to protect their Identltlee and the con
fidentiality of information and to avoid
endanlerlnr theee lOurcea and lawen
forcement personnel.

(2) Per,onnel S«:uritJ/ ane! Sulta"mtJ/
Inve.ttlgato71l Recorc!8. ntta BYstem Is
exempt under U.S.C. 552a (It) (1), (It) (2),
(It) (3). and· (It) (5) from the prov1alons
of 5 U.S.C. 552& (c)(3) , (d), (e)(1). (e)
(4). (0), (8), and (I), and (f). ntese
exemptions are claimed to protect the
materlala required by Executive Order to
be kept secret In the Interest of national
defense or foreJ.rn poUey, to'prevent sub
Jects of InvesUp,tlon from frustrating
the investigatory process, to lnaure the
proper tunctloning and Integrity of law
enforcement actl'f1t1e8, to prevent dis
closure of investigative techniques. to
assure the protection of the President, to
maintain· the abWty to obtain candid
and necessary Infonna·t!on, to fulflll
commitments made to 80urCes to protect
the conftdentlallty of Infonnatlon, to
avoid endanlerlnr these lOurces and.
Ultimately, to f&cWtate proper selection
or con·tlnuance of the best applicants or
persons for a liven position or contract.
Special note Ia made of the Umltatlon on
the extent to whlcb thla exemption may
be asserted.

(3) Litigation Recordl. Thta system Is
exempt under 5 U.S.C. 552a (It) (1). (k)
(2), and (It) (5) from the provisions of 5
U.S.C. 552a (c) (~). (d), (e) (1). (e)(4)
(0) , (H). and (I) ,.and (f) • ntese exemp
tions are claimed to protect the mate
rials required by Executive Order to be
kept secret In the interest of national de
fense or foreign policy, to prevent sub
jects of Investlptlon from frustrating
the Investllatory process. to Insure the
proper functlonlng and Integrity of law
enforcement activities, to prevent dls-'
closure of Investllatlve techniques. to
maintain the abUlty to obtain candid
and necessary Infonnatlon, to fultm
commitments made to sources to protect
the confidentiaUty of Infonnatlon, to
avoid endangering these lOurces and,
ultimately, to facllltate proper selection
or continuance of the beat applicants or
persons for a riven p081tlon or contract.

(4) EmploJ/ee Equal EmploJ/ment 01'
portunltJ/ Complaint Inve,tlgat011l Rec
ordl. This BYstem Is exempt under 5
U.S.C. 552a (It) m, (k) (2), (k) (4), and
(k) (5) from the provlalons of 5 U.S.C.
552a (c)(3) , (d), (e) m, (e)(4) , (0),
(H). and (I), and (f). These exemptions
are claimed to protect the materials re
quired by Executive Order to be kept
secret In the Interest of national defen,e
or foreign poUCY, to prevent subjects of
Inveatllatlon from frustratlnl the Inves
tlgator:y process, to Insure the proper
functioning and Integrity of law enforce
ment actlv1t1es, to prevent dlsclosure of
Inveatllatlve technlques,·to maintain the u
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abWty to obtain candid and necessary
lnfo11nation, to fo1ftll commitments
made tosoarces to protect the ci>nftden
tiallty of information, to avoid endan
ll'erinll' th~e 'sources and, ultimately, to
facUltate proper selection or continuance
of the best a.ppUcants or persons for a
ll'iven position or contract, and to pre
vent interference with a lell"1tima.te, Co~-
ll'ressiona.lly sanctioned activity. '

(5) The followinll' Systems of records
are exempt under 5 U.S.C. 5521. (k) (5)
from the provisions of 5 U.S.C. 5521. (c)
(3), (d), (e) (1), (e) (4) (G), (H)" and
(I) , and (f):

(1) Employee, Conduct and I;>1scipl1ne
Records

(11) Employee Relations Records,
This' exeltlptlon 18 claimed for these

syste~ of records to rna.1ntain the abll-

it}" to obWn candid &:bd • ....".' tn-. '
formation. to fo1ftll .colnmltlbal1tll madf
to sources to, protect,'t,J1e "coDftd.ntlalltt '
of information, to 'avoId &ndanre~g
these sources and, ultimatelY,J to faCIU
tate proper selection or continuance of
the belt applicants or Persons for a ll'iven
position or contract. Special note 18 made
of the limitation on the extent to whtch
th1s exemption may be asserted. The
existence and ll'eneral character of the
information exempted will be made
known to the ind1v1dual to whom it per
tains.

EIJective date. This part becomes ef-
fective on September 27,1975. '

Dated: 'September 26,1975.
JOHN E. MuRPHY,

Act'ng Adm'ntstrator.
AlPENDIX A.-Aqencp for International Development. I14drell lind location. of offtu. referenced In the requlCltIoM'llnd

no/fu,

Mallllll addre.s Location

v

I. In the United
States:

orneE

State Department... A.I.D., W88hlnston. D.C. '20528••••••••••..• 320 21st St. NW.• W88hlnKton, D.C.
State Department. •.•..do............•.•..••.••........•.••••••• 61622d St. NW .• W88hlnston, D.C.

Annex 2. ~
State.Department. . do 1901 Pennsylvania Ave. NW., W88hlllIton.

Annex 6. D.C.
-State Department, do 1401 Wilson Blvd.• Arlington. Va.

Annex 11.
oUniversal North do , 1976 Florida Ave. NW .• W88hlnston. D.C.

Bulldlns·
P~~rl~~n~~laza do 1786 North Lynn St., Arllnston, Va.

Rosslfn Plaza do 1"621 N. Kent Bt.• ArllnKton. Va.
"E'· Bulldlns.

Rosslvn Plaza do 1601 N. Kent St., Arllnston. Va.
"c" BulldlBK.

New Cumberland... A.I.D. Excess Property Division. Bulldlns Bulldlns 64-6. New Cqrnberland Army
,'l4-6, New Cumberland Army Depot, Dopot, New Cumberland. Pa. 17070.
New Cumberland. Pa. 17070.

II. Abroad:
KISSION

Alshanistan USAID to Aishanistan, c/o Amerloan Wazlr Abkar Khan Mlna. Kabul. Allihan·
Emh88SY, Kabul, Aishanistan. Istan.

BanSladesh USAID, % American Emb88sy, D8OOa, Adarnjee Court BidS. MontlJheel, Dacca.
Bangladesh. '. Ban~ladesh.

Brazil UBAlD to Brazil, CAIZA P08.tal 14-2824. Ed. Bandelrantes, SCB Q. 17, Lote 2/6,
Brasl1la D.F., Brazil. Brul1la, Brazil.

British Hondurll8.... American Consulate, Belize City, British, Gabourel Lane and Hutson St.• Belize City,
Hondur88. Belize.

Bolivia UBAID to Bollvla. c/o American Embassy, 868 Almlrante Grau Bt., La Paz, Bolivia.
, La Paz. Bollvla.

Chad Country Development Ornce!t c/o Amorl· Rue du Lt. Col. Colonpa d'Omano. N'1Jja-
can Embassy. N'Djamena, \Jhad. mena, Chad.

Cameroon Area Development Otftce. c/o Amorlcan Rue Nachtlsal. Yaounde. Cameroon.
Emb88sy, Yaounde. Cameroon. .

ChUe USAID to ChUe, % American Embll8SY. Avenlda B. O'Hlss'ns No. 1146, Bantillio,
Bantillio, Chile. CbUe. '

Colombia USAID to Colombia, % American Em· Carrera 10 Nr 28-49, DOiota. Colombia.
bassy, BOIlota, Colombia.

Costa Rica Ornoe of AID' Al!alrs. % Amerloan Em· Avenlda 8 Calle 1. Ban lose, Costa
bassr, San lose, Costa Rica. ,Rica. '

Dominican Republic. USAID to Domlnloan Republlo, % Amerl· Calle' Cesar Nicolas Pensen and Calle,
oan Emb88sy, Banto Domlnso, Domlnloan Leopoldo Navarro, Santo Domlnso, Do·
Republic. mlnloan Republlo.

Ecuador.....·........ UBAID to EquadorJ c/o American Em· 120 Avenlda Patrla. Quito, Ecuador.
bll8SY, Quito, EouaQor.

ESypt USAID. American Emb88sy, Cairo, ESypt.. 6 Bharla Latin Amerloa, Carlo, Egypt.
EI lfalvador UBAID to EI Balvadorl.c/o American Em· No. 1280, 26 Avenlda Norte, San Balvador,

b88sr, San Balvador ",I Balvador. EI Balvador.
Ethiopia UBAlDtoEthloPI8/c/oAmerioanEmbassy, Crown Prlnoo Asfaw Wossen Bt.• Addls

Addis Ababa, Etnlopla. Ababa Ethiopia.
France U.B. Mission to the OECD, c/o American 18 Vllla:Crolx Nlvert, Paris, France.

Embassf' Pari•• France.
Ghana UBAID. 1 .0. Box 1680. Aoora, Ghana Liberia and Rowe Roads, Aoor~ Ghana.
Guatemala UBAID/ROCAP. % American Emb88sy. UBAID/ROCAP, 7-86. 8th !It., Zone O.

Guatemala City, Guatemala. Guatemala City, Guatemala.
Guyana , UBAID to Guyana. c/o American Embassy, 66 Main St., Georsetown, Guyana.

Georsotown Guyana. .
Haltl. Oftlce of AID Repreaentatlvo, American American Embassy, Harry Truman Blvd.,

Emb88sy, Port au Prince, H8Itl. Port au Prince, Haiti.
Hondur88 UBAID to Hondur88:.c/o Amerloan Em· Avenlda La Paz. Tesuclsalpa, Honduf88.

b88.y, Tesuclsalpa ttOndurllS.
Iceland Amerloan Embassy, Reykjavlk, Iceland LaufllK!lIlUr 21 Reykjavlk. Iceland.
India UBAID'to IndlaJ • % Amerloan Embassy. Shantl Path, \Jhanakyapurl 21. New Delh4,

New Deihl InQla 11. India.
Indonesia UBAID to 'indonesia, c/o American Em· Medan Merdeka. Selatan 6, la11:arta. Indo-

bassy, lakarta. Indonea4l. nella.
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Location

American Embassy, Sa08, Yemen Arab
RepubUc. •

310 Ave. des A..Iateurs, Kinshasa, Zaire.

Avenlda Duque de LouIe No. 39, Lisbon,
Portugal.

OTC, San luan, Puerto RICQ.

BIAO Bulldillg, Place de I'Independance,
Dakar, Senega\.

44 Oallc R'lad, Colpetty, Colombo, Sri
Lanka.

Oambouria Ave., Khartoum, Sudan.

Chare (Ave.) AI·Mansour, Abu, Rummanlh,
Damascus, Syria.

No. 2 Chung Hsiao West Road, Second
Sectiori Taipei, Taiwan.

National Bank of Commerce Bldg. on City
Drive, Dar es Salaam, Tanzania.

Diplomatic Enclave, Ramna 4, Islamabad,
Pakistan.

USAID Main Dldg., Cemento Panama
Bldg., Mauuel Espinosa Batista, Panama
City, Panama.

390 Kubitschek, Asuncion, Paraguay.

Av. :£span'a 386, Lima, Peru.

Italy•. • ••__ AmerIc8n Embassy. Home. Italy__ • • Via Veneto 119, Rome, ~taly.

Ivory Cout ~ BeglonaI Eoonomfc Development Services 5, Rue lesse Owens, AbIdjan, Ivory Coast.
Ollk:e$lWeA AIri... c/o American Em- .
busy. Abidjan, Ivory COlISt.

lama1C&.__• • Ofllee of AI]) AlIalnJ. % American Em- American EmbBBSY, 43 Duke St., Kingston,
.'-Y. Klnpton.lama1ca. '. lamalca.

lotdan.. American EmbasSypAmman~rdan_. lebel Amman, Amman, 10rdan.
Kenya.. U~D to.Xllnya, .0. Boz . 1, Nairobi, Cotts House, Eliot St., Nairobl,Kenya.

Xorea..•• U8~to Korea, c/o American Embassy, New.Seoul Bldg. 1503 62-7, 2-KA, Chungmu-
. a-I, Korea. . Ro, Chung-Ku, Seoul, Korea.

LebaooD. -+ AID RegIonal TIalnlIlll. Office, c/o Amerl- Corniche at Rue Alv Mrelsseh, Beirut,
can Embllssy Beirut, Lebanon. Lebanon.

Llberia U8AID, P.O. BO:rl44li.Mo!UO.vla, Llberla United Nations Dr.; Monrovia, Llbela.
MaIL· Country Development Officer, c/o Amerl- Rue Testard and Rue Mohamed V, Bamako,
. can Embusy,Bamako,MaU. Mali.
Maurllanla...___ _______ Country Development Officer, c/o American American Embassy, Nouatehott, Mauri·

. Embllss7. Nouakchott. Mauritania. tania.
Me:rico_. Office of AID A1Ial1'II, % American Em- Cor. Danublo and Paseo de la RelornIa, 305,

bus" Me:rico D.F. Me:rico. Colonia Cuauhtemoc, Mexico D.F. Mexico.
Morocco __ .. U8AID to Morocco, c/o American E!Ilbassy, 2 Ave. de Marrakech, Rabat, Morocco.

Rabat, Morocco.
NepaL_· • USAID to Nepal. c/o American Embassy, Rabl .Bhawan, Kathmandu, Nepal.
. Kathm8Ddu~NepaJ. .
NiClll1lgU8 • USAID to N , c/O American Em- Boulevard Somoza, Managua, Nicaragua.

1Jass)-, Manapa, ~a.
NJcec • Ar... :Oevelopmtltlt .Olllce, c/o _American Yantala Road, Niamey, Niger.

Embusy Nlaniey;NJcec.
Nlgerla . ____ USAID ta Nigeria, c/o American Embassy, 1/3 Moloney St., Lagos, Nigeria.

...... NIgerfa...
PaIdstan.._. USA1D, P.Q. Box 1028, Islamabad, Pakl·

stan.
P8Il8IIIa__• • U8A1D to PIID8JI18. c/o American Em-

b&ssy, Panama City, I'aoama.

Paraguay ._USAID to Paraguay, c/o American Em-
_ . busY, AsuncIon, PlIl8gUay.
Peru . USAID to Peru. c/o American EmbBBSY,

Lima, Peru.
Phllipplnes USAID to the Republic olthe Pbilipplnes,. 1680 Rozas Blvd., Manila, Philippines.

c/o American EmbllllSY, Manila, 'Phllip-
p111C11.

PortugaL. . AmeriC8ll EmbllllSY, L1abon, APO New
Y«kOllll7ll.

Puerto Rico __ . .. _c/o Assistant Secretary, International Ez-
change, Depedment of State, Common
=~ of Puerto RIco,~ luan. Puerto

SenegaL __ . . ._ Area Develo.JlD1ent Office, c/o American
Emb6lBy Dakar, Senegal. .

Sri Lanka. . __ OflleeofAID Representative, c/o American
EmbllllSY, Colombo, Sri Lanka..

Sudan__ . AID' AlIalnJ Olllce, c/o Embassy of the
Netberlands,Khartoum, Sudan.

Swazlland. __ . __ .... _ Ofllee of Southern African Regional Actlv- OSARAC-Hdqts, 218 Ollifilim St., Mbabane,
Itles..COordination/Mbabane, c/o Amerl- Swaziland.
can r;mbllllSY, Mbabane, Swaziland.

8WItlerland "_ . __ U.S. Ml8sIon to International Organization, 80 Rue de I,ausanne, Oeneva, Switzerland.
c/o An\emb. Omeva, Switzerland.

SYria ._. 0:: "i~~~,R~..=~eB~a~~~b
Republic.

Talwan....... ._ 01110:-.. of AID Mairs, c/o American Em-
ballsY, Taipei, Taiwan.

TBDzanla USAID to United Republic of Tanzania,
c/o Amer\.can Emb_y, Dar es Balaam,
TlIIlI8nia.

Th8i1and USOM, c/o Amer\.can EmbllllSY, Bangkok, 95 Wireless Road, Bangkok, Thailand.
ThBlland.

Togo Area DeveloPmmt Olllcer, c/o American Rue Pelletier Caventor and rue _Vauban,
Embaaay, Niamey, Niger. Lome, Togo.

Tunlsia__ .._..... USAID to Tuni8la, e/o American Em· 149 Aveneue de la Llbertc, Tunis, Tunisia.
baMY Tnnis, TUnisia.

Turkey USAlD.PKI9,Cankaya, Ankara...Turkey__ Clnnah Caddesi, No. 16; Ankara, Turkey.
Upper Volta AID COuntry Development Omcer, c/o Bolte Postale35, Ouagadougou, Upper Volta.

American Embusy, Ouagadougou, Upper
Vol\&.

Urugnay__• Office of AID, Re~ntative/MQntevideo, Lauro Muller 1776, Montevideo, Uruguay.
c/o American Embusy, Montevideo,
Urugnay. .

Yemen Office of AID AlIalnJ, c/o American Em-
bllssy,llana, Yemen.

Zalre USAID to ~:'~fZaire, c/o American
Embaasy. Republic of Zaire.
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EFFECTIVE DATE

September 20, 1977

AGENCY FOR INTERNATIONAL
DEVELOPMENT

PRIVACY ACT OF 1974
Systems of Records; Annual Publication

Pursuant to 5 U~S.C,. SS2a(e)(4) , the Privacy Act of 1974. the
Agency for International Development hereby publishes its systems
of records as presently maintained. The systems were originally
published at 40 PR 39463 (Aug. 27, 1975) and amended at 40 FR
4.5768 (Oct. 2. 1975) and 40 FR 51\74 (Nov. 3. 1975). Additional
amendments were proposed in the Agency's annual publication at
41 PR 38900 (Sept. 13. 1976). As a result of subsequent conunents
received from the U.S. Department of Labor. additional routine
uses were proposed at 42 FR 3151\ (June 21. 1977). A relocation of.
some systems was published at 42 PR 31511 (June 21. 1977). Addi
tional amendments were proposed at 42 FR 37084 (July 19. 1977)
and 42 FR 40302 (Aug. 9, 1977). The prior notification requirement
(SS2a(e)(II» was waived for the August 9, 1977, publication.

Changes in this publication include deletions which referenced
mec1ical records. which are no longer a part of our systems of
records. and language added for clarification purposes.

John J. Gilligan,
Administrator.

Alphabetical Listing of Systems of Records
SYSTEM OF RECORD

Attendance and Leave Reporting Records - AID-16
Awards and Incentives Records - AID-14
Civil Service Employee Office Personnel Records - AID-2
Claims Records - AID-20
Congressional Relations. Inquiries, and Travel Records - AID-22
Criminal Law Enforcement Records - AID-9
Emergency Case File - AID-24
Employees Automated Records - AID-3
Employee Conduct and Discipline Records - AID-II
Employees' Equal Employment Opportunity Complaint In-

vestigative Records - AID-23
Employee-Owned or -Leased Property Records - AID-I7
Employees Payroll Records - AID-IS
Employee Relations Records - AID-IO
Employee Use of Property Owned or Leased by the U.S.

Government Records - AID-18
Executive Assignment Records - AID-12 .
Foreign Service Employee Personnel Records - AID-I
Foreign Service Personnel Evaluation Records - AID-7
Litigation Records - AID-26
Orientation and Training Records - AID-13
Personnel Security and Suitability Investigative Records - AID-8
Position Classification Records - AID-4
Privacy Act Implementation Records - AID-2.5
Public Inf<trmation Records - AID-21
Recruiting. Examining, and Placement Records - AJD.6
Reserved - AID-S
Travel an,;! Transportation Records· AID-19
(Appendix A to 22 CPR. Part 215 - Regulation. Agency for In

ternational Development Addresses and Locations of Offices
Referenced in the Regulations and Notices is hereby incorporated
by reference into this Notice as Appendix A hereto.)

statement of General Routine Uses
The following routine uses apply to. and are incorporated by

reference into each system of records set forth below to the extent
therein applicable:

I. In the event of an indication of a violation or potential viola
tion of law. whether civil. criminal or regulatory in nature, and
whether arising by statute or particular program pursuant therto, a
record in this system of records may be referred, as a routine use,
to the appropriate agency. whether federal, state, loc'id Dr foreign',
charged with the responsibility or investigating or prosecuting such
violation or charged with enforcing or implementing the statute, or
role, regulation or order issued pursuant thereto. ,

2. A record from this system of records may be disclosed, as a
.routine use, to a federa1, state or local agency maintaining civil,
criminal or other relevant enforcement information or other per
tinent informationif necessary to obtain information relevant to an

Agency decision concerning the hiring or retention of an employee,
the issuance of a security clearance. the lettirig of a contract. or the
approval of a grant or other benefits.

3. A record from this system of records may be disclosed, as a
routine use, to a federa1 agency, in response to its request. in con
nection with the hiring or retention of an employee, the _issuance of
a security clearance, the reporting of an investigation of an em
ployee. the letting of a contract, or the issuance of a license. ap
proval of a grant or other benefit by the requesting agency, to the
extent that the information is relevant and necessary to the
requesting agency's decision on the matter.

4. A record from this system of records may be disclosed, as a
routine use, in the course of presenting evidence to a court, magis
trate or administrative tribunal. including disclosures to opposing
counsel in the course of settlement negotiations.

S. A record from this system of records may be disclosed. as a
routine use. to the Department of State and its posts abroad for the
purpose of transmission of information between organizational
units of the Agency, or for purposes related to the responsibilities
of the Dep.artment of State in conduction Udited States foreign pol
icy or protecting United States citizens, such as the assignment of
employees to positions abroad, the reporting of accidents abroad.
evacuation of employees and dependents, and other purposes for
which officers and employees of the Department of State have a
need for the records in the performance of their duties,

6. A record from this system of records may be disclosed, as a
routine use, to a foreign government or international agency in
response to its request for information to facilitate the conduct of
U.S. relations with that government or agency through the issuance
of such documents as visas, country cleanmces, identification
cards, drivers' licenses, diplomatic lists, licenses to import or ex
port personal effects, and other official documents and permits rou
tinely required in connection with the official service or travel
abroad of the individual and his or her dependents.

7. A record from this system of records may be disclosed, as a
routine use, to Federal agencies with which the Agency has entered
into an agreement to provide services to assist the Agency in carry
ing out its functions under the Foreign Assistance Act of 1961, as
amended. Such disclosures would be for the purpose of transmis
sion of information between organizational units of the Agency; of
providing to the original employing agency information concerning
the services of its employee while under the supervision of the
Agency, including performance evaluations, reports of conduct.
awards and commendations, and information normally obtained in
the course of personnel administration and employee supervision;
or of providing other information directly related to the purposes of
the inter-agency agreement as set forth therein, and necessary and
relevant to its implementation.

8. A record form this system of records may be disclosed, as a
routine use, to a Member of Congress or a Congressional staff
representative of the Member in. response to an inquiry from a
Member made at the request of an individual.

9. A record in those systems of records which contains medical
infonnation may be disclosed. as a routine use, to the medical ad
viser of any individual submitting a request for access to the record
under the Act and IS CPR Part 4b if, in the sole judgment of the
Agency, .disclosure could have and adverse effect upon the in
dividual, under the provision of 5 U.S,C. SS2a(f)(3) and implement
ing regulations at 15 CFR 4b.6.

10. A record contained in this sytem of records may be dis
closed. as a routine use, to the. Office of Management and Budget
in connection with the review of private relief legislation as set
forth in OMB Circular No. A-19 at any stage of the legislative coor
dination and clearance process as set forth in that Circular.

II. A record from this system of recods may be disclosed. as a
routine use, to the Foreign Service Grievance Board in the course
of the Board's consideration of matters properly before it.

A.I.D. ·1
System _: Foreign Service Employee Personnel Records.

Sy&tem location: Washington offices and offices of assignment
abroad as listed in Appendix A.

Categories of IDdlvldUa1s covered by the system: Present and
former A.I.D. Foreign Service employees and-employees of other
U.S. Agencies detailed to A.I.D.

Categories of records In the system: This system includes (a) cen
tral records consisting of official'personilel folders and (b) decen
tralized records consisting of office copies of official documents
and papers. Records are comprised of documents in the followiJ;ll
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cateaories: Bioaraphic Data: assilnment and _silnJnent orden:
notification of penonnel actions: travel arrival and departure
notices: time and attendance cards: requests for security clearances
and buildina passes: nominations and host 'COuntry cle$l"llnces, posi
tion descriptions: staffiDf and workload informauon: home, family,
and emeraenc)' location information, records of Ianauaae proficien
cy: records of security clearances: performance evaluations: in
dividual assianment ratina sheets; eamillf statements; compensa
tions, awards. and leave fnformation: .COpIOS of power of attorney
aranted by the individual; education and trainina information;
deleaations of authority; reportl of accompUshments; commenda
tions: health and medical record abstractl; accident or incident re
ports; reprimands and disciplinary actions; COII\Plaints and
arievancel; documents pertainina to fiscal, pro~rty, and transpor
tation matten; toreian office notes and official correspondence;
permits itnd authorizationl of foreian aovemments: health and Ufe
Insurance plans; and correspondence pertainina to the individual.

Authority for lIIIIJateDlUlce of the 1yItem: Foreian Assistance Act
of 1961 as amended, Sec. 621, 62!, 626, 627, 628, and 636 (b);
Foreian Service Act of 1946 as amended, U.S.C. 301.

Routlue _ of I"eCOI"U maintained In the s)'ltem, lnelucllna eateao
riel of _n ucI the pu~ of IUCh _: To Foreian Govem
ments, international orpnizations, and U.S. and Foreian Firms for
employment or employee exchanae.

To Financial and Credit Institutions for loan and credit reference
purposes solely to verify the employee's name, employment with
A.I.D., dates of employment and pay Srade.

To other Federal Apncies and private firms for placement
under exchanSe programs.

To officials of the Department o( State servina as the em
ployee'l supervisor for performance evaluation and review.

To representatives of the Civil Service Commission on matterl
relatina to the inspection, lurvey, audit or evaluation of A.I.D. per
sonnel manaaement p~s, of penonnel actions, or luch other
matten under tl..~ jurisdiction of the Commission.

To representaUv;:, of the Civil Service Commission f lI' the
maintenance of their Central Personnel Data File, Federal Auto
mated Career System, and Executive Inventory File.

:To the Attorney General of the United States or his authorized
representative in connection with Utiaation, law enforcement, or
other matten under the direct jurisdiction of the DepartnJent of
Justice, or carried out as the leaal representative of the executive
aaencies.

To a duly appointed hearins examiner or arbitator (an employee
of another federal aaeney) for the purpose ofconductina a hearlna
in connection with an employee's appeal involvina disclosures of
recor~s of A.I.D.'s penonnel manaaement Iystem.

To an arbitrator who is siven a contract punuant to a, neaotiated
labor qreement to hear an employee's arievance involvina disclo
sure of records of the personnel manaFnJent syltem.

To officials of labor oraanizations recoanized~ Executive
Orden 11636 and 11491, as amended, when relevant and necessary
to their duties of exclusive representation under the Orden, and to
include data such as veteran preference status, tenure, salaries,
arades, positions titlel, duty stations, -.ency.sponsored trainina
and awards received, noticel of mJuctiOn m force, job-related inju
ry, and penonnel actionl, when such information is relevant to per
sonael policies and practices affectina employment conditions and
aecelsary for exclusive representation by the labor oraanization.
Wherever fealible and conlistent with relponlibiUties under the or
den, such information 'lhaIl· be furnished in depenonalized form,
i.e., wiJhout penonai identifiers. . .

To ltate employment IecUrity asenein and to the U. S. Depart
ment of Labor, upon f09uest,. employment, w~ and aeperatioD
data of former AID employees, to determine eliaibiUty for unem
ployment compensation.

To law enforcement asencin, U.S. Government aaencies,
COW'tI, the I>epartment of State, fOl'eip aovernmenu and interna
tional asencies, and Members~fss, and for the purposes let
forth in the Statement of RoutiDe Uses immediately
precediDa ~Ie specific notices systems of records.

PoI _ DI"8CCkw'or 1torbIa. ............., ICC t,...........
IIId 01 ...... abe iJ*m:

Stonp: Paper copy .. file folden.
1IeCrtev...1ItJ: By name of emplOyee.
.......1 Located Ia Dl'etal file c:abinetI with three-way com-,

biIIatiOD lock iD secured premises with ICCeU Umited to &bole
wboae offlda1 duties require accen.·

Recentloa ucI dIIpclI8h Retention of these records varies from I
to 75 yean, dependina upon the specific kind of record involved.
They are retired or destroyed in accordance with General Recordl
Schedulel issued by the National Archivel and Records Serivce
and a!'Proved records control schedules of the Apney for Interna
tional Development.

Sf*m lIIIIIlIpr(s) ucI~: Chief, Foreian Service Penonnel,
OffICe of Personnel and Manpower, ~ncy for International
Development, '1' 22nd Street, N.W. Washinaton, D,C. 20'23.

Administrative Officer or Executive Officer of the employina of
fice or Mission as listed in Appendix A.

Notification proeadun: Requests by individuals concemina the
exiltence of a record may be addressed to:

Director
Office of Penonnel and Manpower (SER/PM)
Attn: Privacy Liaison Officer
Apncy for International Development
320 211t Street. N.W.
Washinaton, D,C. 20'23

or presented in person at State Annex 2, '1' 22nd Streit, N.W.
Washinaton, D.C. 20'23,

For otfices abroad. to the Privacy Liaison Officer at the applica
ble address in Appendix A.

Information Required: Individual's name, place and date of
birth. The determination as to the existence 0( a record will be
facilitated by the- provision of the individual's Social Security
number and dates and places of service.

RM;ord _ praced....: Requests frQl11 individuall should be
addressed or presented in perlon to the !IIUIle addrelses al stated ill
the Notification Section above.

Requestl should be accompanied by information sufficient to
identify the individual punuant to Sec.2".4(c) or (d) of the A,en
cy's Reaulations as published in this issue of the Federal Resister.

Contadna record proead....: Written requests from individuals
to amend their record should be mailed or presented in penon to
the same address as stated in the Notification Section above.

Requests for review of a refusal to amend a record should '"
made in writing and mailed or delivered to:

Administrator
Apncy for International Development
320 21st Street, N.W.
Washinaton, D.C. 20'23
ATI'ENTION: Executive Secretary - Privacy Review Roquel"

Both the envelope and the letter should be clearly marked Atten-
tion: Executive Secretary - Privacy Review Roquelt. '

Reeord __ eateaorlel: Provided by the individual, by officers
and employees of A.I:D. in the performance of their official duties,
by United States and foreian civil authorities, by educational in
stitutions, private persons and companies and produced' i,n the
coune of normal~I adminiltration operations of the Apa
cy.

,\.1.0.-2
Syaa.m _I Civil ServiCe EDlployee Office Penonael Records.

Syaa.m 1ocatIoft: Wuhinaton offices and, when a' Civil Service
emp~ee il ass~d overseas, at offices of ulipment abroad u
Ulted m Appendix A.

CateprteI of 1adI¥IcIua1I COftI'ed bJ the I)IteIII: Present and
former A.I.p. Civil Service 'employeel, cons,ultants, experts;. per
sonl under~t"' A.I.D.; other U.S. Government Apncy per
sonnel employed by A.I.D.; adviaen to A.I.D.

C........ of reconit .. till .,....: In addition to ceritraI recorcII
in the custody of A.I.D. but officially 'maintained' by the Civil Ser
vice Commission the Apncy maintains penonael~ which
may be compriIed of any of the fol1owina cateaoriel of documents:
Blopaphic: data; usipments and _sianment orden; nodficatioD
of penonael actions: travel arrival and departure notices; time and
attendance cards: roquel" for security c1eanlices and buDdi...
PUleS; aominadons and hOlt country clearances: position deacrip
tiona: contraetl whoa individuall are employed under a c:oatr8ct;
ltaf!lna and worIdoad isltormadoa: home, family, and emerpnc:y
Iocatioa isltormation: recorda of 1aDpaae pIOficieDcy; peI1orD1111lCe
evaluatloas. earain. statements: compenaatiqD awardI, and leave
isIt~; copin of power of attorney aranted by indivicIua1;
educadoD and trainiDa information; delepdonuf 1IItbortty: reports
of acc:ompIiabments: commend8tions;· acc:ident or incideat· nportI;
reprimanda and dilCiplinary acdons; complaintl and arievaoce.;

u
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documents pertainina to riMcal, propertr, and transportation mat
ten; corre.pondence p\=nllinina to the mdivldual; and health and
Ute Insul'llnce plans.

Authorlt)' tor malnten.nee of the I)'.t,m: Forelan Assi.tance Act
of 1961 a. amended, Sec. "21, 62~, 626, 627, 628 and 636 (d);
Porelan Service Act "f 1946. as amended,. Sec. 911: 5 U.S.C. 301,
1301, 1302, Authority 1.0 establish and maintain file•.

RouttDe .... 01 records malnlalMd In the .)'lItem, Includllll alteaa
..... 01 _n and the purpuln uf lOCh ....: To Foreian Ouvernment.
and U.S. and Porelan rirm~ for employment purpose•.

To Financial and Credit Institutionll for loan and credit reference
purpo....olely to verify the employee'. name, employme'1t with
A.I.D., date. of emllluyment and pay arade.

To other Federal Allende. and private finn. for placement
under exchanae proaram•.

To official. of the Department of State ..rvina a. the em·
ploree'••upervi.or for performance evaluation and service.

To repre.entatives of the Civil Service Commi••ion on matten
relatina to the ins(lection, .urvey, audit \lr evaluation of A.I.D. per
sonnel manaaement p""irams, of penonnel action., or .uch other
matten under the jurISdiction of the Commislion.

To repre.entatives of the Civil Service Commi.sion for the
maintenance of their CentnU Pel'lOnnel Data File, f'ederal Auto
mated Career Sy.tem, and Executive Inventory File.

To the Attorney Oeneral of the United State. or hi. authorized
repre..ntative in connection with Iit!ption, law enforcement, or
other matten under the direct jurisdIction of the Department of
Ju.tlce, or carried out •• the leaal representative of the executive
apncle•.

To a duly appointed hearina examiner or arbitrator (an employee
of another federal saency) for the purpo.. of conductlna a hearina
In connection with an employee'. appeal Involv!na di.clo.ure. of
record. of A.I.D. '. personnel manqement .y.tem. .

To an arbitrator who i. a1ven a contract punuant to a neaotlBted
labor greement to hear an employee'. arievBnce Involvlna diaclo-
lure of record. of the penonnel manaaement .y.tem. .

To offical. of labor orpnization. recoanized under Executive
Orden 11636 and 11491, a. amended, 'when relevant and nece.sary
to their duties of exclu.ive repre.entatlon under the Orden, and to
Include data .uch a. veteran preference .tatu., tenure, .alaries,
pe., po.ltlon title., duty .tatlon., !l4'ncy-.ponsored trainina and
award. received, notice. of reduction In force, job-releated injury,
and personnel action., wben .uch information i. relevant to person
nel poUcle. and practice. affectlnaemployment condition. and
nece.sary for exclu.ive repre..ntation by the labor orpnization.
Wherever feasible and con.l.tent 'Wlth re.pon.lbIlItie. under the or·
den, .ucb information .hall be furni.hed In depenonallzed fonn,
I.e., without penonal Identlflen.

To state employment ..curity apncle. and to tbe U. S. Depart
ment of Labor, upon' reque.t, employment, w... and ..peration·
data of fonner AID employee., to dflte~ne elialbWty for unem
ployment compensation.

To law enforc;ement ·..encle., U.S. Oovernment ~encles,
court•• the Department of State, forelan aovelumentl and mterna
tIonai apncle., and Memben of Conare••, for the purpose...t
forth In the Statement of General Routine U.e. Immediately
precedlna thele .peclfic notice. of .y.tem. of record•.

PaIIde8 aad pl'8Ctlal lor 1torI... ntrI8¥1... IICCIIII... ntalnI...
... dllpallna or records In the .)'Iteml

Iforq.l Paper copy In file foider.
........abllltyl By name of employee, con.ultant, expert, contrac

tor, and advl..r,
8ahauanlll Located In metal file cablnetl with three-way com

bination lock In secured preml"l with acce.. limited to those
who.. official dutle. require acce••.
lI...tIoa .... dIIpoah Retention of the.. record. varle. from I

to 75 yean, dependina upon the .peciflc kind of. record Involved.
They are retired or de.troyed In accordance with General Record.
Schedulel I••ued by the National Archive. and Record. Service
and ap1'roved recordl control .chedule. of tbe Aaency for Interna
tional Development.

8JIfeIII .......r<.) aDd addnllll Chief, Civil Service Personnel,
Office of Personnel and Manpower, Apncy for International
Development, ~I~ 22nd Street, N. W. Walhlnaton, D.C. 20523.

Admini.trative Officer or ExecuLlve Officer of the employlna of
ftce or MI.llon a. lI.ted In Appendix A.

NotIJlcatioa proeedun: Requestl by Individual. concernina the
exl.tence of a record may be addre.sed to:

Director
Office of Personnel and Manpower (SER/PMI
Attn: Privacyl..iaIson Officer
Alency for International Development
320 21st Street, N.W.
Wa~hi"'ton, D,C. 20.523

or presented in person at Sliite Annex 2, .51.5 22nd Street, N. W.
Wa.hinllton, D.C. 20523. .

For office. abroad, to the Privacy Liaison Officer at the applica·
ble addrell In. Appendix A,

Information Required: Individual', name, pillce and dllte of
birth. The deternunation a. to the existence of a record will be
facilitated by the provision of the individual'. Sochll Security
number and dates and places or service,

Record lICCUI proc:edul"lll: Request. from individuuls should be
addressed or presented in 'person to the same addresses as stated in
the Notification Section above.

Reque.ts should be accompanied by information .ufficient to
Identify the individual punuant to Sec.215.4(c) or Cd) of the Apn·
cy'. Reautatio". 11. pubU.hed in this i.sue of the Federal Real.ter.

Contatlna record proeedlll"Ml Written request. from individual.
to amend their record should be mailed or presented in person to
the .ame addre.... a••tated in the Notification Section above.

Request. for review of a refu.al to amend a record should be
made in writina and mailed or delivered to:

Admini.trator
Alency for International Development
320 21.t Street, N.W.
Wa.hinaton, D.C. 20523
ATIENTION: Executive Secretary· Privacy Review Reque.t.

Both the envelope and \he letter .hould be clearly marlted Atten
tion: Executive Secretary - Privacy Review Reque.t.

Record _ ~teaoriell Providea by the individual, by offlcen
and employee. of A.l.D. in the rer!ormance of their official duties,
by United State. and foreian civil authoritie., by educational in
.titutions, private· person. and companies and produced in the
cour.e of normal personnel admilli.tration operation. of the Apn
cy.

A.I,D,·3
S)'lItem name: Employee. Automated Record••

S)'ltem location: Office of Data Manapment, Aleney for [nterna·
tlonal Development, 1975 Florida Avenue, Washinaton, D.C.

Cateaortel aI ladlvlduall coW/nil b)' the .)-Iteml a. A.I.D. Em
ployees lneludina: Direct-hire employee. a••1aned po.itlon. In the
United State.; United State. citizen direct-hire employee. a.staned
to po.ltlon. oversea.; and employee. of Federal, .tate, or local
aovernment apncles detailed or uslaned to A.I.D.: and

b. Applicant. for employment .
Cateaorlel aI record8 ID the lfIIem: Thi. automated .•y.tem c:on·

.I.t. of ten flies of computerized record. maintained on mqnetic
disc. and mqnetic tape•. The.. file. are described below. The fint
..ven (a throuab a) and the tenth (j) pertain to the cateaory of in
dividuall defined In a. above: tF:e elahth (b) pertain. only' to tbe
cateaory of Individual. defined in b. above: the ninth file (I) II
maintained ..parately from the other elabt file•.

a. Ma.ter Data FUe • Thi. file contain. Infonnatlon a~t the or
aanizatlonal .tructure of the Apncy, and the location within that
.tructure of all employee.. Individual record., ID addition to con
tainina data describlna the position Incumbered by the employee.
contain the. foUowina type. of Information on the e'l(lloyee: ballc
data .uch a. name. Social Security ACCOUDt Number'(SSAN), birth
date, veteran preference, tenure ,roup, ..rvice computation date,
reportable handicap, retirement .y.tem, and participation In Federal
Employee' Oovernment LIfe In.urance; pay data .uch al pay plan,
arade or clasl, ltep within arade. date appointed to pre..nt·pe.
.and work .chedule; penona[ data .upplied by the employee .uch a.
..x, marital .tatuI, .tate of leaaJ re.ldflnce, and academic education
level; data on retirement from a unifonned ..rvice, If applicable; a
wide variety of datel Includlna tho.. that Indicate .•u.pen.. actlonl
whicb are due at the future date. and othen used for other pur·
po... by penonnel manaaen .uch a. date uslped. oveneu and
date returned from ovenea.: for Civil Service and Poreip Service
employee. their evaluation ratina and the date of their last evalua
tion; quallflcatlonl and skiIIl data .ueh a. eoUel' dqree., .peclal

C
rior experiencel .~rllinina Coursel completed, proficiency In foretan
anauapl, and .KUI. of u.. to the Aaency·
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b. A Chronological Data Record is maintained on each emploYee
and contains up to ten entries reflecting the most recent 'personnel
actions' on that individual, such as appointment, converSIon, reas
signment, transfer, promotion, extension, and separation. Included
for each entry is the type of action code and title, effective date,
position aS~:6:-"ci to, including position title, and employee's pay
plan and grade at the time. .

c. Separated Employee File - For employees who have been
separat,,<:L a record is- maintained. rlade up of the employee data in
the ~b'!('r Ddt" f-ecord and the ChronoJo~cal Data Record as
'descri~'NI :n a. and b. above. This record is maintained for three
ye.",... f;·:, d,lte of separation.

d ludex File· This file contains a record for each employee, but
conta'!1' only the SSAN aud the Position Sequence Number of the
poSitIOn to whidi ;'11.' employee is assigned. It is used to find the
employee's Ma~;erD'11a Record when only the SSAN is known.

e. Turnaround FiT.:: - This file contains only records generated by
the computer and is used by the computer to update the Master
Data and Chronological Record files on future effective personnel
actions. It is also used by the process that prints the Standard Form
50, ReplJft of Personnel Actions.

f. SF·50 File - This file contains data that was used in printing
the Standarl' Form 50 and is retained for 90 days in the event the
Standard Form 50 requires correction or cancellation. It contains
basic dala on the employee and personnel action being effected by
the Standard Form 50.

g. Transaction History File - This file contains a record on each
file maintenance transaction input into the computer that passed
computer program edits and is used in m:tintaining system files.

h. Applicant Data File - This file contains name, SSAN, veteran
preference, and qualification data supplied by the applicant.

i. Minority Group Designator File - This file contains SSAN and
a minority code designator used in preparing repons required by
the Equal Employment Opportunity Act of 1972.

j. The Equal Opponunity Program Extract File. - This file con
tains. information from the Master Data File and the Minority
Group Designator File and consists of the following: position
number; position title; occupational specialty code; position pay
plan; position grade; GSA location code; em,ployee name; SSAN;
sex; employee pay plan; employee gJ'ade; employee step; minority
group designator; work schedule; current civil service performance
rating; date Qf last civil service performance rating; supervisory
code; age; date of birth; handicap code; date appoined present
grade; incumbent assigned date; date entered on duty with AID or
predecessor; academic education level; degree Majors I, 2 and 3;
Agency occupational special ties I, 2 and 3; Veteran's Preference.

Autborl,ty for malntelUlDCe of the system: Title 5 U.S.C., Sec. 301,
1302, 2951, "118, 4308;. Foreign Assistance Act of 1961, as
amended, Sec. 621, 621A, 625, 626, 627, 628;' Foreign Service Act
of 1946, as amended, Sec. 91 I. .

Routine uses of records maintained In the system, including catego
ries of users and the purposes of such uses: To representatives of the
Civil Service Commission on matters relating to the inspection, sur
vey, audit or ev'aIuation of A.I.D. personnel management programs,
of personnel actions, or such other matters under the jurisdiction of
the Commission.

'To representatives of the Civil Service Commission for the
maintenance of· their Central Personnel Data File, Federal Auto
mated Career System, and Executive Inventory File.

To the Attorney General of the United States or his authorized
representative in connection with litigation, law enforcement, or
other matters under the direct jurisdiction of the· Depanment of
Justice, or carried out as the legal representative of the executive
agencies.

. To the. thesapeake and Potomac Telephone Co. (a contractor)
and its ~mployees for the purpose of telecommunications transmis
sioQ of data between the central computer facility and the remote
tenninals.

To a duly appointed hearing examiner or arbitrator (an employee
of another federal agency) for the purpose of conducting a hearing
in connection with an employee's appeal involving disclosures of
records of A.LD.'s personnel management system.

To an arbitrator who is given it contract pursuant to a negoliated
labor agreement-to hear an employee's grievance involving disclo
sure of the record of the personnel management s¥stem.

To the recognized labor union for the purposes of meeting the
requirements of the negotiated agreement..

To representatives of the Department of Health, Education and
Welfare for the purpose of producing microfiche and microfilm out
puts.

To the Depanment of State for the purposes of producing
microfiche and microfilm outputs.

To the Depanment of the Treasury and the Depanment of State
for the purpose of providing special repons pertaining to AID em
ployees in the Foreign Service Retirement and Disability System.

To law enforcement agencies, U.S. Government agencies,
couns, the Depanment of State, foreign governments and interna
tional agencies, and Members of COngJ'ess, for the purposes set
fonh in the Statement of General Routine Uses immediately
preceding these specific notices of systems of records.

Policies and practices for storing, retrieving, accessing, rewning,
and disposing of records In the system:

Storage: Records are stored on magnetic disc and/or magnetic
tape.

Retrlevability: The ten files described above are indexed in the
following manner and may be retrieved as indicated; however, per
sonal data in all files are readily retrieved through the Index File.
(a) Master Data File: by Position Sequence Number. (POSNO)
within A.I.D.;

(b) Chronological Data File: by Social Security Account Number
(SSAN)

(c) Separated Employee File: by SSAN;
(d) Index File: by SSAN:
(e) Turnaround File: by effective date
(0 SF-SO File: by effective date;
(g) Transaction History File: by date of input to the system or

effective date, whichever is later; and
(h) Applicant Data File: by SSAN.
(i) Minority Group Designator File: by SSAN.
(j) Equal Opponunity PrOgram Extract File: by Position

Sequence Number. (POSNO) within A.I.D. '
Safeguards: A 'password' is assigned to A.l.D. employees who, in

the performance of their official duties, must have access to these
files. The password is checked by the computer prior to granting
access to the files. The computer facility, including the time library,
is located in secured premises with combination-lock door, and ac
cess is limited to persons of verified identity who require access.

Retention and disposal: The computerized records are deleted
from the files when no longer needed by the system. A copy of the
content of all files is made at the end of June and December and is
retained for five years, then destroyed.

System manager(s) and address: Chief, Systems Design Branch,
Policy Development Division, Office of Personnel and Manpower,
Agency for International Development, SIS 22nd Street N. W.,
Washington, D.C. 20523.

For the Minority Group code designator, the Director, Equal
Opponunity Programs, Agency for International Development, 320
21st Street, N.W., Washington, D.C. 20523.

Notification procedure: Requests by individuals concerning the
existence of a record may be addressed to:

Director
Office of Personnel and Manpower (SER/PM)
Attn: Privacy Liaison Officer
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523

or presented in person at State Annex 2, SiS 22nd Street N. W.,
Washington, D.C. 20523.

Information Required: Individual's name, place and date of
binh. The determination as to the existence of a record will be
facilitated by the provision of the individual's Social Security
number and dates and places of service.

Record aa:ess procedures: Requests from .individuals should be
addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by information sufficient to
identify the individual pursuant to Sec.215.4(c) or (d) of the Agen
cy's rules as published in this issue of the Federal Register.

Contesting record procedures: Written requests from individuals
to amend their record should be mailed or presented in person to
the same address as stated in the Notification Section above.

Requests for review of a refusal to amend a record should be
made in writing and mailed or delivered to:

Administrator
Agency for International Development
320215t Street, N.W.
Washington, D.C. 20523

L. ?)....,

l. .8
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AGENCY FOR INTERNATIONAL DEVELOPMENT

ATIENTION: Executive Secretary - Privacy Review Request.
Both the envelope and the Jetter should be clearly marked Atten

tion: Executive Se.;rd:lry - Pnvacy Review Request.
Record source ott''f/orlw The individual concerned and A.J.D.

employees acting in their official o;;apacities in approving personnel
actions and verifying information.

A.•.D. - 4
System name: Position Classification Records.

System 1000atioo: Office of Personnel and Manpower, State Annex
2,515 22nd Street N. W., Washington, D.C. 20523.

Categories of individuals covered by the system: Employees of
A.I.D.

Categories of reo:onts In the systf,m: Position descriptions. appeals,
correspondence relating to position cla~sification, reviews of clas
sifications and the determin:tliolls made theron, and Notifications
of Personnel Actions (SF-50's) relating to the position.

Authority fot' mainwlllanc:e of the system: The Foreign Assistance
Act of 1961, as amended Sec. 621 and the Foreign Service Act of
1946 as amended; 5 V.S.c., Sec. 301, 1302, 2951,4118,4308, and
Executive Orders 10561 and 10987.

To law enIorcement agencies, U.S. (]Qvemment agencies,
courts, the Department of Stale, foreign governments andintcrna
tional agencies, and Members of Congress, fot'the purposes set
forth in the Statement of General Routine Uses immediately
preceding these specific notices of systems of records.

Policies and practices for storing, retrieving, accessing. retaining,
and disposing of rec:ords in the system:

Stol'llge: Paper copies in file folders.
Retrievablllty: Name of individual.
Safeguards: Located in metal file, cabinets with three-way com

bination locks in' a secure space or,secured premises with access
limited to those wllose official duties require access.

RdeDtiQn and dls-posal: Retained by A.I.D. as long as five years
(in case of appeals against position classification actions), then
destroyed by shredding.

System manager(s) and address: For Civil Service personnel:
Chief,Civil Service Personnel, Office of Personnel and Manpower,
Agency for International Development, SIS 22nd Street N. W.,
Washington, D.C. 20523.

For Foreign Service personnel: Chief, Position Management &
Foreign National Branch, Office of Personnel and Manpower,
Agency for International Development, SIS 22nd Street N. W.,
Washington, D.C. 20523.

Notification procedure: Requests by individuals concerning the
existence of a record may be addressed to:

Director
Office of Personnel and Manpower (SERIPM)
Attn: Privacy Liaison Officer
Agency for ,International Development
320 21st Street, N.W.
Washington, D.C. 20523

or presented in peNon at State Anne" 2, SIS 22nd Street N. W.,
Washington, D.C. 20523.

InIormation Required: Individual's name, place and date of
birth. The determination as to the existence of a record· will be
facilitated by the provision of the individual's Social Security
number and dates and places of service.

Record access procedures: Requests from individuals should be
addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requ'ests should be accompanie4 by information sufficient to
identify the individual pursuant to Sec.2IS.4(c) or (d) of the Agen
cy's Regulations as published in this issue of the Federal Register.

Contesting rerord procedures: Written requests from individuals
to amend tlft:ir record should be mailed or presented in person to
the same addresses as stated in the Notification Section above.

Requests for review of a refusal to amend a record should be
made in writing and mailed to:

Administrator
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523
ATTENTION: Executive Secretary - Privacy Review Request.

Both the· envelope and the letter should be clearly marked Atten
tion: Executive Secretary - Privacy Review Request.

Record soune Clltegorles: The individual concerned and AJ.D.
employees acting in their official capacities.

A.I.D. - 5
Reserved.

A.I.D.·6
System name: Recruiting, Examining and Placement Records.

System location: Records are maintained in various offices in
Washington and abroad that have responsibility for recmiting can
didates for employment. See AppendiX A for actual location of
these offices.

Cakgories of Individuals covered by the s)·stem: Individuals who
have applied to the Agency for employment or employees who
have requested outplacement assi~tam;e.

Categories of records In lhe system: In addition to central records
maintained by A.I.D. but under the control of the Civil Service
Commission, the Agency also maintains information relating to the
education and training; employment history and earnings; appraisal
of past performance; convictions of offenses against the law;
results of written tests; appraisal of potential; honors, awards or
fellowships; military service; veteran preference; birthplace; birth
dale; Social Security number: and home address.

Aut!lorlty for maintenance of the system.: 1be Foreign Assistance
Act of 1961, as amended; the Foreign Service Act of 1946; 5
V.S.C., Sec. 301,1302,3301,3302,3304,3306,3307, 3309, 3313, 3317,
3318, 3319, 3349, 4103, 5532, 5533, 5723; and Executive Orders
10577 and 11103.

Ruutine U.e1 of records maintained in the system, Including CIItego
rles of URI'S and tbe purposes of such uses: To prospective em
ployees (Universities, State, and Local (]Qvemmellts, private enter
prises, United Nations and other international organizations,
foreign governments, and governments of the territories of lhe
U.S.) for purposes of proposing A.I.D. employees who have
requested placement assi~tance for positions outside the Agency.

To law enIorcement agencies, U.S. Government agencies, courts
the Department of State, foreign governments and international
agencies, and Members of Congress, for the purposes set forth in
the Statement of General Routine Uses immediately preceding
these specific notices of systems of records.

Policies and prac:tlces for storing, retrieving, acxesslng, retaining,
and disposing of rec:ords In the system:

Stonlge: Paper copy in file folders.
Retrievablllty: By name of individual.
Safeguards: Located in metal file cabinets with three-way com

bination lock in secured premises with access limited to those
whose official duties require access.

Retention and dl'Pc-l: Kept from 6 months to 5 years depending
upon need; disposed of by shredding or burning.

System inanager(s) and address: Chief, Recruitment Staff, Office
of Personnel and Manpower, Agency for International Develop
ment, SIS 22nd Street N. W., Washington, D.C. 20523.

Notification procedure: Requests by individuals concerning the
e:\istence of a record may be addressed to:

Director
Office of Personnel and Manpower (SERIPM)
Attn: Privacy Liaison Officer
Agency for International Development'
320 21st Street, N.W.
Washington, D.C. 20523

or presented in person at State Annex 2, SIS 22nd Street N. W.,
Washington, D.C. 20523.

For offices abroad, to the Privacy Liaison Officer at the applica
ble address in Appendi" A.

InIormation Required: Individual's name, place and date of
bjrth. The determination as to the existence of a record will be
facilitated by the provision of the individual's Social Security
number and dates and places of service.

Record acc:ess procedllres: Requests from individuals should be
addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by information sufficient to
identify the individual pursuant to Sec.2IS.4(c) or (d) of the Agen
cy's Regulations as published in this issue of the Federal Register.

Contesting rerord proceClures: Written requests from individuals
to amend their record should be mailed or presented in person to
the same addresses as stated in the Notification Section above.
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Reque.t. for reyiew of a refu.al. to amend a record .hould be
made in writina and mailed or delivered to:

Admini.trator
Alency for International Development
320 21.t Street, N.W.
Wa.hinaton, D.C. 20523
ATTENTION: Executive Secretary· Privacy Review Reque.t.

Both the envelope and the letter .hould be clearly marked Atten
tion: Executive Secretary· Privacy Review Reque.t.

Recoord lOurl:e cau11l0rltl: The individual concerned and A.I.D.
employee. actina in their orflcial capacitie.; previous em,Ployen,
penonal reference. provided by the individual; and educational in
•titutions.

A.I.D. - 7
SysCem Dame: Forelan Service Penonnel Evaluation Record•.

S,atem 10000tIoa: Evaluation file. are kept in the Office of Penon
nel and Manpower. 515 22nd Street N. W., Wa.hinaton, D.C.
20523.

Cat.aor\ea of IncI\vkluaJ' covered b1 the IIYlltem: Forelan Service
Reserve Officen and Staff of A.I.D.

Cateaorles of recorda In the ~m: Employee'. name , date of
birth, entry on duty in Forelan Service, Social Security number,
name of evaluation panel, employee back.top code, panel deter
mination and comment., relative rankina of employee, employee
data record print, and penonal evaluation report•.

Authorlt, for malillenaoce of the .)'Item: Forelan A••i.tance Act
of 1961 a. amended. Sec. 625(d) and (c); Forelan Service A<:t of
1946 a' amended.

Routine .... 01 records maintained In the .,IItem, Includllll cateao
rtea 01 _n aDd .... plU'pOltl of IIlICh 1IItI: To repreSentative. of the
ctvil Service Commi••ion on matten relatina to the in.pection, .ur
vey, audit or evaluation of A.I.D. penonnel m8llll8ement prolfllm.,
of personnel action., or .uch other matten under the juri.diction of
the Comml••ion. '

To a duly appointed hearina examiner or arbitrator (an employee
of another federal agency) for the purpose of <:onductina a hearina
in connection with ,an employee'. appeal Involvina di.cloAureS of
records of A.I.D, '. penonnel manaaement system.

To an arbitrator who I. &lven a contract punuant to a nelotiated
labor aareement to hear an employee'. Irlevance involvina di.cll,.
.ure of record. of the penonnel manaaement .ystem.

To the recOlJnized labor uilion for ,the purpose of meetina the
requirements of the nel0tiated qreement.

To, law enforeement agencie., U.S. Government agencie.,
court., the Department of State, forelan lovemments ,and interna
tionalapncie., and Memben of COIllreIS, for the purposes tet
forth in the Statement of General Routine Uses immediately
precedina the.e .pecific notices of systems of records.

PoIIcIeI and practIc:eI for .torllll, retrlevlna. __III. retalnIna.
aDd dllpOlllnl 01 records In the .,ltem: '

Storqe: Paper copy filed in folden.
Retrievablllt)': By name of individual.
Weau""': Located in metal cabinet. with three-_y combina

tion lock in a .ecured area. Acces. is to those whose official duties
require acce••.

Retention aDd d\IpoIaI: De.troyed by burnlna five yean after eni
ployee separate•.

5,..... manllft'{.) aDd add....: Chief, Penonnel" Information
. Center (PM/PO/PIC), ~ncy for International Development, 515

22nd Street N. W., Wa'hinaton, D. C. 20523.
NoIIflcatlon proeedun: Reque.t. by individual. concernl", the

exi.tence of a record may be addre.sed to:
Director
Office of Penonnel and Manpower (SER/PM)
Attn: Privacy Uaison Officer
Aiency for International Development
320 21st Street, N.W.
Wa.hinaton, D.C. 20523 ,

or presented in penon at State AMex 2, 515 22nd Strec.t N. W.,'
Washington, D.c. 20523.

Information Required: Individual'. name, 'Place and date of
birth. The determination a. to the exi.tence of a record will be
facWtated by the provi.ion of UIe individual'. Social Secur.ity
number and date. arid place. of .ervice.

Record acc:eII procedures: Reque~t. from individual. should be
addre••ed or pre.ented In penon to the same addreR'" a••tated in
the Notification Section above.

Reques" .hould be accompanied by information sufficient to
identify the individual pUl'!luant to Sec.215.4(c) or (d) of the Aaen
cy'. reau1ations as publiRhed in this i.Rue of the Federal RegiRter.

Contestlnl record procedllftS: Written reque.ts from individualR
to amend their record .hould be mailed or presented in person to
the .ame addre•• as .tated in the Notification Section above.

Reque.ts for review of a refURal to amend a record .hould be
made in wrltina and mailed or delivered to:

Administrator .
Aiency for Int~rnationalDevelopment
320 21st Street, N.W.
Wa.hinaton, D.C. 20523
ATTENTION: Executive Secretary - Privacy Review RequeRt.

Both the envelope and the letter should be clearly marked Atten
tion: Executive Secretary • Privacy Review Request.

Record IOIinle categories: The individual concerned and A.I.D.
employee. actina in their official capacities.

A.J.D. - 8
S)'Item nune~ Personnel Security and SUitability Investiption.

Records.
Securlt, el....ncatlon: Secret.
S)'Ifem locatIon: a. Central file: Office of Security, 1621 North

Kent Street, Arlinaton, Virginia. '
b. Working flies are maintained in various offices In Aaency

Wa.hington Headquarten and in mi.sion. abroad. See Appendix A
for actual locations.

c. Retired file. are maintained in the Wa.hinaton National
Record. Center, 4205 Suitland Road, Suitland, MlD'yla/ld.

Caleaor\es 01 IDdlvldual. covend b1 the IIYltem: PreAent and
former employees, includina fuD and part-time, 'When Actually
Employed' (WAE), 'Without CompenRation' (WOC), intermittent,
expert. and consultant.: current and former applicants for employ
ment; American. currently or formerly employed under contract;
applicant. for cotnract; cert8l...Q.j:ontracton and contractor penon
nel; individual name. not included in the above cateaorie. are alRO
cros.·indexed in security file. when 'lanificantly involved in securi
ty-related Inve.tiption.: and Individual. currently and fonnerly em
ployed under Participatina Aaency Service Aan;ement. (PASA) or
Interagency Penonnel Act (IPA) or other authority.

Cateaortea 01 recorda In the IIJIlem: Employee identification cards
and, photoaraphs; report. of inve.tiptions conducted by A.I.D. and
by other aovernment aaencieR; interoffice and intraoffice cor
re.pondence, memoranda and reports; correspondence and
memoranda orlalnated by other element. of A.I.D., Federal qen
cie.· and other aovernmental entities (i.e., .tate and local), corporate
and private entitie., and by individuals. Additionally, records are
inalntalned of .ecurity violationA and conAequent recOmmendations
for di.cirllnary action. The sy.tem contains report. of briefina' and
debriefina' of employee.. '

Authorlt, for malntenua 01 the 1IYItem: Forei;ft A.sI.tance Act
of 1961, a. amended, Sec. 635(b), 5 U.S.C. Sec. 7531 and 7532; Act
of Auau.t 26, 1950, 64 Stat. 476; and Executive Order 10450 of
April 27, 1953 (as amended by Executive Orden 10491 of October
13, 1953; 1~31 of May 27, 1954; 10.548 of Auau.t 2, 1954; .1G.55O of
Auaust 5, 1954, 11785 of April 6, 1974; and 11M2 of March 8,
1972). . .

RoutIne IIItI 01 ftcordI maintained In the 1IYItem. IDcludlnl catea.
riel al ~n .... the PUrpl*l oIauell _ To penon. contactedin
the coune of an inve.tiption to the extent nece.sary to further the
purpose. 'of the investiption..

.To law enforeement apneies, U.S. Government ~ncie.,
court'"the Department of State, foreian aovernment. and interna
tional apoeies, and Memben of' COnarelS, for die purpose. .et
forth in the Statement of General Routine U... immediately
prec~na the.e .pecific notice. of sy.tems of record•.

Pollel. and pI'IlCtIeeI for 1torI1II. retrlevlna. ...... retalD\nl.
aDd dllpOllna 01 records In the ""m:

Storqe: Paper copy and photoaraphic film in file folden.
RetrlevablHt,: By name of individual.
Safepardl: Maintained in containen with tbree·_y combination

locks or area. with intru.ion alarm. and accessible only to
aU1horized penonnel for, their 'Information in the performance of
their d~tiel. .



r-----------r'-==-::~~~~-~=~__:__~--__rA~pp 12r.
TRANS, MEMO NO. EsFeFpEtCTemIVbEeOrAT2Eo, 1977 ~..~,.I.F/.N~J

L AID HANDBOOK 18, Part III 18-111:6',,'

AGENCY FOR INTERNATIONAL DEVELOPMENT

...............: Security vioIadon records and Inv~
dYe reporU are aorina1Iy retained for 30 years foUowlat NI'lfttioll
of~ee but may be de.troyed artier upon cIetaminaCion Ibat
Ift!d&riaI bas DO VIIue; ideotificatioa cards are destroyed upon ter~
IIIinatioa of employment.
.,... ........,.) ...........: Director. Office of Security. 1621

North Kent Street AdiJIaton, VirJinia.
8,.a- 1 art8Ia - 1dJ Punuant to 5

U.S.C. 552a(k)(l), (k)(2), (k)(3), and (k) (5) lI1Ilnveltlptory material
In the record wbkb meets the criteria of lI1l these~ it ex.
empCed from the DOtice, _IS, and ~.t requ!nlmems under 5
U.S.C. 552a(c)(3), (d). (e) (I). (e)(4)(0). '(R), en and (f) In order to
IICCOIIIpIiIb this law eIIl_meat fUIII:1ioa of the AaencY. to
pm'ent dilclolure of c....Uied information II reQuired by Exec:u
dYe Order 11M2, to _'the proeecIioa of the Prnideat, to
prevent IUbjecU of InVeitiption from fl'Ultndna the invesdaatorY
prouts, to prevent the disclosure of Investlpdve teebniqun, to
fulfill commatmeDts made to protect the contideildality of infOl'Jll8o
Iioa and sources. and to avoid endanaerina these sources and law
enforcemeat penonnel. See Apncy Rqallatioal pubIiIbed In this
iuue of FedenJ ....teI'.

A.LD. ·f
.,.... _ Crtmlaa1 Law Enforceaaeot Records.

s.e.ttJ d ..".....· Top Secret
. .,.... IeadoII: L Central 10es are nlliintalded III the OffICe of
~ and lavestiptlons, 1621 North Kent snet, AdlDat'on.

b. WoddnI fOes are maintained In the Office of the General
CouateI. 320 21st Street, N.W., W8IbinatoD, D.C. and In the over·
.... officet of the Auditor General, Office~~ and Jo.
vestiladoaf located in Panama, Karachi. • Rabat and
MaalIa. (see AppeDdix A for aaataIlocadon of these offkel).

c. Retired fOes are maintainCd at the W8IJIiattDa Natlon8I
konfI Center. 4205 SUidand Road. SUitIInd. Maryland.
C.'II'" ............ _ .... .., .... .,.... III furtherance of

aD iavesdptioa for IUIpccted vioIatioa of criaaiaaI IaWA • preteIIt
and former employ... of the Apac:y and of the Ov....... Private
JJwestaaeot Corporation; present and former emPloYees of coatnIC
fAIn used by the Apac:y and individuah iavolved or lIIIOCiated
with IUdI employ...; Individuals investipted at the request of
IIIOther FedenJ -.eocY. .

C••III"'" .. neank ..... .,.... Reports of iavestJaatjoDs coo
ce&'IIiat violatioal of FedenJ civil and crimlaal ItatUteI and other
vioIatiGaI of Tide 18. U.S.C.• and vioIatioaI of A,ency re,uIadoaI;
penODI1 ideadfieatioD data and details of Ktivities; ft1ated cor·
mpoaIIence with iadividuaII, with other otpIIizatioaaI uaitI of the
A,ency. 8ftd with federal. ltate. and 10ICaI peraaaent .,...cia;
records of diIdpIiaary or other acdoas cieri" from iDvesdp
Cioas; .... copies of reports of iavesdpdonl coaducted by the
At,erIq GO the bebaIf of other fedenJ qencieI. Executive Order
10913 of Novemlw 3. 1961. and StAte~ Deleption of
Authority UN of November 3,1963.
. AIIdIlIrftJ'.. 'H re til .... .,.... AttGrDey 0eaeraI'.
lIIeIDOI"Iadum re: P.L. m (28 U.S.C. 535); Fordp IUiltaIlCe Act
of 1961, asllllllllllled; Tide 18 U.S.C.;

...... _afneank ............... .,..... ..........
.. af _ .. die ....- af .a _ To penoIII coatal:ted lD
the course of aD iavettiJation to the exteat aecetIaIY to furtber the
purposes of the investiptioa.

'To law enforcement aaenciet, U.S. GoverJllllellt lI8I8clet,
courtI, the Department of State, forelpa ll'VeauDentA sad larenut
donal ........ and Memben of Coa8rett, for abe purposes Nt
forth in the Statement of General IlouIiDe V... immediately
precediIJI dine specific DOtices of syltelllt of NCOrdt.

PoUdes fer ~ ICCI t I .................... ., .,.,..
8fGr'JIis Paper copy in fale foldett.
IIetrImIIIIIIar By __ of individual

....... FIlet iD WuhinJton are stored iD COIIIbiIIatioa locked
coataiDen or iD iatruIion-aJarmed areas. FIlet ill field offlca
8bIOJd are ItoI'Id iD secured ate8I with JCCeII by~ lock
doors, Ie c:oaablaatioa locked contaiaen, aad/or lD .... secund by
U.S. Marine .......... Accets to recordA it IiIIIited to autborized
tereeDe4 penOmIel with an offlCill Deed to bow.

........... dltp/IMI: RecoRtt are retained for &bree yean after
the closina of a case and are then retired to the Wubinlloa Na
tional Records Centel' for 10 yean after Jut entry in file. Copies of
reports furnisbed by other aaencie' are returned to the oriJinatilll
qency when 10 requested; odIerwi...ocb record. are retained
until cues are cloled and then retired to the Nationil1 Wubiftlton
Records Center lor the period••tated above.
S~ ........e.) ......... Director, OffICe ofIM~

and InvestiptioM, 1621 North Kent Street. ArIiftIton. Virjpnia.
SJItemt eumpUd IrcJm certain pt"CMtIoaI af tile ad: Pursuant to 5

U.S.C. 5'1a(jX1) all information about an individual In the record
whicb meets the criteria .tated in 5 U.S.C. 5~2a(j)(2) are exempted
from the notke, aecel., and contest requirements of 5 U.S,C. '528
except subsectionl (b), (c)(1) and (2), (e)(4)(A) tbrouah (P), (e)(6),
(7), (9),(10). and (11). and (j). U the, U.S.C. 5'Z8(j) (Z) exemption
it held to be iIlvalid, then lbiI .y.tem i. cIetenniIIed to be exempt,
uadcr 5 U.S.C, 5'2<a) (k) (I) and (Z) of the Ad, from the provision.
of 5 U.S.C. 5~28 (c) (3), (d), (e)(l), (e)(4)(0). (R) and en and (I).
n.. reasons lor uMI'tinJ the exemplioM are to proICCt the D18teri.
all required by Executive Order to be kept secret in the inteRIt of
the nationil1 defense or loman poticy, to prevent IUbjectI of in~

ve.tiption from frustmina the investiptory procell. to inIIn the
proper funetionina and intearity of law enforcement activities, to
prevent dillC:losureI of investiptive teclmiquel, to maintain the
8hility to obcaiD necessary information, to fullin ~ts
made to sources to protect their identities and Ihe confidentialitv of
information and to avoid endaftprina the.. ""'"'I and law en
forcement personnel. see Aaency RquIatioaI puMisbed in dIiI
'ISue of the Federal IlqiIteI'.

A.LD. ·10
8J*m~ Employee Relations Records•

8enrky d .......: Confidential.
&,-. IocaiIIoDs L Por active record.: Employee ReIadonI

Bnincb, Office of PenonIIcI and Manpower, A,e1IC)' for lotema·
donal Development. 515 2Znd Street N. W., WlihintJtott. Doe.
20523.

b. For mired record.: Wuhinaton NatioDaI Records Center,
4205 Suitland RoIId. Suitland. Maryland.
c....- ............. COteftd .., ... .,.... AftyA.I.D. em

ployee or employee of another Federal AtencY aui&ned to A.LD.
under a-Participatina AtencY Service A,reemcnt who bas filed a
compIalnt. p1ev8llCe or appeal; has been the subject of an alimoaY
or dIiJd support claim; bas been tiI1ed u a prisoner of war or
mAna in~ (PoW/MIA); or bas a medical probIeaa ,a(feaina
bit employment.

Catl"" af neank ..... .,.... Corretpondeace and lndexet
coverilll complaint.,~' allPeals. life inIuraai:e, bea1tb in
-.ace. occupational bea1tb. worften' compensatioft. but not in
cludina those records beIonIiIII to the Department ot Labor;
alimony and chid .upport, employee medical probIemI (but not ia
cludina medil:aI records maintained by the OffICe of the Medical
Director, Deparcmcnt of Slate) and material reIatinI to
POW/MIA·s.

AadIortt1 fer _ .......... af die IJIfem: ForeiID Aslistance Ad
of 1961, as amended, especlally Sees. 621 and 615; Foreip Service
A'it of 1946. as amended; Executive Order UN$O u amended Au
SUIt 5. 1%4; , U.S.C. 301. 7301. 7~31, 7532.7533; Sec. 914 of P.L
92-15'; and Sec. 201 of P.L 91-616......_ ...--............ tIIe.,..... ..........
.. af __ .. tilt ,.,... af .a _ 1'0 a duly apPoInted
Hearina Examiner or Arbitrator for the flIII'IlON of cOadUctiIII a
bcarinI ill coaaectioa wilb an employee'. appeal iovolvinl a
pievance.

To a union rqnsentalive for the~ of representhw aD em
ployee in order to protect the employee ri6tJtI aejotiated UDder the

~:~~ ConuniPioII for the flIII'IlON of detenDinina
if the Apocy'l aNI"IC of~ is c;orm:t.

To a bea1tb or life insurance carrier for the flIII'IlON of detennla
iDa the .tatus of bencf'1ts paid or owed by or to aD employee pur.
IU8at to a health or lift insurance coaapeMatioa~

To'bospitaIa, clinics, and other mccJicaI treatment f8dlities upoa
their request in order to provide information about bea1tb lnIurance

, under the Federal EmpIoyees9f'oup HcaItb InIunIace Propam.
To law enforcement lIICIICies, U.S•.Govenuneat Mende.,

courts, the Department of Stale, forcip JOY..--tI aDd 1ntema
donal aaenciet. and MeIIIben of eoaaress. for die purpoAeI set
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forth in the Statement of General Routine Us.es immediately
preceding these specific notices of systems of records.

Policies and practices for storing, retrieving, accessing, retaining,
and disposing of record.s in the systltm:

Storage: Paper records in file folders.
Retrit"vability: By employee name.
Safeguards: Located in metal file cabinets with three-way ('om·

billdtion locI< in secured premises with ac(~ess Iimiled to those
whose official duties require access.

Ret~ntillll and dispo!<al: W,lrkers' compensation files are refired to
Federal Records Center, St. Louis., Missouri. for p<:Imanenl reten
tion after re30lntion of case. Alcohol and dreg abuse fiks are
destroyed by burning one to three yeafS afh~r separation of em
ployee. POW/MIA files are retained JIIdefinitely. All other records
are destroyed by burn;i1g one to two years after resolullon of a
problem or final decision 'm a pending matter.

System m"na:;:u(s) and add~c!'S: Chief, E,T'i,kyee Relation;
Blanch. at the locution shown in the' Sy..tems Location Section
above.

Systems exemplt,d from certain provisions uf the act: Pursuant to 5
U.S.C. 552a (k)(5). all investigatory matcri~j III the record which
meets the criteria of these subsections is exenlpl"d from the notice.
access and contest requirements of Sections (c)(3). Id) (el( I).
(e)(4)(G), (H) and (1) and (f) 5 U.S.C. 552a in order to fulfill com·
mitments made 10 protect the confidentiality of sources, and to
maintain access to sources of information which are necessary to
detennine suitability for employment. See Agency Regulations
published in this issue of the Feder..tl Register.

A.I.D•• 11
System name: Employee Conduct and Discipline Records.

Security classification: Secret.
System location: a. For active records: Office of Personnel and

Manpower, Agency for International Development, 51522nd Street
N. W., Washington, D.C. 20523 and Office .of General Counsel,
Agency for International. Development, 320 21st Street, N.W.,
Washington, ·D.C. 20523.

b. For retired records: Washington National Records Center,
4205 Suitland Road, Suitland, Maryland.

Categories of bMlividuals covered by the system: A.I.D. employees
and personal services contract personnel.

Categories of re;cords In the system: Investigations of aIIedged
misconduct, statements of outside employment and financial in
terests, claims for indebtedness, conflict of interest, insubordina

.tion, prohibited political activity, sale or barter of personal property
abroad. medical problems affecting employment, and relevant
disciplinary actions affecting all of the above.

Aathorlt)' tor III8IIlteDuee of the 1)'1tem: 18 U.S.C. 201 through 209,
Executive Order 11221 of May, 1965; F.R. Doc. 68-14888, filed Dec..
12, 1968.

Roudne uses 01 records maintained In the system, Inc:Judlng categ0
ries 01 users IIIId the purposes 01 SUl:b uses: To law enforcement
agencies, U.S. Government agencies, courts, the Department of
State, foreign governments and international agencies, Members of
Congress, and individuals' medical advisers for the purposes set
forth in the Statement of General Routine Uses immediately
preceding these specific notices of systems of records.

Pollcles IIIId practic:es for storing, retrieving, aa:essIng, retaining,
IIIId disposing of records In the system:

Stonge: Paper copy in file folders.
Retrtevabillty: By name oNndividual.
Safeguards: Stored in fire-insulated combination vault or in three

way combination locked containers accessible only to authorized
personnel with an official need to know.

. Jtetendcin and disposal: Misconduct and discipline records are
destroyed by burning. twenty years after last entry in file or ten
years after separation whichever is earlier. All other records are
destroyed by burning one to two years after resolution of a
problem or final decision on a pending matter.

System manager(s) and address: a. For records at Location (a);
Chief,Employee Relations Branch, Office of Personnel and Man
power, SIS 22nd Street N. W., Washington, D.C. 20523..

b. for records at Location (b): Management Assistant, Office of
the General Counsel, A.I.D., 3~0 21st Street, N.W., Washington,
D.C.

Record source categories: The individual concerned, creditors,
and A.I.D. employees acting in their official c'apacities.

Systems exempted from certain provisions of the ad: Pursuant t~ 5
U.S.C. 552a (k)(5), all investigatory matelial in the record which
meets the criteria of these subsections is exempted from the notice,
access and contest requirements of Sections (c)(3), (d), (e)(I>. (e)(4)
(G) (H) and (1) and if) of U.S.c. 552a in order to fulfill commit·
ments made to protect the confidentiality of sources and to main
tain access to source~ of information which are necessary to deter
nune suitahility for cmployment. See Agency regulatiol'\s published
in this issue of the Federal Register.

A.I.D. - 12
System name: Executive Assignment Records.

Security cla.ssilkatinn: Confidential.
System locatit'n; Agency for International Development Office of

the Deputy Administrator, 320 21st Street. N.W. Washinton, D.C.
20~23

('att1!:ories of indhiduals covered by the s}stem: Applicants for
employm"m and pres"nt A I. D. employees

Categories <If records in the system: Biographical data, education,
nominating documents. and recommendations.

Au'hority for maintenance of the s}~telll: Foreign Assistance Act
of I'If>i as amended, Secllon~ 631 (b) and (c) and 625 (b), (c), (d); 5
lJ.S.c. 2i03.

Routine uses of remrds maintained' in the system, Including catego
ries of lL-;ers and the purpuses of such uses: To Members of Congress
for Congressional clearance; the White House for clearance; De
partment of Justice, Federal Bureau of Investigations for security
c1earanc.e; Civil Service Commission for security clearance. and
other U.S. Government Departments and Agencies for executive
placement opportunities.

To law enforcement agencies, U.S. Government agencies,
courts. the Department of State, foreign governments and interna
tional agencies, and Members of Congress. for the purposes set
forth in the Statement of General Routine Uses immediately
preceding these specific notices of systems of records.

Polldes and practices for storing, retrieving, aa:esslng, retaining,
and disposing of records In the system:

Storage: :>aper copy in file folders.
Retrievabllity: By name of applicant or employee.
Safeguards: Located in metal file cabinets with three-way com

bination locks in secure premises with access limited to those
whose official duties require access.

Retention IIIId disposal:. Applicant's file kept for one year and
then reviewed for status. Employee's file kept until employee
retires, transfers, or resigns. Files destroyed by shredding or burn
ing.

System rnanager(s) and address: Special Assistant for Executive
Assignments, Agency for International Development, Office of the
Deputy Administrator, 320 21st Street, N.W. Washington, D.C.
20523

Notiftc:adoo procedure: Requests by individuals concerning the
existence of a record may be addressed to:

Director
Office of Personnel and Manpower (SER/PM)
Attn: Privacy Liaison Officer
Agency for International Development.
320 21st Street. N.W.
Washington, D.C. 20523

or presented in person at State Annex 2, SIS 21nd Street N. W.,
Washington, D.C. 20523.

'Information Required: Individual's name, place and date of
birth. The determination as to the existence of a record will be
facilitated by the provision of the individual's Social Security
number and dates and places of service.

Recon:I access procedures: Requests from individuals should be
addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by information sufficient to
identify the individual pursuant to Sec. 2IS.4(c) or (d) of the Aaen
cy's regulations as published in this issue of the Federal Register.

Coatestlng record procedures: Written requests from individuals
to amend their record should be mailed or presented in person to
the same addresses as stated in the Notification Section above.

Requests for review of a refusal'to amend a record should be
made in writing and mailed or delivered to:

Administrator

li, }.W
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Agency for International Development
320 21st Street, N.W.
Washington, I).c. 20523
ATIENTION: Executive Secretary - Privacy Review Request.

Both the envelope and the letter should be clearly marked Atten
tion: Executive Secretary, Privacy Review Request.

Record source categories: Infonnation provided by the applicant
or employee, educational institutions, and documents originated by
AJ.D., the White House other U.S. Government Departments and
Agencies, Members of Congress, organizations and persons.

A.I.D. - 13
System name: Orientation and Training Records.

System location: Records are maintained in various offices in
Washington and abroad that have responsibilities in processing ap
plications. See Appendix A for actual location of these offices.

Categories of individuals covered by the systeni: Employees of
A.I.D., employees of other U.S. Agencies assigned to A.I.D., A.I.D.
contractor personnel and dependents of the foregoing; personnel
from voluntary organizations, foreign governments and interna
tional organizations who apply for participating agency training pro
grams.

Categories of records in the system: In addition to central records
in custody of A.I.D., but officially 'maintained' by the Civil Service
Commission, the Agency maintains biographical infonnation, train
ing applications, college transcripts, thesis papers, language ap
titude and proficiency scores, micellaneous test scores and cor
respondence, and evaluations of employees in training.

Authority for maintenance of the system: Foreign Assistance Act
of 1961, as amended (P.L. 87-195), Sec 621; and the Foreign Ser
vice Act of 1946 amended Title 5, U.S.C. Sec 301,1302; 2951, 4118,
4308, and Executive Order 10561, Sept 13,1'954.

Routine uses of records maintained in the system, Including catego
ries of users and the purpoRS of such uses: To colleges, universities,
and other fonnal training institutions, for the purpose of nominating
or recommending employees of the Agency for academic studies or
training at such institutions, law enforcement agencies, U.S.
Government agencies, A.LD. contractors, courts, the Department
of State, foreign governments and international a~ncies, Members
of Congress, and individuals' medical advisers for the purposes set
forth in the Statement of General Routine Uses immediately
preceding these specific notices of systems of records.

Policies and practices for storing, retrieving, accessing, retaining,
8Dd disposing of records In the system:

Storage: Paper copy in file folders.
Retrievablllty: By name of individual or other personal identifier.
Safeguards: Located in metal file cabinets with three-way com-

bination' locks in secure premises with access limited to those
wbose official duties require access.

Retention aDd disposal: Selected records disposed of after one to
five years by shredding· or burning; records of more permanent
value disposed of in same manner after retirement, transfer or
resignation of employee to which they pertain.

System m.....r(s) and Hdress: The ChieT, Professional Studies
and Career Development Division, Agency for International
Development, 1735 N. Lynn Street, Arlington, Virginia. Additional
records are maintained by Administrative and Executive officers
and office supervisors in A.I.D. Washington offices located abroad.
See Appendix A for actual location of offices.

Notification procedure: Requests by individuals concerning the
existence of a record may be addressed to:

Director
Office of Personnel and Manpower (SER/PM)
Attn: Privacy Liaison Officer
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523

or presented in person at State Annex 2, SIS 22nd Street N. W.,
Washington, D.C. 20523.

For offices abroad, to the Privacy Liaison Officer at the applica-
ble address in Appendix A. . .

Infonnation Required: Individual's name, place and date of
birth. The detennination as to the existence of a record will be'
facilitated by the provision of the individual's Social Security
number and dates and places of service.

Record access procedures: Requests from individuals should be
addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by infonnation sufficient to
identify the individual pursuant to Sec. 215.4(c) or (d) of the Agen
cy's regulations as published in this issue of the Federal Register.

Contesting record procedures: Written requests from individuals
to amend their record should be mailed or presented in person to
the same addresses as stated in the Notification Section above.

Requests for review of a refusal to amend a record should be
made in writing and mailed or delivered to:

Administrator
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523
ATTENTION: Executive Secretary - Privacy Review Request.

Both the envelope and the letter should be clearly marked Atten
tion: Executive Secretary - Privacy Review Request.

Record source categories: The individual concerned and A.I.D.
employees acting in their official capacities.

A.I.D. - 14
System name: Awards and Incentives Records.

System location: a. Central File: Incentive Awards Branch, Office
of Personnel and Manpower, Agency for International Develop
ment, 515 22nd Street N. W., Washington, D.C. 20523.

b. Decentralized files are maintained in various Washington of
fices and offices abroad having responsibility for initiating and/or
implementing incentive award activities or programs. See Appendix
A for actual location of these offices.

Categories of indIviduals covered by the system: Foreign Service
and Civil Service Employees of A.I.D. ahd employees of other
governemnt agencies.

":;ategories of records In the system: In addition to centml records
in'lhe custody of A.LD. but officially 'maintained' by the Civil Ser
vice Commissior, the agency maintains fonns recording employee
suggestions, supervisor's recommendations, award citations, and
agency decisions.

Authority for maintenance of the system: Foreign Assistance Act
of 1961 as amended, Section 621 (a); Foreign Service Act of 1946 as
amended,S U.S.C. Chapter 45.

Routine uses of records maintained In the system, Including catego
ries of users and the purposes of such uses: To law enforcement
agencies, U.S. Government agencies, courts, the Department of
State, foreign governments and international agencies, and Mem
bers of Congress, for the purposes set forth in the Statement of
General Routine Uses immediately preceding these specific notices
of systems of records.

Policies and practices for storing, retrieving, accessing, retaining,
and disposing of records In the system:

Storage: Paper copy in file folders.
Retrievablllty: By name of individual.
Safeguards: Located in metal file cabinets with three-way com

bination locks in secured premises with access limited to those per
sons whose official duties requjre access.

Retention and disposal: Destroyed one year following completion
of program or granting of award; or when obsolete.

System lIIlUllIlI:l!r(s) and address: a. Central File: Chief Incentive
Awards Branch. Office of Personnel and Manpower, Agency for
International Development at the location stated above.

b. Executive Officer or principal Administrative Officer in
A.I.D. Washington offices and offices abroad. See Appendix A for
actual location of offices.

Notification procedure: Requests by individuals concermng the
existence of a record may be addressed to:

Director
Office of Personnel and Manpower (SER/PM)
Attn: Privacy Liaison Officer
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523

or presented in person at State Annex 2, SIS 22nd Street N. W.,
Washington, D.C. 20523.

For offices abroad, to the Privacy Liaison Officer at the applica
ble address in Appendix A.
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Infonnation Required: IndividUal's name, place and date of
binh. The determination as to the existence of a record will be
facilitated by the provision of the individual's Social Security
number and dates and places of service.

Record aecaa procedural Requests from individuals should be
addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by infonnation sufficient to
identify the individual pursuant to Sec. 215.4(c) or (d) of the Agen
cy's regulations as published in this issue of the Federal Register.

Coaletldng record procedures: Written requests from individuals
to amend their record should be mailed or pre!'lented in person to
the same addresses as stated in the Notification Section above.

Requests for review of a refusal to amend a record should be
made in writing and mailed or delivered to:

Administrator
Agency for International Development
320 21st Street, N.W.
WaShington. D.C. 20523
ATTENTION: Executive Secretilry· Privacy Review Request.

Both the envelope and the letter should be clearly marked Atten
tion: Executive Secretary. Privacy Review Request.

Record source a1tegories: The individual concerned and A.I.D.
employees acting in their official capacities.

A.I.D. -15
System 1IlU1Ie: Employees PayroU Records.

System locatloo: a. For automated files - Office of Data Manage
ment, Agency for International Development. 1975 Florida Avenue.
Washington, D.C.

b. For employee case file - Employee Services Division, Office
of the Controller, Agency for International Development.· 1975
Florida Avenue, Washington, D.C.

c. For alimony and child suppon garnishment file - Employee
Relations Branch, Office of Personnel and Manpower. Agency for
International Development, 515 22nd Street N: W·.• Washington.
D.C. 20523.

d. For retired files - Washington National Records Center. 4205
Suitland 'Road. Suitland, Maryland.

Categories of Individuals covered by the 1IyIIem: A.I.D. employees
including: Direct-hire employees assigned to positions in the United
States, U.S. citizen direct-hire .employees assiped to positions
overseas, personal services contractors, other contract employees;
and employees of Federal, state. or local government agencies as
signed to A.I.D.

Categories of ftCOI'ds In the 1IyIIem: This system consists of five
files, three of which are computerized records maintained on mag
netic discs and magnetic tapes. The other two are manuaJ files
maintained in filing cabinets These files are described below.

a. Employee Case File - this manual file contains copies of SF
50's. withholding statements•. bond allotment slipS. 'bealth benefits
forms. life insurance forms, retirement forms and other papers con-
cerning payroll matters. .

b. New American Payroll System Automated Master Employee
File this is an automated file. Individual records contain the foDow
ing types of infonnation; name. Social Security account number.
country post. union indicator. timekeeper code. W-2 mail indicator,
retirement system, federal goVernment life insurance. bealth
benefits, birth date. a wide variety of dates includiDa those that in
dicate suspense actions which are due at a future date. and o~
dates for the use of finaAciai managers such as limited appointment
CJlpiration date. effective date of pay change; allowances. deduc
tions. bours worked, leave severance pay. and federal and state in
cometax..

c. PayroD History File· this file is an .automated file. Individual
records contain Social Security account number. current pay; year
to date pay. tax status. allotments, bonds. time and attendance.
retirement. insurance and other pay data.

d. Address File - this is an automated file. Individual records
contain address records for bonds. allotment. paycbecb; W-2 mail
ing address, agency. Social Security account number, bond
number. checldine code and financial orpnization.

e. Alin,;>oy and Child Support Garnishment File - this is a
manual file which contains court judaement and .,-it and other
legal orders concerning alimony and/or child support payments.

Authority for III8InteIuIDce of die 1J*m: Fomp Assistance Act
of 1961 (as amended) 62I(a). 625. 636(b). (c); Chapter '1 title 5
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U.S.C.; Executive Order 10927; P.L. 93~7; Foreiln Service Ad 01
1946. as amended; asxt Social Security Act (42 U.S.C. 659).

Roudlll _ of record. maintained In tbe .,...., Incilldlaa atep.
ria of ..... lIIId tile P'JI1IC*S of mch -= To Treasury Department
for payroll purposes.

To Treasury Department for issuance of savinss bonds.
To Civil Service Commission for retirement. health and life in-

surance purposes. ,
To the Social Security Administration for Federal Insurance

Compensation Act purposes.
To the Internal Revenue Service for taxable eaminp and

withholding purposes.
To the Combined Federal Campaigil for charitable contribution

purposes.
To American Federation of Government Employees for union

dues.
To American Foreign Service Association for union dues.
To the States of California, New York, Pennsylvania, Maryland.

Virginia. and the District of Columbia, under agreements entered
into by the Secretary of the Trea,ury. wage and tax infonnatioa
consisting of name. address, social secyrity number, wages (as'
defined in Section 340l(a) of the Intem31 Revenue Code. 26 U.S.C.
3401(a», and tax withheld. if any. This data is provided aenerally
with respect to employees of the Aaency who' are employed in the
State and subject to the tax (whether or not tax is withheld); or,
who have opted for voluntary withholding for their.taxing jurisdic-
tion. '

To the Attorney General of the United States or his authorized
representative in connection with litigation, law enforcement. or
Qther matters under the direct jurisdiction of the Depanment of
Justice, or carried out as the legal representative of the Executive
B'ranch agencies.

To the Inte'mal Revenue Service for audit and inspection and in
vestigation purposes.

To the Depanment of Health. Education and Welfare for
microfilming and producing microfiche. .

To the Chesapeake and Potomac Telephone Company (8 con
tractor) and its employees fQr the purpose of telecommunications
transmission of data betweea the central computer facility and the
remote terrninal.

To the Department of State for retirement and nai.:rofilmina pur-
poses. .

To judgement holder for the purposes of garnishment for the
payment of alimony or child suppon. .

To a duly appointed hearing examiner or arbitrator (an employee
of another federal agency) for the purpose of conducting a hearing
in connection with an employee's appeal involvil1a disclosures of
records of A.I.D. financial systellB.

To ali arbitrator who is given a contract pursuant fu a neaotiated
labor 8jp'CCment to hear an employee's arievance'involving disclo
sure of records of the financial management system.

To the Civil Service Commission conceming pay. benefits,
retirement deductions. and other infonnation necessary for the·
Commission to carry out its Govel'lllMnt-wide personnel lII8Il8Io
ment functions.

To law enforcement -ligencies. U.S. Government agencies,
courts. theDcpartment of State. foreiao governmentt and interna- '
tional agencies, and Members of Congress, for the PurPoses set
forth in the Statement of General Routine Uses immediately

'precedina these tpecific notices of systems of records.
Pol... lIIId prlICtkes for startDa. 1"etI'InIDI. ---., ..........

lIIId disposing of .... In tile lIyStem: .
St8rlIp: Automated reCords are stored 'on IIIlIpCtic diic and/or

IIJlIlP1Ctic tape. The manuaJ files contain microf"lIm, miaof'liCbe,
printed forms. punched cards. and correspondence.

RetrIeftbIIIty: The' ,five ('des descn'bed above are indexed in the
following manner; a. Employee Case File • By name of employee.

b. New American PayroD System Automated Master Employee
File - by S9c:ia1 Security account number.

c. PayroD History File • by Agency (A.I.D. and O.p.Le.) and~
ciaI Security account number. - .

d. Address File - by Social Security account number.
e. Alimony and Child Support Garnishment File • by naiae.
lW....-cIr. For the automated tys~. a 'password' is usiped

to A.lD. employees who in the performance of their offICial duties,
must have accest to these files. For the manual ('des they are
located in metal file cabinets with three-way combiaatioa loeb or
in: secured premises WI'Ib access limited to those wbole oIficiaI du-
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ties require access. The compuler facility, including the tape libra
ry, is located in secured premises with combination-lock door and,
accen is limited to persons of verified identity who require access.

Retention and dlsp<lSal: a. The Employee Case Files are main
tained for ten years afler the date.of an employee's separation. The
file is transferred to the Washington National Records Center one
year after audit.

b. The New American Payroll System Automated Mtiter Em
ployee Pile is maintained for a two-week period; then it is updated
by writing over the old record. This automated record duplicates
the information in the employee case file.

c. The Payroll History File is maintained for five years: then it
is written over. .

d. The Address File is updated periodically as needed and the
old version is written over.

e. The Alimony and Child Support Gamishment File is main
tained in the office for a period of seven years after an employee is
transferred or separated. .

S)'lItem maoaaer(s) and addraa: For Alimony and Child Support
Garnishment File: Chief, Employee Relations Branch. Office of
Personnel and Manpower, Allency for International Development,
SIS 22nd Sireet N. W., Washington, D.C. 2OS23.

For all other files: Assistant Controller, Employee Services Divi
sion, Financial Management, Agency for International Development
1975 Florida Avenue, Washington, D.C.

Notification procedure: Requests by individuals conceming the
existence of a record may be lIddressed to:

Director
Office of Personnel and Manpower (SER/PM)
Attn: Privacy Liai!lOn Officer
Agency for International Development
320 21st Street, N.W.
Washington, p.C. 20523

or presented in person at State Annex 2, SIS 22nd Street N_ W.•
Wa.shinaton, D.C. 20S23. •

Information Required: Individual's name. place and date of
birth. The determination as to the existence of a record will be
facilitated by the provisicn of the individual's Social Security
number and dates and places of service.

Record aecea procedures: Requests from individuals should be
addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by information sufficient to
identify the individual pursuant to Sec. 21S.4(c) or (d) of the Agen
cy's Regulations as published in this issue of the Federal Register.

Contesting record procedures: Written requests from individuals
to amend their record should be mailed or presented in person to
the same addresses as stated in the Notification Section above.

Requests for review of a refusal to amend a record should be
made in writing and mailed or delivered to:

Administrator
A-gency for International Development
320 21st Street, N.W.
Washington, D.C. 20S23
ATTENTION: Executive Secretary - Privacy Review Request.

Both the envelope and the letter should be clearly marked Atten
tion: Executive Secretary - Privacy Review Request.

Record aoune cateaor1e8: The individual concerned and A.I.D.
employees acting in their offici,al capacities.

.U.D. -16
System IUlme: Attendance and Leave Reporting Records.

System location: Central records located in Office of Financial
Management, Agency for Intemational Development, I97S Florida
Avenue, N.W.• Washington D.C. Timekeeper's records are kept by
the employing Washington office and offices abroad. See Appendix
A for a Iistina of these locations. .

Cateprla of Indlvlduall c:o"ered by the lyitem: Employees of
A.I.D. and Personal Service Contractors.

Cateaorfes of rec:ordI la the Iystem: Central Records (Employee
PaymU File) and Timekeepers Records contain various combina
tions- of t/le foUowing: time and attendance cards, leave requests
forms, correspondence and memorandums on leave, payroU deduc
tions for savinas bonds apd aDotments to various institutions and
correspondence on reimbursements.

Aulholity for malatenanre of the Iystem: Title 5, U.S.C. Section
1302, 2951.4118, 4308 and sections 112 (a) and 113 of the Budget
and Accounting Procedures Act of 19S0, and Title 6. GAO Policies
and Procedures Manual.

Routine IIIiCS of rec:ords maintained In the lIystem. Including eateao
lies of users and the purpolleS of suc:h IlleS: To law enforcement
agencies, U.S. dovemment agencies, courts, the Department of
State. foreign govemments and intemational agencies, and Mem
ben of Congress, for the purpo~s set forth in the Statement (If
General Routine lJses immediately preceding these specific notices
of systems of records.

To the Civil Sen.·ice Commission concerning pay, benefits,
retirement deductions, and other information necessary for the
Commission to carry out its Govemment-wide personnel lIllUlage
ment functions.

Policies and prac:tkeI for storing, retrle"na, aa:esslng. retalniRg,
and disposing of records In the system:

Storage: Paper copy in file folders.
Retrinabillty: By name of individual and Social Security number.
Safeguards: Located in metal file cabinets with three-way com-

bination locks in a secure space or secured premises with access
limited to tho~ whose official duties require access.

Retention and dL<jpOIlII: Destroyed after S years by burning or
shredding.

System 11I1UIlI&C!r(1) and addraa: Assistant Controller, Employees
Services Division, at the location shown in System Location Sec
tion above.

NotUIcatIon procedure: Requests by individuals concerning the
existence of a record may be addressed to:

Director
Office of Personnel and Manpower (SER/PM)
AUn: Privacy Liaison Officer
Agency for International Development
320 21st Street, N.W.
Washinaton, D.C. 2OS23

or preRented in person at State Annex 2, SIS 22nd Street N. W.•
Washington, D.C. 20S23.

For offices abroad. to the Privacy Liaison Officer at the applica
ble address in Appendix A.

Information Required: Individual's name, place and date of
birth. The determination as to the existence of a record will be
facilitated by the provision of the individual's Social Security
number·and dates and places of service.

Record __ pI'OCedures: Requests from individuals should be
addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by information sufficient to
identify the individual pursuant to Sec. 21.5.4(c) or (d) of the Agen
cy's Regulations as published in this issue of the Federal Repster.

Conle8tlng record procedures: Written requests from individuals
to amend their record should be mailed or presented in person to
the same addresses as stated in the Notification Section above.

Requests for review of a refusal to amend a record should be
made in writing and mailed or delivered to:

Administrator
Agency for Intemational Development
320 21st Street. N.W.
Washington, D.C. 2OS23
ATTENTION: Executive Secretary - Privacy Review Request.

Both the envelope and the letter should be clearly marked Atten
tion: Executive Secretary, Privacy Review Request.

RKOni IOUI'ce c:ateaor1e8: The individual concerned and A.I.D.
employees acting in their official capacities.

A.I.D. ·17
System name: Employee.Qwned or-Leased I'ropCrty Records.

System loc:atloa: Records are located at various overseas officel
listed in Appendix A.

Cateaor1e8 oflndlvlduall ccn'ered by the lyateaa: U.S. 80ver'nment
employees and contract employees of A.I.D. .

Cateaor1e8 of reconll la the lyitem: Records on .leasing Iivilll
quarters whose rent and utility costs· are reimbuned whoUy or in
part by A.I.D. and personallY-<lwned vehicles and other property at
post. Records contain a description of such property, and how pro
perty is disposed of at post.
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Authorily for maintenan<:e of the system: Foreign Assistance Act
of I%lr as amended, Sec. 636; Foreign Service Act of 1946 as
amenderl.

Routine US('s of records maintained in the system, including catego
ries of lL~rs and 11.... purposes of such uses: To the Department of
Slate for the issuance of licenses and establishing of duty free
slatus of A.I.D. personnel.

To law enforcement agencies, {] .S. Government agencies,
courts, the Department of State, foreign governments and interna
tional agencies, and Members of Congress, for the pllrp..hes set
forth in the Statement of General Routine Uses immediately
preceding these specific notices of s~stems of records.

Poli<:if:s and pradi<:es for storing, rttricving, a<:f:l"ssing, rcL'iining,
and disposing of re<:Ords in the s)'stem:

Storage Paper copy in file folders.
Retrievahility: By name of individual.
Safeguards: Located in metal file cabinets with three-way com·

bination locks in secured premises with access limited to those
whose official duties require access.

Rl"tention and disposal: After employee leaves post, records on
owned property are retamed for four years and on leased property
for two years, then destroyed.

System manager(s) and address: Director, Office of Management
Operations, 320 21st Street N.W., Washington, D.C. 20523.

Notification procedure: Requests by individuals concerning the
existence of a record may be addressed to:

Director
Office of Personnel and Manpower (SER/PM)
Attn: Privacy Liaison Officer
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523

or presented in person at State Annex 2, 1601 North Kent
Street, Arlington, Virginia.

For offices abroad, to the Privacy Liaison Officer at the applica
ble address in Appendix A.

Information Required: Individual's name, place and date of
birth. The 'determination as to the eJcistence of a record will be
facilitated by the provision of the individual's Social Security
number and dates and places of service.

Record 8£<:ess procedures: Requests from individuals should be
addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by infonnation sufficient to
Identify the individual pursuant to Sec. 215.4(c) or (d) of the Agen
cy's Regulations as published in this issue of the Federal Register.

Contesting record procedures: Written requests from individuals
to amend their record should be mailed or presented in person to
the same addresses as stated in the Notification Section above.

Requests for review of a refusal to amend a record should be
made in writing and mailed or delivered to:

'Administrator
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523
ATIENTION: Executive Secretary - Privacy Review Request.

Both the envelope and the letter should be clearly marked Atten
tion: Executive Secretary, Privacy Review Request.

Record source categories: U.S. Government employees, local' and
contract employees of A.I.D. and American Embassy personnel.

A.I.D. - 18
System name: Employee Use of Property Owned or Leased by the

U.S. Government Records.
System location: Records are located 'at Agency Washington

headquarters and at offices abroad. See Appendix A for actual lo
cation of those offices.

Categories of individuals covered by the system: U.S. Government
employees, contract employees of A.l.D., and quests lJt A.I.D.
operated staff or guest houses.

Categories of records In the system: Records pertaining to the oc
cupancy or use of property owned or leased by the U.S. Govern
ment, and to facilities and/or services provided such as: govern
ment-leased housing; government-owned furniture, appliances and
furnishings; U.S. Government property in custody used for official
purposes; government-owned vehicles used for official or unofficial

purposes; parking permits: government-purchased publications;
long-distance telephone calls made from A.I.D. facilities; U.S.
Government vehicle repair facilities; comrnissory, liquor, and post
exchange purchases; gasoline purchased from or through post
exchange purchases; gasoline purchased from or through an A.I.D.
Gverseas post: government-furnished housing maintenance and
repair services: and A.I.D. staff or guest house facilities.

Authority for maintenallce of the system: Foreign Assistance Act
of 1961 as amended, Sec. 621, 635: Foreign Service Act of 1946 as
amended.

R'lUtine uses of records mllintained in the system, including catego-
ries of users and the pufllOSe" of such uses: To law enfon:ement
agencies, U S. Government agenetes, courts, the Department of \,)'
State, foreign povernments and international agencies, and Mem- ",/
hers of Congf"ss. for the purposes set forth in the Statement of ''''
General Routine LJ ses immediately preceding these specific notices
of systems of records.

Policies and practices for storing, retrieving, aa:essing, retaining,
and disposing of records in the system:

Storage: Paper copy in file folders, and card index file.
Retrievability: By name of individual.
Safeguards: L,cated in metal file cabiilets with three-way com

bination Jocks in secured premises with access limited to those
whose official duties require access.

Retention and disposal: Records on the issuance of U.S. Govern
ment property are destroyed three years after the property is
turned in or otherwise accounted for. Individual trip tickets reflect
ing official and unofficial' use of vehicles are destroyed 6 months
after the end of the fiscal year. Maintenance and repair records and
related papers pertaining to the maintenance and repair of in-
dividual residential lInits occupied by individuals at overseas posts "
are destroyed at the end of 4 years. Destruction is by shredding or V""
~rni. '. ~

System manager(s) and address: Director, Office of Management
Operations, Agency for International Development, 320 21st Street,
N.W. Washington, D.C.

Notification procedure: Requests by individuals concerning the
existence of a record may be addressed to:

Director
Office of Personnel and Manpower (SER/PM)
Attn: Privacy Liaison Officer
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523

or presented in person at State Annex 2,515 22nd Street N. W.,
Washington, D.C. 20523.

For offices abroad, to the Privacy Liaison Officer at the applica
ble address in Appendix A.

Infonnation Required: Individual's tmme, place and date of
birth. The determination as to the existence of a record will be ,.
facilitated by the provision of the individual's Social securityV·'.' j

number and dates and places of service. "',. "
Record ae:eess procedures: Requests from individuals should be

addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by information sufficient to
identify the individual pursuant to Sec. 215.4(c) or (d) of the Agen
cy's Regulations as published in this issue of the Federal Register.

C6ntesting record proc:edures: Written requests from individuals
to amend their record should be mailed or presented in person In
the same addresses as stated in the Notification Section above.

Requests for review of a refusal to 'amend a record should be
made in writing and mailed or delivered to:

Administrator II.
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523
ATTENTION: Executive Secretary - Privacy Review Request.

. Both the ~nvelope and the !etter sho~ld be clearly marked Attenu-";
bon: Executive Secretary - Privacy Rev,ew Request. ',,'

Record source categories: U.S. Government employees, local an " ..
contract employees of A.I.D., and personnel of the Department of
State.

A.I.D•• 19
System name: Travel and Transportation Records.
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System location: Central Records located in A.I.D. Washington
Headquarters. Decentralized records maintained in various
Washington offices and oHices abroad having responsibilities for
initiating requests for travel or transportation of things. Travel Ad
\'ance Control History File for Automated Files: Office of Data
Management, 1875 Connecticut Avenue, N. W., Washington, D.C.
Tra~el Advance, Employee Case File: Employee Services Division,
OffIce of the Controller,. 11175 Connecticut Avenue, N. W.,
Washington, D.C. See Appendix A for actual location of these of
fices.

Categories of individuals G)"~red by the system: A.I.D. employees
and theIr dependents, mdividuah whose travel is sponsored or paid
for by A.I.D., and visitors to A.I.D. offices abroad.

Categories of records in the system: a. Central Records: travel
authorizati«;>ns; itinerane,; government bills of lading; government
transportatIOn requests; card file pertaining to passports, travel and
shipment of effects; and correspondence.

b. Decentralized Records: copies of documents maintained in the
central records; export/import permits; baggage declarations'
customs declarations; passpqrts and records of' applications fo;
vIsas; travel advance requests; arrival and departure notices; record
~f clearances poor to departure from post abroad; packing lists and
mformatlon on meetings abroad including meeting schedules and
biographical sketch of attendees.

c. Travel Advance, Employee Case File: a manual file contain
ing copies of travel authorizations and related paid vouchers and
correspondence.

d. Travel Advance Control History File: automated file contain
~ng name, social. security account number, appropriation code, date
Issued, advance Issued and advance outstanding.

Authority for mainwnance of the system: Foreign Assistance Act
of 1961 as amended, esp. Sec. 621, 636 (a) and (b); Foreign Service
Act of 1946 as amended, Sec. 911; and Chapter 57,5 U.S.C.

Routine uses of ncords maintained In the system, including catego
ries of users and the purposes of such uses: To commercial travel,
transportation and shipping companies and agents for making
travel, transpoltltlon and shipping arrangements.

To U.S. Treasury for payment of bills and vouchers.
To U.S. Dispatch Agellts to arrange shipment and clearance of

effects.
To law enforcement agencies, U.S. Government agencies,

courts, the Department of State, foreign governments and interna
tional ~gencies, and Members of Congress, for the purposes set
forth 10 the Statement of General Routine Uses immediately
preceding these specific notices of systems of records.

Policies and practices for storing, retrieving, III:C'eSSing, retaining,
and disposing of ret:ords in the system:

Storage: Paper copy in file folder
Retrievabllity: Individual's name or other personal identifier.
Safeguards: Biographic information and passports kept in metal

cabinets with Ihree way combination lock. Other records ~ept in
areas with access limited to those whose oHicial duties require ac
cess.

Retention and di~l: Retained for four years and then
destroyed by shredding or burning.

System manager(s) and address: a. Central Records: Director, Of
fice of Management Operations, Agency for International Develop
ment, 320 21st Street, N.W. Washington, D.C. 20523

b. Decentralized Records: Administrative and Executive officers
and office supervisors in A.I.D. Washington offices and offices
abroad. See Appendix A for actual location of offices.

c. Travel Advance, Employee Case File: Chief, Central Ac
counts Division, Office of the Controller, 1875 Connecticut
Avenue, N. W., Washington, D.C.

d. Travel Advance Control History File: Chief, Information
Management Division, Office of Data Management, 1875 Connecti
cut Avenue, N. W., Washington, D.C.

Notification pro.:edure: Requests by individuals concerning the
existence of a record may be addressed to:

Director
Office of Personnel and Manpower (SER/PM)
Attn: Privacy Liaison Officer
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523

or presented in person at State Annex 2, 515 22nd Street N. W.,
Washington, D.C. 20523.

For offices abroad, to the Privacy Liaison Officer at the applica
ble address in Appendix A.

. Information Required: Individual's name, place and date of
birth. The determination as to the existence of a record will be
facilitated by the provision of the individual's Social Security
number and dates and places of service.

Record access procedures: Requests from individuals should be
addressl(d or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by iiiformation sufficient to
identify the individual pursuant to Sec. 215.4(c) or (d) of the Agen
cy's Regulations as published in this issue of the Federal Register.

Contesting record p~ures: Written requests from individuals
to amend their record should be mailed or presented in person to
the same addresses as stated in the Notification Section above.

Requests for review of a refusal to amend a record should be
made in writing and mailed or delivered to:

Administrator
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523
A'n'ENTlON: Executive Secretary - Privacy Review Request.

Both the envelope and the letter should be clearly marked Atten
tion: Executive Secretary - Privacy Review Request.

Ra'Ord source categories: The individual concerned and A.I.D.
emploYl;es acting in their official capacities.

A.I.D. - 20
System name: Claims Records.

System location: a. Central Records:
Office of Personnel and Manpower. Agency for International

Development, 1601 Kent Street, Arlington, Virginia for allowance
claims and health benefit claims.

Office of the General Counsel, Agency for International
Development, 320 21 st Street, N.W., Washington, D.C. for tort
claims..

Office of Management Operations, Agency for International
Development. 320 21st Street, N.W., Washington, D.C. 20523 for
claims i.lVolving loss of private personal property.

Office of Financial Management, Agency for Internatwnal
Development, 1975 Florida Avenue, N.W:, Washington, D.C. for all
other claims.

b. Decentralized records maintained in various Washingtpn of
fices and offices abroad having responsibilities for initiating
requests for claims activity. See Appendix A for actual location of
these offices.

C~tegories of individuals covered by the system: Employees who
have filed claims against the Agency and employees against whom
the Agency has filed a claim.

Categories of records in the system: a. Central Records: Documen
tation of claims, voucher disallowances, duplicate payment, and
bills for collection.

b. Decentralized Records: Copies of documents maintained in
the central records, legal reviews and opinions, and referrals to
G.A.O:

Authority for maintelUlllCe of the system: Foreign Assistance Act
of 1961 as amended, Sec, 621; Foreign Service Act of 1946. as
amended; Federal Tort Claims Act and G.A.O. Policy and
Procedures Manual.

Routine uses of ret:Onls maintained in the system, inclUding catego
ries of users and the pul'pORS of such uses: To U.S. Treasury for
payment.

To U.S. Despatch Agents to verify movement of persons and
things and costs thereof.

To Office of Operations, Department of State, for review and
initial adjudication of private personal property claims.

Routine uses of records maintained In the system, Including catego
ries of users apd the PUI'pORS of such uses: To the State· A.I.D. 
U.S.I.A. Joint Survey Board for review of claims arising from
evacuation.

To commercial travel, transportation, and shipping companies
and agents to verify actual costs of services;

To the Office of the Director of Medical Services, Department
of State of determine validity of medical claims.

To law enforcement agencies, U.S. Government ~eft(;ie!l,

courts, the Department of State, foreign governments and IOtema-
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t10nal aaenciell. and Memberl of.Conarell, for the~I set
forth In the lttatement of General Routine Usel iminediately
precedina these lpecific noikel of IYltel1ll of~I.

Stonp: Paper copy In file folden.
~8bIJ1t,:By name of individual or other personal Identifier.
W .........: Located in metal file cabinetl with three-way c0m-

bination locks in secured premisel with accell limited to thaw
whuH officillJ dutiel require accell.,

RetenUon and diIpoIal: Retained for seven yeaJ'll and then
destroyed by Ihreddinl or bumin&.

.,.... lIWIaI'r(fI) aad ........: a: Central Recordl:'
For Allowance Claims: Chief. Foreip ServiceTechnic:al and

Staff SUfllX'rt Branch. A~ncy for International Development. 515
22nd Street N. W.• 'WuhinlJlOn. D.C. 20523.

For Health Benefit C1a1ft1l: Chief. Employee Relationll Branch,
Aat~y for International Development, 515 22nd Street N. W.,
W"allhinKton. D.C. 20523.

For Tort Claims: Deputy General Counsel, Apne:y for Interna
tional Development, 320 211t Street, N.W., Walihinaton, D.C.

For Private Personal Property C1aiml: Office of MlUIlIPment
Operationl, Aacncy for International Development, 320 211t Street,
N.W., Wallhinlton, D.C. 20523.

For Unc(lllectable C1aimll: ASllistant Controller, Central Ac
countinl Divillion, Office of Financial Managcment, Aacncy for In
teernational Development, 1975 Florida Avenue, Wa1hinlton. D,C.

b, Decentralized Recordl: Admlnilltrative and Executive Officerll
'in A,J.D. Walhinaton and officeI abroad, See Appendix A for ac
tuallocation of o(fice..

NoCl.klItlon aw-dure: Requelt, by individuals concernlna the
existence of a record may be addrel~ to:

Djrector
Office.nf PerlOftnel and Manpower (SER/PM)
AlIn: Privacy LiaitlOll Officer
Apncy for International Development
320 211t Street, N.W.
Washinlton, D.C. 20523 ,

or prelented in penon at State Annex 2, 515 22nd Str-eet N. W.,
Wasmnaton, D.C. 20523.

For officel abroad, to the Privacy Liailon Officer at the applica-
ble addrelll in Appendix A. . .

Information Required: Indivldual'lI name, place and date of
birth. The detennination as to the eiUstence of a record will be
faci1ita~d by the provi1ion of the Individual'l Social Se,,:urity
numher and datel and places of service.
~ proadu....: Requeltl from Individuals lhould' be

IIddrelfled or presented In person to the nme addressel as .tated In
the Notification Section above.

Requelltl lhould .!'e accompanied by information lufflcient to
identify the Individual punuant to Sec. 215.4(c) or (d) of the Aaen
cY'1 rulel all publilhed in thillssue of the ~edera1 Repster.

Contest'. neord proadu....: Written requeltl from Indlvidualll
to amend their record lhould be mailed or prellented In pennn to
the lWlle addl'elsel al ltated in the Notification Section above.

Reque~tll for review of a refulal to amend a record lhould be.
made in writinl and mailed' to:

Administrator
Apncy for International Development
320 218t Street, N.W.
Washinaton, D.C. 20523'
ATIENTlON: Executive Secretary - Privacy Review Requelt.

8()th the envelope and the letter Ihould be clearly marked Atten
tion: 'Executive Secretary - Privacy Review Requelt.

Record source ClIteprIes: The individual concerned- and A.I.D.
employees actina in their officia! capacitiel.

A.I.D.·21
SJIlem name: Public Information Records.

System locadoa: Office of Public. Affalrl, Aaencv for Interna
tional Development, 320 2111t Street, N.W. Walhinaton, D.C. 20523.

C....orIes 01 fDdlYldual. COyered by the 1)'ItenI: Employee. of
A,J.D., Memben of COnll"ell, individuals associated WIth foreip
economic allistance, and indlviduall requeltlna Information under
the Freedom of Infonnation Act.

C.......... 01~ lD the 1)'Item: Bioaraphlcal InformatIOn on
employees who serve as pUbl1c lpeaken, prel' reJeueI, newl
cliPl!lnll, photoara.ph., reque.tl for accell to A.I.D.~I under
the FriedOm of Information Act, and related corre.pondence.

AudIorItJ for .............. 01 the .,.a.a: Forelan AlIlIlstlWe Act
of 1961, a. amended, Sec 621, 634(b); PL93-j()2;' U.S.C. 301; and
the Freedom of Information Act (5 U.S.C. 552).
.... _ 01 neonIs ............ In thi ..,...l1li:1........

riel 01 ..... IIIId the purpoIeI 0I1Ud1 _I FeROlll or orpni1.adOn.
requestlnl A:I.D. to make avaiJable an employee to speak in public
on A.I.D. activltle. are provided a bioaraphical .ketcb of the
,.peaker in order to select and introduce the lpeaker.

To law enforcement apneiel,· U,S. Government aaencie••
courtl, the Dr.partment of State, foreiln lovemmentl and interna
tioNtl aaenciel, and Member. of Congrel., for the purposel set
forth in the Statement of Genenl Routine Usn immediately
precedina these .pecific notice. of 'Yllteml of rec:ord•.

Policies mid pnctJces for ......, ntrlnllII, ..................
mid cIlspoIIna 01 ...ordIIlD the IyItem:

Stonp: Paper copies and p~phll in file folden.
RetrleY8blllty: By n8me of individual.
W ......: Located in metal file Cabinetll with three·way c0m

bination lock In a secUfe lpace or secured premises with acce••
limited to those whose official duties require acce••.

RetentloD aad d....l: Deltrnyed after five yean by bunJlna.
System .......r(.) IIIId 1IddreMI: Director, Offk'.e of Public Af·

faln, Agency for International Development, 320 2111t Street, N.W.,
Washinaton D.C. 20523.

NodIIcatioa procedure: Requestll by Indlvidualll coacemina the
exilltence of a record may be addre.Aed tu:

Director
Office of flersonnel and Manpower (SER/PM)
Attn: Privacy Liaison Officer
Aacncy for International Deve\opment
320 2ht Street, N.W.
Walhinatnn, D.C. 20523

or presented in penon at State Annex 2, 515 22nd Street N. W.,
Wuhinaton, D.C, 20523.

For office. abroad, to the Privacy UalIOll OffICer at the applica
ble addrels in Appendix A.

Information Required: Individual'. name, place and date of
birth. The determination a. to the exiltenCe of a record will be
facilitated by .the provision of the individual'. Social Security
number and dates and placel of service. '

a-'d .... procedurn: Reque.t8 from Individuals .hould be
addrelAed or presented in penon to the same addre.se. as .tated In
the Notification Section above. .

Reque.tll .•hould· be accompanied by Infonnation .ufflclerit to
Identify the individual punuant to Sec. 215.4(c) or (d) of the Aaen
cY'1 Reaulation. al publilhed in this illue of the Federal Reallter,

Comatlnl neord procedural Written requeltl from individuals
to amend thei,r record lhould be mailed or prellented In penon to
the lIIU11e addressel a8 stated In the Notification Section above.

Requelltl for review of a refulal to amend a record should be
made.in writinl and mailed or delivered to:

AdministratQr
Apncy for International Development
320 21st Street, N,W,
Wa.hinaton, D.C. 20521
AITENTlON: Executive Secretary - Privacy Review Requelt.

Both the envelope and the letter lhould be clearly marked Atten
tion: Executive Secretary-Privacy Review Requelt.

a-'d _rca ClIteaorieI: Employeell, public media Wormatlon,
A.I.D. recordl, and individuall requestina accell to recordl under
the Freedom of Information Act.

A.I.D•• 22
System name: Conarel.ional Relationll, Inquidel; and Travel

R~nrdl.

System '0ClItI0n: a. Principal filel are maintained in the OffICe of
Leaillative Alfain, A.I.D., 320 211t Street, N.W., WasJtinlton,
D.C. 20523. .
, b. RecOrdl of Conarellilonal Inqulrlel conceminl employee. of

and applicantl for employment with the Office of General Counsel
are maintained In the Offi~ of the General Counsel, A.I.D., 320
2111t Street, N.W., Walhlnaton,.D.C. 20513.

c. Related filel are maintained In certain areal of the field of·
flees lilted at Appe)ldlx A. .

d. Retired filel are maintained In the Wuhi!'P"?R NadoaaI
Records Center, 4205 Suitland Road, Suitland, MaryWld.
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c..........~ ........ bl ... .,....: Memben 01 Con
...., iiIemben 01 their pcnonal ltalfl and of Conareulonal Com
iDiUee ...,fl; employeel of A.I.D. or ,appIkanta (or employment
who III'e or have been the lubject of con,rellllional inquiriel and
NCOIIIIIIeIIdadna.

Cltr,wIII" ............ .,.,.. Coaarellional correapondence
lIJId IIIeJIIOnUIda of Cooareillonal telephone adIs c:overina (I)
.....Its for iilformation and Uliltance on matten related to
fONfp llliltance; (2) requelts for uliltance from the Apncy in
........... official tnrvel oveneu by Members of Conarell, their
ltaffl or c:ommittee ltaffl to~ and obIerve foreip uliltauee
pI'OIf'IJIII 1Ibro8d, and (3) inqUiries about A.I.D. employ.. and
NcOmmendadoJII concemina empIoyeel or applicants for employ
mem.AlIo includel information about individual members 01 Con
.... derived from DUbIic media IOUI'UI, includina biotraPhic
recordl, and extr8l:tl from the Coaareilional Record.

AIrdIorItffer ... tl er ..... .,....: Poreip Alliltauee kt
of 1961 U amended, eaDedally Seetion 634(1); , U.S.C. 301; 44
U.S.C., Cbapterl31 and ~3.

....... _ .,..., 1De1 ·...
...... ..., ad _: To law enforcement
.,enciet, U.S. Government apneiel, couru, the Department of
State, forelp pernments M1d international apnclel, and Mem
ben of c:=oaareal, for the PIII'J'O.IeI Nt forth in the Statement, of
General Routine Uael immediately pm:edina theae Ipcdfic noticel
of Iylterrll of reconts.

PoUeIII ad DndIeeI for ........ ncrtntat. 1leet'IIIntI, ntIIInInt.
ad ....... of ......... die.,...:

8ferIIp: Paper copy in fOe folden.
.......1ItJ: By name 01 individual member of Conpesl.
......-- Except for material~Iy In the public domain,

Iocateclln a aean 1p8U or aecured premilel' with Keell limited to
tboIe wbole offldal dutiel~ the infonnation.
......... ad .....1 Except for correapondence involvina mat

ter. of pOlic:y, NCOi'dI are deatroyed by bumina alteI' DO more than
IS yean; filel related to individual Coaarellmen II1'II retiRd at the
end of each aeilioo of ConarUI. RealrdI involvina policy matter'l
are retained perrnanendy in archival filel.

s,... .......u) ad ........ a. Por reconts maintained at ~.
catioD (a): AlllItant AdminiStnrtor for Leaislative Affairl, A.I.D.,
320 211t Street, N.W., Wuh!naton, D.C. 20523.

b. Por~ maintained at Loeadon (b): Office of the General
CoUnIeI, A.I.D.,320 211t Street, N.W. Wuh!naton, D.C. 20'23.

e. Por records ~tained at Loeadon (e): ElICCUtive Officer of
the appropriate A.I.D. office Hated at Appendix A.

NodIIatdort~ Re.quelts by iodlvldua1l concemina the
nJstence of a,iecord.may be addrelled to:

Director
Office of Penonnel and Mlnpower (SERlPM)
Attn: Privacy Llailon OffiCer
Apney for International Development
320 211t Street, N.W.
Wuhinaton, D.C. 20523

O!',....ented in JMlI'IOII at State Annelt 2, ,., 22nd Street N. W.,
WulItnItoD, D.C. 20523.

POr officel-abroad, to the Privacy LiaiIon Officer at the applica
ble addrell in Appendix A.

lIItonnation Required: Individual'l name.Por recorda of Con
sreilional correapondence, inelude name of Conarellman and lip
IK'OIH'iate aeilioo of Conarell. The detennination U to the ex
liteitce of a record wil1 be facilitated by the proviaion 01 the In
dividual'l Soc:IaI Security number and datel and placel 01 aervice.
...........-........: Requelts from individua1l IhouId be

addreIled or~ted in penon to the aame addrellel al llated itt
the NodtlcatiOn Section lfbove.

Requelts IbouId be accompanied by infonnation lufficienl to
identify the individual punuant to Sec. 2".4(e) or (d) of the Apn
CY'1 Rqulationl,u pubHlhed in thil illue of'the Pederal Reptel'.

CordeId':Lt,....... pI'CICIId....1 Written requeats from individuall
to amend rec:oril lhouid be ma1Ied or presented in penon to
the lame addrellel U llated in the ,..otiflcation Section above.

Requelts for review of a refusal to amend a record lhouid be
.... In wrldn. and ma1Ied or deHvered to:

Mmlniltrator
Aaency for IDtemationll Development
320 211t Street, N.W.
Wuhlnaton, D.C. 20523

ATTENTION: Ex«utive Secretary· Privacy Review Requesl.
Both the envelope and the Iettel' lhould be clearly marked Alten

tion: Ellecutive Secretary, Privacy Review Request.
....... __a~ Membel'll of Conaress and lheir staffs;

Conareillional Comnuttee Staff Member'll; A.I.D. employees; Con
srellionaJ Directory, ConarellllionaJ Quanerly, and Conarellsional
Record;,newlipapcl'll. mapzinell, and other public media.

.U.D.-23S,.. JI8IIIe: Employeell Equal Employment Opportunity Com
plaint Inveltiptive Records.

Seeur1ty e1..u1cat1on: Confidential.S,.. 10CldI0D: Fllell are maintained in the Office of Equal 0p
portunity, Apney for Intemational Development, 320 21st Street,
N.W. Wallhinaton, D.C.

Retired FtIeI, Wuhinaton NationaJRecordll Center, 420' Suit
land Road. Suitland, Maryland.

CtdeprIeI .. 1ad1.......1~ .,. the~ Employees of
AJ.D. who have tiled a dillCrimination compIainl.

CafeaorIeI .. reeordI in the .,Item: Employee's name, hearing
tlalllCripll, depolIitionl. witnesll ltatementl, salary, arade. IIuper
vilOl"II evaluatiOn, bioIraPhic data.

AathorIty fer rnatnte- .. the .,....: ElteCutive Order 11478
of Alii 8, 1969; and Pederal PeI'llOJ1DeI Manual Chapter 713.

Roadne _ fIIIIInt8Ined Ia the ....... IDeIudbia afelo-
.... .. ..., and the IUdr _: To the Civil Service
CommiIlion for the purposell of compi!inaltatilticII on employees.

To law enforcement apnciel, U.S. Government apncies,
courtl, the IYepartment' of State, foreip JOvemmentl and intema
tional apneiell. and Member'll of Congrell, for the purposel set
forth in the Statement of General Routine Uael immediately

. precedina these specific noticel of Iystemll of recordl.
PoIIdei and pnetIeeI for storInI,~ --.... ...........,

and diIpoIIrIfJ ......... I. the .,.aem:
Stonp: Paper copy in fOe folden.
Iletrtevttbillty: By name of individual.
..........: Located in metal file cabinets with three-way com

bination lock in Hcured premisel with Keen limited to those
whose official dudell requilJ accell.

Iteteadoa and dllata-I: Recordl lII'e'retained for three yean after.
the clolina of a caae and III'e then retired to the Washinaton Na
tional Recordll Centel' for 10 yean alteI' tennination of employee or
20 yean alteI' Iut entry in file,S,.. """'-<1) .... lIddreII: Director, Equal Opportunity Pro
IJ'IIIIIII at the location shown in System Location Section above.
.,.... aempCed fronI eertIIinp~ .. the Ktl Punuant to ,

U.S.C. 552 a (k)('), all inVetltiptory material in the record which
meets the criteria of , U.S.C. 552a (k)(') is eumpted from the
notb accetIII and contest requirementl of Sections (cX3), (d),
(e)(n, '(e)(4)(O), (H) and mand (0 of , U.S.C. 5'2a in order to ful·
fill commitments made to protect the confidentiality of IOUfCel. see
Apncy ReauJationll publillhed in this iSlue of the Pederal Repster.

A.LD. - 24S,.. JI8IIIe: Emeraeney Calle Pile.S,.. l«alton: a. Central records located in A.I.D. Wallhinaton
Headquarten.

b. Decentialized records maintained in Varioul Washinaton of
ficeI... and offlcel abroad having r~IIponlli~tieI for adminiltrative
processina. See Appendi" A for office Iocationl.

e. Por retired recordl: Wa~hinaton National Recordll Center,
420' Suidand Road, Suitland. Maryland.

C.......... IDdIYId..... _end by the .,.aem: A:J.D. e'!'ployeell
and employeel of other U.S. Govemment AaencteS aSlllgned to
A.J.D.

'C........ .. reeordI In the .,....: a. Material and claiml con·
nected with employee deathl, empJoy~ ~meraencY locator cardl,
blood donor records and emerpncy Vlllltallon lravel.

b. DeCentralized Recordll: Copiel of documents maintained in
the central recordll.

AadIoJ'Ily fer _1IIten8nCe .. the 11*'!': Poreian Allsistallce Act
of 1961, ai amended; Poreip Servtce Act of 1946, as amended;
and Title', Sukhapter VIII.

Roadrw _ .. reconII fll8lntlllned Ia the .,.aem, 1acl!Jdlal~..
.... ....... and the ............ -a. _ To SUrvIVOR of em-
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ployees for the purpose of settling claims and to families of em
ployees for emergency visitation travel arrangements and arrival
notifications.

To law enforcement agencies, U.S. Government agencies,
courts, the Department of State, foriego governments and interna
tional agencies, and Members of Congress, for the purposes set
forth in the Statement of General Routine Uses immediately
preceding these specific notices of systems of records.

Pollc:Ies IIDd practkes lor storing, retrieving, accessllll, retlllDfng,
IIDd dispo8Ing of records In the system:

Storage: Paper copy in file folders.
Retrlenbillty: By name of individual.
Safeguards: Safeguarded in metal file cabinets with three-way

combination locks.
Retentloa and dlsposal: Cases ~lated to employee death are

retained for three years and then retired to Washington National
Records Center for pennanent retention. Emergency locator cards
and blood donor records are destroyed when obsolete. Emergency
visitation records are filed in Offical Personnel Folder upon
completion of travel.

System manage",s) IlJId addrlS: a. Cent.ral Records: Chief, Em
ployee Relations Branch, Office of Personnel and Manpower,
Agency for International Development, Washington, D.C.

b. Dece,ntralized Records: Administrative and Executive officers
and office supervisors in A.I.D. Washington offices and offices
abroad. See Appendis A for actual location of offices.

Notification procedure: Requests by individuals concerning the
existence of a recmd may be addressed to:

Director
Office of Personnel and Manpower (SER/PM)
Attn: Privacy Liaison Officer
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523

or presented in person at State Annex 2, 515 22nd Street N. W.,
Washington, D.C. 20523.

For offices abroad, to the Privacy I.iaison Officer at the applica
ble address in Appendix A.

Inforulation Reqllired:\ IndividWjl's name, place and date 'of
birth. The determination as to the existence of a record will be
facilitated by tlte provision of the individual's Social Security
number and dates and places of service.

Record access p..-edu"",: Requests from individuals should be
addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by information sufficient to
identify the individual pursuant to Sec. 215.4(c) or (d) of the Agen
cy's Regulations as published in this issue of the Federal Register.

Contesting record procedures: Written requests from individuals
to amend their record should be mailed or presented in person to
the same addresses as stated in the Notification Section above.

Requests for review of a refusal to amend a record shouid be
made in writing and mailed or delivered to

Administrator
Agen,:y for Intemational Development
320 21st Sf.reet. N.W.
Washington, D.C. 2Q523
ATl'ENTlON: Executive Secretary - Privacy Review Request.

Both tht: em'elope and the letter should be clearly marked Atten
tion: Execullve SccretMy-Privacy Review Request.

Record source cat"llories: The individual concerned and A.I.D.
employees actmg in their official capacities.

A.I.D. - 2S
System name: Privacy Act Implementation Records.

Sys"tem 1<X:lItion: Office of Personnel and Manpower, Personnel
Services DiVision. 515 22nd Street N. W., Washington, D.C. 20523

Ca!.eglJ'ries of individuals covered by the system: Individuals, U.S.
Federal and local governments, and Members and Committees of
Congress.

Categories of record.~ in the system: Correspondence and other
documents related to requests for information about the existence
of records. requests for access to information, requests for amend
ments to records, and requests for review of refusals to amend
records.

Authority for malnte_ 01 the system: Privacy Act of
1974<P.L.93-S19) Sec. 552a (c); (e), (0, and (p); and 5 U.S.c. 301.

RoutIne _ 01 records maintained In the system, lDl:ludilll at"o
rIes 01 URI'II IIIId the purJJCIIleS 01 sudl _: To law enforcement
agencies, U.S. Government agencies, courts, the Department of
State, foreign governments and international agencies, and Mem
bers of Congress, for the purposes set forth in the Statement of
General Routine Uses immediately preceding these specific notices
of systems of records.

Policies IIDd practlces for stDrIllIl, retrieving, accessing, retaining,
IIDd cIIsposIog 01 records In the system:

Storage: Paper copy in file folders.
Retrievabillty: By name of inc;lividual.
Safeguards: Maintained in metal containers with three-way com·

bination locks and accessible only to authorized personnel with a
need for the information in the performance of their offieal duties.

Retentloa lUld di~: Records are retained for one year and
then retired to the Washington National Records Center for ten
years before destruction.

System lIIllIIager(s) IIIId adcIress: Privacy Liaison Officer, Office
of Personnel and Manpower, Agency for International Develop
ment, 515 22nd Street N. W., Washington, D.C. 20523.

Notification procedure: Requests by individuals concerning the
existence of a record may be addressed to:

Director
Office of Personnel and Manpower (SER/PM)
Attn: Privacy Liaison Officer
Agency for International Development
320 21st Street, N,W.
Washington, D.C. 20523 .

or presented in person at State Annex 2, 515 22nd Street N. W.,
washington, D.C. 20523.

For offices abroad, to the Privacy Liaison Officer at the applica-
ble address in Appendix A. .

Information Required: Individual's name, place and date of
birth. The determination as to the existence of a record will be
facilitated, by the provision of the individual's Social Security
number and dates and places of service.

Record aa:ess procedures: Requests from individuals should bel
addressed or presented in person to the same addresses as stated in
the Notification Section above.

Requests should be accompanied by information sufficient to
identify the individual pursuant to Sec. 215.4(c) or (d) of the Agen
cy's Regulations as published in this issue of the Federal Register.

Contesting record procedures: Written requests from individuals
to amend their record should be mailed or presented in person to
the same addresses as stated in the Notification Section above.

Requests for review of a refusal to amend a record should be
made in writing and mailed or delivered to:

Administrator
Agency for International Development
320 21st Street, N.W.
Washington, D.C. 20523
ATIENllON: Executive Secretary - Privacy Review Request.

Both the envelope and the letter should be clearly marked Atten
tion: Executive Secretary-Privacy Review Request.

Rewrd SOUI'a categories: Individuals and Agency employees act
ing in their offical capacities.

A.I.D. -16
System name: Litigation Records.

Security classification: Secret.
System locatlon: a. Active files are maintained at the Office of

the General Counsel, Agency for International Development, 320
21st Street, N.W. Washington, D.C. 20523.

b. Retired records are maintained at the Washington National
Records Center, 4205 Suitland Road, Suitland, Maryland.

Categories 01 Individuals cove~ by the system: Foreign Service
employees, Civil Service employees, personal services contractors,
former employees, and members of the public.

Categories 01 records In the system: Correspondence and other
documents relating to disputed contracts, and tort claims against
the Agency, and other claims and actions against the Agency.

Authority for mainte_ 01 the system: Foreign Assistance Act
of 1961, as amended; Foreign Service Act of 1946, as amended;
Tort Claims Act.
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RoudDe _ 01 records malDtaIDed In the system, Including catego
ries 01 _n and the pIII'pOlIeS 01 sucb _: To law enforcement
aaencies, U.S. Government agencies, courts, the Department of
State, foreign governments and international agencies, and Mem
bers of Congress, for the purposes set forth in the Statement of
General Routine Uses immediately preceding these specific notices
of systems of records.

Policies and practices for storing, retrieviDg, accessing, retaining,
and dispoIlIng of records In the system:

Stonge: Paper copy in file folders.
Retrl',vablUty: By name of employee and calendar year.
Salegmards: Maintained in combination vault insulated against fire

and located in secure premises with access limited to those whose
official duties require access.

Retention and dIslM-l: Maintained for two years following settle
ment of case and then retired to Washington National Records
Center for five years prior to destruction.

System IIIlUUIgI!I'(s) and address: Assistant General Counsel for
Management and Administration, Office of the General Counsel,
Agency for International Development 320 21st Street, Washington,
D.C. 20523.

Systems eumpted from certain provisions of the act: This system
is exempt under 5 U.S.C. 552a (k)(t) , (k)(2), and (k)(5) from the
notice, access, and contest requirements of Sections (c)(3), (d),
(e)(t), (e)(4)(G), (H) and (I) and (0 of 5 U.S.C. 552a. These exemp
tions are claimed to protect the ,materials required by Executive
Order to be kept secret in the interest of national defense or
foreign policy, to prevent subjects of investigation from frustrating
the' investigatory process, to insure the proper functioning and in
tegrity of law enforcemerit activities, to prevent disclosure of in
vestigative techniques, to maintain the ability to obtain candid and
necessary information, to fulfill commitments made to sources to
protect the confidentiality of information, and to avoid endangering
these sources. See Agency Regulations published in this issue of
the Federal Register.

[FR Doc.77-27334 FlIed 9-19-77;a:U amI
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AGENCY FOR INTERNATIONAL DEVELOPMENT
WASHINGTON 0 C 20523

THE ADMINISTRATOR January 17, 1983

MEMORANDUM FOR THE EXECUTIVE STAFF - AID/W AND OVERSEAS

SUBJECT: AID publications and Audio-Visual Products: A System
for Control

On April 20, 1981, the Office of Management and Budget, on
behalf of the president, imposed a mo~atorium on the production
of new audio-visual products and the printing and distribution
of new periodicals and pamphlets. OHB required a comprehensive
review of all publications and audio-visuals and required all
agencies to submit plans for new control systems to reduce
duplication and eliminate publications deemed not essential to
the Agency mission.

AID responded to the publications initiative by reconstituting
the Communications Review Board, and charged it with a
comprehensive review and developing a mechanism for controlling
costs in the future. After review of over 100 publications and
audio-visuals, the Communications Review Board completed AID's
formal response to OMB. OHB accepted AID's control plan and
cost reductions ($1.2 million) and lifted the moratorium on
publications and audio-visuals. The CRB then commenced with a
review of new items and all items previously detecmined as
falling under the moratorium. On December 16, I signed AID's
1982 report to OHB, outlining our savings of $1,559,000. Our
CRB is now well underway.

The following are guidelines for submitting a Request for
Approval to the Communications Revi~w Board, and steps that
make up the new process. Scope of Authority and revised
policies and procedures are attach~d.

1) The CRB will review all (som~ in retrospect)
publications, periodicals, and wall posters whether printed
in-house, or by contractors or subcontractors. The CRB will
review all requests for audio-visual productions. The Board
will review all requests for second printing of any publica
tions, brochures, pamphlets and audio-visual products and
determine if the quantity requested is appropriate. All
publications and audio-visual materials are required to be
submitted for consideration at the concept stage. All requests
are to be submitted to the Executive Director of the CRB with
an OHB-approved Communications Review Board form, Request for
Approval. AID's Program and Management Services offices have
been directed not to print, design or distribute materials
without CRB approval.
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2) The requesting unit should incorporate in its CRB
Request for Approval form the following points: the need for
the item; auqience; format; estimated cost (direct and
indirect); plans for evaluations; rationale for the specific
medium, projected shelf life of the product; suggestions about
methods of procurement or production; how the demand is or is
not met by other donor activities; whether the AID logo and
disclaimer is displayed; how cost might be passed on to the
user; justification of a particular format; and alternatives
considered. The Chairman of the CRB will assign oversight
responsibility to a member of the CRB to ascertain that: a
genuine need for publication exists; the proposal is essential
to Agency objectives; the proposal reflects the goals and
priorities of the Agency; th~ proposed timeframe/cost estimates
are valid and complete; the method of production is most
efficient; eValuation plans are included in the proposal;
previous audits and evaluations are reviewed on publications
similar in nature to the request; the external audience is
targeted correctly; the proposal is in conformity to Agency
policies and OMB circulars A-3, A-76, and A-114; information
has been transmitted to the National Audio Visual Center; and
other details relating to the final proposal request.

3) In a Communications Review Board meeting, the member
assigned oversight will present an.analysis and evaluation of
the request. Officials of the requesting office may
participate in the deliberations. Respective Assistant
Administrators will be informed of CRB actions. If the CRB
disapproves the proposal, the requesting unit is ~ot to expend
further resources on a rejected proposal. If an Assistant
Administrator contests the decision of the Board, the Chairman
of the CRB and Assistant Administrator concerned will meet and
resolve the issue. If the Assistant Administrator and cRB
Chairman disagree, the issue may co~e directly to the
Administrator/Deputy Administrator for final decision.

4) The approval document that validates the final
proposal for production or procurement shall be a notation on
the ori~inal CRB approval form from the requesting unit or a
separate memo from the Chairman of the CRB. The terms of the
approved proposal shall be adhered to during production or
procurement, and shall be reflected in the related requisitions
and other forms used during production and procurement. No
procurement or production or obligations for same shall take
place prior to obtaining final approval of the request.
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5) The requesting unit is responsible for implementation,
distribution, and conformity with the approved proposal.
Distribution plans will have been reviewed for conformity to
OMB Circular A-114, Federal procurement Regulations on printing
and Audio-Visual Duplication. Directors of overseas offices
are encouraged to report to the Chairman of the CRB about
product acceptability, delivery time, distribution, and
evaluation on an ad 'hoc basis.

Every pUblication and aUdio-visual, by the nature of the
foregoing process, shall be sUbject to ad hoc re-evaluation of
content, need, design, and other factorS; when it is submitted
for re-issue. publications may be reviewed by each Bureau's
Evaluation Office, the Program and policy Coordination Bureau's
Evaluation Office, the Inspector General's Office and other
evaluation processes.

AlA.-
M. Peter McPherson

Attachments
A. policies and procedures
B. Request for Approval Form
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CHAPTER 13

POLICIES AND PROCEDURES

COMMUNICATIONS REVIEW BOARD

l3A. PURPOSE AND SCOPE

1. The purpose of the Communications Review Board CRB is:

a. To assure that the pUblications and audio-visual materials
produced and financially supported by A.I.D. are necessary and support
the Agency's priorities in programming and communications.

b. To evaluate the proposed methods for production and
distribution of publications and audio-visual materials for cost
effecti veness.

c. To eliminate duplication and waste in publications and
audio-visual materials.

d. To conduct an annual review of all periodicals to determine
if the items are still essential to the Agency and in confonnance with
its policies. This review will include items previously approved by the
Board.

e. To establish controls which ensure that all publications and
audio-visuals are be'ing cleared by the CRB.

f. To establish evaluation criteria for the CRB and to meet at
least once a month and review submissions.

g. To prepare an annual report for the Administrator and the
Office of Management and BUdget.

2. SCOPE OF THE CRB

The CRB will review:

a. All periodicals, brochures, and/or pamphlets and audio-visual
productions (except the exemptions noted herein) when any of these
items requires the obligation or expenditure of A.loD. funds.
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b. Requests for additional printing or reprints of anY
publication and audio-visual production.

c. Proposals for the purchase of 10 or more copies of a
commercially produced audio-visual production for Agency use; proposals
to purchase a publication produced outside the Agency when the quantity
is over 150, and when the total expenditure of the purchase exceeds
$1,000.

d. Any request for production of a display or exhibit for the
Agency.

Additionally, the CRB:

a. Will establish "control points" within the Agency and hold
the respective offices accountable for determining that CRB clearance
was obtained. Further, information on control processes can be
obtained from the Executive Director of the CRB.

b. Will be informed of anY proposed purchase of print and
audio-visual production related equipment by the appropriate A.I.D./W
Bureau or Office.

c. Will suggest Agency-wide management studies which could
contribute to cost savings in any phase of production and distribution
of a communications product.

d. May estab1 ish graphic and printing formats for final reports
and technical papers.

13B. EXEMPTIONS TO CRB REVIEW ARE:

1. MANAGEMENT MATERIALS as follows:

Directives and Regulations
Handbooks
Implementing Guidebooks
Not ices
Telephone and Services Directories
Personnel Listings

Alphabetical Employee List Locator Reports
Position AOSC List
Staffing Patterns and Related Personnel Reports
Recruitment Directives
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Vacancy Announcements
Small Business Circulars
Requests for Bid (RFBs)
FM Financial Reports
Correspondence
Computer Tapes and Discs
Information Resources Management Forms
Inspector General Publ i cati ons

2.

3.

4.

5.

CONGRESSIONAL REQUIREMENTS

Statements/Testimo~

Notifications of Program Change
Requested or Legi sl atively Requi red Reports
Congressional Record Reviews
Briefing Books
Current Summaries or Reviews of Legislation Affecting A.I.D.

PROJECT DOCUMENTS: (When the combined quantities for
all printing runs do not exceed 150 copies)

Technical Assistance Papers
Project Identification Documents (PIDs)
Project Papers and Annexes (PPs)
Project Design Reports/Feasibility Studies
Grant Proposal s
Evaluation Reports
Project Implementation Orders (PIO/Ts, PIO/Ps, PIO/Cs)

PROGRAM DOCUMENTS:

Country Development Strategy Statements (CDSSs)
Annual Budget Submissions (ABSs), and related internal

management/budget reports
Small Program Statements (SPSs)
Mission Operating Budgets (MOBs)
Policy Detenninations (PDs)
Congressional Presentations (CPs)
Regional Strategy Documents (RSDs)

PUBLIC AFFAIRS ISSUANCES:

Daily Press Clips
Weekly Clipping Logs
Press Rel eases
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Speeches
t~icrofilms

Individual Slides for Speakers
Individual Overhead Transparencies for Speakers

6. Publications and other communications' products produced under
host-country contracts, provided that the total publications' cost is
under $5,000.

7. Publications and other communications products produced under
grants or contracts with PVOs or i nternati ona1 mu1 til atera1
organi zati ons where the project objecti ves are multi purpose, and where
no more than 10% of A.I.D. 's contribution to the total budget results
ina communi cati ons product.

8. Publications and other communications' products produced from
Mission operating expense funds to explain A.I.D. 's program, provided
that the total publications' cost is under $5,000.

9. Publications or communications products produced incidental to or
as one of a set of end products to field-implemented economic
development projects, e.g., no more than 10% of A.I.D. 's contribution
to the total bUdget results ina communi cati ons product.

13C. PROCEDURES:

1. All proposed publications or communications' products (except those
described in 13B) must be submitted to the CRB for consideration when
they are in the concept stage and prior to any ob1 i gation or
expenditure of funds. Fifteen (15) copies of the request are to be
submitted to the Executive Director of the CRB on the approved form
Request for Aeprova1: Communications Product ten (10) days prior to
the next meetlng. The request must be signed by requesting official,
the Office Head and the Assistant Administrator or Acting Assistant
Administrator of the Bureau. AA approval signifies that the proposal
is essential to Agency objectives, reflects the goals and priorities of
the Agency and is in confomlity with Agency policies.

2. The Request for Approval must include the following information:
the need for the item, the intended audience; proposed content;
estimated cost (direct and indirect); distribution and production
plans, evaluation of product's effectiveness, projected shelf life of
the product; how the demand is or is not being met by other activities;
whether the A.J.D. logo and disclaimer will be displayed; how the cost
might be passed on to the user; justification for the desired fOmlat;
and alternative formats that have been considered.

'. j..''-'

~! .. ,J.i
...."
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The Chairman of the CRB will assign oversight responsibility to a
member of the CRB who will ascertain that: a genuine need for the
communications' product exists; the proposed timeframe and cost
estimates are valid and complete; the method of production is most
efficient; evaluation plans are included in the proposal; previous
audits and evaluations are revie\~d on publications similar in nature
to the request; and the external audience is targeted correctly.

3. An official of the requesting office will orally present the
request at a CRB meeting. After all requests are presented, the CRB
will discuss the request prior to the CRB vote. All presentors are
notified of the CRB's decision in writing within 24 hours.

In the case of a disapproval by the CRB, the Assistant Administrator of
the cognizant Bureau may appeal to the Chainnan of the CRB. If the
Assistant Administrator and the CRB Chainnan cannot resolve the issue
satisfactorily, the CRB decision may be appealed to the Assistant
Administrator of the Office of External Affairs, the Deputy
Administrator and finally the Administrator for a final decision. The
requesti ng office may not ,procure, produce or obl i gate funds to
procure, produce the communications' product prior to obtaining final
approval of the request.

4. A user fee mechanism has been established by the Bureau for
Management. If the CRB detemli nes that a user fee is appropri ate for a
particular publication, the Chairman or his/her designee will work with
the respective Bureau or Office on the specifics. User fee details
will vary on a case by case basis.

5. The CRB has the authority to require that a disclaimer noting that
a communications' product does not necessarily reflect the views of
A.IoD. be i ncl uded on all communicati ons I products funded by A.IoD.

13D. CRB ORGANIZATION

1. The CRB was first establ ished by the Administrator on October 24,
1978 and reorganized in April, 1981.

2. The CRB shall be composed of a Chairman and no more than nine
voti ng members with appropri ate representati on from the Bureaus and
Offices of the Agency. Five voting members will constitute a quorum

3. The Rules and Procedures as revised are effective May 1, 1986.
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13F.

1. "public" - refers to any designated grouping of people; can be
professional or lay, employee or non-employee, stateside or overseas.

2. "publ ication" - a generic tenn used to describe printed media such
as periodicals, magazines, journals, brochures, pamphlets: may include
other printed media fonns, e.g., wall charts and posters.

3. "Periodical" - refers to a printed document which has an
established ma"iling list of "publics" and which is mailed at least
twice a year and more commonly monthly or quarterly.

4. "Brochure and Pamphl et" - the words are used interchangeably
al though "pamphl et" shoul d be used when referri ng to a pri nted document
of few pages and "brochure" for a document with several or many pages;
both words refer to documents which are produced, distributed through a
variety of means and may become extinct or receive periodic updating
and subsequent reprinting for further distribution.

User Charges for AID Publ ications

1. Policy

In compliance with OMB Circular A-2S, as amended, it is Agency
policy to recover direct costs for production and distribution of
Agency publications by charging a user fee to non-Governmental
recipients.

a. Exemptions to this policy may be granted by the
Communications Review Board when specifically justified under one or
more of the following:

(1) Furnishing of the publication without charge is an
appropriate courtesy to a foreign government or international
organization;

(2) The recipient is engaged in a nonprofit activity
designed for the public safety, health, or welfare; or

(3) Payment of the fee by a State, local government, or
nonprofit group would not be in the interest of the program.
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b. When an A. LD.-financed contractor requires a pub1 ication
designated for user fees for satisfactory compliance with the contract,
the minimum number of copies will be provided as Goverl111ent-furnished
property without charge. However, if additional copies are requested
for the personal or professional use of the contractor, the user fee
will apply.

2. Procedures and Responsibilities - Decisions Regarding User Fees

a. As a part of its nonna1 reviews (l3A1d, 13C1 and 13C2), the
CRB will identify publications which appear to be suitable candidates
for imposition of user fees for secondary distribution. Using a fonn
A.I.D. 830-3 (Attachment B), the CRB will request comments and
recommendations from the office or bureaus responsible for the
publication as to whether or not a user fee should be charged.

b. The responsible office or bureau will identify the intended
audience(s) for primary distribution and the anticipated audience(s)
for secondary distribution, and will make specific recommendations as
to whether or not a user fee should be imposed for each audience.
Reasons must be given for such recommendations and may or m~ not
include the exemptions cited in 13F1. When a proposed publication is
submitted to the CRB for approval in compliance with 13C2, a completed
foml A.I.D. 830-3 should be attached to the Request for Approval (form
A.I.D. 830-2) if the developing office feels that a user fee would be
appropri ate.

c. When the recommendations of the responsible office or
bureau are received, the CRB will make a detennination. If the
decision is negative, no further action is required. If the CRB
detenni nes that a user fee shou1 d be charged, it will forward the fom
A.I.D. 830-3 to the Publications Management Division (M/SER/MO/PM) for
acti on.

d. In the case of Management Materials (13B.a) which are
exempt from CRB review, responsibility for review and detennination
with regard to the imposition of user fees shall rest with the
Assistant to the Administrator for Management (AA/M), or his designee.

3. Procedures and Responsibilites - Implementation

a. The CRB will infonn the responsible office or bureau of its
decision to impose a user fee, and will direct that all requests for
the publications are to be referred to the A.I.D. Distribution Branch
(M/SERft~O/PM/D) as the sole source for distribution of the
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publications. (NOTE: If the publication has not been printed by or
through M/SER/MO/PM (e.g., those covered by 13C11, all copies available
for secondary distribution must be turned over to M/SER/MO/PM/D to
establish a stock level.)

b. Upon recei pt of an approved fo nn A. I. D. 830-3* from the CRB
or AA/M (or his designee), M/SER/MO/PM will compute the fees to be
charged and will implement the fee structure for secondary distribution
of the publication.

(1) User fees should include a proportionate share of the
production costs whether in-house or by contract (including typography, L. .jl
printing, binding, professional graphics services and overhead costs '--"
such as personnel salaries and benefits, rent and utilities, equipment
maintenance and depreciation, and supplies), distribution and handling
costs, and postaae. (In A. I.D., all of these costs are nonnally
associated with /SER/MO/PM.) .

(2) Since it is assumed that all A.I.D. publications are
published to support specific Agency programs or objectives (i.e.,
primary distribution), deve1o~menta1 costs (research, writing,
preparation of manuscripts an rough art work, and related staff costs)
should be excluded from user fees for secondary distribution.

c. M/SER/MO/PM/D will be responsible for receiving and
accounting for all user fees, and for delivering them to M/FM for
transmission to the U. S. Treasury as miscellaneous receipts.

4. Quarterly Activity Report. As of the last day of each fiscal
quarter, the distribution Branch will prepare a consolidated report
listing each publication for which a user fee is assessed to reflect
all transactions dur'ing the quarter, including: number of copies
distributed (both User Fee, and No Fee), receipts collected, and number
of copies remaining in stock. Copies of the report will be furnished
to the CRB and to M/SER/MO for monitoring purposes, and to assist the
CRB in detenninations concerning reprints and quantities to be printed
of similar publications.

* Attachment B, Fonn A. I.D. 830-3, "Proposa1 to Charge User Fees for An
A.I.D. Pub1ication"



ATTACHfo'ENT-A
COMMUNICATIONS REVIEW _OARD

REQUEST FOR APPROVAL: COMMUNICATIONS PRODUCT

ES Control Number

Proposed Production Date

PROPOSAL SUBMITTED BY
Telephone Number

Office Symbol

OFFICE HEAD APPROVAL

Telephone Number

Office Symbol

Room Number

Date

Room Number

Date

ASSISTANT ADMINISTRATORlDfPUTY ASSISTANT ADMINISTRATOR APPROVAL

Telephone Number Room Number

Office Symbol

I. GENERAL IDENTIFICATION (Nature of Proposed Action)

Date

A. 'X' appropriate boxes
o NEW COMMUNICATIONS PRODUCT 0 REPRINT

Audio-visual Production
o VIDEOTAPE

Printed Media
o ONE TIME PUBLICATION

B. I, this proposal an integral part of a larger project?

Describe the larger project and the relationship of this part

o RESUBMISSION

o 16MM FILM

o SERIES (rp«:ify frequ.ncy
•.g.• ."nulllly. quarterly. «c.J

DYES

o YEARSTARTED __

o OTHER (q»clfy)

o NO

c. Authorization Status (e.g.• within approval project. existing contract. new publication. etc.)

D. Funding Status (e.g.• funds obligated, add-on. new purchase order, ere.)

E. Program Funds (specify account}

F. Authority - Indicate whether the publication is required by
o STATUTE OR LAW 0 JUDICIAL DIRECTION

o AGENCY REGULATION

AID 830-2 (8-83) - Page 1

o DEEMED ESSENTIAL BY THE OFFICE



II. NEEDS/JUSTIFICATION

A. How does the communieations pt'oduet fit into the A1Jency's pt'ogrammatic or communications objectives/priorities?

B. What is the primary IUdience in terms of number. location. occupation? Also. divide your primary audience into sub-groups and size of
eech. on a~.. figure of distribution.

u

iJ lj
~

C. Is" there evidence of demand from these audiences? 0 YES

To what extent is this demand being met by other agency/donor activities?

III. CONTENT

A. Give a brief overview of the content and state how long this message will remain current

AID 830-2 18-831 - "-De 2

o NO

u

t .. 1f
'wi



B. HOw I. the content comlmnt with cumnt AID policy?

\....;1 IV. "RODUCTION ECONOMIU

A. DlICrlbe your diltribution plant. including alternative plan. conlidered and rejected ("/I., .",inllT, m.illng 1m, pouch, 0 ...., domaric,
etc.). If I'NiiIng lilt. eJCplain how it II maintained. periodic purging. etc.

B. H"'e you lOUe;,t editorial and production Ityle
...llUInce from the Office of Public Affair.? 0 YES o NO

C. Will tt'e final editorial and production talentl be provided by

o YOUR OFFICE o OFFICE OF PUBLIC AFFAIRS

o SER/MO/PUM o OUTSIDE CONTRACTOR flncludft ffW I."ce "'.nr)
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CHAPTER 14

REPORTS MANAGEMENT

14A. Introduction

This chapter sets forth the policies, responsibilities, and procedures for
the management of reports within AID to assure that reports and reporting
systems are as efficient, effective, and economical as possible.

14B. External Regulations Applicable to Establishing a Reports Management
Program and the Management of Internal Reports

1. Federal Records Act of 1950 - Paperwork Management

The Federal Records Act of 1950 provides the legal basis for
paperwork management in the Federa1 Government. The 1aw requi res the head
of each agency to establish a continuing program for the economical and
efficient management of the agency's records.

2. Federal Property Management Regulations - Section 101-11.207 Reports
- Agency Program Responsibilities

~.. This regulation requires each Agency to establish an appropriate
program to manage its internal reporting requirements. The program shall
provide for the implementation of standards and procedures for managing
reporting requirements and for the consideration and observance of all
applicable laws and statutes relating to reporting requirements; e.g.,
Freedom of Information Act, Privacy Act, Federal Information Processing
Standards (FIPS), Federal Reports Act, Paperwork Reduction Act of 1980 
5 CFR 1320, Controlling Paperwork Burdens on the Public General Accounting
Office directives 4 CFR 10, and the Federal Property Management Regulation
101-11.11 (interagency reporting requirements).

14C. Objectives of the Reports Management Program

The AID Reports Management Program ; s designed to assist AID managers
fulfill their responsibilities while achieving efficiency, economy, and
simplicity in reporting systems. The following are specific objectives of
the program:

1. To provide a uniform, well defined flow of information;

2. To limit reporting requirements to those which are essential to
attaining AID objectives;
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3. To ensure that all available data on a subject is used before a new
requirement for additional data is levied;

4. To ensure that reports are obtained from the best source at a cost
consistent with program objectives.

14D. Definitions

The following terms and definitions apply to the AID Reports Management j, .•~

Program. \J
1. Report - Data or information transmitted for use in determining
policy; planning. controlling. and evaluating operations and performance;
in making administrative determinations. or preparing other reports.

2. Recurring Report - A report required at established intervals or
upon the occurrence of a specified event.

a. Periodic Report - Areport which conveys essentially the same
type of information regularly at prescribed intervals (e.g .• daily.
weekly. monthly. etc.).

b. Situation Report - A report which is prepared upon each
occurrence of an event or situation of prescribed characteristics.

3. One-Time Report - A report prepared one time only by one or more
respondents.

4. Feeder Report - A recurring report prepared in part. or for the
primary purpose. of providing data to be used in preparing another
report.

5. Controllable Report - A recurring or one-time report not
specifically exempted from control by IRM/PE.

6. Exempt Report - A report which does not require approval and
assignment of a report control symbol. or one which has been reviewed by
the reports review unit and assigned to the exempt category.

7. Internally Required Report - Areport required. prepared. and used
within AID.

8. Intra-office Report - A report prepared by one or more organiza
tional units within an AID Bureau. Office. or Mission. at the request of
another organizational unit within the same Bureau. Office. or Mission.
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9. Publ1c RepQrting - Any repQrting Qr recQrdkeeping required frQm ten
Qr mQre nQn-Federal GQvernment businesses, institutiQns, grQups, Qr
individuals.

10. Interagency RepQrting - Any repQrting requirement tQ a Federal
department Qr agency frQm Qne Qr mQre Qther Federal departments Qr
agencies.

11. CQngressiQnal RepQrting - Any repQrting required under the FQreign
Assistance Act, the FQreign Assistance and Related Agencies ApprQpriatiQn
Act, Qr any repQrting requested by a CQngressiQnal CQmmittee, SenatQr,
Qr CQngressman.

12. RepQrt CQntrQl SymbQl - Alphabetic and numeric symbQls assigned tQ
repQrts by the Office Qf InfQrmatiQn ResQurces Management, Planning and
Eval uatiQn (IRM/PE) Qr Qther repQrts management units whi ch serve tQ
identify the repQrt and indicate review and apprQval Qf the requirement.

13. Requiring Office - An AID Qffice initiating a repQrting requirement
Qr spQnsQring a requirement impQsed by an QrganizatiQn external tQ AID.

14. ResPQndent - An AID Qffice, individual, Qr Qther agency required
tQ respQnd tQ a repQrting requirement.

14E. RespQnsibilities

1. Office Qf the AssQciate Assistant tQ the AdministratQr fQr
Management. DirectQrate fQr PrQgram and Management Services
(M/AAA/SER) (PQlicy Guidance)

M/AAA/SER is respQnsible fQr prQviding pQlicy guidance and fQr
ensuring the develQpment and impl ementati Qn Qf the AID RepQrts Management
PrQgram. M/AAA/SER is assisted in the discharge Qf this respQnsibility
by SER/IRM.

Office Qf InfQrmatiQn ResQurces Management. Planning and EvaluatiQn
DivisiQn (SER/IRM/PE) (PrQgram ImplementatiQn)

IRM/PE is resPQnsible fQr implementing prescribed PQlicies fQr, and
establishment and maintenance Qf the RepQrts Management PrQgram. MQre
specifically, IRM/PE:

a. Establishes guidelines and review and cQntrQl prQcedures tQ
assure agency cQmpliance with existing repQrting PQlicies;
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b. Provides assistance and guidance to AID/Wand Missions in
developing reporting requirements;

c. Analyzes and approves or di sapproves requests for new or
revised internal reporting requirements;

d. Administers the periodic review and evaluation of existing
information requirements to form a basis for recommending improvements,
including revision, discontinuance, or consolidation of reports and
reporting systems: ~

e. Performs Agency review of public and interagency reporting
requirements and serves as liaison with OMB and GSA for their clearance
procedures;

f. Maintains a current inventory of all controlled reports and
issues a listing of reports in the inventory;

g. Provides guidance to responding offices on the establishment
of a reporting calendar.

3. AID/W Bureaus. Offices, and Missions Management of Internal Reports

AID/W Bureaus, Offices, and Missions are responsible for the
development and management of their "intra-office information requirements
in accordance with the criteria outlined in Sections 14F and 14G.1.b.
Missions also cooperate in reviewing and analyzing internal AID reporting
requirements as they affect Mission operations, in order that the
requiring office and IRM/PE may benefit from their suggestions and
recommendations for improving the Agency's reporting system.

4. Offices Requiring the Submission of a Report

AID/W Bureaus and Offices are responsible for initiating action to
establish new internal AID reporting requirements or to revise existing t ... .....•..
requirements in their functional areas. IRM/PE is available to provide ~

guidance to requiring offices assuring adherence to policies and
procedures set forth in this Chapter. Specifically, requiring offices:

a. Ascertain that new or revised reporting requirements conform,
as applicable, to the criteria outlined in Section 14G;

1.... ·.- .. 'j
"wi
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b. With assistance from IRM/PE, coordinate with respondents and
users of reports during the development of the reporting requirement to
ensure approval and to avoid costly modifications after issuance of the
reporting requirement;

c. Plan the report to ensure that it accomplishes the desired
results; including the actions to be taken by respondents and users of
the report, necessary forms or formats to be used for input, and the
procedures and equipment required to process the data and distribute the
information to users.

d. Prepare specific and clear instructions for the preparation
of the report so that respondents readil y understand what data is
required.

e. Ensure that all report forms, formats, or i nstructi ons
soliciting personal information contain pertinent statements required by
the Privacy Act of 1974. (See Handbook 18, Pt II, Chapter 12, and Pt V,
Chapter 5);

f. Ensure that necessary clearances and approvals are obtained,
including clearance by the Office of Public Inquiries (XA/PI,)
particularly when a report establishes a file containing personal
information on individuals;

g. Clear all internal AID reporting requirements, including
requests for one-time reports, with IRM/PE;

h. Submit to IRM/PE all requests for proposed public and
interagency reporting requirements subject to clearance by OMB and GSA;

i. Apply reports analysis and control standards to intra-office
reporting requirements;

j. Maintain an inventory of intra-office reporting requirements
and submit to IRM/PE upon request.

5. Respondent

a. Requests for reports and related information are subject to
the same analysis and evaluation as other operational requirements
involving the expenditure of funds and manpower. Respondents are
responsible not only for initiating comments, suggestions, recom
mendations, and constructive criticisms of approved reports, but for
doing so in a manner that can be readily evaluated by the requiring
office. More specifically, respondents:
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(1) Determine if a request for a report has been assigned a
report control symbol and has been properly authorized in accordance with
procedures outlined in this chapter;

(2) Determine whether or not the prescribing directive(s) or
instructions for the report are clear and complete;

(3) Examine available data to determine if the data
requested can be obtained by the required due dates and can meet other ~....;~
requested specifications; ~

(4) Recommend improvements to reporting requirements;

(5) Establish a calendar for assuring timely submission of
required reports.

b. Correspondence offering comments, suggestions, recommendations
and criticism is to be directed to the office originating the reporting
requirement, with a copy to IRM/PE.

14F. Reports Analysis

The following suggestions are provided for the use of requiring offices in
establishing reporting requirements and for the management of Intra-office
reporting requirements.

1. General Criteria

Each new or revised reporting requirement is analyzed to assure the
proposed report:

a. Provides a basis for measuring performance, making and
revising policy, performing the functions of the requiring office, or
fulfilling some other valid need of the user office;

b. Is timely enough to be useful.

c. Is as effective and efficient as possible in the collection,
transmission, processing, and utilization of data;

d. Does not duplicate other reporting requirements.
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2. Determining Reliability and Availability of Source Data

Every effort is made to determi ne if the proposed respondent is the
proper source for providing the data requested. An effort is also made
to determine whether or not the information requested is already
available in the responding offices or must be gathered from another
source, thus generating another reporting requirement.

3. Determining Internal Consistency

Requests for new or revised reporting requirements are analyzed to
ensure, to the greatest extent possible, that requested data items are
consistent with data contained in other AID reports; e.g., that data
included in financial and statistical reports are based upon the same
formulas, cover the same time periods; and are computed in the same
manner as are program and other related reports; and that standard and
generally accepted AID reporting or program terminology and coding
systems are used.

4. Evaluating Cost

Reporting requirements are analyzed to determine if the investment
of money and work hours is justified in comparison to the benefits
derived in terms of increased efficiency and effectiveness. Some of the
criteria used are: cost of preparing, reproducing, reviewing, and storing
the report; proposed distribution, and feasibility of using existing
reports.

5. Review of Requiring Directive and Method of Transmitting Data

a. Requiring Directive

The directive establishing a new or revised reporting
requirement is reviewed to assure that the instructions clearly indicate
why the report is required, who is to report, what is to be reported,
when the report is due and the office or individual requiring the report.
The directive shall also contain the report title. report control symbol.
format, recommended data source. instructions for preparation. number of
copies. the distribution. and whether negative responses are required.

b. Method of Transmitting Data

Instructions are revi ewed to determine if the proposed method
for transmitting requested information is the most economical and
efficient.
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Whenever possible, reports are submitted on printed forms to assure that
all items are covered and presented in a uniform format when received.
See Chapter 5, Pt V of this handbook for additional information
concerning the design of forms.

6. Reviewing Plans for Processing and Utilization of Data

Us ua11 y a number of reports are recei ved in comp1i ance wi th a
reporting requirement. The recipient then must consolidate the V1
information to meet the objective of the reporting requirements. ..
Narrative reports that convey status, opinions, or general plans may not
require a precise format and will be read for consensus only. Reports
that provide specific data to be summarized or otherwise processed must
meet more rigid format requirements. The method of processing the
reported data must be reviewed to determine if the manner in which the
data is being requested, both in format and procedure, meets the
processing requirements. Will the data to be processed manually lend
itself to the use of grids or charts for summarizing? Is the input form
for ADP systems designed to facilitate the conversion of data to machine
readable form?

14G. Reports Management

Reports management includes monitoring the initiation, reV1Slon, and
discontinuance of reports; approving and disapproving of new and revised
reports; and assigning report control symbols.

1. Assignment of Report Control Symbols

a. All recurring internal AID reports are assigned a report
control symbol by IRM/PE. This symbol consists of a serial number
preceded by one of the following key letters used to identify each of the
two report groups: U - Mission reports to AID/W; and W - all other
reports.

b. Missions and AID/W offices assign report control symbols to ~
their internally managed intra-office reports, using the appropriate
organization alphabetical symbol e.g., FM for Office of Financial
Management, or PAN for USAID Panama, as part of the identification.

c. Congressional reporting requirements are identified by a
nine- character report control symbol assigned by IRM/PE. The first four
characters are CONG, followed by either an L for Legislatively required
reports, an R for reports submitted at the request of a committee or
member, or a P for reports which are Presidential determinations. The
identifying letter is then followed by a four-digit sequence number.
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d. Interagency report control numbers are assigned by the Office
of Information Systems, Office of Information Resources Management of
GSA. The coding structure for the interagency reports is a four-digit
serial number followed by a three-letter abbreviation for the requiring
agency, followed by a two-letter code for the report frequency.

2. Evidence of Approval

a. Assigned report control symbols are shown in the upper-right
corner of the cover page of reports to indicate approval by IRM/PE. All
communications concerning reports show the report's control symbol as
part of the subject. Forms, directives, or instructions prescribing the
use of reports should also cite the appropriate report control symbol.

b. Forms, directives, or other instructions, and communications
prescribing the use of AID-required interagency and public reports must
cite the interagency report number assigned by GSA or approval number
assigned by OMS, to such reports.

3. Referral of Unauthorized Reporting Requests

Requests for recurring reports not bearing an AID reports symbol
are referred to IRM/PE. Pending action by IRM/PE, initial compliance or
noncompliance may be determined by the responding office, based on the
apparent urgency, the nature of the data requested, and the source of the
request. Requests from private organizations are referred to the Office
of Public Affairs (OPA) for guidance regarding compliance or
noncompliance. However, requests from private organizations which OPA
determines to be valid and which are recurring reporting requirements are
submitted to IRM/PE for reports management purposes.

4. Requests from Higher or Outside Authority

Requests from higher or outside authorities for establishing a new
report, or expansion or revision of an existing report, must be brought
to the attention of IRM/PE. New reporting requirements requested by
higher or outside authorities are to be identified by the assignment of
report control symbols.

5. Congressional Reports

Congressional reports, as defined in Section 14011 are subject to
the control provisions of this chapter. See Part II, Chapter 1, for
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specific information regarding the responsibilities and procedures
established by the Office of Legislative Affairs for the preparation and
submission of these reporting requirements.

6. Exempt Reports

A final decision as to whether or not a report is exempt from the
control provisions of this chapter is made by IRM/PE. Exempt reports
include information requirements which could be interpreted as a report. , ......,.i~
Examples of exempt reports are:

a. Logs and operating documents;

b. Official reports of audit, including all accumulations,
collection and reports used in audit reviews and reports;

c. Reports of personnel audit surveys prepared by specifi ed
personnel groups;

e. Nominations or recommendations of individuals for all types
of programs or awards; and

d. Formal reports of findings, recommendations, or actions
prepared by ad hoc committees, survey teams, or boards appointed to
inquire into and report on a specific matter;

f.
program.

Narrative reports relating solely to the AID public affairs
(See Handbook 18, Part I.)

7. Review of One-Time Reports

One-time reports, unless required by private U.S. citizens or
another U.S. Government agency, are not subject to the full control
provisions outlined in this chapter. Unusually large reports requiring
Agency-wide compliance are to be brought to the attention of IRM/PE for
review of methods for collecting and processing the resulting data.

8. Directives and Other Instructions which Initiate or Revise
Recurring Reports

The concurrence of IRM/PE obtained prior to the issuance of any
directive, instructions, or message which explicitly or implicitly
require submission of, or revision to, a recurring report.
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Procedures for Submission of Requests for Clearance of Internal AID
Reporting Requirements

Internal AID reporting requirements are those generally established by
one AID/W Bureau or Office requiring the compliance of other Bureaus or
Offices and/or overseas offices and Missions. The compliance may be in
the form of a manually prepared report or one prepared with the
assistance of automatic data processing equipment. Also included in this
category are reporting requirements established by an AID/W office to
meet requirements imposed on the Agency by the Congress or other
Government agencies.

1. Requests for Clearance of New or Revised Recurring Reporting
Requirements

a. A request for approval of a new or revised recurring report
is submitted to IRM/PE using Form AID 3-198, Report Approval Application
(Attachment 14A), together with a proposed form or format and draft
directive or other instructions. Instructions for the completion of AID
3-198 are included in Attachment 14A. If the reporting requirement will
utilize a printed form, AID or external, the applicable procedures
Dutlined in Chapter 5, Forms Management, are also to be followed.

b. Upon receipt of form AID 3-198 and appropriate documentation,
IRM/PE reviews the requirement to determine whether or not the request
meets the applicable criteria set forth in this chapter.

c. After appropriate review and analysis, IRM/PE indicates
approval or disapproval of the request on AID 3-198. If approved, a
reports control symbol is assigned (see Section 14G1) and a copy of AID
3-198 is returned to the requiring office. If disapproved, IRM/PE
returns a copy of AID 3-198 and informs the requiring office, in writing,
of the reason for disapproval.

2. Requests for Approval of One-Time Internal AID Reports

Arequest for approval of a one-time internal AID report as defined
in Section 14G7 is made by submitting the requiring instructions and
report format to IRM/PE for review. Submission of AID 3-198 is not
required.

Procedures for Submission of Requests for Clearance of Public Reports

This section contains the external regulations applicable to public
reports and guidance for the submission of a request to obtain clearance
from the- Office of Information and Regulatory Affairs, Office of
Management and Budget, for establishing or revising a public report.
Requiring members of the business community, educational institutions,
or the general public to provide information requires compliance with the
Privacy Act of 1974, the Freedom of Information Act, and the Public
Reports Act. When a pUblic reporting requirement is in the planning
stages, requiring offices are advised to consult with IRM/PE on how to
best structure reports to comply with applicable regulations.
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1. Applicable External Regulations

a. Paperwork Reduction Act of 1980 - 5 CFR 1320-Controll ing
Paperwork Burdens on the Public

The Paperwork Reduction Act of 1980 has the following
objectives: to reduce the paperwork burden imposed by the Federal
Government; to reduce the cost of government information processing
activities; to collect only as much information as is needed and can be
used, and to use it effectively; to eliminate inconsistencies wherever
possible among governmental policies dealing with information; to make
more effective use of computers and telecommunication technology to make
government operations more efficient; and to establish safeguards
protecting the confidentiality concerns of individuals and enterprises.

b. Office of Management and BUdget (OMB) - 5 CFR 1320.
Controlling Paperwork Burdens on the Public

The purpose of 5 CFR 1320 is to implement the provisions of
the Paperwork Reduction Act of 1980 concerning collections of
information. No agency is to conduct or sponsor the collection of
information required by law, or necessary to obtain a benefit from 10 or
more persons without prior approval from the Office of Management and
Budget. Any collection of information submitted to nine or fewer
persons, must contain a statement that it is not subject to OMB review
under the Act. No person is subject to any penalty for fail ing to
maintain or provide information, if the information request does not
display a current control number assigned by OMB. An information
collection request includes the use of written report forms, application
forms, application forms, schedules, questionnaires, reporting or
recordkeeping requirements, contracts, agreements, policy statements,
plans, rules or regulations, planning requirements, circulars,
directives, instructions, bulletins, requests for proposals or other
procurement requirements, interview guides, disclosure requirements,
labeling requirements, telegraphic or telephonic requests, and standard
question~aires used to monitor compliance with agency requirements.

2. Request for Clearance of New Plans or Report Forms within the U.S.

a. To request OMB approval of a new plan or report form, four
copies each of the following must be submitted to IRM/PE at least 60 days
prior to the intended implementation date: SF 83, Request for OMB Review
(Attachment 14B1); any instructions to be sent to the respondents; the
proposed information collection item (forms, formats, etc.); supporting
statement, and the regulatory authority for collecting the information,
if any. The SF 83A, Instructions for Requesting OMB Review Under
Executive Order 12291 or Approval of a Collection Information Under the
Paperwork Reduction Act and 5 CFR 1320 (Attachment 14B2) contains
detailed instructions on submitting a complete clearance package. The
supporting statement is addressed on page 4 of SF 83A and each of the
items must be answered either with the requested information or with 'NA'

u
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if that item does not apply to the information collection. If the
reporting requirement will utilize a printed AID form, the procedures in
Chapter 5 are to also be followed.

Special consideration is to be given to elderly, visually impaired, and
non-English-speaking persons when designing forms for use outside of the
Agency in accordance with the information contained in GSA Sulletin FPMR
S 102, issued June 24, 1980.

b. Upon receipt of the appropriate documentation, IRM/PE reviews
the requirement to determine whether or not the request meets the
criteria established by OMS.

c. If, after review, it is determ"ined that the request meets the
OMS criteria, the Agency Clearance Officer in IRM/PE signs the SF 83 and
forwards the documentation to OMS for action. A copy of the OMS action
notice is sent to the requiring office after action by OMS has been
completed. If the request does not meet the OMS criteria, IRM/PE
notifies the requiring office.

3. Request for Information Collections Overseas

a. Under the provisions of 5 CFR 1320, Controlling Paperwork
Burdens on the Public, AID may conduct generic information collections
overseas. The Agency is required to display the appropriate OMS control
number and expiration date on the front of each collection instrument.
AID has a three-year (renewable) approval to make collections overseas
within the following groups:

Health and Population Programs (OMS # 0412-0528, expires
7/31/88);

Education and Human Resources Programs (OMS # 0412-0529,
expires 7/31/88);

Energy, Private and Voluntary Organizations, and Selected
Development Activities (OMS # 0412-0526, expires 7/31/88)

Agriculture, Rural Development, and Nutrition
(OMS # 0412-0527, Expires 7/31/88); and

All other AID Data Collections created in and conducted
outside the United States (OMS # 0412-0525, expires
7/31/88).

Required management collection procedures include that:

"(1) the collection of information is the least burdensome
necessary for the proper performance of the agency's
functions to comply with legal requirements and achieve
program objectives;
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(2) the collection of information is not duplicative of
information otherwise accessible to the agency; and

(3) the collection of information has practical utility."

To make a collection of information overseas of data designed in AID/W,
determine which of the above groups that your collection falls in, place
the OMB number and expiration date in a prominent position on the
collection instrument, and forward it to the field for collection.

b. The requiring Bureau/Office is responsible for developing an U
internal system for implementing the above requirements. The system must
include a central index to facilitate document recovery. The
Bureau/Office must:

(1) Name a contact person to respond to inquiries about the
questionnaires generated by the Bureau/Office for use overseas;

(2) Advise IRM/PE of the name and telephone number of the
contact person;

(3) Place the proper generic number and expiration date on
the collection instrument before dispatching it to the overseas area for ~, .:.~~
coll ecti on; \ttl

(4) Maintain a copy of the data collection and results in
an appropriate place. If the collection is project specific. a copy
should be placed in the official project portfolio; and,

(5) Provide a copy of the collection instruments on
request.

c. There is no requirement to maintain a file copy for OMB
inspection of questionnaires developed and collected in the field.

d. As provided in Section 1412 above, IRM will coordinate with
OMB to obtain proper approval for information collections that do not
fall under the generic coverage.

4. Reguests for Clearance of Revised Information Collections

Arequest for OMB approval of a revised information collection item
is made by following the same procedures outlined in Section 1412.

5. Reguests for Extension of OMS Approval

Extension of OMB approval is requested by the requlrlng office.
after notification of an upcoming expiration by IRM/PE, at least 2 months
prior to the expiration date, following the same procedures outlined in
Section 1412.
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14J Procedures for Submi ssion of Reguests for Cl earance of Interagency
Reporting Reguirements

Requiring offices initiating new programs and major policy changes
involving interagency reporting requirements are to request assistance
from IRM/PE in defining and assessing related reporting requirements.
Such requests are to be made at the earliest practical opportunity in the
planning of new programs and major policy changes to assure development
of cost estimates and appropriate interagency involvement and clearance.

1. Federal Property Management Regulations. 41 CFR Subpart 101-11.11
- Interagency Reports Management Program

This regulation, dated July 1973, sets forth the procedures to be
followed by agencies in the management of interagency reporting
requirements, including obtaining prior approval of the General Services
Administration (GSA) for such reports.

2. Reguests for Clearance of New Reporting Reguirement

a. A request for clearance of an interagency reporting
requirement is submitted to IRM/PE 60 days prior to the effective date
of the requirements using SF 360, Request for Clearance of an Interagency
Reporting Requirement (Attachment 14C), together with supporting
justification, including cost estimates, the directive prescribing, the
reporting requirement, and a proposed form or format to be utilized.
Instructions for completion of SF 360 and preparation of supporting
documentation are contained in Attachment 14C. If the requirement will
utilize a printed AID form, the procedures outlined in Chapter 5 are also
followed.

b. If, after review, IRM/PE determines the request meets the GSA
criteria, the SF 360 is signed by the AID Interagency Liaison Officer
(IRMjPE) and forwarded to GSA for action. One copy of SF 360 is returned
to the requiring office after action by GSA has been completed. If the
request does not meet the GSA criteria, IRM/PE notifies the requiring
office.

3. Reguest for Clearance of Revised Reporting Reguirements

A request for clearance of a revised reporting requirement is
submitted by following the same procedures outlined in 14J2. If the
proposed revision is minor, IRM/PE is consulted for advice as to the
extent of supporting documentation required.

4. Reguest for Clearance of Plans to Obtain Information to Prepare
Statistical Compilations of General Public Interest

A request for clearance of an interagency reporting requirement
which necessitates OMS approval because the information to be collected
is to be used for statistical compilations of general public interest,
or ncessitates collection of information from the public by responding
agencies, is submitted to IRM/PE following the procedures outlined above.
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5. Request for Extension of GSA Approval

Extension of GSA approval is requested by the requlnng office
after notification of an upcoming expiration by IRM/PE at least 2 months
prior to the expiration date. If no change other than the extension is
requested, the requiring office submits SF 360 to IRM/PE.

6. Appeal Procedure

A requiring office or responding agency may appeal an interagency
clearance or waiver decision made by GSA. The reason for the appeal is
stated in writing and submitted to IRM/PE for transmittal to GSA. GSA
reviews the appeal and forwards it, with a recommendation, to OMB for
resolution.

14K. Reports Inventory

1. IRM/PE maintains an inventory of all recurring reports required by
an AID Bureau, Office, or Mission. Listings of reports in the inventory
are contained in Appendix B as follows: Part I - Internal Reports - A.
- AID/W Recurring Reports, B. - Mission Recurring Reports to AID/W; Part
II - Public Reports; Part III - Interagency Reports; and Part IV
Congressional Reports.

2. Missions are to prepare a listing of their internally controlled
reports to use in conjunction with Appendix B, in determining their total
reporting requirements.

3. AID/W Bureaus and Offices are to maintain an inventory of their
Intra-office reporting requirements and provide a copy to IRM/PE.

14L. Availability of Referenced Forms

The following AID Standard and Optional Forms cited in this Chapter (and
attachments) are available from the AID/W Distribution Branch,
SER/MO/PM/D:

AID 3-198 - Reports Approval Application
SF 360 - Request for Clearance of an Interagency

Reporting Requirement
OF 101 - Summary Worksheet for Estimating Reporting

Costs

SF 83, Request for OMB Review and SF 83A, Instructions for Requesting OMB
Review Under Executive Order 12291 or Approval of a Collection of
Information Under the Paperwork Reduction Act and 5 CFR 1320, are
available from the Forms Management Office (IRM/PE).

u·····
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ATTACHMENT 14A

INSTRUCTIONS FOR COMPLETING AID 3-198. REPORTS APPROVAL APPLICATION

Complete original and one copy.
documentation to IRM/PE.

Forward with appropriate supporting

Any item not listed below is considered to be self-explanatory and therefore, not
included. Assistance in completing this form will be provided by IRM/PE upon
request.

Item No.

1.

2.

8.

11.

12.

Exact Title of Report - Enter a brief but descriptive title.

Report Control Symbol - If request is for a new report, IRM/PE will
complete upon approval of the application. If request is for a
revised report, enter the symbol previously assigned by IRM/PE

Date of Issuance - Enter date on which the report is ready for
reproduction or distribution (e.g., a report covering the period
March 1 through March 31 may be issued April 5).

Preparing Offices - Each of these may be identified by category,
if appropriate (e.g., all Bureaus, all Missions, all LA Missions,
AID contractors, etc.)

Recipients of Report

A. Office - Each of these may be identified by category,
if appropriate (e.g., all Bureaus, all Missions, all
LA Missions, AID contractors, etc.)

E.

B.

v

19. E.

Action, C. Reference, D. Information - Enter the
number of copies received in the column(s) which best
describes the use made of this report.

Distribution List - When recipients are identified by
category, indicate the official AID Distribution List
number, if applicable.

Estimated Production Cost - If the report is to be reproduced
after completion, give the best estimate of cost, and
indicate whether the reproduction will be done within AID or
by an outside contractor.

21.

22.

Concurrences - The initiating office is responsible for obtaining
clearances of any other offices directly concerned with the
reporting requirement.

To be completed by IRM/PE
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REPORT APPROVAL APPLICATION

INSTRUCTIONS: Submit in duplicate to the Reports Management Official (MSIASIISS). Attach a copy of the applicable directive andlor
in.!lructions, report format or proposed form, and the authorizing document. A copy will be returned to you indicating final action by
MSIASIISS. See Handbook 18, Chapter 4, Part V for further instructions.

1. Exact Title 01 Report

3. Type 01 Content

D NARRATIVE

D COMBINATION

o STATISTICAL

4. Requiring Directive/Instructions

2. Report Control Symbol

5. Request lor ("X' appropriate box(el))

o
o

NEW 0 TEMPORARY Proposed expiration date

REVISED (explain what changel are proposed)

-_/__/_- o ONE-TIME Propose<! expiration date __/__,_-

6. Frequency (daily, monthly, etc.) 7. "As of" Date or Period Covered 8. Date 01 Issuance

9. Method 01 Transmission (Iorm no., memo, etc.) 10. Is Data Processing Involved in the Preparation 01 this Report?

0 YES 0 NO

11. Preparing Olllces (Indicate Missions, olllces, etc. 12.A PURPOSE E.
Who submit this report) Enter number of copies (or each

RECIPIENTS OF REPORT as appropriate DISTRIBUTION LIST
B. ACTION C. REF. D. INFO

13. Description 01 Data to be Reported

14. Source of Information Contained In this Report (cite by no. and title other rcporla. d&ll3 processing printouts, files, or other source documents trom which this
information is Obl'lincd)

15. Related Form Number 16.0MB Approval Number 17. Interagency Report Number

18. II thiS Report Is Used as a Source in Generating Other Report(s) In Whole or In Part, Cite Number and Title 01 Such Report(s)

AID/W Olllce:

19. Cost Factors

A. Estimated persandays lor preparation (illcluding related resc;lrch) lor one report by one:

Prolesslonal _ Clerical _

Mission: U.S. Prolesslonal

Local Prolesslonal _

U.S. Clerlcal _

Local Clerical _

B. Number 01 ollices and Missions preparing report

C, Average number 01 pages In one report submission

D. Number 01 copies 01 report produced

E, Estimated production cost (including prillling and distribution)

AID 3-198 (t2/901

BY: D Contract D A.I.D.



20. Jullilicallon: Include Information as to how frequently and for what purpose the data elements In this report are uHd. Explain In detail how this report fits Into
the total system In question and at what stage of the program cycle the Information Is uHd (e.g., programming, Impl_natlon, tlYaluatlon).

APPROVALS
INITIATING OFFICE TYPED NAME INITIALS DATE

CONCURRENCES

REPORTS
o Approved o Approved for Period NTE 0 Disapproved

MANAGEMENT
Comments

OFFICIAL

AID J-19R (12/90) BACK
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Standard and Optional Forms Facsimile Handbook
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Standard Form 83 Request for OMB Review(R... September 1983)

ImporUint
Read instructions before completing form. Do not use the same SF 83 Send three copies of this form, the matenal to be reviewed. and for

to request both an Exec:utive Order 12291 review and approval under paperwork-three copies of the supporting statement. to:
the Paperwo~Reduction Act.

Answer all questions in Part L If this request is tor review under E.O. Office of Information and Regulatory Affairs
12291, complete Part II and sign the regulatory certification. If this Office of Management and Budget
request is for approval under the Paperwork Reduction Act and 5 CFR Attention: Docket Library, Room 3201
1320, skip Part II, complete Part III and sign the paperwork certification. Washington, DC 20503

PART I.-Complete This Part for All Requests.

1. Department/agency and Bureau/office Originating request 2. Agency code

- - - -
3. Name 01 person who can best answer questions regarding this request Telephone number

( )

4. Title of information collection or rulemakina

5. Legal authority for information collection or rule (cite United States Code. Puol/C Law. or ExecutIve Order)

USC ,or

6. Affected public (chttek all that apply) 5 0 Federal agencies or employees

1 o Individuals or households 3 0 Farms 6 0 Non·profit institutions

2 o State or local aovernments 4 0 Bus,nesses or other for·proflt 7 0 Small bUSinesses or organizatIons

PART II.-Complete This Part Only If the Request Is for OMB Review Under Executive Order 12291

7. Reaulation Identifier Number (RIN)

- _. or. None assigned 0- - - - - - -
•• Type of submission (check on. in each caterory) TYIM of revle", reque.t"

CJ.uHlutlOll St••e ofdevelopment 1 [J Standard

1 o Major 10 Proposed or draft 20 Pend,na

2 0 Nonmajor 20 Final or Interim final. WIth prior proposal 30 Emergency

30 Final or Interim final, without proor preposai 40 Statutory or Judicial deadline

9. CFR section affected

CFR

10. Does this reaulation contain reportina or recordkeep,ng requirements that requite OMS approval under the Paperwork Reduction Act
0 ONoand 5 CFR 1320? Yes

11. If a major rule, is there a reaulatory impact analysis attached? 10 Yes 2DNo

If"No," did OMS waive the analysis? . 3 0 Yes 4 ONo

CertlflClltlon for R..ulBtory Submissions
In submittina this request for OMS review, the authorized reaulatory contact and the program offiCIal cert,fy that the requirements of E.O. 12291 and any applicable

policy directives have been complied with.

Sianature of prOll'am official Date

Sianature of authOrized resulatory contact

Date

12. (OM._OIIIy)

Pr_ ecIitlOlll ollIoIIW 83108 Stanclard For'" 13 (Rev 9·83)
NSN 7540-00-634-4034 Prescrol)O(l Oy OMB

5 CFR 1320 ana E0 12291

v

u



SF 83 (Back)

PART III.-Complete This Part Only If the Request Is for Approval of a Collection
of Information Under the Paperwork Reduction Act and 5 CFR 1320.

2 D Emergency submission (certification attached)

I
~,

tr

~I
I
I

I
I
!,7. Enter date ofexpected or actual Federal

Register publication at this stage of rulemaking
(month, day, year): _

4 D' Reinstatement of a previously approved collection for which approval
has expired

5 D Existing collection in use without an OMB control number

6 Final or interim final without prior NPRM

A D Regular submission

B D Emergency submission (certification attached)

15. Type of review requested (check only one)

1 [] New collection

2 D Revision of a currently approved collection

3 D Extension of the expiration date of a currently approved collection
without any change in the substance or in the method of collection

14. Type of information collection (check only one)

Inform.t/on collection. not cont.lned In rul..

1 0 Regular submission.
Inform.tlon collection. cont.lned In rule.

3 0 EXisting regulation (no change proposed)

40 Notice of proposed rulemaking (NPRM)

5 D Final, NPRM was previously published

13. Abstract-Describe needs, uses and affected public in 50 wordS or less

16. Agency report form number(s) (include standard/optional form number(s))

17. Annual reporting or disclosure burden

1 Number of respondents. . . . .

2 Number of responses per respondent

3 Total annual responses (line 1 times line 2)

4 Hours per response .

5 Total hours (fine 3 times line 4)

22. Purpose of information collection (check as many as apply)

1 D Application for benefits

2 D Program evaluation

3 D General purpose statistics

4 0 Regulatory or compliance

5 D Program planning or management

6 D Research
7 D Audit

18. Annual recordkeeping burden

1 Number of recordkeepers . . . . . . .

2 Annual hours per recordkeeper.

3 Total recordkeeping hours (line 1 times line 2)
4 Recordkeeping retention period . . years

19. Total annual burden

1 Requested (line 17-5 plus line 18-3) .

2 In current OMB inventory .

3 Difference (line 1 less line 2)

Exp"Mt/on ofdifference
4 Program change . . . . . . . . . . . .
5 Adjustment. . . . . . . . . . . . . .

23. Frequency of recordkeeping or reporting (check all that apply)

1 D Recordkeeping

Reportln6

2 0 On occasion

3D Weekly

40 Monthly

5 0 Quarterly

6 0 Semi-annually

7 D Annually

8 D Biennially

9 D Other (describe):

20. Current (most recent) OMB control number or comment number

21. Requested expiration date

24. Respondents' obligation to comply (check the strongest obligation that applies)

1 D Voluntary
2 D Required to obtain or retain a benefit
3 D Mandatory

25. Are the respondents primarily educational agencies or institutions or IS the primary purpose of the collection related to Federal education programs? Dyes D No

26. Does the agency use sampling to select respondents or does the agency recommend or prescribe the use of sampling or statistical analysis
by respondents? '. . . . . . . . . . . . . . . . . . . . . . . . . . Dyes D No

27. Regulatory authority for the information collection
____ CFR ;or FR ;or,Other(specify): _

P8perwork eertlflatlon
In submitting this request for OMB approval, the agency head. the senior official or an authorized representative, certifies that the requirements of 5 CFR 1320. the
Privacy Act, statistical standards or directives. and any other applicable information policy directives have been complied with.

Signature of program official Date

Signature of agency head, the senior official or an authorized representative Date
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Standard and Optional Forms Facsimile Handbook

Standard Form 83A
(Revised September 1983)
Instructions for Standard Form 83
Request for OMB Review
Instructions for Requesting OMB Review Under Executive
Order 12291 or Approval of a Collection of Information
Under the Paperwork Reduction Act and 5 CFR 1320

SF 83A (P 1)

General Instructions
For requests for review under E.O. 12291,
complete Parts I and II of the SF 83, sign
the Certification for Regulatory Submissions
and send three copies of the completed SF
83, three copies of the draft regulation and
three copies of any supporting material
(including a Regulatory Impact Analysis if
required) to OMB.

For requests for approval of a collection
of information, complete Parts I and III (skip
Part II), sign the Paperwork Certification
and send three copies of the completed SF
83 and three copies of the supporting
statement and forms, questions. or other
instruments for which approval is
requested, to OMB. The submission must
include the revelant portion of any statute,
regulation, handbook or other document
that establishes a recordkeeping, reporting,
or disclosure requirement, and copies of the
notice submitted to the Fed.,.1 ReBI.ter
informing the public that OMB approval is
being sought. (This notice is not required for
collections of information in proposed rules
submitted for OMB review under 5 CFR
1320.13.)

OMB will not accept a submission unless
all entries in Part I and, as appropriate, Part
II or Part III are completed and the SF 83
has been properly signed. Submissions for
E.O. 12291 review must be signed by the
appropriate program official and by the
official responsible for reviewing
submissions of regulations to OMB (OMB's
authorized regulatory contact) or that
person's designee. SUbmissions for
approval of a collection of information must
be signed by the appropriate program
official and by either the agency head. the
Senior Official designated under the
Paperwork Reduction Act and 5 CFR
1320.8, or that person's designee..

Requests should be submitted to:
Office of Information and Regulatory Affairs
Office of Management and Budget
Attention: Docket Library, Room 3201
Washington. DC 20503

Note: Do not request review under E. O.
12291 andapproval under the Paperwork
Reduction Act and 5 CFR 1320 on the same
SF 83.

PreoiiOus editions obsolete
NSN 7540000-165-0506

Instructlons for Part I
1. Dep.rtment/Aaency end
Bureeu/OffIce OrTllnlltlnl
Reque.t.-Provide both the name of the
department or agency and the name of the
bureau or office within the department
which is issuing the regulation or proposing
the collection of information.
2. A1ency Code.-OMB has assigned a
four digit numerical code to each agency
and will supply it upon request.
3. end 4.-Self explanatory.
5. Specific leleleuthorlty.-Cite title and
section of the United States Code. If a
regulation or a collection of information is
authoriZed by more than one statute or
section, cite the principal legal authority.

If a regulation or acollection of
information is mandated or authorized by a
law which has not yet been codified into the
United States Code, cite the Public Law
number. If a regulation or a collection of
information is authorized only by Executive
Order, cite the E.O. number.
6. Affected Publlc.-Check all categories
that apply. Note that jf a significant effect
on small business is predicted, the
Regulatory Flexibility Act requires agencies
to evaluate alternatives to mitigate this
impact and 5 CFR 1320.6(h) requires
agencies to take all practical steps to
develop separate an.d simplified collection
of information requirements for small
businesses and other small entities. SBA's
Office of Advocacy is available to assist
agencies in evaluating the impact of their
proposal on small business. OMB may ask
for additional information on the specific
industries affected (e.g., by Standard
Industrial Classification) or other revelant
data.

Instructions for Part II
General Instructions
Executive Order 12291 defines a regulation
as any "agency statement of general
applicability and future effect designed to
implement, interpret, or prescribe law or
policy, or describing the procedure or
practice requirements of an agency." This
includes more than proposed and final
rules. Statements of policy that appear in
the Federel Re6lster as notices rather than
rules, as well as guideline documents and
policy statements that are not published in
the Re6l.ter, are to be submitted for OMB
review if they set or interpret agency policy.

83·204

The following are not subject to OMB E.O.
12291 review:

a. Regulations issued by the
General Accounting Office,
Federal Election Commission,
Independent regulatory

commissions as defined in
44 U.S.C. 3502(10),

Facilities and laboratories owned by
the Federal Government but
operated by contractors, and

Governments of the District of
Columbia, and U.S. territories
and possessions.

b. Regulations issuea with respect to a
military or foreign affairs function of the
United States.

c. Regulations related to internal agency
organization, management or personnel.

Specific Instructions
7. Reluilition Identifier Number
(RIN).-This is the number that the
Regulatory Information Service Center
assigns to a regUlatory action when it is
submitted for publication in the Unified
Alena of Feder.1 ReBul.tlon.. If a RIN
has not been assigned to this regulatory
action, check "None assigned."
8. Type of Submlnlon (check one In nch
ceteeory).-

CI...lflutlon
1. and2.-Check "major" if the

regulation is likely to result in:

An annual effect on the economy
of $100 million or more; or
A major increase in costs or prices
for consumers, individual
industries, Federal, State, or local
governments. or geographic
regions: or
Significant adv~rse effects on
competition, employment,
investment, productivity,
innovation, or on the ability of the
U.S. based enterprises to compete
with foreign based enterprises in
domestic or export markets.
Otherwise, check "nonmajor."

St.p ofDevelopment
Self explanatory for regulations issued

through informal rulemaking.
Aguideline document or other

regulation which is not issJed through
informal rulemaking should be
submitted as:

Standllrd Form 83A (Rev.9·83)
Prescribed by OMS

5 CFR 1320 and 12291
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1. proposedordraft.-If, following
OMB review, the regulation will be
circulated outside the agency for
comment, and then revised and
resubmitted to OMB.

2. Final or interim final, with prior
proposa/.-If an earlier.version of the
regulation had be~n reviewed by OMB,
circulated for outside comment, revised,
and is now ready for final issuance.

3. Final or interim final, without prior
proposal.-If the regulation will proceed
directly from internal ag~nc~ review to
OMB for review before final Issuance
without being circulated for OUtside
comment and appropriate revision.
Type ofR.vl.w RfHlu••tfld

1. Standard. - Refers to the normal
process of submitting a p~oposed or final
regulation to OMB for review under
section 3 of E.O. 12291.

2. Pending.-Refers to OMB's review,
under section 7 of E.O. 12291, of rules
which were issued in final (or proposed)
form before February 17, 1981, and
which are about to take effect (or
become final). Agencies should review
section 7, paragraphs (b), (d), and (1) of
the Executive Order for further
instructions.

3. Emergency. -Refers to OMB's
review, under section 8(a)(1) of E.O.
12291, of regUlations which the agency
has chosen to publish without prior OMB
review in order to respond to an
emergency situation.

4. Statutory orjudicial deadline.
Refers to OMB's review, under section
8(aX2) of E.O. 12291, of regulations
which the agency has chosen to publish
without prior OMB review in order to
avoid violating a statutory or judicial
deadline.
9. CFR Section Affected.-Cite as
specifically as possible the section of the
Cod. ofF.."" R.p#.t/on. which will be
affected by the regulation being submitted.
If the regUlation affects more than one
section of the CFR, cite to the principal
section affected. If the regu lation is not to
be published in the F"r.# R•.,.t.ror
otherwise codified into the CFR (and
therefore will not actually revise CFR text),
cite the CFR section which is most closely
related to the submission.
10. Self e.pllnltory.
11. If I Mllor Rule, II There I R8Iulltory
Implct Anllylfl Attlched?-A regulatory
impact analysis must accompany the
submission of a major regulation unless
OMB has waived the analysis.
12. (OMB USE ONLY)

Instructions for Part III
Generallnstructlonl
These instructions should be used in
conjunction with 5 CFR 1320, which
provides information on coverage,
definitions, and other matters of procedure
and interpretation under the Paperwork
Reduction Act of 1980. If you have any
questions, contact the OMB Desk Officer
for your agency.

Page 2

Specific Instructions
13. Abltrect.-Provide a statement of not
more than 50 words covering the agency's
need for the information, the uses to which
it will be put, and a brief description of the
respondents.
14. Type of Informltlon Collectlon.
Check only one category. If the collection of
information is not explicitly set f9rth in a
rule, check either 1 or 2. Regular
submissions (1) are those which are
reviewed under 5 CFR 1320.12. Emergency
submissions (2) must include the
certification required by 5 CFR 1320.17(a).
In addition, agencies requesting emergency
clearance must provide the information
required by 1320. 17(b) and (c). If t.he
submission does not meet the reqUirements
for an emergency clearance, the agency's
Clearance Officer may ask the OMB Desk
Officer for an expedited review.

If the collection of information is explicitly
set forth in a rule, check one of the
categories 3 through 6. If it is in an existing
regulation to which no change is proposed,
check 3. If it is submitted with a Notice of
Proposed Rulemaking (NPRM) under 5 CFR
1320.13, check 4. If it is contained in a
final regulation for which an NPRM had
been published, check 5. If the collection of
information is contained in a final or interim
final rule for which an NPRM had not been
published, check 6~ or 6B. (See a.bove f~r a
discussion of material to be submitted with
requests for emergency clearances.)
1S. Type of Review Requelted (check
only one Cltelory).-

1. New.-If this collection of information
has not previously been conducted or spon·
sored by the agency.

2. Revision.-If this collection of
information is currently approved by OMB,
and the agency wishes to make a
substantive or material change in the
collection, its burden estimate, or the use to
which the information is to be put.

3. Extension. -If this collection of
information is currently approved by OMB,
and the agency wishes only to extend the
approval past the currently assigned
expiration date witho.ut ma~ing any .other .
change in the collection of Information or Its
burden estimate.

4. Reinstatement.-If this collection of
information previously held OMB approval,
but the approval has expired or was
withdrawn before this submission was
made.

5. Existing collection in use without an
OMS control number.-If this collection of
information is currently in use but does not
have a currently valid OMB control number.
16. Alency Report Form
Number(I).-Supply any identifying
numbers or codes that the agency has
assigned to the collection of information. If
the instrument is a Standard or Optional
Form, or is being proposed for such use, the
submission to OMB by the agency must be
through the General Services Administra·
tion (see 5 CFR 1320.15 for further infor·
mation about this procedure).
17. Ind 18. AnnUli Reportlnlor
Dllclosure Burden, Ind AnnUlI
RecordkHplnl Burden.-The definition of
burden, and a discussion of burden
elements, is contained in 5 CFR 1320.7(b).

In general, burden inclUdes, but is not
limited to, the time required to:

e Read or hear any instructions;
• Generate the information;
• Process, compile, and review the

information; and
e Record, disclose, or report the

information.
The burden of making any required

reports or disclosures should be reported at
question 17 and should include the burden
of keeping records necessitated by the
disclosure or report. The burden of keeping
any required records not necessitated by a
disclosure or reporting requirement should
be reported at question 18.

18-4.-lf the recordkeeping retention
period is not specified as a number of .years
• for example, if records are to be retained
for the life of a given machine' enter a point
estimate (not a range) at 18-4, and explain
the estimate in the supporting statement.

For collections of information contained
in newpropoud rul... enter zero (0) on
the SF 83 and describe the burden to be
imposed, if the regUlation becomes final, in
the supporting statement. If the proposfld
rule revl...an existing collection of
information, enter the burden level for the
existing requireme~t on the SF 83 a~~ .
explain the burden Impact of the reVISion In
the supporting statement. In both cases, at
the time of publication of the final
regulation, the agency must inform OMB of
the actual burden of the collection of
information.

If several collections of information are
submitted to OMB for approval in a single
package (covered by an SF 83), describe
the burden for each collection in the
supporting statement, and provide an
estimate of the burden for the entire
submission at questions 17 and 18.
19. Totll AnnUlI Burden.-

1. Enter the sum of the annual reporting
burden (17·5) and the annual
recordkeeping burden (18·3) on this line.

2. Enter the burden (hours) currently
approved by OMB for this collection of
information.

e Enter zero (0) for any collection whose
OMB approval has expired.

• Enter zero (0) for a new submission.
3. Enter the difference between 19·1 and

19·2 on this line. The difference, if any,
must be explained at lines 19-4 and/or
19·5.

4. Program Change. -is a change in
burden which is the result of deliberate
action by the Government. Examples of
program changes are:

e Adding, dropping, or changing
questions.

• Changing the frequency of a collection
of information.

e Requiring or requesting more, fewer, or
different respondents to record, retain,
disclose, or report information.

e Changing eligibility requirements for an
assistance program in a way that
changes the number of applicants or
potential applicants for the benefit.
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5. Adjustment.-is a change in burden
which is not the result of deliberate agency
action. Examples of adjustments are:

• Corrections of errors in burden
estimates.

• Corrections of the record to provide an
estimate of the burden for a collection
of information currently in use without
an OMB control number.

• Reestimates in burden due to factors
outside the agency's control, such as
population changes, a change in the
number of firms in an industry, or a
change in use because a different
number of respondents decide to
respond or to make use of the
collection of information instrument.

20. Current (or most recent) OMI
Control Numb.r or Comment
Number.-If the collection of information
had previously received or now has an OMB
control number or comment number, enter
the number. 'fthe collection has had
different numbers, or has had both a control
number and a comment number, enter the
number that was most recently assigned.
21. Requested Expiration DIIte.-Enter
the month and year through which OMB
approval is requested. The date should be
no more than three years from the expected
date of OMB approval. For "emergency"
approvals submitted under the provisions of
5 CFR 1320.17 the requested date should
not be more than 90 d.Y' after the date of
OMB's receipt of the agency's submission.
22. Purpose.-

1. Application for benefits.-Is a
collection of information which a person
completes in order to participate in, receive,
or qualify for a grant, financial assistance,
or other benefit (including employment)
from a Federal agency or program.

2. PfOiram evaluation. -Is a formal
assessment, through objective measures
and systematic analysis, of the manner and
extent to which Federal programs achieve
their objectives or produce other significant
effects. It is used to assist internal agency
management and policy making.

3. General purpose statistics.-Are data
collected chiefly for use by the public or for
general govemment use, without primary
reference to the policy or program
operations of the agency collecting the

data. This category should also be used to
indicate activities required to design,
manage, or evaluate general purpose
statistical programs.

4. Regulatory orcompliance. -Are
collections of information undertaken for
the purpose of measuring or enforcing
compliance with laws or regulations. The
category includes collections of information
incidental to regulation, such as
applications for waiver and exemptions.
Applications for licenses, cert~:icates, and
the like, are also included in this category.

5. Program planning or management.
Includes all collections of information (other
than program evaluation andaudits)
relating to pfOiress reportingandgrants
management, financial and supply
management, procurementand qualify
control, and other collections of
administrative information that do not fit in
any other category. This categoryalso
includes surveys and other collections of
information used to develop new
regulations or to review existing regulations.

6. Research.-Refers to collections of
information to further the course of
scientific or medical research, rather than
for a specific program purpose.

7. Audits. -Refers to collections of
information conducted for the purpose of
verifying the accuracy of accounts and
records.
23. Frequency of Recordkeeplnl or
Reportln..-

1.-If the collection of information
request or requirement explicitly includes a
recordkeeping requirement, check this
item. If the collection of information also
includes a disclosure or reporting
component, check the appropriate item 2
through 9.

2 through 9.-For collections of
information that involve reporting, check
the frequency of reporting that is requested
or required of a respondent. If the reporting
is on "an event" baSis, check "on
occasion" (item 2). Also check item 2 for all
disclosure requirements.
24. Respondent'. Oblilation to Reply.-

1. Voluntary.-Means that response is
entirely discretionary and has no direct
effect on any benefit or privilege for the
respondent.

2. Requir&d to obtain or rwtain B
benefit. -Means that the response is
elective, but is required to obtain or retain a
benefit. This includes licensing and permit
requirements.

3. Mandatory.-Means that the
respondent must reply or face civil or
criminal sanctions. OMB will recognize a
collection of information as being
mandatory only if a statute expressly:

• Requires respondents to provide
the information, or

• Authorizes an agency to require the
respondents to prOVide the
information.

If more than one status applies (for
example, the first page of a form is
mandatory but the second page is optional),
check the box which corresponds to the
strongest obligation to respond. (Mandatory
is the strongest obligation. and Voluntary is
the weakest.)
25. Self explanatory.
26. Does the Alency Use Sampllnl to
Select Respondents or Doel the A,ency
Recommend or Prescribe the Use of
Sampllnl or Statistical AnalYll1 by
Respond.nu7-Check "Yes" if
information is collected from a subset of all
potential respondents on the basis of a
selection made by the agency, and the
results are used to infer the characteristics
of the whole from the sample. Also check
"Yes" if the respondents are asked or
required to use similar sampling or other
statistical techniques in generating or
collecting the information requested or
required by this collection.
27. Rqulatory Authority for the
Information Collectlon.-If the regulatory
authority is contained in an existing
regulation, cite as specifically as possible to
the principal section of the CtHIe ofFeder.1
R"u/atlon. which states the requirement.
If the requirement is contained in a
regulation that has not yet been codified
into the CFR, cite the final rule and provide
the date it appeared in the Feder.1
Re6l.ter.

A.upportln6.t.tement, .. de.crlbed on
pap 4, mu.t accompany ellCh reque" for
appro".1 of. collection ofInformation.

Page 3
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Supporting Statement for Requests for OMB Approval
Under the Paperwork Reduction Act and 5 CFR 1320

General Instructions
A supporting statement must accompany
each request for approval of a collection of
information. The statement must be
prepared in the format described below,
and all statements must contain the
information specified in Section Abelow. If
an item is not applicable, provide a brief
explanation. If Section B does not apply,
indicate that the collection does not employ
statistical methods.

OMB reserves the right to require the
submission of additional information with
respect to any request for approval.

Specific Instructions
A. Justlflcatlon.-Requelta for approval
shall:

J. Explain the circumstances that make
the collection of information neccessary.
Include identification of any legal or
administrative requirements that
necessitate the collection.

Acopy of the appropriate section of each
statute and of each regulation mandating or
authorizing the collection of information
should be attached to the supporting
statement.

2. Indicate how, by whom, and for what
purpose the information is to be used and
the consequence to Federal program or
policy activities if the collection of
information was not conducted.

3. Describe any consideration of the use
of improved information technology to
reduce burden and any technical or legal
obstacles to reducing burden.

4. Describe efforts to identify duplication.
5. Show specifically why any similar

information already available cannot be
used or modified for use for the purpose(s)
described in 2.

6. If the collection of information involves
small businesses or other small entities,
describe the methods used to minimize
burden.

7. Describe the consequence to Federal
program or policy activities if the collection
were conducted less frequently.

8. Explain any special circumstances that
require the collection to be conducted in a
manner inconsistent with the guidelines in
5 CFR 1320.6.

9. Describe efforts to consult with
persons outside the agency to obtain their
views on the availability of data, frequency
of collection, the clarity of instructions and
recordkeeping, disclosure, or reporting
format (if any), and on the data elements to
be recorded, disclosed, or reported.

Consultation with representatives of
those from whom information is to be
obtained, or those who must compile
records, should occur at least once every
three years •• even if the collection of
information actiVity is the same as in prior
periods. There may be circumstances that
mitigate against consultation in a specific
situation. These circumstances should be
explained in the supporting statement.

In the supporting statement, provide:
a. The names and telephone numbers of

those consulted and the year in which
the consultation took place. Indicate
the agencies, companies, State or
local governments, or other
organizations represented by those
consulted.

b. Asummary of any major problems that
could not be resolved during
consultation.

c. Adescription of other public contacts
and opportunities for public comment.
and a summary of the comments
received.

10. Describe any assurance of.
confidentiality provided to respondents and
the basis for the assurance in statute,
regulation, or agency policy.

J1. Provide additional justification for
any questions of a sensitive nature, such as
sexual behavior and attitudes, religious
beliefs, and other matters that are
commonly considered private. This
justification should include the reasons why
the agency considers the questions
necessary, the specific uses to be made of
the information, the explanation to be given
to persons from whom the information is
requested. and any steps to be taken to
obtain their consent.

12. Provide estimates of annualized cost
to the Federal Government and to the
respondents. Also provide a description of
the method used to estimate cost, which
should include quantification of hours,
operational expenses (such as equipment,
overhead, printing, and support staff), and
any other expense that would not have been
incurred without the paperwork burden.

13. Provide estimates of the burden of
the collection of information. The statement
should:

• Provide number of respondents,
frequency of response, annual burden,
and an explanation of how the burden
was estimated. Unless directed to do
so, agencies should not make special
surveys to obtain information on which
to base burden estimates. Consultation
with a few potential respondents is
desirable. If the burden on respondents
is expected to vary widely because of
differences in activity, size, or
complexity, show the range of
estimated burden, and explain the
reasons for the variance.

• If the request for approval is for more
than one form, provide burden
estimates for each form for which
approval is sought and summarize the
burdens on the SF 83. If only one form
is submitted, you need not duplicate
the information entered on the SF 83.

• If the proposed collection of
information was not included in the
agency's Information Collection
BUdget (ICB) or if the burden shown on
the SF 83 is different from that in the
ICB, explain the difference.

J4. Explain reasons for changes in
burden, including the need for any increase.

15. For collections of information whose
results are planned to be published for
statistical use, outline plans for tabulation.
statistical analysis, and publication. Provide
the time schedule for the entire project,
including ~inning and ending dates of the
collection of Information, completion of
report. publication dates, and other actions.
B. Collections of Information Employlnl
Statistical Methods.-Descriptions of
collections of information submitted for
approval that employ statistical methods
shall contain the following information.
References to stratification may be ignored
if that technique is not used.

If the collection of information does not
employ statistical methods, so indicate.

If the collection employs statistical
methods:

1. Describe (including numerical
estimate) the potential respondent universe
and any sampling or other respondent
selection method to be used. Data on the
number of entities (e.g., establishments,
State and local government units,
households or persons) in the universe
covered by the collection and in the
corresponding sample are to be provided in
tabular form for the universe as a whole and
for each of the strata in the proposed
sample. The tabulation should also indicate
expected response rates for the collection
as a whole. If the collection had been
conducted previously, the actual response
rate achieved during the last collection
should be noted.

2. Describe the procedures for the
collection of information including:

• Statistical methodology for
stratification and sample selection,

• Estimation procedure,
• Degree of accuracy needed for the

purpose described in the justification,
• Unusual problems requiring specialized

sampling procedures. and
• Any use of periodic (less frequent than

annual) data collection cycles to
reduce burden.

3. Describe methods to maximize
response rates, and to deal with issues of
nonresponse. The accuracy and reliability of
information collected must be shown to be
adequate for intended uses.

For collections based on sampling, a
special justification must be provided for
any collection that will not yield" reliable"
data that can be generalized to the universe
studied.

4. Describe any tests of procedures or
methods to be undertaken.

Testing is encouraged as an effective
means of refining collections of information
to minimize burden and improve utility.
Tests must be approved ifthey call for
answers to identical questions from ten or
more respondents. A proposed test or set of
tests may be submitted for approval
separately or in combination with the main
collection of information.

5. Provide the name and telephone
number of individuals consulted on
statistical aspects of the design and the
name of the agency unit, contractor(s),
grantee(s), or other person(s) who will
actually collect and/or analyze the
information for the agency.

P.,. 4
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ATTACHMENT 14C(1)

INSTRUCTIONS FOR COMPLETING STANDARD FORM 360

"REQUEST FOR CLEARANCE OF AN INTERAGENCY REPORTING REQUIREMENT"

I. Instructions for Completing SF 360

A. Complete original and two copies.
supporting documentation to IRM/PE.

B. General Instructions

Forward with appropriate

Any item not listed below is considered to be self-explanatory and
therefore not included. Assistance in completing this form will be provided by
IRM/PE upon request.

Item 1 -

Item 2 -

Item 6 -

Item 9 -

To be compl eted by GSA upon approval of the interagency
reporting requirement. The Interagency Report Control Number
assigned by GSA is to be included in the prescribing
directive and appear in the upper right-hand corner of the
reporting form or format.

Leave blank. To be completed by IRM/PE.

To be completed for revisions and extensions only. Leave
blank if request is for a new reporting requirement.

Enter the summary of estimated reporting costs identified in
compliance with the requirement contained in IIC1, if request
is for new or revised reporting requirement. Leave blank if
request is for approval of a waiver.

\..Ii
Item 10 - Leave blank. To be completed by IRM/PE.

Item 11 - Leave blank. To be completed by GSA.

Item 12 - Leave blank. To be completed by GSA.

II. Instructions for Preparation of Supporting Documentation

A. Justification

Justify each reporting requirement in terms of its value to
management. Evaluate the development, operational, and user costs of a report
in terms of increased productivity, more timely service, better quality in
output, or reduced costs.
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B. Directive

Include the following information in the directive prescribing the
reporting requirement: purpose of requirement, report title, GSA approval number,
report form or format, preparation instructions, responding agencies, frequency,
number of copies, routing, due date, and whether negative reports are required.

C. Identification of Reporting Costs

1. Requests for clearance of a new report or the major revision
of an existing report are to contain an estimate of the reporting costs related
to it, unless the requirement is waived in accordance with paragraph C2 below.
Compute the cost of establishing the new or modified reporting system
(developmental costs), the annual cost of operating the reporting system
(operational costs), and the annual cost of using the reporting system
(user costs), and enter totals in Item 9 (Summary of Estimated Reporting Costs)
of SF 360. Keep supporting documentation and worksheets available for review by
IRM/PE and GSA. A sample Summary Worksheet for Estimating Reporting Costs,
Optional Form 101 and GSA Guidelines to Estimating Reporting Costs are contained
in Attachment D. Attachment 0 is to be used to the extent applicable until a
costing guide is developed for AID.

2. Submission of complete justification for cost effectiveness
may be waived when, in the judgment of GSA, it is in the interest of the
Government to do so. When providing the reason for the waiver request, submit
a letter instead of the justification statement, with SF 360, excluding Item 9.
If a request for waiver is denied, the justification statement is to be prepared
for regular clearance of the reporting requirement.

D. Agency Sampling

If a reporting system involves a number of responding agencies,
IRM/PE and GSA jointly determine what sampling of potential responding agencies
is necessary to provide an adequate appraisal of the workload and cost of a
proposed reporting requirement.
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INTROOUCTION

Offi ce of Management and Budget 5 CFR 1320, on the subject of Controll i ng
Paperwork Bureaus on the Public contains a provision that the General Services
Administration will "issue standard costing criteria defining what must be
included in cost estimates and how they are to be developed." This guide is
issued in compliance with that provision. It is applicable to interagency and
internal reporting as defined in 5 CFR 1320.

It is the purpose of thi s gui de to assure that adequate cost estimates are
developed. The degree of accuracy sought in a given cost estimate may vary with U.."

the general magnitude of the reporting requirement. Shortcuts may be used to
make an estimate consistent with the desired degree of accuracy.

U '
•. i I
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FACTORS INVOLVED IN REPORTING

In order to facilitate the gathering of information necessary to implement 5 CFR
1320, costs have been separated into three categories: developmental,
operational, and user costs.

The factors outlined below provide a basic checklist for costing either a manual
or an automated individual report or reporting system. All of these factors may
not apply in any given cost study, and there may be additional factors applicable
to a specific costing situation.

A. Developmental Costs. Developmental costs result from those activities
necessary for establishing a new reporting requirement or modifying an existing
reporting requirement. Developmental costs include:

1. Specification of reporting requirement--those activities prel iminary
to and including the basic working agreement between the organizational
components involved with the reporting system design project, including:

a. Determining the specific need.

b. Identifying the scope and objectives of the reporting system.

c. Appraising the impact on planned and existing operating
systems, considering interface with existing reporting systems, and
determining benefits to be derived from the existing system.

d. Developing a working agreement between organizational
components which will be involved with designing the reporting
system.

2. Analysis of reporting requirement--the determining of the
information to be provided by the reporting system, including:

a. Certifying to satisfaction of need.

b. Discussing and determining needed information.

c. Selecting available or appropriate data sources, media, and
processing requirements.

d. Developing reporting system output requirements and
specifications.
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3. Design of reporting system -- the preparation of the written
description of the proposed system.

a. Determining needed processing of input documents.

b. Devel opi ng input and output documents, to i ncl ude standard
data elements where applicable.

c. Establishing data file and related documentation.

4. Installation of reporting system -- the conversion of the written
plan to an operable on-going reporting system, including:

a. Programmi ng and debuggi ng computer-ori ented report i ng systems.

b. Acquiring and installing new equipment or modifying existing
equipment.

c. Developing, writing, and issuing implementing directive and
other instructions.

d. Schedul ing and performing tests of reporting system during
install ati on.

~ ,.'..•.V

e.

f.

Scheduling and conducting training and orientation.

Preparing site (data processing installation). U'';;;.............

B. Operational Costs. Operational costs result from those continuing
activities necessary to prepare and transmit a report. Operational costs
include:

1. Data collection -- the activity necessary to record the event and
make data available at some other location or time, including:

a. Assembling and recording source data by the various preparing
units.

b. Controlling the accuracy of source data.

c. Forwarding source data to a processing unit.

d. Storing source data for future reference.
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2. Data processing -- the manipulation of data into the desired
structure or format for evaluation and analysis.

a. Receiving, contrOlling, and editing source documents at the
processing unit.

b. Summarizing source data and converting data to machine
readable data.

c. Updating the data base file.

d. Extracting and compiling data for the desired report media or
format.

e. Posting data to worksheets and developing narrative,
statistical, or graphic displays.

3. Data transmission, including reproduction and distribution of
completed reports from processing units.

C. User Costs. User costs result from those normal activities performed by
the requiring office on the transmitted information. User costs include:

1. Refining, interpreting, and analyzing information received.

2. Reading, reviewing, discussing, and documenting information
presented (e.g., hard copy report, briefing session, remote terminal
response) .
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ACCURACY OF COST ESTIMATES

The importance of the cost estimate to management decision-making will have a
direct beari ng on the degree of accuracy that needs to be sought in the
estimating. Management normally is more concerned with accuracy of estimates in
the case of a high-cost, recurring report than in the case of a relatively
inexpensive, one-time report. When the benefits of a report are not clearly and
substantially beyond the probable costs, greater precision is necessary in order
to permit a valid cost effectiveness evaluation.

Use of cost data developed by an agency reflecting the unique characteristics of
its own operations generally will result in a more accurate estimate than can be
obtained using other data, e.g., government-wide average costs.
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COSTS TO INCLUDE IN THE ESTIMATES

Estimates of reporting costs should include the costs of all resources required
for the particular reporting system being estimated, including contract costs.
Developmental, operational, and user costs include the following: direct
personnel costs, direct material costs, direct equipment costs, and other direct
costs. In addition, an appropriate allowance for overhead costs (supervision,
space, and administrative support) should be included in estimates of
developmental, operational, and user costs.

Estimates of the developmental, operational, and user costs of a report should
reflect a costing of the total resources required for the report rather than a
costing of the net additional resources required for the report. If a new
reporting requirement is being estimated which will replace an existing reporting
requirement, estimated savings from the replacement should not be used to reduce
the estimated cost of the new requirement.

Estimates of direct personnel costs shoul d incl ude the sal ary cost of an
employee's non-productive time, such as sick and annual leave, as well as his
productive time. The estimates should also include the contributions of the
Government to insurance and retirement plans. Formulas to accomplish this are
given in the section of this guide titled "Shortcuts for Estimating Reporting
Costs."

Estimates of the equipment costs of a reporting system normally should be based
on a pro-rated share with other uses made of the equipment. The cost pro-rated,
in the case of purchased equipment, should stem from an amortization of total
purchase costs over some realistic calendar period.
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COSTS TO EXCLUDE FROM THE ESTIMATES

There are two kinds of costs that should be excluded when estimating the costs
of a particular report:

A. Exclusion of the Costs of Independent Reports. If a reporting requirement
uses a feeder report as input, and if the feeder report is an independent report
which would continue if the reporting requirement being estimated did not exist,
the cost of the feeder report should be excluded from the estimated costs of the
reporting requirement. However, if the feeder report is modified to serve as
input to the reporting requirement, then the developmental and operational costs
resulting from the modification of the feeder report should be included in the
estimated costs of the reporting requirement.

The latter situation can arise, for example, in the case of an interagency
reporting requirement. The responding agency may need to make major or minor
modifications to an existing report or reporting system in order to prepare and
submit the required interagency report. Only the additional reporting costs
resulting from the required modifications should be included in the estimated
costs of the interagency report.

B. Exclusion of Non-Reporting Costs. Costs which are an integral part of an
organization's functions and operations that would continue if reporting did not
exist should be excluded from estimates of reporting costs, even though the
reporting relies heavily upon or could not exist without such functions and
operations. For example, a reporting system which ;s dependent upon data used
in the preparation of payrolls should not be charged with the cost of data needed
to produce the payroll nor by-products of the payroll system such as payroll
control registers.

~.....}\
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SHORTCUTS FOR ESTIMATING REPORTING COSTS

Agencies will want to develop shortcuts. based on their own experience and data.
to be used in estimating reporting costs consistent with the degree of accuracy
required in their estimates.

The following are examples of the kinds of shortcuts that an agency may develop
for general use in estimating reporting costs:

A. Agency Sampling. Consistent with the spirit and intent of 5 CFR 1320. the
expenses incurred in developing new reporting systems should be minimized;
therefore. if a reporting system will involve a number of organizational units.
it is not usually necessary to obtain cost data from each responding unit. A
sampling may be made and projected in keeping with accepted sampling methods.

In the case of interagency reporting requirements. a satisfactory base on which
to project will be determined jointly by the Office of Information Systems;
Office of Information Resources Management; GSA; and the Interagency Reports
Coordinator.

B. Standard Annual Salary and Benefit Rates. The standard annual salary and
benefits rate is derived in two steps:

1. First. a weighted average is obtained. over a period of time. of the
annual salaries of some category of personnel.

2. Secondly. the weighted average is increased by a percentage factor
which reflects the costs to the Government of insurance and retirement
plans.

The standard annual salary and benefit rate is extremely useful in computing the
estimated direct personnel costs of a report. Standard annual salary and benefit
rates may be developed by an agency for computing a variety of categories of
direct personnel costs:

1. Developmental costs.

2. Operational costs.

3. User costs.

4. ADP costs.

5. Other categories of direct personnel costs (reporting personnel of
an organization. program. function. profession. etc.).
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A standard annual salary and benefits rate is useful in computing estimated
direct personnel costs from estimated payroll man-years. (Payroll man-years are
the time required to do a job -- including both productive [on-the-job]
time and non-productive [away-from-the-job] time. Non-productive time is
comprised of holidays, annual and sick leave, administrative leave, and daily
lost time [rest periods and other].)

Estimated
Payroll
Man-Years
Required
{5.57} x

Hypothetical
Standard Annual
Salary And
Benefit Rate
($15,000) =

Estimated
Direct Personnel
Costs -
Rounded
($85,000)

I

C. Standard Hourly Rates. Standard hourly rates are derived from standard
annual salary and benefit rates for use in computing estimated direct personnel
costs. Standard hourly rates are of two types.

1. Standard Hourl y Rates for Computing Di rect Personnel Costs from
Estimated Payroll Man-Hours. In some situations, estimates of man-hours
required include provision for both the productive and non-productive
time of an employee. (Non-productive time is defined in B. above.)
Man-hours so estimated are payroll man-hours.

a. Hypothetical
Standard Annual
Salary And
Benefit Rate

($15,OOO)

Number of
Payroll Man
Hours in An
Employee Year

(2,080)

Hypothetical
Standard Hourly
Rate for Pricing
Payroll Man-Hours

= ($7.21)

b. Estimated
Payroll
Man-Hours
Required
(11, 794) x

Hypothetical
Standard
Hourly
Rate
($7.21)

Estimated
Direct Person
nel Costs 
Rounded
= ($85,000)
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2. Standard HQurly Rates fQr CQmputing Direct PersQnnel CQsts frQm Estimated
PrQductive Man-HQurs. InsQme situatiQns, a man-hQur requirement is estimated
in terms Qf the time required tQ dQ the jQb with nQ allQwance fQr nQn-prQductive
time. Man-hQurs SQ estimated are prQductive man-hQurs.

a. Number Qf HYPQthetical
HYPQthetical PrQductive Standard HQurly
Standard Annual Man-HQurs In Rate for Pricing
Salary And An Employee Productive
Benefit Rate Year Man-Hours

($15,000) (1,532) :: ($9.79)

b. Estimated Hypothetical Estimated
Productive Standard Direct Person-
Man-Hours Hourly nel Costs -
Required Rate RQunded

(8,686) x ($9.79) :: ($85,000)

The number "1532" may be used in the first equation above or an agency may
substitute its own number. The number "1532" is based on the assumption that the
2080 work hours of a year wi 11 be spent as foll ows by the average Federal
employee:

Work Hours Per Year
Non-Productive Hours Per year

Holidays (9 days x 8 hours)
Annual Leave (21.2 days x 8 hours)
Sick Leave (9.6 days x 8 hours)
Administrative Leave (1.3 days x 8 hours)
Daily Lost Time (219 days x 1 hour)

Productive Hours Per Year

72 .0
169.6
76.8
10.4

219.0

2080

- 548 (rarda:l)
1532

D. Overhead Rate. One way to compute the overhead portion of estimated
reporting costs is:

Estimated Estimated
Direct HYPQthetical Overhead

V PersQnnel Overhead CQsts -
CQsts Rate Rounded
($85,000) x (25%) = ($21,000)
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In the above formula. "Estimated Direct Personnel Costs" includes full salary
costs (non-productive as well as productive time) and the cost to the Government
of insurance and retirement plans. "Hypothetical Overhead Rate" includes the
costs of supervision. space. and administrative support.

Agencies should develop their own overhead rates for the costing of reports based
on agency cost experi ence. In the event that no such rate has yet been
developed. an overhead rate of 25 percent may be used in the above formula to
estimate overhead costs.

i'.i'W
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ESTIMATING THE COST OF A REPORTING SYSTEM

This guide has set forth minimum requirements for the development of satisfactory
cost estimates. The exact methodology employed may vary to fit agency needs and
preferences.

Summary Worksheet

To simplify and standardize the collection, correlation, and summation of data,
some forms or worksheets are needed. One such tool might be similar to that
shown as Figure 1, Sample of a Summary Worksheet for Estimates of Reporting
Costs.

Perhaps the principal advantage of this form is that it ensures that none of the
significant activities in the development, operation, or use of a reporting
system are overlooked, and that for each activity consideration is given to
personnel, overhead, equipment, material, or any other costs. It also provides
a simple way of summarizing the data.

If this worksheet were used in costing an interagency reporting system as
prescribed by Federal Property and Management Regulations (FPMR 101-11.11), items
5, 10, and 14 of the worksheet would provide the cost data to be entered as items
ga, b, and c of Standard Form 360, Request for Clearance of an Interagency
Reporting Requirement. Actually, two summary worksheets would be necessary, one
for the costs to the "requiring" agency and a second to summarize the costs to
the "responding" agencies.

Retention of Documentation

Obviously, the summary worksheet must be supported by working papers which show
the detailed computations of the estimate and the source and basis of data used
in the computations. The summary worksheet and supporting papers should be
retained until the cost of the reporting system is estimated again at a later
date, ordinarily at no longer intervals then three years.
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Summary of Minimum Requirements

Any forms, methods, or shortcuts which agencies may devise are likely to provide
for adequate cost date if they measure up to the following standard:

1. Developmental, operational, and user costs and related reporting
activities are considered.

2. Accepted sampling methods are used.

3. The full range of resources expended in reporting-- personnel,
overhead, material, equipment, and others--are included in estimates of
reporting costs. ~
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SAMPLE OF A COMPLETED SUMMARY WORKSHEET FOR ESTIMATES OF REPORTING COSTS

Report Symbol Report Title Estimate Prepared by Date

132 XYZ Report John Doe 3-17-73

Reporting Reporting Direct Overhead Direct Direct Other TotaL
Catagories Act ivi ties PersonneL (25% of Equi~nt MateriaL Direct (a+b+c+

CoL. a) Costs d+e)
a b c d e f

1.Specifi-
cation of
Reporting
Requirement 2,000 500 2,500

DEVElOP- 2.AnaLysis

MENTAL of Report-
ing
Requirement 5,000 1,250 6,250

COSTS 3.Design of
Reporting
System 60 000 15,000 7 750 82 750

4.InstaLLa-
tion of
Reporting
System 18,000 4,500 4,000 1,000 27,500
5.DEVElOPMENTAl COSTS = 119,000

6.Data
Collection 8 000 2,000 2 000 1 000 13 000

OPERA- 7.Data

TIONAl Processing 15,000 3,750 5,000 750 24,500

COSTS
8.Data
Transmission 2,000 500 750 3,250
9.0peratlonal Costs for One Report 40,750

10.ANNUAl OPERATIONAL COSTS -- ($40 750) (6 rFreQuency Per Yearl) = 244 500

11.Refin-
ing, Inter-
preting and
AnaLyzing
Information
Received 2,000 500 2,500

USER
12 .Reading.-
Reviewing

COSTS
Discussing
and
Docunent ing
Informat ion
Presented 5,000 1,250 6250
13.User Costs for One Report = 8,750
14.ANNUAl USER COSTS -- ($8,750) (6)

Figure 1

52,500
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CHAPTER 15

FORMS MANAGEMENT SERVICES

..

15A.

15B.

Purpose

This chapter prescribes responsibilities and procedures for the operation
of the USAIO Forms Management Program. It is USAIO's policy, implemented
by the Office of Administrative Services, Information Support Services
Oi v; s;on, Records Management Branch, (M/FA/AS/ISS/RM) to prov; de for
continuing and systematic management of all forms used by the Agency to
ensure that they contribute to USAIO's operational effectiveness.

Authority

*
*
*
*
*

40 USC 486(c)751(f)
Paperwork Reduction Act of 1980
5 CFR 1320
Federal Information Resources Management Regulations
(FIRMR), Subpart 201.9.201 Forms - Agency Program Responsibilities

15C. Reference

l ... if
~i *

*
*
*

Freedom of Information Act 5 U.S.C. 552
Privacy Act of 1974 5 U.S.C. 552a
48 CFR 201-4.001
Metric Conversion Policy for Federal Agencies 15 CFR part 19
(Subpart B)

150. Program Objectives

The objectives of the USAIO Forms Management Program, administered by
M/FA/AS/ISS/RM are:

1. To increase the usefulness of forms as administrative tools through
standardization, simplification, and the application of acceptable forms
design standards;

2. To achieve savings in all areas of Agency operations by periodic
review of information requirements, eliminating nonessential or duplicate
forms and consolidating similar or related forms and procedures;

3. To minimize personnel costs associated with the preparation, use, or
filing of forms; and

4. To provide staff assistance and technical advice to managers
concerned with the development, electronic generation and use of forms,
ensuring that established forms fulfill data collection, transmission, and
that summarization requirements are addressed.
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15E. Definitions

1. General Definitions

Forms are reprinted documents with space for filling in information.
Forms that are to be used on a recurring basis are assigned a USAID form
number. Certain printed materials, such as standard contract provisions,
instructions, tags and labels are also assigned form numbers to identify
them for purposes of reference, printing, stocking, distribution, or use
with other forms. Forms fall into the following categories:

a. New forms are proposed forms which are to be assigned a number ~
in the USAID forms series and established for use.

b. Revised forms are forms which have previously been assigned a
USAID forms control number and a change or modification is being
requested.

c. Cancel ed forms are forms whi ch are cancel ed or superseded
because they are no longer needed, the procedures have changed, or two or
more forms have been combined.

d. Electronic Forms are forms generated by computer software and
used as the basic tool for collecting and transmitting information.

e. Reinstated forms are forms which have been canceled, but are
found to still be needed.

f. One-time forms are reprinted documents necessary to collect or
record information systematically for a limited time only and which become
obsolete upon completion of the project. These forms ordinarily have a
specified expiration date and are not assigned a form number.

g. Trial forms are proposed forms which are tested to determine
their usefulness. These forms are used for a limited time only and are
given an expiration date. They are not assigned a form number.

2. Categories of Forms Used By USAID

a. USAID forms are those forms initiated by USAID. USAID forms
fall in the following categories:

(1) Agency-wide forms are those forms, including automatic
data processing forms, which are either

(a) completed and transmitted by more than one Office,
Bureau, or Mission, or (b) submitted to a USAID Office, Bureau, or Mission
by other U.S. Government agencies, private contractors, banks, suppliers,
voluntary agencies, cooperating countries, or the general public.

(2) Intra-office forms are those forms used only within a
single organizational unit of USAID/W.

~;.i.·.it

W
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b. Standard (SF) and Optional Forms (OF) are forms

used Government-wide for common functions.

c. Joint Forms (JF) are forms required and used jointly by
State/USAID/USIA.

d. Department of State Forms
Department of State and used by USAID.
follows:

are forms initiated by the
These forms are categorized as

(1) DS forms are used by all Department of State Offices and
USAID.

(2) FS forms are used for the Foreign Services Personnel
System.

(3) DSL forms are Department of State Form Letters.

(4) DSP forms are Department of State Public Data Forms used
to gather information from the pUblic.

e.
software.

Computer generated forms are forms generated by computer

f. Formats are prescribed or suggested layouts for reporting or
record keeping purposes which are not printed and, therefore, do not carry
form numbers. When a format is included in a handbook, or communication
requiring or recommending a procedure, it is to be labeled "SAMPLE FORMAT"
so that it will not be mistaken for a printed form. Reports using formats
are subject to approval by M/FA/AS/ISS which determines whether or not
they are to be controlled under the Agency Reports Management System,
Chapter 4 of this handbook. If so, each format will be assigned a Report
Symbol and this symbol must appear in the upper right hand corner of the
format.

3. Requi ri ng Offi ce is the offi ce whi ch prescri bes the use of a
particular USAID form and other non-USAID forms used by USAID.

4. Using Office is the office which uses a form prescribed by requiring
offices.

5. Printing in the context of this chapter refers to processes usually
employed in reproducing printed material, e.g., direct-image offset, photo
offset. laser printers and letterpress. See Handbook 20, Office Services,
Chapter 1, for USAID/W capabilities for performing such work and a
discussion of the advantages and limitations of the various printing and
reproduction methods.
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15F. Responsibilities

1. M/FA/AS/ISS/RM

M/FA/AS/ISS/RM is responsible for the USAID forms management
program, a responsibility that includes, but is not limited to:

a. Providing guidance and assistance to USAID personnel in the
analysis and development of new or revised forms:

b. Coordinating the forms management program with both the '-.J?
reports and the codes programs; '0 .

c. Providing forms design and construction assistance and
guidance to assure a logical and efficient format;

d. Maintaining a file for each approved form used in USAID;

e. Conducting an annual survey to maintain an accurate,
up-to-date forms inventory catalog;

f. Determi ni ng whether OMB or GSA approval is requi red on a
proposed form and coordinating the approval process (See Part V, Chapter
4 of this Handbook, for OMB and GSA clearance procedures);

g. Ensuring that each form used in USAID is supported by a proper
directive and/or instruction;

h. Ensuring that all forms covered by the Privacy Act of 1974
have appropriate language appearing on the form. (See Part III, Chapter 12
of this Handbook for guidance);

i. Reviewing the reorder of forms to ensure currency and adequacy
in meeting needs and usage patterns to determine appropriate stock levels
before approval.

form n~~bers~pprOving all new and revised USAID forms and assigning USAID ~

k. Requesting exception to a standard and optional form, when the
. requesting office can demonstrate that the difference in the content,
format or printing specifications of the exception is cost effective.
Electronically generated versions of standard and option forms require
exception approval when they do not comply with the guidel ines stated
above.

2. USAID/W Requiring Offices

USAID/W offices requiring the use of forms are responsible for:

a. SUbmitting all new and revised forms to M/FA/AS/ISS/RM for V
review and clearance. (See Section 15G of this chapter for instructions on
how to submit forms for review and clearance.)
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b. Submitting to M/FA/AS/ISS/RM all requests for approval of

pUblic-use USAID forms used to solicit information from other U.S.
Government agencies. (See Part V, Chapter 4 of this Handbook.)

c. Submitting to M/FA/AS/ISS/RM all printing requisitions for
reordering forms stocked by requiring office.

d. Submitting all requests to cancel or supersede a USAID form to
M/FA/AS/ISS/RM using form AID 3-1, Forms Approval Request.

On occasion, a Mission will need a form for a specific purpose and
no reprinted form in the USAID forms inventory can be readily adapted to
fill that need. In those instances, the Mission should develop a form that
will fill their needs, using the GSA Records and Information Management
Handbook, Forms Analysis and Design, for basic guidance. The handbook can
be obtained from GSA. When originating forms in the Mission, Part III,
Section 12P of this Handbook should be consulted to assure the inclusion
of a Privacy Act implication statement that may be required when personal
information is collected. Any forms instituted in the Mission, which may
be of use to USAID/W or other Missions, should be sent to M/FA/AS/ISS/RM
with a brief explanation as to the use of the form.

a. Identifying Internal Mission Forms

(1) Missions may adopt an internal forms numbering system,
but are to ensure that the numbers assigned are clearly distinguishable
from the numbers used by USAID/W and other Missions.

(2) The Mission developing and using such forms must be
clearly identified on each form. This is particularly important when the
form provides information to another USAID organization, or for any reason
is transnlitted to USAID/W or another overseas USAID office.

t. .
'-'

3. Overseas Office

b. Translating Forms

Each Mission is responsible for obtaining its own foreign
language translations of USAID/W and overseas office-initiated forms.
However, USAID/W printing facilities may be used to reproduce the form
if the Mission submits reproducible camera-ready copy.

c. Procurement of Forms

(1) Procedures for procuring and maintaining a supply of
forms in overseas offi ces are prescri bed in Secti on 15J2a of thi s
chapter.

(2) In many cases, it may be more expedient and economical
to obtain forms through local printing facilities rather than order them
from USAID/W. The "USAID Forms Facsimile Handbook", issued in March 1988
as HB 18 Appendix A-1, will enable the mission to obtain blank cut forms

•
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through local printing facilities rather than ordering them from USAID/W.
A "Special Section" is also included in the handbook which consists of
"specialty forms"; some are manifold or larger than legal size format.
Although some manifold forms are included in the handbook they are to be
reproduced for emergency use only. Such forms will normally be ordered
from USAID/W. If local facilities are used for this purpose, the Mission
is to ensure that it is reproducing the current edition of the form, with
exact duplication of size, color, quality, etc.

15G. Reguiring Office's Role in Determining the Actual Need for a Form

1. It is the responsibility of an individual or office wishing to
propose a form to investigate first the possibility of using either (a)
a Standard Form, (b) an Optional Form, (c) a Department of State form
when appropriate, or (d) an existing USAID form rather than creating a
new one. The USAID Forms Catalog (Appendix A) lists the descriptive
titles of existing USAID forms. In many cases, an existing USAID form
can be adapted or revised to the satisfaction of all using offices,
thereby eliminating the necessity to create a new form. The Standard and
Optional Forms Facsimile Handbooks are maintained in M/FA/AS/ISS/RM.

2. If an individual or office determines that there is a need for a
new form, it is to be coordinated with M/FA/AS/ISS/RM during the ".
preliminary stages of its development. The M/FA/AS/ISS/RM Forms ~

Management Analyst can advise on ways to use forms to collect
information, on appropriate composition to fulfill requirements, and on
writing clear, concise procedures for using a form.

15H. Procedures for Obtaining Approval for New and Revised Forms

1. Procedures for Obtaining Approval of USAID Forms Used Agency-Wide

a. Preparation of Forms AID 3-1. Forms Approval Reguest

Requiring offices are responsible for submitting new and
revised forms for analysis, design, and reproduction to M/FA/AS/ISS/RM
far enough in advance to allow necessary lead time for printing,
composition, and distribution of the form. The requiring office prepares
form AID 3-1, available from the Property and Purchasing Branch,
M/FA/AS/PP/PP, in original and two copies (no Xerox copies please), and
forwards all copies with supporting documentation to M/FA/AS/ISS/RM for
action. One copy of form, AID 3-1, will be returned to the requiring
office after necessary action has been taken. The supporting
documentation includes:

~.....·.·.i'

'-'

(See Section(1) A draft copy of the proposed form.
15Hlc(l) for detailed guidance.)

(2) A copy of the proposed directive or written procedure ~. .J,
covering the form (if applicable) or a copy of instructio~s governing the '-II'
use of the form. When referring to specific forms. in a proposed
directive include the form number, form title, and reYision date.
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(3) Eight (8) copies of SF 1, Printing and Binding

Requisition to the Public Printer (used for all types of forms).

b. Instructions for Completing Form AID 3-1 (Attachment A)

(l) BLOCK - Form Number and Date: To be compl eted by
MjFAjAS/ISSjRM.

(2) PART I - To be Completed by Requiring Office

The requiring office must complete all other items on
the front of this form. Any item not listed in the instructions below
is considered self-explanatory and therefore, not included. Assistance
in completing this form will be provided by MjFAjASjISSjRM upon request.

BLOCK 2 - Contact: Enter the name of the person
MjFAjASjISSjRM will consult within the requiring office on matters
concerning the proposed form.

BLOCK 5 - Form Title: The use of titles such as "Worksheet"
or "Monthly Report" must be followed by more specific and descriptive
words in order to properly identify the exact use to be made of the form.

BLOCK 6 - Requiring Handbook for Instruction: Enter the
handbook number, chapter, and section which prescribes the use of the
required form. If required by internal instruction, enter the title of
the document.

BLOCK 8 - Filing Equipment Used and Size: "X" the
appropriate box which describes the type of filing equipment used to file
completed forms and enter the size of such equipment. Under "Other"
specify any special type of equipment. (Determines the paper size to be
used. )

BLOCK 9 - Method of Completion: "X" the appropriate box.
If the form is to be completed on mechanical equipment other than
typewriter (e.g., a computer prepared report), "X" "Machine" and enter
the make and model of the equipment. (Determines the spacing used on the
form. )

•

BLOCK 12 - Estimated Date Form Needed:
date that the requiring office will need the form.
times are to be used by requiring office.

Enter the effective
The following lead

TYPE OF ACTION NUMBER OF WORKING
DAYS ALLOWED

Analysis by MjFAjASjISSjRM
Major Revi s i on to Form 5
Minor Revision to Form 1
Design of Form by MjFAjASjISSjRM and

approval by requiring Office 5
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Printing of form
Blank-cut forms 10
Pads of forms 30-45
Large quantities of blank-cut

forms (over 10,000) 30
Blank-cut on special paper 30
Specialty forms (snap-out) 45
Distribution to field 30

BLOCK 13 - Estimated Yearl y Usage: Enter the number of
copies required for use in one year.

BLOCK 14 - Recommended Size of Form: Enter 8 1/2 XII, 11
X8 1/2, 8 1/2 X14, etc.

BLOCK 15 - Number of Copies Prepared: Enter number of copies
filled in at one writing.

BLOCK 16 - Distribution of Original and Each Copy: Enter the
number of copies prepared and the final disposition of each copy
(according to procedures for the use of the form). (Determines form
construction.)

BLOCK 17 - Office Completing Form: Enter office using the
form; e.g., FM, Mission only, USAID/W only, etc. (Determines stocking of
the form.)

BLOCK 18 - Justification of Requested Action: Enter a
statement explaining why the form is needed (purpose and limitation).

BLOCK 19 - Distribution: List the proposed initial
distribution for the form. Use an additional sheet of paper, if
necessary. Also include, where applicable, any handbook material which
is to be distributed concurrently with the form. If initial distribution
is not required, enter NONE.

BLOCK 20 - Clearance: Obtain all necessary
from the appropriate offices.

(3) PART II - To be completed by the Forms Management
Office: M/FA/AS/ISS/RM completes the back of the form.

c. Submission of Form AID 3-1 and Supporting Documentation

(1) Preparation of Requiring Office's Pre-designed Draft

(a) The requiring office may prepare an initial rough
draft design of its requirements or obtain M/FA/AS/ISS/RM assistance in
conceptualizing the form, as well as preparing an initial draft.
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(b) Special care is to be given to select language

and captions that the responding offices will not misinterpret, and to
ensure that the requested information is in a logical sequence. This
will minimize confusion and ensure that the form will be completed
properly.

(c) Size and format are determined by the methods to
be used in completing, handling, and filing the form.

(d) Minimal instructions for preparing the form
should appear on the front of forms used USAID-wide. Detailed
requirements for their use, and instructions for their preparation and
submission should be contained in the applicable handbook. When forms
are to be used by the publ i c or another government agency compl ete
instructions must be given and may appear on the reverse side of the
form. In all cases when a form is associated with a handbook, that
handbook must be referenced on the form.

(e) Requiring offices are to keep in mind that all
forms (especially pUblic-use forms) must be designed for readability,
simplicity, and be jargon free so that they can be understood clearly and
completed.

(2) Responsibilities Relating to Requested Form

(a) Requiring offices are to prepare draft directives
in accordance wi th Part I of thi s Handbook, for all general use or
inter-office forms.

Types of Issuances Required

1. Anew handbook chapter or section if
the procedure and related documentation is entirely new to the system.

Z. Arevised handbook chapter or section
(entire or partial) if the revision or cancellation of the form alters
the instructions contained in the existing handbook .

.3.. A handbook transmittal memorandum
accompanied by the form if the form is the only page(s) being revised or
canceled.

~. A handbook ci rcul ar, if the new or
revised form requires immediate issuance of the form and its
instructions. Such forms and their instructions are to be included in
the appropriate handbook at a later date.

(b) Prepare operating instructions for the use of
inter-office forms.
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(c) Instructions for the use of forms required of the
genera1 pub1i c or other government agenci es are prescri bed by USAID
regulations. The form's title and number are published in the Federal
Register.

2. Forms Subject to 5 CFR 1320. Controlling Paperwork Burdens on the
Pub 1i c

a. All USAID forms required for collection of identical items
of information from ten or more respondents located either in the United ~'~
States or overseas, who are not U.S. Government employees, are to be '-"
submitted through the Agency Clearance Officer in M/FA/AS/ISS/RM for
clearance by OMB following the procedures outlined in this Part V,
Chapter 4 of this Handbook.

b. In addition to the process outlined in Part V, Chapter 4, the
procedures for submitting USAID forms for clearance and review are to be
followed as delineated in Section 15G of this Handbook.

3. Forms Subject to the Federal Information Resources Management
Regulation (FIRMR). Subpart 201.9.202.2 Interagency Reports

a. All USAID forms used to gather reporting information from one
or more departments or agenci es are to be submitted through the
Interagency Reports Coordinator in M/FA/AS/ISS/RM for clearance by GSA
following the procedures outlined in Part V, Chapter 4 of this Handbook.

b. In addition to the process outlined in Part V, Chapter 4 of
this Handbook, the procedures for submitting USAID forms for clearance
and review are to be followed as delineated in Section 15G of this
chapter.

4. Forms Subject to the Privacy Act of 1974

a. All USAID forms which solicit personal information must
contain the pertinent statements required by the Act which are outlined
in Part III, Chapter 12 of this Handbook. The proposed form must be
cleared by the Privacy Act Staff (XA/PI).

b. In addition to the process outlined in Part III, Chapter 12,
the procedures for submitting USAID forms for clearance and review are
to be followed as delineated in Section 15H of this chapter.

5. Forms Subject to the Metric Conversion Act of 1975 as amended in
1988.

a. All forms which are soliciting "measurement-sensitive" data
i.e., data whose meaning or application depends substantially on some
measured quantity, are to be designed in accordance with P.L. 94-168, as
amended by P.L. 100-418, and E.O. 12770. Therein the metric system of
measurements is designated the preferred system of weights and
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measurements for U.S. trade and commerce. and Federal agencies are to
accommodate the transition to the metric system and to use it for
procurement. grants and other business-related activities except to the
extent that such use is impractical or is likely to cause significant
inefficiencies or the loss of markets to U.S. firms. Forms soliciting
measurement-sensitive data shall specify the metric units prescribed in
Federal Standard 376A. ("Preferred Metric Units for General Use by the
Federal Government") except as provided in the Act.

b. Depending on the degree to whi ch a parti cul ar cl ass of
respondents has adopted the metric system, forms may be designed to give
the respondents the option of providing measurement-sensitive data in
either the metric or traditional units.

c. M/FA/AS/ISS/RM will refer decisions not to provide for the
submission of measurement-sensitive data in metric units to the USAID
Metric Executive for review.

d. In addition to the process outlined in part V Chapter 4, the
procedures for submitting USAID Forms for clearance and review are to be
followed as delineated in 15H.

,

151. Procedures for Canceling an USAID Form

1. When a requiring office determines that a form is no longer needed.
M/FA/AS/ISS/RM must be notified by submission of form AID 3-1. Include
the effective cancellation date and any other pertinent information which
affects the cancellation of the form.

2. Upon receipt of a request to cancel an USAID form from a requiring
office and determination by M/FA/AS/ISS/RM that the form is no longer
needed. the USAID form number is not used again unless the same form is
reinstated. M/FA/AS/ISS/RM will take appropriate steps to remove the
form from stock and the Forms Catalog.

15J. Stocking and Procurement of Forms

1. USAID/W

a. Forms Used Agency-Wide

(1) USAID Forms

The USAID Forms Catalog (Appendix A of this Handbook) lists
the descriptive titles of all USAID forms and where they are stocked.
USAID forms used by two or more offi ces are stocked by the USAID
Warehouse. M/FA/AS/PP/PP, and are ordered on form AID 5-7,
Supplies/Equipment/Services Requisition.
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(2) Non-USAID Forms

Standard Forms and Optional Forms can be obtained from GSA.
The requestor should complete form AID 5-7 (Supplies/Equipment/Service
Requisition) and submit it to the requestor's organizational
administrative office for approval.

Contact M/FA/AS/ISS/RM to obtain State Department and Joint
Forms.

(3) Electronic Forms

Electronic generation of Standard and Optional Forms is
permitted without exception approval provided each form conforms to the
following guidelines:

(a) The accuracy of electronically generated standard
and optional forms is the respons'ibility of the form user. Revisions
must be implemented properly.

(b) The electronically generated standard and
optional form must be an exact reproduction of the currently approved
edition of the form. The wording and punctuation of all items,
instructions, and identifying information must match exactly. Nodata
elements may be added or deleted. The sequence and format for each item
on the form must be reproduced exactly. Each item must print on the same
page in approximately the same location. However, forms printed front
and back on the original may be printed on single sheets providing each
page is identified with the form number, page number and edition date.
Likewise, multiple part sets may be printed as single sheets, the final
form of which must be printed using the same dimensions as the current
edition is printed. All blocks must remain approximately the same size
and lines must remain approximately the same length. The electronic form
should contain the software name and producer at the bottom of the face
page. Attachment 158 is a listing of standard and optional forms not to
be electronically generated without specific exception approval by GSA.

b. Forms Used by One Office Only

Any office which has initiated a USAID form for its own use
is responsible for maintaining an adequate supply of the form.
Reprinting of the form is requested by sUbmitting a copy of it along with
SF 1 to M/FA/AS/ISS/RM. Ordinarily, stocks are to be sufficient for 12
months' requirements depending on the climate of the storage facility and
perishability of the form.

U'
f:,_"" ,,":
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2. Overseas Office

a. Procurement of Forms

(1) USAID Forms

USAID forms prescribed for overseas office use are available
from M/FA/AS/PP/PP in USAID/W. They are ordered on form AID 5-7. The
USAID Forms Facsimile Handbook will be updated with new forms and
revisions to existing forms through a Transmittal Letter series.
Individual pages may be replaced by (a) sending AID Form 5-7
(Supplies/Equipment/Services Requisition) or (b) via telegram. The
subject line of telegrams should read: Request for USAID Facsimile
Forms, M/FA/AS/ISS/RM.

(2) Forms Prescribed by Uniform State/USAID/USIA RooulatiQ1S
and Other U.S. Government Forms

Joint Forms, Department of State Forms, Foreign Service Forms
and other U.S. Government forms may be obtained from the local Embassy
or Consulate as prescribed by the Federal Procurement Handbook.
Rei mbursement wi 11 be effected through appropri ate admi ni strat i ve support
agreements.

b. Maintenance of Supplies

Overseas offices are responsible for maintaining an adequate supply
of all forms used by them. Reordering cycles are to be established which
allow sufficient time for receipt of forms, either from local Embassy or
Consulate facilities, or from USAID/W, in order that the requisitions may
be processed in a routine manner. Surface shipment will be used to
transmit supplies from USAID/W in most cases. Approximate costs for
pouch shipments are listed in Handbook 21, Part 1 Communications
Management. Missions can avoid wasting Agency funds by not creating
inventories of forms in excess of a 6 months supply.

•

15K. Other U.S. Government Forms Used by USAID

When USAID offices are required to use forms initiated or required by
other Government agencies, e.g., GSA (Standard and Optional Forms),
Office of Personnel Management, GAO, Treasury, and State, that office is
to inform M/FA/AS/ISS/RM of such requirements by the submission of a form
AID 3-1 and supporting documentation. (See Section 15H.)

15L. Availability of Forms

The forms required in this chapter of the Handbook are available in
M/FA/AS/PP/PP, USAID/Washington. These forms are:

Form AID 3-1, Forms Approval Request
Form AID 5-7, Supplies/Equipment/Services Requisition
Form SF 1, Printing and Binding Requisition
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Form AID 3-1, Forms Approval Request
Listing of Standard and Optional Forms not tab e
electronically generated without specific approval by GSA
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FORMS APPROVAL REQUEST

INSTRU:TIONS:
I. Prepare .. orlglNl end two copies. 00 IClT

SEND XEROX COPIES.
2. See HB 18. PI. V. Ql 5 for Instruct lens.

Form Number and Date ..
(Forms Mgrnt. Office Use Only)

PART I - TO BE COMPLETED BY REQUIRING OFFICE
1. Requiring Office 12. Contact 13. Room Number and Bldg. 4. Telephone Number

5. Form Title 6. Covering Handbook

7. Type of Aclion 8. Filing Equipment Used and Size 9. Melhod of Completion

New EQUIPMENT SIZE Handwritten

Revised Folder Tvnewriter
Cancelled Visible Card Machine (specify make and model)

Reinstate Vertical Card
One-Time Binder

Trial Olher (Specify)

10. Cancelled or Superceded 11. FREQUENCY OF USE 12. Estimated Date Form Needed

DISPOSITION
(Monthly, Daily, etc.)

FORM NUMBER DATE Use Destroy Dale

13. Estimated Yearly Usage 14. Recommended Size of Form

15. Number of Copies 16. Distribution of Original and Each Copy 17. Office(s) Completing Form
Prepared

..18. Jusllflcallon of Requested Action

19. Distribution (List aU neclssary distribution, both USAIDIW aM Mission. Anach addilionalsheet ijnlclssary.)

20 CLEARANCES

TYPED NAME TITLE OFFICE INITIALS DATE

AID 3-1 (2194)



J PART II - TO BE COMPLETED BY THE FORMS MANAGEMENT OFFICE

1.0MB Number and Expiration Date 2. Report Control Symbol 3. Other Controlling Numbers (Le., GAO. etc.)
~

4. Type of Form 5. Paper and Ink Specifications

Cut Sheets Copy Paper Color Paper Grade Ink Color Carbon Indicia

Direct Imalle Masters I

Pads 2

Snapout Sets 3

Continuous StriD 4

Continuous Pinfeed 5

Other (specify) 6
7

6. Actual Size of Form 7. Punching 8. Pads 9. Other Binding
Holes CTOC POSITION Sheets In Sheets In Total Sets Instructions

Pads Set

10. Prenumbered 11. Print 12. Total Amount to be Printed 13. Stocked By

FROM TO ONE HEAD TO
SIDE HEAD I FOOT LEFT IRIGHT

14. Special Dlstnbutlon Or Pnntmg Instructions

15. Forms Management Comments

16. APPROVALS

TYPE OF APPROVAL TYPED NAME OF APPROVING OFFICER INITIALS DATE

Reports Management

Automatic Data Processing

Other (SplCify)

Forms Management

AID 3-1 (194) kk
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Attachment 158

The following forms may not be electronically generated unless specific exception
has been approved by GSA.

•..

'\-I

SF NUMBER

SF 70
SF 63
SF 65A
SF 658
SF 65C
SF 66
SF 66B
SF 66C
SF 660
SF 76

SF 87
SF 87A
SF 97

SF 149
SF 186
SF 215
SF 215A
SF 215B
SF 215C
SF 2150
SF 260A-E
SF 261
SF 278
SF 519A
SF 519B
SF 521
SF 525
SF 545
SF 546
SF 547
SF 548
SF-549
SF-550
SF 551
SF=-552
SF-553
SF-554
SF-555
SF-556
SF-557
SF-603
SF-603A
SF-700

DOCUMENT TITLE

Position Identification Strip
Memorandum of Call
U. S. Government Messenger Envelope
U. S. Government Messenger Envelope
U. S. Government Messenger Envelope
Official Personnel Folder
Label - Caution Personnel Records, Restricted Use
Merged Records Personnel Folder
Employee Medical Folder
Federal Post Cord Registration and Absentee

Ballot Request (FPCA)
Fingerprint Chart
Fingerprint Chart (Without ORI Number)
The United States Government Certificate to

Obtain Title to a Vehicle
U. S. Government National Credit Card
Federal Write-In Absentee Ballot
Depos it Ti cket
Deposit Ticket (IRS)
Deposit Ticket (Customs)
Deposit Ticket (EFT)
Depos it Ti cket
Firefighter Personal Property Tag
Crew Time Report
Public Financial Disclosure Report
Radiologic Consultation Request/Report
Radiologic Consultation Request/Report
Clinical Record - Dental
Medical Record - Radiation Therapy Summary
Laboratory Report Display
Chemistry I
Chemistry II
Chemistry III (Urine)
Hematology
Urinalysis
Serology
Parasitology
Microbiology I
Microbiology II
Spinal Fluid
Immunohematology
Miscellaneous (Lab Form)
Health Record - Dental
Health Record - Dental Continuation
Security Container Information
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SF -703
SF-704
SF-70S
SF-706
SF-707
SF-708
SF-709
SF -710
SF -711
SF -712
SF-1081
SF-1094
SF -1103
SF-1166 OCR
SF-1166A OCR
SF -1167 OCR
SF -1167A OCR

SF -1169
SF-1203

SF-1402
SF-5515
SF-5515A
SF-5958
SF-5958A

OF-16
OF-17
OF-23
OF-24
OF-25
OF-55
OF-70
OF-70A
OF-71
OF -71A
OF-72
OF-73
OF-74
OF-77
OF-78
OF-80
OF-81
OF-82
OF-83
OF-84
OF-85
OF-86
OF-86A

TOP SECRET Coversheet
SECRET Coversheet
CONFIDENTIAL Coversheet
TOP SECRET (Label)
SECRET (Label)
CONFIDENTIAL (Label)
CLASSIFIED (Label)
UNCLASSIFIED (Label)
DATA DESCRIPTOR (Label)
CLASSIFIED SCI (label)
Voucher and Schedule of Withdrawals and Credits
U.S. Tax Exemption Certificates
U.S. Government Bill of Lading
Voucher and Schedule of Payments
Voucher and Schedule of Payments - Memorandum
Voucher and Schedule of Payments - Continuation Sheet
Voucher and Schedule of Payments - Continuation
Sheet - Memorandum

U.S. Government Transportation Request
U.S. Government Bill of Lading - Privately Owned

Personal Property
Certificate of Appointment
Debit Voucher
Debit Voucher
OCR Check Issue Transmittal
OCR Check Issue Transmittal

Optional Forms

Sales Slip &Sale of Government Personal Property
Sealed Bid Label
Chargeout Record
Shelf File Chargeout Record
Shelf File Chargeout Record
U.S. Government Identification Card
Fragile (Label)
Fragile (Pressure Sensitive Label)
Fragil e (Label)
Fragile (Adhesive - Backed Label)
Fragile (Label)
Method II Package (Label)
Method II Package (Label)
Caution - Unscrew this bung slowly (Label)
Caution - Magnetic Equipment (50 feet) (Label)
999 (Label)
999 (Label)
999 (Label)
NMCS (Not Mission Capable Supply) (Label)
NMCS (Not Mission Capable Supply) (Label)
Fragile - Magnetic Tape (Label)
Personal Data (Warning) (Adhesive Backed Label)
Personal Data (Warning) (adhesive Backed Label)
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OF-87

OF-87A

OF-88

OF-95
OF-99
OF-112
OF-120
OF-124
OF-155A
OF-158
OF-185
OF-185A
OF-191
OF-191A
OF-232
OF-233
OF-263
OF-274
OF-288
OF-291
OF-297
OF-302
OF-304
OF-305
OF-346

Caution - Sensitive Electronic Devices (Adhesive
Backed label)

Caution - Sensitive Electronic Devices (Adhesive
Backed Label)

Caution - Sensitive Electronic Devices (Adhesive
Backed Label)

Open - Locked (Sign)
FAX Transmittal (Label)
Classified Material Receipt
Diplomatic Pouch Mail Registration
Limited Official Use - Cover Sheet
Immigrant Visa and Alien Registration
General Receipt
Outgoing Telegram (OCR)
Outgoing Telegram (OCR) (Continuation Sheet)
Outgoing Telegram (OCR - Overseas)
Outgoing Telegram (OCR - Overseas) (Continuation Form)
Unrecognized Passport/Blank Waiver Cases
Consular Cash Receipt and Record of Fees
Requisition for Equipment, Supplies, Furniture, etc.
Equipment Warranty (Label)
Emergency Firefighter Time Report
Emergency Vehicle Identification
Emergency Equipment Shift Ticket
Excess Property Inspection Certification
Emergency Equipment Fuel and Oil Issue
Emergency Equipment Rental Use Envelope
U.S. Government Motor Vehicle Operator's Identification Card
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This Part IV of Handbook 18 - Information Services. is entitled
"AIV SOWlCU 06 In60!UnlL'tion" and describes the various sources
that can provide information and services to assist in the
planning. implementation. and evaluation of AID programs. such
as library services. the AID Reference Center. the AID Bibliog
raphy Series. and other sources of information and assistance.

Other sections of the complete Handbook 18 are:

Part I
Part I I
Part II I
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Appendix
Appendix
Appendix
Appendix
Appendix

- Di rect ives
- Information to the Congress
- Information to the Public
- Automatic Data Processing Services
A - AID Forms Catalog
B - Listing of Recurring Reports
C - Del eted
o - The AIV Code Book
E - Deleted

Address questions about Part IV to S&T/DIU.

TM l8-IV:4
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TRANS. MEMO NO.

AID HANDBOOK 18, Part IV 18- IV:4
EFFECTIVE DATE PAGE NO.

September 1, 1983 1-1

PART IV

CHAPTER 1

LIBRARY SERVICES AVAILABLE TO THE AGENCY FOR INTERNATIONAL DEVELOPMENT (AID)

lAo Introduction

This chapter describes the various library and reference services
available to AlDis Washington offices and overseas posts, and establishes
procedures for their use.

~ lB. Services Available from the Library of the Department of State

1. General

Library services are provided to AID personnel by the Department of State
Library. The Library maintains a central facility containing a
comprehensive collection of foreign and domestic publications on foreign
affairs and related subjects. It provides acquisition, cataloging,
circulation, reference, and bibliographic services to make its
information readily available.

2. Loan and Reference Services

a. Reading Room

A general Reading Room is maintained as a focal point for all direct
services to library users. Located in Room 3239, it is open Monday
through Friday from 8:15 a.m. to 5:00 p.m., except on legal holidays.

b. Circulation Service

(l) General

All publications in the Library collections, except those on reference
reserve, are available on loan. Requests may be made in person or by
telephone. Requestors are expected to supply pertinent data needed to
identify the requested pUblication.

(2) Conditions of Loan

Library materials are normally lent for 2 weeks. If this period is not
sufficient, an extension may be granted on request. Publications must be
returned, however, when recalled. Until this is done and the Library's
loan records are cleared, the borrower is responsible and financially
liable for the pUblication's replacement. Cost of replacement is
determined by the Library.
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(3) Announcement of New Acquisitions

The Library distributes monthly to AID/W bureaus and offices a listing of
recent acquisitions. Listed publications may be obtained on loan or used
in the Reading Room.

c. Reference Service

The Library's reference staff provides full reference and readers
advisory services to users. Services include checking and verification
of bibliographic data, identification and assembling of publications
requested, and searching and supplying of substantive reference V1
information from sources in the collection and from various automated ..'
data bases. In addition, information is provided on the resources and
specialized services of other libraries and institutions and arrangements
are made for their use.

3. Interlibra~ Loan Service

a. General

To supplement the central collection, the Libra~ maintains interlibrary
loan relations with a number of libraries throughout the United States.
The arrangement is volunta~ on the part of each participating library,
and its continuance depends on strict observance' of the mutually agreed
upon conditions of loan. ~

b. Conditions of Loan

Requests for publications from another library are placed with the
Library's Interlibrary Loan Librarian. Publications so obtained may be
retained only for the period indicated (normally 2 weeks). If a longer
period is required, the Interlibrary Loan Librarian forwards the request
to the lending library. Its decision to extend or not to extend will be
accepted as final. The borrower is responsible for prompt return of
publications when due and is financially liable for their replacement if
lost.

4. Loans to AID Personnel Overseas

Whenever possible, the Library provides loan services to AID personnel in
AID posts overseas. The Library will lend items in its collections, with
the exception of new materials, those in demand in Washington, difficult
to replace materials, and those in poor condition. The loan period is
two months. Materials are sent by air pouch and must be returned by air
pouch.
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lC. AID-State Liaison

AID's Development Information and Utilization Service (S&T/DIU) maintains
liaison with the Department of State Librarian for the purpose of
recommending books, periodicals, and official documents of interest to
AID for adding to the Library collection.

Other domestic and foreign publications on foreign affairs and
development that will enrich the central library collection -- except
AID-generated documents required by the AID Development Information
Centers -- may be donated to the Library, and AID personnel are
encouraged to personally support development of its collection. (See
Chapter 2 for documents and services of the Development Information
Centers. )

lD. Other Library Services

The services of the following facilities are also available to AID
personnel:

1. Map Library of the Department of State

Maps of all areas of the world needed for official purposes are available
from the Map Library. If a particular map is not available in the
Library collection, either for retention or loan, it will be obtained
from domestic sources or through the Inter-Agency Map Procurement Program
operating overseas.

AID Missions and overseas offices may obtain maps for official use by
addressing an Operations Memorandum to the Department, INR/M, under the
heading "Map". AID/W personnel may obtain the services by a personal
visit to Room 3239 or by telephoning the Map Library on 632-1079.

2. Research Reports on Foreign Areas Produced for the Department of State

Research papers on foreign areas and international relations, including
those on developing countries, may be requested by AID personnel from the
State Department's Bureau of Intelligence and Research. Requests to
borrow State-supported contract studies should be made to the Department
of State Library or to the Office of Long-Range Assessments and Research
(INR/LAR). Requests for papers prepared within the Department should be
made to the Reports Coordination and Review Staff (INR/RCRS).



PAGE NO.

1-4

10

EFFECTIVE DATE

September 1, 1983
TRANS. MEMO NO.

18-IV:4 AID HANDBOOK 18, Part IV

3. Law Library Services

a. AID's Office of the General Counsel maintains legislative
histories of the Foreign Assistance Act and opinions of the General
Counsel on the Mutual Security Act and Foreign Assistance Act. These
materials are research tools and must be used within the room, but
Xeroxing is available. Also available for reference and research by AID
personnel are various periodicals, law journals and reporter services.

b. The Library of the Office of the Legal Adviser, Department of
State, is also open to AID personnel, on a restricted basis. Its
collection is an all-reserve collection and must be used within the
room. Xeroxing privileges are available.

lEo Purchase of Books and Periodicals for AID/W Bureaus and Offices

The Office of Management Operations, Resource Management Division
(SER/MO/RM), purchases all books and periodicals used and maintained
within AID/W Bureaus and Offices. Procedures for ordering them are
contained in Handbook 20, Chapter 8.
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CHAPTER 2

AID'S DEVELOPMENT INFORMATION AND REFERENCE SERVICES

Introducti on

This chapter describes information services designed specifically for
carrying out AID's development assistance programs. They utilize various
means of information, including data bases, inquiry and response
services, publications, information centers, technical assistance and
information consulting. Their purposes are to supply the development
information needed for programs and projects, and to improve the handling
and dissemination of development information in AID and the LDC's.

2B. Development Information Services

1. The Publications and Information Division of the Science and
Technology Bureau (S&T/TRI/PI) will:

a. Collect and analyze scientific and technological materials and,
based on the analyses, prepare and disseminate papers, handbooks and
other publications for AID's SIT professlonals and thelr counterparts
in the United States and overseas.

b. Initiate and assist in the development of training programs and
conferences to promote the exchange of ideas and research findings within
the science and technology community.

c. Provide guidance in the development of information strategies for
programs and projects.

d. Provide technical assistance in the design, implementation or
evaluation of country, regional and central projects that use development
communications.

2. The Development Information and Utilization Service of the Bureau for
Program and POI1CY Coordlnation (PPC/E/OIO)

a. DIU provides technical assistance in information management
through its Documentation and Informatlon 0lvlsl0n (010/01). .
Assistance is provided in the desi~n, implementation and evaluation
of AID projects that have informatl0n components such as:

(1) 1; brari es,
(2) information clearinghouses, and
(3) information data bases (except for the design, implementation

and evaluation of their ADP components, which are a function of
M/SER/IRM) •
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b. DIU's Economic and Social Data Services Division (ESDS) provides ~
technical assistance in surveys, data collection and analysis.
AsslStance is given to researchers, analysts, economists, and project
designers for:

(1) sector surveys,
(2) institution building overseas,
(3) utilization of statistical software packages, and
(4) AID/W technical review of project documents.

(Per Part V, IG5 of this Handbook., responsibility for final review and
approval for items (3) and (4) above rests with M/SER/IRM.l

AID Develo~nent Information Centers. A primary function of DIU is to
provide library, reference and other information services to AID
personnel in Washington and overseas through two AID Development
Information Center (DIC) facilities located in AID Washington.

This section describes the DIC's and the materials available, the
services they offer and how to obtain them, the criteria for selecting
and cataloging documents, and the responsibilities of other AID/Wand
Mission offices in the gathering and handling of AID documents.

1. Location of the DIC's

The State Department site in Washington, Room 1656, New State, telephone ~
(202) 632-8701, maintains a collection that emphasizes development
policies and programs and that contains many AID program-related
documents. The Rosslyn Plaza site in Rosslyn, Virginia, Room 105, SA-18,
telephone (703) 235-1000, has a collection that emphasizes technical
literature from AID and other sources. Requests for services or
publications may be made by letter, cable, phone call or personal visit.
IIWalk.-in ll users are welcome to use materials at the reading rooms or to
take them out on loan.

2. Pol icy

The Centers are the central depositories for all AID-generated documents
that deal with research findings and the planning, im~lementation and
evaluation of AID projects and programs. The Centers holdings are not
subject to retirement or planned destruction and are held as long as
determined useful for reference. Copies of all AID-generated documents
that meet the DIC collection criteria must be held in the Development
Information Centers. See Sections 5 and 6 below for the collection
criteria and the requirements that Bureaus, Offices and Missions have for
submitting documents.

~, ··.,····a·V
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a. Nature of the Materials

The Centers exist to provide information and materials on development to AID
personnel in Washington and the field. The holdings include development
materials from outside as well as inside AID. The Centers contain 150,000
reports and publications on development assistance. They are available in
hard copy or microfiche. Among them are USDA publications; GAO evaluative
reports; FAO and World Bank studies; selected publications from such
organizations as the International Development Research Centre in Ottawa,
the University of Sussex, the Deutsche Gesellschaft fur Technische
Zussammenarbeit and the International Rice Research Institute in the
Philippines; Volunteers in Technical Assistance (VITA), the Peace Corps,
and Worldwatch. Commercially published books are purchased when requested
by AID personnel and are then maintained in the collection.

b. Program Documents

To assist in designing and implementing projects, the Centers will provide
AID Offices and Missions with copies of AID programming documents and
research and contractor reports for comparative and reference purposes. The
Centers provide access to the development experience gained from over
3,000 AID projects and 20,000 AID-generated technical, research and
evaluation reports.

c. Literature Searches

The Centers, on request, will perform on-line data base searches that access
DIU's computerized development information systems and over 350 commercially
available bibliographic and economic data bases such as AGRICOLA,
ENERGYLINE, MEDLINE, POPLINE, NTIS, and the Commonwealth Agricultural
Bureaux.

d. Document Listings

The Centers will also prepare special listings of documents based on the
DIe card catalog and/or the computerized data base.
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e. Technical Information Services for Agriculture

Through a cooperative working agreement with the U.S. Department of
Agriculture:

(1) DIU answers requests for agricultural information received
from AID Offices, Missions, and LDC's and other development institutions.

(2) provides a current awareness literature service (CALS),
through which AID and LDC agriculturists regularly receive current
agricultural information provided by matching users' stated interests
with leading agricultural data bases.

f. Development Publications

DIU has the following pUblications available:

(1) AID Research and Development Abstracts (ARDA), a quarterly
journal that presents abstracts of recently published AID-supported
research, technical reports and evaluations.

(2) AID Resources Report, a bi-monthly newsletter published by
S&T/TRI/PI that presents information on new technologies and development
findings of interest to the development technician.

(3) The Directory of Development Resources, updated biannually,"
that identifies AID-sponsored development information resources in ~
developing countries and the U.S., including institutional services, data
base services and newsletters and journals. A description and address of
each resource is provided. The Directory is available in English,
Spanish and French.

g. Mailing Lists

(1) DIU maintains a mailing list - the AID Document Distribution
System (ADDS), which is a manual/computerized system for disseminating
AID research documents and other reports and publications. Through ADDS,
the periodical AID Research and Development Abstracts (ARDA) is
distributed to its subscribers. Based on subscribers' questionnaires 'r.~.;
which indicate their subject interests and types of publications desired,
specialized mailing lists can be developed.

(2) Mission and AID/W personnel are encouraged to add appropriate
addresses to the system and make use of it for their own mailing list
needs.

4. How to Obtain Services and Materials

a. The services, publications and documents are available from
either PPC/DIU or the Development Information Centers. However,

u
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service will be expedited if users make routine requests -- for example,
for specific publications -- directly to the Development Information
Centers and more involved requests -- say, technical assistance or
extensive literature searches -- to PPC/DIU.

b. As previously indicated, requests may be made by letter, cable,
memorandum, telephone or in person.

c. The quality of the response is determined by the quality of the
request -- its clarity, specificity and completeness. Requests for
documents should give as much information as available -- including
title, author, and date published. Requests for literature searches,
document listings, and technical inquiries should carefully state the
purpose and describe as specifically as possible the subject to be
researched.

d. Loans of Documents to AID/W Personnel

The normal loan period for AID/W personnel is two weeks. Loans of
documents to contractor, PASA, and grantee personnel located in the
United States are made through the AID/W project monitoring office.

e. Loans to Mission Personnel

Mission personnel, like AID/W personnel, should address their requests
either to Development Information Center, AID/W or PPC/DIU, AID/W.
Requests from contractor and PASA personnel working in the Mission should
be made through the project officer. Loans to Missions are normally made
for 30 working days.

f. Services to Non-AID Personnel

(1) Persons working in development are welcome to use the DIC
collection except for its classified materials. Normally they should
make their document requests through their own libraries, as
inter-library loans. If copies are desired, they can be purchased from
the AID Document Informati on and Handl'j ng Faci 1ity, 7222 47th Street,
Chevy Chase, Maryland 20815.

(2) Non-AID personnel may have access to the reading rooms, but
should first obtain approval from DIU, the country desk, the project or
contract officer, or the Office of Public Affairs.

5. DIC Collection Criteria

The Development Information Centers collect and hold AID-generated
documents, both current and historical, that record and evaluate the
Agency's experience in carrying out development assistance.
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These are papers, publications and other materials prepared by AID
direct-hire employees, personnel of agencies serving under Participating
Agency Services Agreements, contract personnel, and other persons and
groups whose work is financed by AID. The documents include:

a. evaluation documents and case studies -- materials that describe
experience, assess accomplishments, determine the cause of failures,
and discuss potential future applications.

b. special studies and sector analyses issues papers, policy and
discussion papers, management studies, and analyses of development
problems.

c. reports -- feas'ibility studies, research reports, progress and
terminal reports.

d. program planning documents -- Annual Budget Submissions (ABS), the
formerly used Development Assistance Program Documents (DAP's) and the
Country Development Strategy Statement (CDSS's) that have replaced them.

e. project identification, design, approval, obligation,
implementation, and evaluation documents -- PID's (form AID 1330-2),
Project Papers, Project Authorizations, ProAgs (AID 1330-17), PES's (AID
1330-15) and Impact Evaluations.

6. Requirements for Submission of AID Documents

a. The Communications and Records Management Division, Office of
Management Operations (M/SER/MO/CRM) will make available to the
Development Information Centers duplicate copies of all the microfiche
generated in the conversion of paper project files to microfiche. Thus,
a large part, though not all, of the project documentation identified in
preceding para 5 e. will be captured.

b. AID Bureaus, Offices and Missions must submit to the Centers
three copies of all reports or documents meeting the collection criteria
- except the project documents of preceding paragraph 5e.

c. For documents prepared under contract, PASA, or grant agreements:

(1) AID/W offices originating contract policy and formulating or
amending standard contract clauses will ensure that contracts, grants
and cooperative agreements contain the requirement of AID Procurement
Regulation AIDPR 7-7.5501.13 that three copies of all reports
required under the contract, grant or cooperative agreement be sent
to PPC/DIU - Acquisitions, Room 209, SA-18.

(2) AID/W offices drafting or amending PASA's between AID and
other u.S. government agencies will ensure that the PASA clearly

~., ...;a."..
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~; requires the participating agency to send three copies of all
AID-generated documents produced under the PASA to the Development
Information Centers.

(3) AID Bureaus, Offices, and Missions entering into
AID-financed agreements with any other parties will require that the
party send three copies of all AID-generated documents produced under the
agreement to the DIC.

(4) All AID program and project managers who monitor the
performance of contracts and PASA's and the progress of grants and loans
are to review operations annually to assure that documents are being
submitted to the DIC as required.

d. AID employees and the Bureaus, Offices and Missions are to take
the following additional actions to help maintain the DIC collection:

(1) Missions planning to close their own reference (library)
facilities often wish to donate their collection to government ministries
or local universities. Before contacting the local institution the USAID
should prepare a list of all documents proposed for transfer and send it
to the DIC for review. The DIC should then be given preference in
selecting any items found to be missing from its collection.

(2) AID/W Bureaus or Offices planning to discontinue their own
information units or reference functions should get instructions from the
DIC before taking action to dispose of their documents.

(3) Employees separating from AID are reminded of statutory
limitations on acquiring proprietary interests in official records and
creation of IIpersonalll files.

(a) Anyone wishing to remove or dispose of any
documentation created or acquired in performance of official duties, or
as an adjunct to those duties, must first consult the Communications and
Records Management Division, Office of Management Operations for approval.

(b) Any collection of AID-generated documents not needed
by the office concerned should be forwarded to the DIC before an
employee's departure.

(4) If an AID office is holding the only copy of an
AID-generated document and does not want to release it, the Development
Information Center will, if feasible, reproduce copies to meet its needs
and return the original to the holder. If reproduction is not feasible,
the holder should release it to the DIC for cataloging. The document
will then be returned to the holder as an indefinite loan, for permanent
release to the DIC when no longer required by the holder. Should the
copy have to be retired as an official Agency record, the DIC is to be so
notified and supplied with its accession and shelf list number.
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CHAPTER 3

SOURCES OF INFORMATION AND ASSISTANCE THROUGHOUT AID

3A. Purpose

1. This chapter identifies the sources of economic, technical, and
financial information and assistance available to AID Offices and
Missions. The listed sources serve primarily the AID organization and
through it the institutions of developing countries. Some of the sources
will extend their information and advisory services to other
international, national, and private organizations engaged in development.

2. AID organizations may address the responsible offices listed at the
beginning of each description of the services offered and forward their
request through the AID mail system. organizations outside AID may use
the following address in requesting information or services:

(Name of Office)
Agency for International Development
washington, D.C. 20523

3B. Economic and Social Data on the Developing Countries

1. Sources

The Economic and Social Data Services Division (PPC/E/DIU/ESDS) offers
basic economic, demographic, and social data on the developing world, by
country and region. Data are based on uniform concepts and definitions
to permit intercountry and interregional comparisons. The main sources
of information are:

a. The United Nations, its specialized agencies (FAO, WHO, UNESCO,
PAHO, and ILO), and regional commissions (ECLA, ECAFE, and ECA).

b. International institutions (IBRD, IMF, and regional development
~ banks).

c. U.S. Government agencies.

d. U.S. Embassies.

e. AID Missions and overseas Offices.

2. Data Services

Available services that can be provided by DIU/ESDS include:
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a. Statistical Library - ESDS maintains a statistical library that
will provide the user with quick access to World Bank, IMF, UN and host
country economic, financial and social reports. Librarian assistance and
working space can be arranged by appointment.

b. Statistical Reports - Drawing on automated data bases in the
Worl d Bank, IMF, USDA and pri vate sources, ESDS can research i nformati on
on most countries of the world. Subject to staff availability, specially
tailored presentations will be arranged for AID requestors.

c. Graphics Capability - On a limited basis ESDS can provide
specially tailored computer drawn maps, graphs and charts drawn from its
economic and social data bases. These can be produced in multicolors or
black-and-white, in letter size or wall chart size.

d. Micro-Data Inventory - To meet demand for very specific
micro-data, ESDS has developed a large inventory of survey results from a
wide range of economic and social development related subjects. If your
needs are known wi th slJffi ci ent specifi ci ty, the data can be located
through an automated inventory.

e. Surveys and Evaluation - ESDS administers two RSSA's with the
Surveys &Evaluation Unit (SEU) of the Bureau of Census, one each

with DA and ES funds. With its staff of approximately 30
professionals available to work both in the United States and abroad on
data collection or institutional development, SEU is especially helpful
in project start-ups and project evaluations.

3. Statistical Publications

The following principal statistical publications are distributed in AID.
Offices not receiving copies may ask to be added to the distribution list
or may obtain copies by request.

a. ALLDATA Reports - tally all the data in ESDS data banks on an
individual country.

b. Economic and Social Data Bank's Data Element Dictionary 
provides definitions and source information for all variables in the ESDS
data bank.

c. Selected Statistical Data By Sex - available for 69 AID-assisted
countries, provides selected demographic and social data by sex.

d. Indicators Of Food and Agriculture in AID-Assisted Countries 
offers handy reference to the status of the food and agriculture sectors
in AID countries.

Ii: ..~
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e. Indicators of Education In AID-Assisted Countries - offers handy
reference to the status of the education sector in AID countries.

f. Indicators of Nutrition In AID-Assisted Countries - offers handy
reference to the status of the nutrition sector in AID countries.

g. Agriculture and Food Production Statistics - available for
various regions of the world, provides agricultural production data on a
commodity-by-commodity basis.

h. Country Development Strategy Statement (CDSS) Data Abstracts.
DIU/ESDS prepares sets of uniform social and econom1C data to be used by
Agency personnel in development and review of the annual Country
Development Strategy Statements. These are packaged and made available
to all parties involved in the CDSS process, thereby simplifying CDSS
preparation and assuring that everyone uses uniform, up-to-date data.

i. Congressional Presentation Economic and Social Data For AID
Recipient Countr1es. EsDs summar1zes, 1n the annual Congress10nal
Presentation, all economic and social data statistics for AID recipient
countries. The Congressional Presentation volumes are available, through
the Office of Legislative Affairs (LEG), to AID Offices and Missions for
reference purposes.

j. 620(s) Report. ESDS summarizes the latest available information
on defense expenditures in those countries that receive U.S. assistance
under programs subject to the provisions of Section 620(s) of the Foreign
Assistance Act.

3C. Program and Planning Assistance, Including Research and
Evaluat10n

1. Program And Planning Services

PPC's Office of Policy Development and Program Review (PPC/PDPR)

a. Provides Missions and AID/W Offices, on request, advice and
assistance on macroeconomic projections and general economic analyses.

b. Issues and distributes to AID/Wand Missions discussion papers
based on seminars, special studies, and research by staff members and
outside consultants on economic, political, and social problems.
Additional copies are available on request.

c. Provides, on request, advice and assistance on civic
participation and other Title IX activities.
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d. Provides, on request, information and supporting services for the
recruitment of individual advisors, consultants and institutions to plan,
advise and train in the United States and overseas.

e. Provides research reports and publications in economic, social
and political development and distributes them to Missions, interested
organizations and individuals.

f. Sponsors and distributes the "Development Digest," a journal of
selected excerpts, summaries, and reprints of current materials on
economic and social development to AID/W, missions, and to interested
organizations and individuals in developing countries. Subscriptions to c,. c'.'

the Develox:ent Di~ may be obtained free of charge in Africa, Asia, ~

and Latin erica D.YiPersons with a professional concern through AID
missions, or if there is no AID office, from the U.S. Embassy, or they
may contact the Office of Policy Development and Program Review, Bureau
for Program and Policy Coordination, Washington, D.C. 20523.
Organizations and individuals in the United States, North America,
Europe, Japan, Australia and New Zealand may purchase a subscription from
the Superintendent of Documents, Government Printing Office, Washington,
D.C. 20402.

2. Information Required for Presentations and Inquiries

PPC's Program Information Analysis Division (PPC/PB/PIA) provides AID/W
Bureaus and Offices with background information, statistics and
presentation suggestions for use in Congressional presentations,
briefings, speeches, responses to Congressional and public inquiries, and
research.

3. Data On AID and Other U.S. Programs

a. PPC/PB/PIA provides statistical data on U.S. economic programs,
including analyses of many phases of AID programs, drawing on PPC/PB/PIA
and AID operational information, and information from other agencies and
international organizations.

b. PPC/PB/PIA distributes the publication, U.S. Overseas Loans and
Grants and Assistance from International Organizations (Reports Control
Symbol CONG-R-0105).

This annual "Green Book" provides, by years, total U.S. economic and
military assistance information, by country and major program, beginning
with fiscal year 1946. It also includes information on other U.S.
official economic programs as well as assistance from international
organizations.

Offices not receiving copies may ask to be added to the distribution list
or obtain current copies by special request. Copies of previous issues
are available in PPC/PB/PIA.

\j.....n",' ,
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~ 4. Documents from Multilateral Institutions

a. The Office of International Affairs (PPC/IA)

Maintains files on loans and reports of the World Bank, International
Development Association, International Finance Corporation, Export-Import
Bank, National Advisory Council, Asian Development Bank and the
International Fund for Agricultural Development. Loan copies can be
obtained or retention copies, ordered through PPC/IA.

b. The Office of Development pro~rams (LAC/DP), Bureau for Latin
America and the Carlbbean, maintainsiles on tnter-Amerlcan Development
Bank programs. Loan or retention copies can be requested from LAC/DP's
Multilateral Affairs Division.

5. Information on Aid From Communist Countries

PPC/PB/PIA serves as a focal point in AID to receive and prOVide
information on the amounts and kinds of assistance communist countries
provide to the less developed countries.

6. Central Research Program

The Research and University Relations Staff (S&T/RUR):

a. Serves as a contact point for unsolicited proposals for centrally
funded research. S&T/RUR acknowledges receipt of the proposal, arranges
to have it reviewed and considered for support within technical offices,
and sends the offeror the Agency's response.

b. Has available the brochure Contract Program in Centrall~ Funded
Research which describes the broad areas Of the centrally funde program
for which research proposals can be submitted, and which contains '
gUidelines for preparing and submitting an unsolicited proposal to AID.

c. Serves as contact point for university relations questions,
particularly regarding policies and procedures for implementing Title XII
legislation (for the participation of U.S. agricultural universities in
Famine Prevention and Freedom from Hunger).

7. Information on U.S. Universities

a. Available through the Board for International Food and
Agricultural Development (BIFAD), located in AID/Washington, is the
Registry of Institutional Resources (RIR). This is a central depository
of information that describes the international capabilities of U.S
universities in agriculture, natural resources, nutrition and rural
development.

v -------------------------
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RIR is an information file that makes the knowledge and experience of
U.S. universities available for carrying out U.S. foreign assistance
programs. It provides:

(1) General information on the overall nature of the
university, its staff and its international linkages.

(2) Detailed information on subject areas of assistance
programs in which universities wish to participate.

(3) Information on individual university staff members who want
their names and experience on file for work in international activities.

(4) Information on previous U.S. university assistance efforts
in developing countries.

b. Also available is a listing of AID university contracts. See
Lists of AID Contracts, 3E2b, page 3-21.

8. Evaluation

;,....1;;

"""

a. PPC's Office of Evaluation, PPC/E is a primary source for two
types of evaluatlon lnformatlon:

(1) Guidance materials dealing with the evaluation system and £.}
evaluation methods. The Evaluation Systems Division of the Offlce ~
(PPC!E!PES) produces evaluation guidance material and methodological
reports. The basic evaluation guidance for the Agency is produced as a
supplement to Handbook 3, Project Assistance, and is circulated with that
handbook. Addltlonal coples can be obtalned from PPC/E/PES.

(2) The results of AID impact evaluations. The Studies
Division of PPC/E, which manages the impact evaluation program for the
Agency, produces a report on each completed evaluation. It is
automatically circulated to each Mission. Additional copies can be
secured from PPC/E/S or from PPC/E//DIU.

(3) PPC/E/PES also produces a report series called Program iii,1
Design and Evaluation Methods. Copies of reports in this series can be "",
obtained from ppC/E/pES or from PPC/E/DIU.

(4) In addition, PPC/E produces three other series of reports:
Evaluation Discussion Papers, Program Evaluations, and Special Studies.
In these serles, PPC/E publishes s1gnlflcant manuscripts prepared ln
AlDis Regional and Central Bureaus by contractors or from within the
Office of Evaluation. All of these reports are available through
PPC/E/DIU.
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Each of the PPC/E reports includes a listing of all publications in each
of the five series. It serves as a ready reference for those wishing to
order specific documents.

b. IG's Regional Inspectors General for Audit issue audit reports,
many of which are evaluations of projects, programs and Agency
operations. The audit results are generally issued by the RIG/A in the
region in which the program is located. These reports are sequentially
numbered by the issuing RIG/A and are provided to all AID entities having
responsibility for implementing recommendations. Additional copies of
the reports are available from the RIG/A or from the Office of the
Inspector General (IG/EMS/C&R) in AID Washington.

~' c. The General Accounting Office conducts reviews and issues reports
on Agency operations. These reports, usually of an evaluative nature,
are provided to technical staff, Agency management and usually the
Congress. Copies of these reports can be obtained from the Public Desk
at the GAO Headquarters Building in Washington, D.C. or through the
Agency·s Liaison Officer with GAO in IG/PPP, AID/W.

3D. Technical Information and Services, by Field of Activity

1. Agri cul ture

The Office of Agriculture (S&T/AGR) performs the following information
services:

a. Provides agricultural assistance, technical recommendations and
information from U.S., LDC and International Research Center sources for
preparation of PID's and Project Papers, project implementation, interim
and final evaluations, and CDSS presentations.

b. Answers requests for technical information on specific
agricultural questions in most agricultural disciplines, drawing on the
USDA, land grant universities, International Research Centers and other
U.S. and LOC public and private sources.

c. Provides information and assistance to Missions and Regional
Bureaus for preparing initial environmental examinations and
environmental assessments on the procurement and use of pesticides to
conform to the special requirements of AID regulations.

d. Provides AID agricultural project personnel and host government
officials up-to-date information on U.S. and international regUlations on
pesticides, including abstracts of safety data, copies of labels,
acceptable procedures for application and current regulatory status.

e. Distributes to Missions and developing country institutions
pUblications, articles, training materials and other technical literature
developed or procured for priority AID assistance areas.

~_J _
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f. Distributes to AID Bureaus, Missions, the academic community,
individual scientists and development technicians copies of technical ~
publications developed by A.I.D., the International Research Centers and
S&T/AGR contract institutions (USDA, land grant universities and others).

g. Distributes, on request by Bureaus and Missions, reports
developed under technical assistance contracts, PASA's, RSSA's and grants.

h. Prepares and circulates to AID Bureaus, Offices and USAID's, and,
on request by developing country institutions, periodic reports that
summarize ongoing research and technical assistance projects in S&T/AGR
and lists of scientists, technicians and experts available through the
Offi ceo

i. The Office of Multisectoral Development (S&T/MD), in conjunction 'U·..t
with S&T/AGR, maintains an extensive bibliography of marketing
publications and a roster of individuals with expertise in marketing and
distribution. The roster is routinely updated and cross lists experts by
country experience, language ability and topical specialization.

2. Cooperatives

a. The Cooperative Development unit (FVA/PVC/CD) of the Office of
Private and Voluntary Cooperation carries out its functions through the
following organizations:

Cooperative League of the U.S.A. , •.Jt....:
Credit Union National Association ' '
Foundation for Cooperative Housing
Agriculture Cooperative Development International
National Rural Electric Cooperative Association
Volunteer Development Corps

b. Under various funding arrangements with AID these organizations
provide, on a continuing basis:

(1) A directory of qualified specialists in cooperatives, credit
unions and savings and loan associations as an aid to recruitment, and they
serve as a clearinghouse for AID on U.S. cooperative resources.

(2) They also provide and distribute to AID Bureaus, Offices, and
Missions technical infornlation and educational and training materials on
cooperative development, and assist in development of participant training
programs.

3. Development Administration

a. The Office of Multisectoral Development (S&T/MD) helps adapt and
disseminate management methods suited to developing countries. The work deals
mainly with institutional development and management for local and rural
development, and with financial management. Research and development treats
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the foll owi ng subjects: program and project management, local revenue,
management training and learning systems, institutional development, and the
processes of bureaucratic change.

b. The main sources of information are:

S&T/MD'S cooperating institutions, contractors and
consul tants.

AID program materials and evaluations.

Professional organizations, societies, and staff
members.

u.s. and foreign universities and management
institutes.

Other international organizations.

c. S&T/MD maintains some materials for distribution to other AID offices
and developing country cooperating institutions. Most of the materials
are produced by U.S. universities or research centers supported by AID.

4. Education

The Office of Education (S&T/ED)

a. Provides periodically, through the Human Resources Sector Council,
selected professional materials to be used primarily by AID education advisors.

b. S&T/ED provides information, on request, about the following areas of
concentration: pre-primary, primary, secondary, and post-secondary education
and training; education finance and sector analysis; education technology;
nonformal education; and higher education for development. Available material
includes papers on project design, implementation and evaluation, and final
reports of project activities. Requests should be addressed to S&T/ED, Room
311, SA-18.

c. S&T/ED funds the Clearinghouse for Development Communications. rhis
information center provides the following services on educational technology
for development:

seminars and information
searches
linking of resources
information collection
library services
publications and products
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Requests for these services should be addressed to:

The Clearinghouse for Development Communications
1414 22nd Street, N.W.
Washington, D.C. 20037

5. Energy

The Office of Energy (S&T/EY) has a staff of professionals with background in
energy policy and conservation, conventional and renewable energy
technologies, energy technology and management training, and energy program
management.

The Office seeks to ease LDC energy constraints to development and to help the
LDC's make a transition to the mix of energy sources required by their
economies. LDC's are helped to conserve energy and use it more efficiently -
employing both conventional and alternative indigenous resources, and to
minimize the costs associated with scarce, expensive imported fuels. The
Office of Energy offers the following kinds of assistance:

a. General Technical Services. Technical reviews and evaluations;
support for workshops, conferences and seminars; coordination among donors and
technical agencies; provision of institutional and individual expertise for
design, implementation and evaluation of projects.

b. Energy Planning. Assistance to LDC public and private sectors in
formulating energy pOlicies and strategies; analysis of demand by sector;
selection of energy conversion technologies; provision of on-site training in
survey and planning techniques.

c. Energy Training and Institutional Development. Training of LDC
planners, industry officials and decision-makers and mid-level technical
personnel; consultation on institutional development plans.

d. Increasing Energy SUfplies. Help to LDCs to explore, develop and
market indigenous oil, natura gas and coal resources through technical
assistance and training; accelerate the shift to nonconventional energy
sources, through site-testing, demonstration and evaluation of new energy
conversion technologies; conduct natural resource reconnaissance surveys;
promote low-cost, small-scale energy conversion technologies; expand supplies
of woodfuel and charcoal; promote better use of bioresources.

The Office of Energy also serves as contact point for AID, other USG
personnel, and private entities concerned with AID energy programs. The Office

e. Refers opportunities for the sale of U.S. technical services and
products in energy to the Trade and Development Program.

f. Supplies U.S. companies and technical consulting firms with
background and information about AID energy programs and LDC needs and
interests upon request.

/, 1;:'
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g. Maintains a roster of Indefinite Quantity Contractors qualified to
undertake quick, short duration consultancies on conventional and renewable
energy capabilities.

h. On request, makes available energy technology publications from its
cooperative agreement recipients, grantees and contractors.

6. Engi neeri ng

The Office of Engineering (S&T/ENGR) has available, on request:

a. Criteria on project appraisal, pre-feasibility and feasibility
analyses, cost estimating, benefit-cost evaluations, desalination technology,
and environmental assessment.

b. Indefinite Quantity Contracts (IQC's) for Architect/Engineer services
which all AID Offices and Missions may call on for studies, surveys, planning,
advice, environmental problems or other A/E services.

c. Engineering expertise in appraising and evaluating contractor claims
against borrower/grantee or AID.

d. Through the Agency's Engineering Council, consultative and advisory
services on all architectural, engineering, and construction matters
concerning technical inputs in the development, implementation, and evaluation
of Agency policies, strategies, programs, and projects.

e. S&T/ENGR prepares and distributes the following publications to
A.I.O. Bureaus, Offices, and Missions:

(l) An i nformati on packet for archi tect-engi neer fi rms and
construction contractors describing AlDis procurement procedures for these
services.

(2) A list of firms holding current AID-financed engineering and
construction contracts.

(3) A bi-month1y Engineering Newsletter. This letter is an informal
means of communicating general and technical advisory information on
architectural, engineering, and construction topics.

7. Food Assistance - The Office of Food for Peace (FVA/FFP)

FVA/FFP offers the following services:

a. Represents AID in dealings with other agencies on Food for Peace
programs (Public Law 480, as amended.)

b. Assists the U.S. Department of Agriculture in preparing the "Food for
Peace Annual Report" to the U.S. Congress on agricultural export activities
carried out under Public Law 480. The report is distributed
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to the Congress, AID Bureaus and Offices, USAID Missions and diplomatic
posts, other Federal agencies, voluntary agencies, private organizations and
other interested parties. Additional copies are available on request.

I

8. Foreign Disaster Assistance

The Office of U.S. Foreign Disaster Assistance (OFDA) provides:

a. Reports on Foreign Disaster Emergency Relief (Reports Control Symbol
W-588/A) for cases in which the U.S. Government has provided assistance.
These reports are distributed selectively to the Congress, State and AID
Bureaus and Offices, other Federal agencies and international organizations.
They are also made available to universities and private individuals when
requested and available.

b. Country Profiles of 32 countries plus two regional profiles (the
Caribbean countries and islands of the Indian Ocean) and two surveys (Housing
S~rvey for Disaster Relief and Preparedness in Latin America and Sahel
Transportation Survey) are available in paper copy or microfiche. AID users
may obtain them through the AID Development Information Center. For other
users, the Center will provide ordering and price information.

c. AGlossary of International Disasters is available from the AID
Development Information Center.

d. Summary Tables of selected financial data can be requested by fiscal
year, country and disaster type. They are available from the AID Development
Information Center.

e. Bibliographies of selected OFDA library materials on disaster
preparedness, housing, food and nutrition are available in OFDA. Review of
these materials should be conducted on the premises.

f. Technical guidelines for disaster preparedness and relief activities
are available to AID/W, Missions, and selected relief agencies.

g. An OFDA Publications List, which consists of titles and brief
descriptions of other materials not listed above, is available from OFDA.

9. Forestry, Environment and Natural Resources

The Office of Forestry, Environment and Natural Resources (S&T/FNR) has
available the following information and services:

a. A forestry support program to provide technical services and
information for project identification, design and review in such areas as
watershed management, forestry economics, agroforestry, plantation
establishment, entomology and soils.

Ii ii'\J



AID HANDBOOK 18, Part IV
TRANS. MEMO NO.

18- IV: 4
EFFECTIVE OATE

September 1, 1983
PAGE NO.

3-13

3D9

~ b. A natural resources information program to prepare state-of-the-art
review papers case studies and project design aids. A periodic technical
bulletin is sent to AID Missions and LDC institutions.

c. Technical assistance for environment and natural resources planning
and management which taps the expertise of an international network of
scienti sts.

d. IQC contracts in environment and natural resources which Missions can
access very quickly.

e. Technical gUidance from direct hire staff and consultants 'in
~' forestry, environment and remote sensing.

f. Cooperative arrangements with international organizations in
agroforestry to make information and training available to Missions.

10. Heal th

Information services are provided to AID Missions, host governments, and other
development organizations, mainly through several contracts funded by the
Office of Health (S&T/H). Information services cover the three main areas of
AlDis health programs: primary health care delivery, water supply and
sanitation, and aisease control. Services include:

a. Occasional mailings of selected publications, articles, and
monographs to keep Mission health officers informed on trends and developments.

b. Mailings of bibliographies to inform field staff of materials that
are avai lab1 e.

c. Responses to specific inquiries that can be tailored to the
requestor's needs and answered with shelf material, where appropriate, or with
a synthesis of information from current literature.

11. Housing And Urban Development

The Office of Housing and Urban Development of the Bureau for Private
Enterprise (PRE/HUD) prOVides information and assistance directly related to
its Agency responsibilities in shelter, Housing Guaranty, and urban and
community development areas.

a. Information is available on a wide variety of topics in shelter and
urban development areas, including:

(1) Development of LDC shelter and housing policies and strategies.

(2) Planning, design, finance, construction and management oflow-cost shelter projects.
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(3) Development design of LDC urban and community development
projects.

(4) Various aspects of shelter and urban development problems such
as land tenure; physical facilities, including roads, electricity, water and
sewerage systems; community services, including schools and health clinics.

Such information and assistance can be secured from (i) professional
staff, (ii) the PRE/HUD technical resources libra~ which includes
internally nerated material together with publications and studies from
both public and private sector organizations and individuals, and (iii)
firms and individuals that PRE/HUD utilizes from time to time in
connection with project, research, or training aspects of its program.

b. Results of PRE/HUD's program of research and development in urban
affairs are also available. Such research is undertaken to advance the state
of the art in urban and community development by testing analytical tools, new
programmatic approaches, and other techniques that will enhance host country
capability to deal with critical problems in these areas.

c. A series of PRE/HUD publications is distributed selectively to
Washington and field staff, and to others upon request. The publications
include:

(1) The PRE/HUD Annual Report, covering the status of program
operations and special developments of general interest.

(2) An Occasional Paper series covering a wide variety of shelter
and urban development study topics.

(3) Proceedings of Regional Housing Conferences and of special
workshops such as the Annual International Shelter Workshop for Senior
Professional s.

(4) Individual Shelter Sector Assessment (SSA) papers and project
study team reports prepared regularly in the course of Housing Guaranty
project planning.

d. Information and supporting services are also provided with
respect to individual advisors, consultants, and institutions who provide
advisory services on shelter and urban development processes.

e. The Office of Multisectoral Development of the Bureau for Science
and Technology (S&T/MD) has responsibility for providing Agency leadership in
area and regional develovment, including urban issues associated with problems
and processes of reglona , rural and agricultural development. This includes
area and regional development analysis and planning, decentralization,
rural-urban dynamics and linkages, spatial organization, and institutional

~./)
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V development in support of the above. For infonmation sources. see Regional
and Area Development. section 16. page 3016. page 3-.17.

12. Nutrition

The Office of Nutrition (S&T/N) offers the following information services:

a. Distributes selected pUblications. reports. and articles on
nutrition. maternal/infant feeding. nutrition education. food technology.
Vitamin A and iron deficiencies. and nutrition p1annin9 to Missions. voluntary
agencies. cooperating country officials. and organizatlons engaged in
combating malnutrition.

b. Provides. on request. information on specific questions about
nutrition. maternal/infant feeding programs. nutritional value of foods.
fortification of foods and food processing. preservation. packaging and
distribution. drawing on the resources of a technical consortium of
professional nutrition and food technology societies.

c. Responds to requests from AID Bureaus. Offices and Missions. other
U.S. agencies. other governments. international and private organization
p'ersonnel for reference materials on nutritional surveys. food composition
ijata. conference reports. and technical literature.

13. Participant Training

The Office of International Training (S&T/IT):

a. Provides. on request. information on the overall participant training
program.

b. Provides. on request. information on both direct-hire and contract
assistance to Bureaus and AID Missions in the design. planning and evaluation
of participant training programs and projects.

c. Provides. on request. information on U.S. institutions and training
facilities for academic and technical training. both public and private. for
Mission use in planning training programs.

d. Develops orientation materials for participants on the social and
cultural aspects of life in the United States and on the nature of the
American academic environment.

e. Coordinates the Labor Organizations Development Project to provide
selected trade union leaders from developing countries with special training
which contributes to the development of effective labor policies and programs
and promotes responsible trade union participation in socio-economic
development.
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f. Provides assistance to the Training Division (PM/TO) in the ~
development of appropriate AID/W training for foreign national employees.

14. population

The Office of Population (S&T/POP) offers the following information
services:

a. Compiles and distributes program reports, demographic analyses,
technical evaluative reports, research studies, and other program and
technical information on AIO population/family planning assistance to Missions
and cooperating institutions.

b. Makes technical reports, journal articles, and reference textbooks ~
available to Population Officers in overseas posts to help them keep informed
on current population research, and provides selected training materials to
AIO specialists and their co-workers in various countries.

c. On request, provides technical advisory services to Bureaus and
Missions on all facets of population programs.

15. Private Enterprise

a. The Bureau for Private Enterprise (PRE) serves as a laboratory
for developing project and program ideas that will generate LOC growth
and development through stimulation and expansion of the private sector. ~
"rhe Bureau:

(1) Provides consultants to help governments develop
entrepreneurial skills, improve business management and vocational
manpower training, and create or improve mechanisms for developing
capital markets -- through the use of training programs, seminars, and
study and analysis of management and technical problems.

(2) Sends reconnaissance missions of experts to LOC's to study
and recommend ways to improve the investment climate for small business,
agribusiness and export promotion -- including the improvement of laws,
regulations and policies that affect the investment climate.

(3) Identifies, develops and supports LDC investment
opportunities through entrepreneurial exchange programs, conferences and
workshops, and participation in the costs of feasibility studies.

(4) Makes direct loans and participates with U.S. banks in loans
to LOC privately owned businesses, and participates in the capitalization
of venture capital firms and other financial intermediary institutions
that provide credit to small and medium-sized enterprises.

u
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(5) Develops ties with U.S. business associations to obtain their
particigation in bringing LDC executives and government officials for
plant vlsits and meetlngs with American business executives and in
developing other ways by which U.S. companies and their overseas branches
can elevate the role of private enterprise.

(6) Will, on request, provide information to Bureaus and Missions
on all aspects of private enterprise programs.

b. Export Information

The Office of Small and Disadvantaged Business (PRE/SOB) manages AlDis
project with the World Trade Institute in New York, which provides
information on exports from certain developing countries.

c. The Employment and Small Enterprise Division of the Office of
MultlsectOrai Development, Bureau for Science and Technology
(S&T/MD/ESE)

Provides three main kinds of services and documentation on employment and
small enterprise to Bureaus, Missions, and LDC's:

(1) Policy Analysis: ESE will provide assistance in analyzing
policy issues on employment generation. The analyses will examine the
effect that tax, import, land, and investment policies have on
capital-saving technologies and effective labor utilization.

(2) Small Enterprise Development: ESE will assist in the
promotion of small, medium and agribusiness enterprises through (a)
identification and transfer of appropriate indigenous enterprise
assistance technologies; (b) project identification and design
assistance, including that for women's small enterprise and income
generation activities; (c) technical assistance to the LDC commercial
seed industry from U.S. private seed firms; (d) marketing and technology
transfer services; and (e) the identification and strengthening of
entrepreneurship in small enterprises.

(3) Human ResQurces: this activity also aims to strengthen
entrepreneurshlp through (a) assisting in the design and implementation
of occupationally related training, especially in finance,
administration, planning and technology, and (b) developing the human
resources institutional infrastructure and utilization techniques that
contribute to increased productivity and employment in the formal and
informal sectors.

16. Regional and Area Development

Regional and area development and local resource management are supported
centrally in the Agency by the Regional and Rural Development Division,
Office of Mu1tisectora1 Development, Bureau for Science and Technology
(S&T/MD/RRD). Several of its projects offer technical assistance and
information resources:v -----------------------------
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a. Research and field support in regional and area development are
carried out through a cooperative agreement with various institutions.
The agreement concentrates on:

(1) Assessment of resource issues and local resource management
problems and options.

(2) Analysis of the dynamics, problems and possibilities of new
settlement schemes, including spatial, economic and social integration of
new settlements into their respective regions.

(3) Examination of rural-urban linkages to strengthen their
contribution to rural and regional development. Methodologies have been
tested comparatively in several contrasting settings of Asia, Africa and
Latin America. Case studies and field gUidelines are available.

(4) Intermediate-sized cities and their economic impact on rural
and regional development.

b. A related S&T/MD/RRD resource is its Managing Energy and Resource
Efficient Cities (MEREC) activity which is coordinated by a PASA with the
Tennessee Valley Authority (TVA). This project, designed to develop
energy and resource conserving strategies in small and intermediate-sized
cities and their surrounding regions, offers field demonstrations, case
studies and technical information on energy and resource information on a
sector-by-sector basis.

c. Information and technical services are available on local access
to land, water and natural resources through a Cooperative Agreement with
the Land Tenure Center, University of Wisconsin.

d. Other information is available from S&T/MD/RRD on rural-urban
migration, participation in development and land use planning and
development. '

17. Voluntary Agencies

a. The Office of Private and Volunta~ Cooperation (FVA/PVC) monitors
and manages selected grants from AID to Private and Voluntary
Organizations (PVO's), serves as a broker between them and AID, and
provides information about individual voluntary organizations to
interested parties. In the latter regard, the Office has a contract
with the Technical Assistance Information Clearing House (TAICH),
operated by the American Council of Voluntary Agencies for Foreign
Service, in New York City. TAICH disseminates information on the
programs of private and voluntary organizations working in overseas
relief, rehabilitation, and development.
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b. Specific items of information available from FVA/PVC are:

(1) A Directory of Voluntary Agencies published by TAICH, as well
as reports on selected topics on the private and voluntary organizations
working in various developing countries.

(2) A newsletter, prepared by TAICH and distributed within AID,
which reports on the relief, rehabilitation, and development activities
of private and voluntary organizations.

(3) The annual FVA/PVC Report on Voluntary Foreign Aid Programs.

(4) A Fact Sheet on types of AID grants available to Private and
Voluntary Organlzatlons.

(5) Records and information pertaining to organizations
registered with AID are available to AID personnel and the public for
reference.

18. Women In Development

The Office of Women in Development (PPC/WID) was established in 1974 to
promote and support Agency policy and activities for integrating women
into the national economies of developing nations.

The Office maintains a Resource Center in the Main State Department
Building which houses a comprehensive and unique collection of materials
on Third World women. The Office is also involved in cOlllTlissioning,
printing, and disseminating special research studies, data findings, and
project information on Women in Development issues.

Specific services offered by the WID Resource Center to Agency personnel,
contractors, and others include:

a. Over 6,000 reference materials, project papers and evaluations,
research documents, background papers and other publ i shed and unpub1 i shed
documents on women in development. Materials are shelved by specific
country (all LDCs represented) or by subject. Categories covered include
women in agriculture, appropriate technology, credit, education,
employment and women's organizations.

b. Between 50-100 PPC/WID funded publications on different topics,
including studies on women in specific countries, statistical
documentation on women in every AID-funded LDC, and policy and project
information on women's roles in agriculture, employment, training, and
education needs of women and others. These items are widely distributed
and are available through mail, phone or visitor request.

c. Specialized rosters listing Women in Development experts
available for short-term or long-term consulting. Rosters may be viewed
in the WID Office. Some distribution of them will also be undertaken.
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d. The WID Office is required by the Congress to prepare, every two j .,j
years, a comprehensive report on the Agency's women in development '-I'
activities. This "Report to Congress" is distributed throughout the
Agency and is available to those interested.

e. Other informational services are provided on request. These can
include individual briefings, preparing special packets of materials,
mailings of reports prepared by other offices and agencies on women in
development, project information, and recommendations for other sources
of information.

3E. Management Information and Services

1. Contractor Information

The Office of Small and Disadvantaged Business (PRE/SDB):

a. Counsels U.S. firms of all sizes on contracting opportunities
under AID financing, and how to go about competing for contracts. Gives
special attention to small and disadvantaged firms.

b. Introductory Kit

Compiles and supplies to the U.S. exporting community, on request, the
"introductory kit" to AID-financed commodity procurement.

c. Contractor's Index

Supplies information from the Index, on request, to AID/Wand Missions.
The Index provides a listing, by specialty, on keysort cards, of
approximately 4,000 firms which have expressed interest in performing
professional services on AID-financed projects abroad. The finns are
listed under such categories as health services, financial services,
architect-engineering firms, management consulting firms, and urban and
regional planning consulting firms. Information is based on
questionnaires filled out by the finns, and does not include AID
evaluation or record of experience with the firm.

d. Dun &Bradstreet Reports

Obtains and supplies financial and other reports on potential AID
supplier/contractors to AID/Wand mission personnel on request.

e. Importer Lists and U.S. Small Supplier Lists

Supplies AID/Wand overseas personnel and the U.S. exporting comnunity
with listings of importing firms in cooperating countries, including
selected data on the finns. Listings are provided on request. The
purpose is to help U.S. suppliers -- particularly small independent
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enterprises -- to participate equitably in furnishing commodities for purchase
under AID financing. Also makes available on request a comprehensive listing
of small U.S. producers and their products for export.

2. Lists of AID Contracts

The Office of Contract Management (M/SER/CM/SD) produces the following
reports:

a. Current Technical Services Contracts and Grants (Report No.
W-443). This report provides, on a fiscal year basis, the names of
recipients, contract or grant number, funding and purpose of the contract or
grant.

b. AID-Financed University Contracts (Report No. W-442)t which
provides, on a fiscal year basis, names of recipients, contract or grant
number, funding and purpose of contract or grant.

Copies of both of the above reports are available to AID personnel, on
request t from M/SER/CM/SD.

c. The Directory of AID Indefinite Quantity Contracts (IQC's) contains a
list of the firms and organizations that have IQC contracts with AID. These
are contracts that provide for short-term technical services whose nature
enables preliminary agreement on general work descriptions and a resulting IQC
for specific services to be performed through "work orders." They simpl ify
contracting procedures, save time and reduce costs. The Directory, intended
primarily for AID personnel, lists the contracts by field of activity and
describes briefly the contractors and the services performed. Revised
periodically, the Directory is available from the Development Information and
Utilization Service (PPC/E/DIU).

3. Supply and Procurement

The Office of Commodity Management, Commodity and Procurement Support Division
(SER/COM/CPS) :

a. Receives current supply and procurement publications from the
Department of Defense, General Services Administration, Commerce Department,
Government Printing Office, Treasury Department and commercial enterprises for
review to determine applicability to AID activities. Publications, and
information on procurement matters in general, are prOVided to AID personnel
on request.

b. Receives commodity management material, Federal and commercial
catalogues, General Services Administration, Commerce or Treasury
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Department regulations, and other publications affecting AID operations
or requiring compliance by Missions. Such material is available to AID
personnel.

4. Marking

The Office of Commodity Management, Policy and Procedures Staff
(SER/COM/PP) provides information on the AID Marking Program, including
the establishing of policies and procedures, granting of waivers when
justified, and initiating of preventive and corrective action on reported
violations. This information is available to AID/Wand overseas
personnel on request.

5. Shipping

The Office of Commodity Management, Transportation Support Division
(SER/COM/TS) :

a. Analyzes and maintains the records of borrower/grantee compliance
with "50/50 shipping" requirements* in the ocean shipping of AID-financed
commodities, and receives computer runs from M/SER/IRM and borrowers
reports from Missions. On request, advises the status of
borrower/grantee compliance with 50/50 shipping requirements.

b. Provides technical support guidance and interpretation of policy
on the transportation of AID-interest commodities.

6. Financial Information

a. Loan and Investment Guaranty Data

The Office of Financial Management, Loan Management Division (M/FM/LMD),
has the following publications available on a continuing basis:

(1) Status Of Loan Agreements (Reports Control Symbol W-224)

Summary status of all loans by type of loan and modes of repayment, by
cooperating country and geographical area. The report is prepared
semiannually and distributed to AID Bureaus, Offices, Missions, and other
Government agencies. Copies of current issues are available on request
until the supply is depleted.

*Cargo Preference Act of 1954, as amended
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(2) Status of Loan Implementation (Report Control Symbol W-224a)

The report provides a detailed description, implementation status and
financial status of loans. The report is issued monthly and includes a
variety of specific information such as purpose, terms, category of
assistance, project number, repayment currency, terminal dates, dates
that critical actions were accomplished, disbursing authorizations
issued, percent disbursed, etc.

(3) Loan Activity Report (Report Control Symbol W-244)

Monthly summary report of current fiscal year loan authorization
activity. Schedules I and II show loan authorizations. Schedules III
and IV show deauthorizations and deobligations.

(4) Delinquent Loan Report (Report Control Symbol W-242)

Monthly report showing overdue loan installments by loan agreement and
country. The report shows balance outstanding, date of delinquency and
the amount of delinquent principal and interest.

(5) Financial Summary - Housin¥ and Other Credit Guaranty
programs - (Reports Contro Symbol W-239)

This summary, issued quarterly, presents in detail the financial status
and program operations of the housing guaranty program and the
agricultural and productive credit and self-help community development
programs, the status of contract issuing authority, financial and
statistical data on projects authorized, AID's contingent liability, and
fees collected. The report is distributed to AID Bureaus, Offices, and
Missions, AID contractors, GAO, and other agencies. Copies of current
issues are available on request until the supply is depleted. AID
organizations may ask to be added to the regular distribution list.

b. Other Financial Data

The Office of Financial Management, Central Accounting Division
(M/FM/CAD), prepares and distributes the following recurring reports.
Copies of current issues are available on request until the supply is
depleted.

(1) Status of Foreign Currency Funds (Reports Control Symbol
w-213 )

This.is a quart~rly su~mary, by cooperating country and purpose, of all
fo re1gn ~urrenc1es ava11able for U.S. and cooperating country uses. It
1S d1str,buted to Bureaus, Offices, Missions and other Government and
private agencies.
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(2) Financial Report, Excess Property Revolving Fund (Reports
Control Symbol CONG-R-010l)

This report, issued monthly, sets forth in detail the activities and
status of the excess property program. Copies are distributed to offices
in AID and other Government agencies. AID offices not receiving these
reports may ask to be added to the regular distribution list.

(3) Financial Summary, Foreign Economic Assistance (Report
Control Symbol W-Z10)

This sunnary report reflects financial activity funded by appropriations
authorized by the Foreign Assistance Act for economic assistance and
includes the financial activities of u.S. Government agencies
participating in the Foreign Assistance Program to whom funds have been
allocated from the Foreign Assistance appropriations. The report is
issued at the end of each quarter.

(4) APprofriation Allotment Report by Country (Report Control
Symbo W-Zll)

The report reflects allotment, obligation and disbursement activity for
the current fiscal year by country within geographic regions. The report
is issued quarterly.

(5) Appropriation Allotment Report, by Appropriation (Report
Control Symbol W-Zlla)

This report reflects the total of funds allocated to AID. Activity is
reported by allotment within appropriation. Funds not distributed to an
allottee are identified as "Unallotted Funds." It is issued quarterly.

(6) Country Financial Report (Report Control Symbol W-209)

Summary of financial activity by country geographic region and type of
assistance. The report provides a summary of current year loan
authorizations and obligation, percent of allotment authorized or
obligated, disbursements, and total unliquidated obligations. The report
is issued quarterly. Allotments for Inter-Regional and Special Programs
are shown in separate sections of the report.

(7) Flash Report-Financial Status of Current FY Program (Report
Control SymbOl W-208)

The report reflects the status of current year obligations by country and
program as compared to the Operational Year BUdget (OYB). The report
shows OYB, allowed amounts, obligations and available balances of Foreign
Assistance program funds administered by AID. The report is issued
monthly.
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(8) Flash Report - Status of Operating Expenses (Report Control
Symbol W-20SA)

Status of current fiscal year operating expenses. The report shows the
amount of funds allowed, obligated and available balances by country,
Geographic Bureau, AID/W functions and overseas and AID/Washington
totals. The report is issued monthly.

c. Nonproject/Program Assistance Data

The Office of Financial Management, Program Accounting Division
(M/FM/PAD), prepares and distributes the following recurring reports:

(1) Nonproject Assistance Activity Report

Summary status of all active Nonproject Assistance Agreements. Part one,
"Status of Current Year Funds," reflects obligations incurred against
Current Year Allotments. Part two shows summary information on active
Nonproject Agreements funded under both Current Year and Prior Year
Allotments. The report is issued monthly.

(2) Transaction Detail of Loan and Grant Activity (Report
Control Symbol W-2l4)

Details all transactions during the month and summarizes financial status each
month for all active Nonproject Assistance Activities. The report lists
disbursement and implementation details for each disbursing authorization
together with the summary status of each disbursing authorization, grant or
loan agreement, country and geographic region. The report consists of three
parts:

(a) Nonproject Assistance Loans and Grants.

(b) AID Funded Section 106 Reimbursements to PVO's for shipments of
donated commodities.

(c) PL 480 transportation costs funded by USDA.

7. List of Available Agency and Mission Recurring Reports

For a list of other recurring reports prepared by AID/Wand Missions,
including reports required by legislation, Congressional committees and
Presidential determinations, see Appendix B of this Handbook.



T RAN S MIT TAL ME M0 RAN DUM C H E C KSHE E T

HANDBOOK 18 - INFORMATION SERVICES

PART IV: AID SOURCES OF INFORMATION

18- IV: 1 18-IV:26

18-IV:2 18-IV :27

18-IV:3 18~IV:28

18-IV:4 18-IV:29

18- IV: 5 18- IV: 30

18-IV:6 18-IV:31

18- IV:7 18-IV:32

18-IV:8 18-IV:33

18-IV:9 18-IV:34

18-IV:10 18-IV:35

18-IV:" 18-IV:36

18-IV:12 18-IV:37

18-IV:13 18- IV: 38

18-IV:14 18-IV:39

18- IV: 15 18-IV:40

18-IV:16 18-IV:41

18-IV:17 18-IV:42

18- IV: 18 18-IV:43

18- IV: 19 18-IV:44

18-IV:20 18-IV:45

18-IV:21 18-IV:46

18-IV:22 18-IV:47

18-IV:23 18-IV :48

18-IV:24 18-IV:49

18-IV:25 la-IV:5G



Handbook 18
Information Services

Part V

Information
Technology

U'J
m 2
:J:l'TI
<0
-::2J(")s:
ml>
U'J::!

o
2

-lm
(")
::I:
2
o
ro
G'>
-<

AGENCY for INTERNATIONAL DEVELOPMENT
DEPARTMENT of STATE

Washington, D.C. 20523 '--- ..........



AGENCY FOR INTERNATIONAL DEVELOPMENT

~I

HANDBOOK TRANSMITTAL MOORANOUM

MATERIAL TRANSMITTED:

Handbook 18 - Information Services

DATE lTRANS. MEt«> NO.
September 2, 1992 18-V:33

--- - .'---

Part V - AID Code Book - Table 5 - Object and Subobject
Classification Code

Two new codes have been added for security equipment.

FILING INSTRUCTIONS:

1. REMOVE PAGES:

DIII-A5-1 and DIII-AS-2 (TM 18-V:29)
DIII-AS-13 and DIII-AS-14 (TM 18-V:29)

REPLACEMENT PAGES:

DIII-AS-l and DIII-AS-2
DIII-AS-13 and DIII-AS-14

2. Initial the Transmittal Memorandum Checksheet (in the back of the
Handbook binder) beside TM 18-V:33.

3. KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for
this Handbook on the back.

4. File this TM 18-V:33 in the front of the handbook binder; discard TM
sheet 18-V:32.

* * * * * * *

Address questions about this Handbook to FA/IRM/IPA (703) 875-1766.

For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641.



11-3-88

5-9-89

12-4-89

10-31-90

8-20-91

9-6-91

12-9-91

9-2-92

CHECKLIST FOR HANDBOOK 18. PART V
INFORMATION TECHNOLOGY

AUTHOR OFFICE: FA/AS/ISS/RM

MATERIAL TRANSMITTED

Pages A17-5 through A17-25 of Table 17

Pages A5-l and A5-2 of Table 5

Pages Ala-l thru Ala-6 of Table la;
pages A2-l thru A2-7 of Table 2; pages
thru A4-l thru A4-4 of Table 4; pages
A4a-l and A4a-2 of Table 4a; page A5-i of
Table 5; pages A6-l and A6-2 of Table 6;
pages A13-l thru A13-3 of Table 13; page
A16-l of Table 16

Appendix 0 of Part V, pages 01-1 thru DIII-A5-1,
OIII-A5-3 thru 01II-A10-2, All(D)-l thru OIII-A17-l2,
and 0111-A17-17 thru DII-A17-2l

App. 0 of Part V, pages DIII-A17-13 thru DIII-A17-16

Appendix B of Part V

Table of Contents; Chapter 5 in its entirety

App. 0, Part V, Pages 0III-A5-2 and OIII-A5-14

TM NO.

l8-V:24

l8-V:26

l8-V:28

l8-V:29

l8-V:30

l8-V:3l

. l8-V:32

l8-V:33



AGENCY FOR INTERNATIONAL DEVELOPMENT

~HANDBOOK TRANSMITTAL MEMORANDUM
DATE
December 9, 1991

TRANS. MEMO NO.
18-V:32 R*

MATERIAL TRANSMITTED:

Handbook 18 - Information Services
Part V - Information Technology Services.

Chapter 5 - Forms Management Services has been updated to
incorporate a metric conversion policy to be used in the forms
program, and to reflect changes in office symbols under recent
reorganization.

The Table of Contents has been revised to reflect the changes.

SUPERSEDES:

Pages TC-l thru TC-5 of the Table of Contents, and Chapter 5.

FILING INSTRUCTIONS:

~ 1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 18-V:32.

* * * * * * *

~I KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this 1M 18-V:32 in the front of the handbook
binder; discard TM sheet 18-V:31.

* * * * * * *

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

For additional copies of this Transmittal contact FA/AS/ISS.
~ 04------ _+_

* This is a REORDER of HB 18, Pt. V upthrough and inclUding T~l 18-V:32.





Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, Part V 18-V:32 November 30, 1991 TC-l

TABLE OF CONTENTS

PART V

INFORMATION TECHNOLOGY

Chapter 1 - INFORMATION RESOURCES MANAGEMENT

lA. Introduction............................................ 1-1
1. AID's Information Management Approach 1-1
2. AID and U.S. Oversight Agencies' Relationships 1-2

~J

lB. AID's Information Policies and Programs 1-3
1. Scope of AID's Information Technology Program 1-4
2. Agency Information Technology Policies 1-4
3. AID/W Policies....... 1-8
4. Mission Po1icies 1-8
5. Policies Affecting Program-Funded

Information Technology........................... 1-9

lC. AID's Information Resources Management Services 1-10
1. AID/W C1 ient Serv ices 1-11
2. Overseas Client Services 1-12
3. Agency Technical Support Capabilities 1-13
4. Central Computer Services 1-15
5. Information Training and On-Site Assistance 1-17

10. AID
1.
2.
3.

Information Management Oversight Activities .
IRM Review Program .
Review of AID/Wand Overseas Automation Programs .
IRM Reviews of Agency Program-Funded Requirements ..

1-17
1-18
1-19
1-20

Chapter 2 - DATA ELEMENTS MANAGEMENT

~i 2A. Purpose................................................. 2-1

.-",-", 28. Authorities............................................. 2-1
1. P.L. 89-3061 (Brooks Bill) October 1965 2-1
2. Code of Federal Regulations 2-1
3. Federal Information Processing Standards (FIPS) 2-1
4. FIPS PUB 28, Standardization of Data Elements

and Representations.............................. 2-1



CONTENTS

Page No. Effective Date Trans. Memo. No. •

TC-2 November 30, 1991 18-V:32 AID HANDBOOK 18, Part V
r
I
I
I
I
i
I
I
I

I
I
i
i
It,
i
i
i
I
i
I
i
p

Chapter 2 - DATA ELEMENTS MANAGEMENT (Cont.)

2e. Definitions .....•................................•......
1. Data E1 ement .••.••.••..•..•••••.••••.•••.•••••••• ".
2. Data Element Management System ..............••...•.
3. D~ta £1 ement Source •..•.•.•.••••••••.•••••.•••.••••
4. Data Element DefinHion .
5. Data Element Abbreviation .
6. Information Transmittal ..

20. Objectives .

2E. Responsibilities ..................................•.....

2F. Program Development Activities

Chapter 3 - COOING SYSTEMS USED IN AID

3A. Purpose .

3'8. Po1icy .

2-2
2-2
2-2
2-2
2-2
2-2
2-2

2-2

2-3

2-3

3-1

3-1

•

u

j '.'lai..

'-'

3-C. Definitioos -................................ 3~1

1. Codes. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 3-1
2. Internal Agency Codes 3-1
3. Internal Office Codes 3-1
4. Externa1 Agency Codes - Inter-Agency 3-1

3D. Responsibilities.. ................••.. .••.... ..•...•.... 3-2

3E. Procedures for Establishing, Revising, and Cancelling
Coding Systems ••...•..•.....................•..•.•....

1. AID/WBureaus and Offices .
2. SER/DM/IM .......•............•.•.•..........•......

3~2

3-2
3-2

-
3F. Listing of Coding Systems Used in AID (Appendix D) 3-5



,. ,

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, Part V 18-V:32 November 30, 1991 TC-3

CONTENTS

Chapter 4 - REPORTS MANAGEMENT

4A. Introduction. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .. . . . . . . . . . . 4-1

4B. External Regulations Applicable to Establishing a Reports
Management Program and the Management of Internal Reports
1. Federal Records Act of 1950 - Paperwork Management
2. Federal Property Management Regulations 

Sec. 101-11.207 Reports - Agency Program
Responsibilities .

4-1
4-1

4-1

4C. Objectives of the Reports Management Program 4-1

' ..-.....-

40. Definitions .
1. Report .
2. Recurri ng Report .
3. One-Time Report .
4• Feeder Report .
5. Controllable Report .
6. Exempt Report .
7. Internally Required Report .
8. Intra-office Report .
9. Public Reporting .

10. Interagency Report ing .
11. Congressional Reporting .
12. Report Control Symbol .
13. Requiring Office .
14. Respondent .

4E. Responsibilities .
1. Office of the Associate Assistant to the

Administrator for Management, Directorate for
Program and Management Services (M/AAA/SER)
(Pol icy Guidance) .

2. Office of Information Resources Management,
Planning and Evaluation Division (SER/IRM/PE)
(Program Implementation) .

3. AID/W Bureaus, Offices, and Missions Management
of Internal Reports .

4. Offices Requiring the Submission of a Report .
5. Respondent .

4-2
4-2
4-2
4-2
4-2
4-2
4-2
4-2
4-2
4-3
4-3
4-3
4-3
4-3
4-3

4-3

4-3

4-3

4-4
4-4
4-5



.,.------------------------------- -

Page No. Effective Date Trans. Memo. No. •
TC-4 November 30, 1991 18-Y:32 AID HANDBOOK 18 t .PartY

CONTENTS

Chapter 4 -REPORTS MANAGEMENT (Cont.)

•

,..-.

4F. Reports Analysis ........................•............... 4-6
I. General Criteria 4·6
2. Determining Reliability and Availability of

Source Data...................................... 4-7
3. Determining Internal Consistency................... 4-7
4. Evaluating Cost 4-7
5. Review of Requiring Directive and Method of

Transmitting Data ..............................•. 4-7
6. Reviewing Plans for Processing and Utilization of Data 4-8

4G. Reports Management 4-8
1. Assignment of Report Control Symbols 4-8
2. Evidence of Approval............................... 4-9
3. Referral of Unauthorized Reporting Requests 4-9
4. Requests from Higher or Outside Authority.......... 4-9
5. Congressional Reports 4-10
6. Exe·mpt Reports..................................... 4-10
7. Review of One-Time Reports 4-10
8. Directives and Other Instructions which Initiate

or Revise Recurring Reports 4-10

4H. Procedures for Submission of Requests for Clearance
of Internal AID Reporting Requirements 4-11

1. Requests for Clearance of New or Revised
Recurring Reporting Requirements 4-11

2. Requests for Approval of One-Time Internal AID
Reports .......................•.....••....••..... 4-11

41. Procedures for Submission of Requests for
Clearance of Public Reports .

1. Applicable External Regulations .
2. Request for Clearance of New Plans or Report

Forms Wi th in the USA .
3. Request for Information Collections Overseas .
4. Requests for Clearance of Revised Information

Collection .
5. Requests for Extension of OMS Approval .

4-12
4-12

4-13
4-14

4-15
4-15

--

1,_. _ .__ ...i
1

•\J

~.- ,..\J

--



,

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, Part V 18-V:32 November 30, 1991 TC-5

• •

CONTENTS

Chapter 4 - REPORTS MANAGEMENT (Cont.)

4J. Procedures for Submission of Requests for Clearance
of Interagency Reporting Requirements .

1. Federal Property Management Regulations, 41 CFR
Subpart 101-11.11 - Interagency Reports
Management Program .

2. Requests for Clearance of New Reporting Requirement
3. Request for Clearance of Revised Reporting

Requ i rements .
4. Request for Clearance of Plans to Obtain

Information to Prepare Statistical Compilations
of General Public Interest .

5. Request for Extension of GSA Approval .
6. Appeal Procedure .

4-16

4-16
4-16

4-17

4-17
4-17
4-17

'-'

4K. Reports Inventory....................................... 4-17

4l. Availability of Referenced Forms 4-18

Attachment 4A - Instructions for Completing AID 3-198, Reports
Approval Application and Sample Application

Attachment 4B - Form SF 83 (Request for OMB Review) and
Form SF 83A (Instructions for SF 83)

Attachment 4C - Instructions for Completing SF 360,
"Request for Clearance of an Interagency
Reporting Requirement", and the form SF 360

Attachment 40 - GSA Guide to Estimating Reporting Costs

~ Chapter 5 - FORMS MANAGEMENT SERVICES
-----'

5A. Introduction. . . . . . . . . . . . .. . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5-1

58. Appl icable External Regul at ions ..
1. Federal Information Resources Management

Regulations (FIRMR), Subpart 201-45.104 Forms -
Agency Program Responsibilities .

2. Paperwork Reduction Act of 1980 ..
3. Federal Information Resources Management Regulations

(FIRMR), Subpart 201-45.6 - Interagency Reports
Management .

4. Metric Conversion Policy for Federal Agencies
15 CFR Part 19 (Subpart B) .

5-1

5-1
5-1

5-1

5-2

5C. Program Objectives...................................... 5-2



'tge No. Effective Date Trans. Memo. No. •
TC-6 November 30, 1991 18-V:32 AID HANDBOOK 18, Part V

CONTENTS
I

Chapter 5 - FORMS MANAGEMENT SERVICES (Cont.)

•

50. Definitions .....•..................................••...
1.
2.
3.
4.
5.

General Definitions ......................•.•.......
Categories of Forms Used by AID ..•.............•.•.
Requiring Office ..
Using Office .............................•....•.•..
Printing ......................•....................

5-2
5-2
5-3
5-4
5-4
5-4

5E. Responsibilities ...............................• ~....... 5-4
1. FA/AS/ISS/RM '. . . . . . . . . . . . .. . 5-4
2. AID/W Requesting Offices ..............•...........• 5-5
3. Overseas Offices 5·6

Requiring Office's Role in Determining the Actual
Need for a Form .•..•..•.....•.•.••••••.•••.•••••••••.• 5-7

5J. Other U.S. Government Forms Used by AID .

5K. Availabil ity of Forms .

Attachment 5A - AID 3-1 (4-90), Forms Approval Request

SF.

5G.

I
I
I
~;
~r,
-J 5H.

51.

I
j
I

j

I
I

Procedures for Obtaining Approval for New and Revised
Forms •••••••••••••••••••••••••••••••••••••••••••••••••

1. Procedures for Obtaining Approval of AID Forms
Used Agency -Wi de ••••••••••••••••.••••••••••••••••

2. Forms Subject to the 5 CfR 1320, Controlling
Paperwork Burdens on the Public .

3. Forms Subject to the Federal Information R~sources

Management Regulations (FIRMR), Subpart 201-45.6 -
Interagency Reports .

4. Forms Subject to the Privacy Act of 1974 .
5. forms Subject to the Metric Conversion Act of 1975

as Amended 1n 1988 •.•••••••.••••••.••••.•••••••••

Procedures for Cancelling an AID Form .

Stocking and Procurement of Forms ..........•............
1. AlDIN .•.•...........................•.••••.•...•...
2. Overseas Off1 ce .

5-7

5-7

5-11

5-12
5-12

5-12

5-13

5-13
5-13
5-13

5-14

5-14



•

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, Pt.V 18-V:23 April 14, 1987 1-1

CHAPTER 1

INFORMATION RESOURCES MANAGEMENT

lAo Introduction

This Chapter of the Handbook describes the key information management
activities, external regulations and directions, and USG relationships
associated with the federal information resources management (IRM)
program. Also included are specific A.I.D.-related IRM policy Quidance,
descriptions of available internal IRM services, and related oversiqht
activities.

1. A.I.D.ls Information Management Approach

The foreign assistance objectives of the United States, as
implemented by the Agency for International Development (A.I.D.), are
met through a combination of technology and resource sharinq. These
initiatives require that the Agency's staff have access to required
information in both the developmental sphere and the operational arenas
to effectively and efficiently accomplish U.S. assistance objectives.
Toward the qoal of meeting the Agency's information needs effectively,
the Office of Information Resources Management (M/SER/IRM) provides
centralized direction of A.I.D.ls information technoloay programs with
decentralized operation of the resources in the hands of users.

Centralized policy guidance affects both operating expense-funded
information resources (i.e., in-house A.I.D. operational requirements)
as well as program-funded automation components of A.I.D.-financed
assistance (i.e., U.S. assistance to less developed countries, "LDCs").
Program-funded acquisitions of information technoloqy are suhject to
specifically delegated dollar authorities for A.I.D.'s Missions and
posts overseas, as discussed in B5. Key aspects of M/SER/IRM's
centralized support related to information technoloqy operatin9-expense
resources for both A.I.D./W and the Missions are discussed in Cl and B4h
respectively.

Centralized policy guidance in this handbook responds to issues such as:

a. Consistent and realistic IRM planning, budqetin9, management,
and expenditures;

b. Inteqration of Agency information systems and data
requirements;
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c. Compatibility of diverse computer hardware and software;

d. Capacity to respond to Congressional committees' interest in
and oversight of A.I.D.'s information technology programs and spending;

e. Ability to respond to GSA, OMS, and the Con~ressional

requirements of agency-wide plannino and bud~eting for hardware,
software, systems, and services;

f. Coordination of A.I.D.ls information technology programs with
policies of State, USIA, and other agencies.

2. A.I.D. and U.S. Oversight Agencies' Relationships

A.I.D.'s management of its IRM resources is affected by policY and
management guidance from several external USG organizations. In
particular, A.I.D. responds to the IRM policy guidance provided by OMR,
GSA, and NBS. The following subsections briefly describe the roles of
these external agencies and the pertinent legislation, policies, and
regulations which constitute key IRM guidance for USG agencies.

a. Office of Mana errIent and Sud9.et (OMR). OMS provides the
overall po 1Cy gU1 ance 0 •• agenc es 1n e area of IRM reQuirements
and has overall responsibility to report to Congress on the performance
of the U.S. agencies in meeting the requirements of PL 96-511, the "IRM
Act ll of 1980, as implemented in OMS circulars such as A-l30 and other
related circulars. OMS reviews IRM needs annually through the bud~et
process and requires that agencies develop strategic plans to direct
their information resource needs effectively.

The IRM Act focuses on managing information as a resource in the same
way that money, personnel, property, and other tangible resources have
heen managed in the past. The Act requires that U.S. agencies concern
themselves with the critical areas of information resource manaQement
such as planning; budgeting; orqanizinQ; directinq; trainin9; promotinQ;
controlling; and other ma.r:lagerial activities involving the collection,
use, and diss,emination of information.

The IRM Act also requires that each agency designate one individual as
the Senior IRM Official with formal responsihility for management and
direction of agency IRM policy. Within A.I.D., the Assistant to the
Adrllnistrator for r4anaqement (AA/M) has been desi~nated as the Senior
Official with implementation of operational responsibilities assigned to
t4/SERIIRM.

•
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b. U.S. General Services Administration (GSA). GSA has been
delegated operational responsibility in providing IRM management
guidance and regulations which are consistent with OMR policy guidance
as well as implementation of statutory requirements related to IRM. GSA
provides comprehensive IRM guidance to USG agencies through its Federal
Information Resources Management Requlations (FIRMR). GSA advises OMB
on the IRM perforlllance of each agency; Of-1B, in turn, reports to the
Congress on IRM accomplishments and related problems and issues as
stipulated in the IRM Act (see section 01 on A.I.D.ls IRM Review
Program) •

The FIRMR, first issued in 1984, combines quidance on AOP and
information management regulations and directives formerly maintained in
separate guidance in such IRM areas as ADP procurement,
telecommunications, property management, and records management. The
FIRMR is issued and maintained by GSA in furtherance of its overall
responsibilities for information resources management. Specific policy
and detailed program guidance related to broad government-wide IRM
requirements are to be found in the FIRMR and are not restated in A.I.D.
Handbook 18. A.I.D. offices or Missions which require the FIRMR on a
recurring basis should request FIRMR distribution from M/SER/IRM/PF..

c. The National Bureau of Standards (NBS). NBS is responsible
for directing the USGis IRM standards program. Standards are provided
in the form of the FIPS PUBS (the Federal Information Process inn
Standards Publications). This program is intended to ensure that US
data resources are used and shared effectively.

A.I.D.'s Information Policies and Programs

A.LO.'s IRM policy guidance, program Mana~'1ement (including budget
formulation), support services, and stewardship of its IRM resources are
the responsibility of A.I.D.'s Office of Information Resources
Management (M/SER/IRM). The Agency's overall policy is to support the
rapid but orderly introduction of appropriate information technologies,
promote that introduction where it makes sense and is cost-effective,
and provide centralized direction and decentralized operation.
Information technology resources are intended to assist with the
increased productivity and improve the Quality of information
management.

A.I.D.'s information technology programs respond to several key
programmatic needs such as faster communication, ability to rapidly
manipulate changing data, and the provision of detailed inforMation
required to support Agency managers' decision-making. These needs are
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being met in A.I.D. through the provision of information techno10qy such t,.
as office .utomation resources, professional computing tools, ~
telecommunications, and an emphasis on linkage of information systeros to
support diverse requirements. The Agency through M/SER/IRM manages,
plans, and budgets for its information technology resources to support
A.I.D./W needs and oversees, evaluates, and supports the Missions'
needs. "rhese differing A.I.D. environments have resulted in similar
information technology strategies for each, with basic IRM policies
designed to respond to their particular needs. A.I.D./W and Mission
information technology programs are viewed as closely related but
separate components of the Agency's comprehensive IRM program.

"-.,

In the following subsections, the scope of the Agency's infor",ation ~.,..••'
technology IRM programs, Agency-wide general IRK policies, A.I.D./W ~

policies, Mission specific policies, and A.I.D.-financed projects with
IRM components are discussed.

1. Scope of A.I.D.'s Information Technology Programs

The goal of the Agency's IRM program is to increase the efficiency
and effectiveness of its various staffs worldwide by providing
appropriate information technology tools and systems. The scope of the
IRM program in A.I.D. spans automatic data processing (ADP), word
processing (WP), systems development, systems maintenance,
telecommunications, and related information technolo~ies.

Agency hardware resources include large mainframe systems, large'
shared-logic WP systems, minicomputers for large user groups with both
ADP and WP needs, and microcomputers which are used as Plultifunction
workstations with the large WP and ADP systeros or as stand-alone
personal computers. Information technolog.v resources, which include all
hardware and software, are specifically approved for Agency use by
M/SER/IRM based on overall cost-effectiveness and user requirements.
These resources are incorporated within a formal system of Agency
standards management outlined in B2b.

2. Agency Information Technology Policies

A.I.D.'s information technology program is guided by several key
policy considerations to ensure effective planning and implementation.
These basic policies relate to IRM resource goals, standardization,
systems development, data availability, resource utilization and
security, budgeting and reporting, and interagency IRM cooperation.
These policies are as follows:

,-
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a. Agency IRM Resource Goals. M/SER/IRM is responsible for
planning, evaluating, and developing goals and objectives related to
information technology resources for the Agency. The overall ~oa1 is to
provide cost-effective IRM resources to Aqency staff and management in
support of their responsibilities to implement US Foreiqn Assistance
programs. In this area M/SER/IRM identifies overall requirements to
support the Agency with information technology resources such as
automation hardware and software, ADP, telecommunications-related
information technologies, and applications systems.

The allocation of IRM resources is linked to specific and justifiable
needs. For example, while the Agency may establish a tarqet ratio of
microcomputers to professional staff t the actual allocation of hardware
and software is first based on a demonstrated overall need. After goals
and targeted groups have been identified, the acquisition and
distribution are ~ade within the Agency's available hudqet resources for
this purpose. Thus, full implementation of program requirements
incorporating and integrating a variety of information resources may
often extend through several fiscal years (FYs).

b. Hardware and Software Standardization. A.I.D. has adopted a
policy of employing standardized hardware and software to the maxi~um

extent practicable to ensure cost-effective and productive Methods of
meeting Agency information technology requirements. This policy was
adopted to: (1) reduce costs when standard computer applications are
IJsed Agency-wide, (2) reduce and ease training requirements, (3)
facilitate equipment maintenance, (4) assist A.I.D. staff in
transferring between physical locations without extensive automation
retraining, (5) enhance the ability to transfer data between A.I.D.
sites, and (6) allow for shifting IRM resources in the Agency as
organizational changes occur.

Agency hardware and software standards are based upon forMal evaluation
of these resources and are revised as newer resources are acquired and
tested by A.I.D. I~/SER/IRM operates a formal testing program to
determine when chanqes should be made in standard hardware and
software. As these standards change, M/SER/IRM will periodically advise
A.I.O./W offices and the Missions on resources which are reco~Mended for
acquisition. A.I.D./W and Mission requests for nonstandard products
will only be authorized when compelling need can be documented and such
resources are demonstrably cost-effective. In cases where M/SER/IRM
authorizes the acquisition of nonstandard t untested hardware and
software, the user office is required to prepare t with M/SER/IRM
assistance t an evaluation of that product.
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c. Systems Development. Specific Agency policy related to
automated information systems is to meet systems needs in a
cost-effective way, whenever practicable, by: (1) using application
systems already developed by A.I.D./W, the Missions, or other aQencies
and {2} encouraginq the utilization and procureMent of cOlTr1ercially
produced software, i.e., "off-the-shelf ll applications. The deve10pI'Ient
of new information systems requiring customized software is undertaken
when systems needs cannot be met by software described in (1) and {2}
above. Such customized systems follow the life-cycle Management
requirements documented in the Agency's "Information Processin~

Standards" manual and its supplement entitled "Systems Deve10pf'tent
Standards" which are maintained by M/SER/IRM.

An information system's life cycle includes all stages of development,
fro~ concept to implementation and beyond, and is a structured process.
No new system of records may be created which contains personal
information on Aqency staff, as protected by the Privacy Act
restrictions and OMB Circular A-130, without prior clearance by XA/PI
and subsequent notification in the Federal Register.

In selected cases, automated information systems are authorized by
M/SER/IRM to be developed by other organizations within the AQency.
They are developed in cooperation with M/SER/IRM if they result in an
automated application that affects inforMation or data being used,
shared, or acted upon by more than one office in the Aoency. Systems
which are to be accepted for central maintenance by M/SERiIRM will be
developed within the framework of the Agency's systems standards.
Software which is developed for the Agency, whether by direct-hire or
contractor staff, becomes the sole property of the Agency and will be
made available for redistribution within the Agency, or the USr, as a
whole, unless such distribution is restricted due to contractual
"Rights-in-Data" agreements for copyrighted data which permits only
1imited usage.

Systems development requirements in the Missions may differ in some
cases from the standard policy descritled atlove and are discussed in the
Mission Policy section R4a.

•

-"U

d. Data Availability. Any data in automated form is Agency data, L..~
available to all, unless a specific exception has been reouired, e.g., "'"
Privacy Act protection of personnel data in the personnel system or
specific "Rights-in-Data " contractual restrictions related to
copyrighted data. Offices which are the initiators or primary users of
information systems, i.e., the systems "owners," are responsible for the
accuracy and integrity of the data which normall.y includes data entry
and retrieval and related staff support costs.

~...".•W
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To the maximum extent rossible. all new systems will be developed so
that they can be tied or linked to the Agency's existing network of
1inked systems known as the "Portfol io" network. To provide a pennanent
forum for monitoring reporting needs in the area of Portfolio
management. the A.I.D. Information Management Committee holds regularly
scheduled meetings to review and recommend desirable actions to users
and M/SER/IRM. The Agency's infonnation technology strategy is aimed at
allowing Agency staff to easily relate data. and new systems must be
compatible with this approach.

e. Security and Resource Utilization. It is the policy of the
Agency that information technology resources of the Agency are to be
used for official purposes only. Personal use of such resources may
result in disciplinary action.

As reqards security of IRM resources. these considerations are of
several different types. The first is physical security of equipment
and the second is security considerations of data in the systems. A
third related consideration is the need to use acquired resources within
limits contractually agreed upon. The Agency policies are as follows:

(1) Ph~sical Security. The information technology resources
which are assigne to offices in A.I.D./W are the responsibility of the
heads of bureaus and independent offices. and in the A.I.O. overseas
posts they are the responsibility of the Mission Directors. These
responsibilities include the requirement that such resources are
protected both physically and technically and used properly (see also
Chapter 703 of Handbook 20. "Office Services").

(2) Information Security. Mission directors and heads of
user offices are responsible for insuring that no classified material is
processed on non~TEMPEST automation equipment. TEMPEST computers are
desiqned to reduce electronic emanations so that classified documents
may be produced without compromising their contents. Classified
material is infonnation which is designated as TOP SECRET. SECRET. or
CONFIDENTIAL. In A.I.D./W LIMITED OFFICIAL USE (LOU) material may be
processed on any workstation if it is password~protectedand storage
media is physically secured at the end of the workday. In most A.I.O.
missions. LOU information may be processed on any workstation; however.
in high technical threat posts. LOU may be processed only on TEMPEST
equipment. *

Users who have access to TEMPEST equipment should consult appropriate
guidance in A.I.O. Handbook 6 which is issued by A.I.D.'s Office of
Security.

.'......-'
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(3) Commp.rical Software Protection. The Agency acquires a
variety of commercially produced computer application software to assist
its staff in addressing specific problem-solving requirements. Such
software, if acquired under a restricted licensing agreement, is
proprietary and may not be copied.

f. BUdgetin¥ and Reporting. Each A.LD. post budgets for its own
information techno ogy resources. M/S£R/IRM budgets for and manages the
central information technology budget for A.I.D./W. M/SER/IRM
constructs the Agency's consolidated information technology budget in a
standard format for submission to OMB and the Congress. This budget is
derived from the A.I.D./W budget compiled by M/SER/IRM and submissions
from each field post.

g. Interagency Cooperation. A.I.D.'s policy as it relates to
interagency cooperation on information technology matters is to
coordinate with other U.S. agencies in A.I.D./W and overseas as much as
is practicable. This includes sharing of facilities with other agencies
to facilitate the management, financial, and technical operations in the
accomplishment of their respective functions. For example, it is
A.I.O. 's policy to use the Department of State's facilities for
telecommunications to overseas posts, whenever practical. for
transmission of documents and data. Although the overall interagency
coordination is handled by A.I.D./W, including formal interagency
aqreements, the A.I.D. posts are encouraged to collaborate with their
counterparts in the field whenever sound management dictates.

3. A.I.O./W Policies

Within A.I.O./W no separate guidance is required beyond those
specified in the Agency-wide policy contained in B2, "Agency Policies, II

and B5, "Policies Affecting Program-Funded Technology."

4. Mission Policies

Missions are to follow information technology policy requirements
as described in 82 but as modified in this section as they pertain to
systems development, OE acquisition of information technology, and ADS
submission. Policies related to program-funded, A.I.D.-financed
projects are addressed separately in B5.

a. Systems Development. Systems used in the Missions are
normally of three types: (1) those such as MACS that are developed,
issued, and supported by A.I.D./W; (2) those authorized to be developed
at p~st which will be utilized, after development, by more than one

•
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post; and (3) Mission-specific systems such as certain statistical
analyses that are done on a one-time basis and applications which are
unique to a particular country program. Systems within categories (1)
and (2) are approved by M/SER/I~M in coordination with the system
"owners" or the functionally responsible A.I.D./W office or bureau
(e.g., MACS--M/FM) and are developed within the systems policy described
in B2b. In the case of (3), Mission-specific systems, Missions are to
submit the proposed systems development proposal to A.I.D./W for review
to assure that a similar application has not been developed at another
post. Missions are encouraged to consult the M/SER/IRM Clearinghouse to
determine whether existing software is available prior to undertaking
formal systems development.

b. Operatin~ Expense Resources and ABS Submissions. A.I.D.'s
annual budget submlssion process (ASS) is the principal overseas input
for annual IRM planning information for operating-expense-funded
resources. The information technology portion of the ABS is also
constructed to comply with OMB submission requirements.

5. Policies Affecting Program-Funded Information Technology

Many program-funded development assistance initiatives have as a
component information management assistance, e.g., computer hardware,
software, telecommunications, and/or related technical services
associated with information processing. Program-funded activities are
those which involve proposed U.S. assistance to the LDCs from the
Economic Support Funds, one of A.I.D.'s development assistance accounts,
or as part of assistance provided within the Agency's Commodity Import
Program (CIP). This is contrasted against operating-expense-account
procurements, which are those commitments authorized to support U.S.
staff in day-to-day operations either in A.I.D./W or the Missions.

~..

In order to support Missions and A.I.D./W program eleMents in developinQ
proposals which are consistent with Aqency and USG information
technology policies and assure that such projects meet their goals,
M/SER/IRM assists in the review and approval of program-funded projects
that have an IRM component.

Wh~re the life-cycle cost of the information technology component
exceeds $100,000, M/SER/IRM must clear before funding is approved.
Missions may approve A.I.D.-financed assistance with IRM components if
the assistance does not exceed $100,000 over a five-year time frame,
which is to be con~idered the maximum life cycle of such assistance.
Life-cycle costs include all estimated project costs associated with the
procurement: hardware, redundant hardware, spare parts, site
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preparation, installation, operations, software development, equipment
maintenance, technical services, and training. Higher delegations of
authority maybe granted at posts where A.I.D. has a professional
computer specialist assiqned. On request, M/SER/IRM will provide
t~chnica1 advice,and support to program-funded activities even though
the information technology component need not receive A.I.D./W approval.

Project development officers are encouraged to consider many factors
when designing the automation component of a project such as those that
would increase the sustainabi1ity of the component. Thus, in addition
to issues like the SUitability of the hardware and the
cost-effectiveness of the software solution, other critical components
should include maintenance, training, staffing, and the discipline of
managing the information resources by the host-country institution. As
such, they should be costed and made an integral part of the overall
strategy when implementing information technology transfer in any Agency
project~ M/SER/IRM support services associated with program-funded
information technology is discussed in 03.

lC. A.I.O.ls Information Resources Management Services

Within A.I.D., the Office of Information Resources Management
(M/SER/IRM) provides a variety of information technology support
services both to A.I.D./W and to the A.I.D. posts overseas. This
section of the handbook describes the overall A.I.D. client service
concept and strategy, hardware and software services, systems
development capabilities, as well as a number of information advisory
services to support word processing, personal comr>utin~, mainframe
computers, telecommunications, and related technology users within the
Agency.

Since the establishment of an Agency IRM office, it has been the overall
goal to provide users with simplified access to IRM services throuah a
single point of contact as represented by M/SER/IRM client analysts.
Within IvJ/SER/IRM, the client analyst is supported by both direct-hire
and contractor staff who provide assistance in such areas as technical
and management consulting, systems development, and other related
information technology areas. These resources are coordinated on behalf
of the Agency information users by the client analyst. A.I.D.'s
information technology users are encouraged to use the client analyst
network to make entry into IRM service support resources less cumbersome
and more efficient. Other IRM services that do not involve automation,
such as organization management and management consulting services, are
coordinated by M/SER/IRM client analysts (these services are described
in A.I.D. Handbook 17 and the "A.I.D. IOC Services Directory"
respectively).

•
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The A.I.D. information user community is broken into a U.S.-based staff
located in A.I.D./W and the overseas staff located in 70 posts. Since
the A.I.D. user community is broken into two widely different physical
and geographical environments, client service is provided throu~h

slightly different support mechanisms. These are discussed in the
following sections.

1. A.I.D./W Client Services

Each A.I.D./W bureau and office is assigned an M/SER/IRM client
analyst who works with the user to provide estimates of lon~-ranqe and
ad hoc support requirements for information resources. The client
analyst acts both as an in-house evaluator of these needs and as the
advocate within the budget planning process for justifyinq resources
proposed for the bureau or office.

Information technology resources for internal A~ency uses are
centrally budgeted by M/SER/IRM for all A.I.D./W offices. Acquisition
projections are based on information provided by A.I.D./W offices to
their M/SER/IRM client analysts. The overall requested infor~ation

technology resources may include computer hardware and software, systems
support, time-sharing services, as well as technical and manaqement
advisory services for studies and assessments of information
requirements which mayor may not be auto~ated.

M/SER/IRM client analysts counsel user offices on the availability of
requested resources. Additionally, M/SER/IRM client analysts assist
client offices by recommending alternate resources, when needed, to
assure that appropriate and cost-effective hardware, software, systems,
and services are acquired. Through the process of users' identifying
most critical needs and justifying their acquisition, resources are
provided within the overall Agency budget availabilities in the current
or subsequent fiscal years (FYs).

Hardware and software assigned to Agency offices may be reassigned
within the Agency by M/SER/IRM depending on the changing needs and
requirements of individual offices. Assigned resources are tracked ~y

M/SER/IRM and may not be reassigned by A.I.D. offices without the prior
concurrence of M/SER/IRM.

M/SER/IRM's client analysts assist A.J.D./W bureaus and offices as they
identify information systems which may require development to support
their organizational mandates. Formal systems development is a
collaborative undertaking between M/SF.R/IRM client analyst staff and the
user office. If the new system includes financial data, the M/SER/JRM
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client analyst and user office will advise the A.I.D. coordinator for
OMB Circular A-127, M/FM/ASO. This may include PIO/T preparation
invo1vina IRM services from outside contractor resources, development of
scopes-of-work for systems development by M/SER/IRM in-house resources,
or a combination of both. Users who have a need to support relatively
simple, one-user systems are encouraged to use software packa~es which
are approved as an Agency standard. Client analysts will provide
offices with information on software available and its usefulness to
particular situations. If these packages are adequate, offices should
undertake systems work themselves or seek M/SER/IRM advice and
assistance throu9h the client services ~echanism.

2. Overseas Client Services

The support to overseas Agency posts is similar in most respects to
that provided for A.I.D./W, and each post has a client analyst contact
in A.I.D./W to provide needed advice and assistance. Specific M/SER/IRM
system support is described in section 4b. Additional services are
available to the field because of the physical separation of the posts
from A. r. 0./W.

First, whi 1e assistance is most often provided either b.y cable or via
other telecommunications, TOY support can be provided by M/SER/IRM when
information support services cannot be obtained locally. In some A~I.D.

overseas environments with large, complex IRM support needs, M/SER/IRM
has identified senior staff for on-site assignment to support a specific
Mission's or region's IRM needs. Second, regional M/SER/IRM workshops
are periodically conducted for both the field managers of IRM facilities
and the program/project people who are supported by these facilities.
Third, field staff are encouraqed to plan training or technical
assistance sessions in M/SER/IRM when travelinq to A.I.O./W.

Additional support guidance such as the "Manager's Guide to the A.I.O.
Overseas Automation Program" and the "Guidelines for Managing Automation
Assistance in A.I.D. Development Projects" have been developed by
M/SER/IRM to assist Mission staff in managing their IRM needs more
effectively and acquaint them with key requirements and associated
procedures. Aside from technical advice and assistance, M/SF.R/IRM
acquires IRM resources for the posts and facilitates some types of
A.i.D./W contractor support for the Missions. M/SER/IRM staff members
are available to assist Missions with their IRM services planning to the
extent needed when Missions are developing their ABS.

Upon request, M/SER/IRM will advise Mission staff on systems development
even if the Mission has been delegated authority to assume this

•
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responsibility on its own. Such assistance may avoid unnecessary
duplication of prior programming efforts. Services may include TOY
assistance by M/SER/IRM direct-hire or contractor staff. (Systems
development policy is covered in sections B2c and B4a.J M/SER/IRM will
assist the Missions in determining what system configuration is the most
appropriate to meet their particular needs. The evaluation of
appropriate need is affected by the size and nature of the prograM,
maturity of the program, and the number and types of staff who need
automation support. .

3. Agency Technical Support Capabilities

A.I.D. has a large and growing cOMMunity of information technology
users who require a variety of IRM support services. In meeting these
needs, M/SER/IRM offers several types of resources which are intenrled to
respond to users who need short-term, discrete hardware and software
advice ranging from micro to mainframe systems; information on
Agency-designed software available for replication or adaptation; and an
in-house publication intended to report on new technology, identify
Agency standards on IRM resources, and provide information on the use of
distributed resources. These services are as follows:

a. A.I.D. Technical Support Center. The M/SER/IRM Technical
Support Center provides an array of technical advice and assistance on
information technology resources which range from the smallest of the
Agency's microcomputer systems to the large information systems which
are resident on the Agency's mainframe computer. This Center supports
Agency staff who use Agency standard hardware and software. The
Center's staff answers technical queries on the capabilities of
available resources such as microcomputers, allows for hands-on
opportunities on a variety of A.I.D. standard hardware and software in a
lab-type environment, provides information on state-of-the-art
technology, acts as an adjunct to A.I.D. c1earinqhouse for certain PC
software packages and templates, and provides other related IRM user
assistance functions. Agency information users who reouire rapid IRM
tec~nica1 assistance can direct their inquiries to the renter via
user-help telephone hot lines. The services provided by the Center do
not include formal systems development, data entry, equipment repair, or
formal training.

b. Software Clearinghouse. M/SER/IRM operates a clearinohouse
for the exchange of glossaries and application systeMs that can he used
on the Agency's standard microcomputers, word processors, and
minicomputers. The policy of the Aqency is to Make information
centrally available to the U.S.A.I.D.s and A.I.D./W offices that would
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enable them to avoid the time and cost associated with locating or
developing software. The clearinqhouse publishes a catalog of available
software which provides a brief description of the software,
hardware/software requirements, and a contact point. The cataloq is
distributed to each A.I.D. office and U.S.A.I.D. and announced in the
A.J.D. Info Exchange.

c. Information Exchange Program. M/SER/IRM provides a
communication vehicle known as the Info Exchange for the periodic
exchange of information between A.I.D. users of microcomputers, word
processors, minicomputers, and the mainframe. It includes infor~ation

on IRM activities, such as additions to the Agency's standard
hardware/software, automation workshops, and project support. It also
includes technical advice on the more efficient utilization of Aqency
information technology resources. It is the policy of M/SER/IRM to
include timely and relevant articles from Agency information technoloo.y
users. The Info Exchange is distributed to staff in both A.I.D./W and
the U.S.A.I.D.s and is available upon request.

d. Hardware Repair Services. Most Aqency hardware obtained under
central contracts (Whether large shared-logic systems, minicomputer, or
microcomputer) is maintained under blanket contractual arrangements
which in most cases are available on a worldwide basis. Repair
requirements are handled directly by an office's or Mission's internal
systems administrator and the responsible A.I.D. contractor. Missions
are to use Agency-wide equipment maintenance when available; local
maintenance agreements must be approved by M/SER/IRM.

l~hen A.I.D./W offices have workstations and/or other r>eripheral IRM
equipment that are within the Agency's equipment inventory but not under
a central maintenance contract, they should advise their systems
administrators of operational problems or malfunctions prior to call ina
M/SER/IRM. Within M/SER/IRM, the Automation Support Division
(M/SER/IRM/AS) will arrange for needed repairs for this type of A~ency

DE-purchased equipment. Offices may contact their client analyst for
advice before calling for needed repairs fro~ M/SER/IRM/AS if technical
advice is required; otherwise, repairs are handled by M/SER/IRM/AS
staff. In the Missions, IRM resources which are not under a blanket
central contract for maintenance managed by M/SER/IRM are repaired
followin~ procedures developed by the Missions. (Note: M/SF.R/IRM does
not arranqe for repairs to Agency equipment purchased for
program-funded, A.I.D.-financed projects.)

Any office staff member in A.I.O./W who moves assigned equipment,
software, or cabling without M/SER/MO assistance and M/SF.R/IRM
concurrence may be personally liable for resulting dama~es.

,-

..-.



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, Pte V 18-V:23 April 14, 1987 1-15

•

4. Central Co~puter Services

M/SER/IRM responds to A.I.D. users' requirements for diverse
computing needs through the provision of several additional central
services. These include systems operations services, systems
maintenance services, and telecommunications. These services are
discussed in the fo110win9 subsections.

The Agency·s central computer resources are intended to support A.I.D. IS

internal support activities. In circumstances where these facilities or
others are required to support A.I.D.-financed projects for the LnCs,
arrangements are made through the M/SER/IRr~ client-analyst network.
M/SER/IRM will work with A.I.D. project officers to assure that
appropriate technical and financial arrangement are m~t.

a. Systems Operations. M/SER/IRM operates a large central
computer facility that provides required computinq power for the
development and operation of applications. The resources, inc1udinQ
technical support and facilities management, are managed centrally. In
addition to the support services provided to mainframe systems users as
described under the Technical Support Center in section C3a, Aqency
users may obtain a copy of the M/SER/IRM publication entitled "A.I.D.
Computer Center User1s Guide" for utilization of these resources. This
guidebook describes key aspects of mainframe computer systems concerns
including M/SER/IRr~ response organizations, services provided, computer
access, job control conventions, operating systems processinn, 1anauaqes
and procedures, system software prOducts, and technical assistance
information.

b. Systems Maintenance Services. Operational information systems
resident on the Agency·s mainframe computer are not static and require
periodic changes in order for using offices to respond to programmatic
shifts or altered information requirements. Maintenance of these
systems, i.e., keeping the software for the systems current and
operating smoothly, is managed by M/SER/IRM in response to user needs.
An M/SER/IRM staff member is identified for each A.I.O./W and Mission
system identified in sections B2c or 84a(1) above that is developed,
issued, and supported by A.l.D./W. These staff members provide support
to the A.I.D./W functional office responsible for the system as well as
the overseas users. The cost of maintaining such systems can be
considerable and overall proposed system changes are evaluated by
M/SER/IRM before undertaking system modification efforts. M/SF.R/lRM
staff will consider technical alternatives when changes are necessary,
offering the most cost-effective strateQies to meet user needs.
M/SER/IRM services include required systems consultation when revised
information processing requirements are anticipated.

~!-------------



•Page No. Effective Date Trans. Memo. No.
1-16 April 14, 1987 18-V:23 AID HANDBOOK 18, Pt. V

Agency systems which appear to be obsolete, nonuti1ized, or
underutilized will be the subject of assessments by M/SER/IRM under its
review responsibilities of the IRM Act. Those systems which no lon~er

appear justified are targeted for termination or transfer to other more
appropriate system technologies.

c. Telecommunications. A.I.D. provides text and data
telecommunications services for both A.I.D./W offices and the Missions.
The goal of Agency telecommunications services is to link Agency users
so as to allow the transfer of data hetween A.I.O./W offices, between
the Missions and A.I.D./W, and between missions. Additionally,
telecomMunication services are provided as required for access to
selected non-A. 1.0. sources of data either throuqh cOMmercially obtained
services or through intergovernmental networks. Communciations between
A.LD. and its overseas posts are provided when practicable through the
Department of State's high-speed lines as discussed in the IRM policy
requirements section B2g.

Data telecommunications between A.I.D./W offices is principally
accomplished through telecommunication links with office information
systems installed throughout the Agency. Such linkages provide a wide
access to core data within the A~p.ncy while insurin~ that the inte~rity

of such data is protected.

5. Information Training and On-Site Assistance

Formal training on standardized Agency automation resources is
conducted by M/PM. M/SER/IRM works with M/PM to assure that information
technology which is to be integrated within the Agency is supported by
appropriate training for Agency staff. M/SER/IRM does provide limited
regional and A.I.D./W ad hoc briefings or seminars on new technology and
provides hands-on exposure to standard hardware and software in the
A.I.D. Technical Support Center (see C3a).

Where it is not cost-effective to support in-house training or briefinQs
in A.I.D., Agency user staff proposes specific off-site training through
M/PM; M/SER/IRM advises M/PM, when requested, if questions arise
regarding requested technical training's relevance to A.I.O.ls current
or future information technology requirements. For the Missions,
periodic regional workshops are conducted which focus on information
technology and management issues and problems and are supplemental to
formally required training for overseas staff. In addition, M/SER/IRM
client support staff members when traveling to the field are often
requested to provide on-site automation, technical, and management
consulting assistance.

,-
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M/SER/IRM supplements the Agency's formal and informally provided
training through the A.I.D. Technical Support Center as well as through
publications such as the Info Exchange and overseas guidebooks on
automation.

10. A.I.D. Information Management Oversight Activities

A.I.D. has adopted an information resources manaaement (IRM) concept
which involves central planning of IRM needs with operational
responsibility for these resources in the hands of the users. Effective
IRM resource planning is dependent upon using lessons learned from past
decisions to enhance prospective planning for future information
technology resources. A.I.D. is required to respond to external
guidance on IRM oversight and inteqrates this quidance, as a matter of
course, within internal efforts to manage Agency resources. Some of the
key oversight activities are GSA's IRM Review Proqram, assessments of
A.I.D./W and Mission IRM needs, and the review of A.I.D.-financed IRM
information technology resources.

1. IRM Review Program

The IRM Act of 1980, Public Law 96-511, requires that each federal
agency periodically review its information management activities to
ensure that these are carried out in an efficient, effective, and
economical manner. Within A.J.D., the Office of Information Resources
Management was crp.ated to manage the Agency's overall IRM requirements
including oversight of these resources. Broad policy direction for IRM
in A.I.D. is assigned to the Assistant to the Administrator for
Management (AA/M) as A.I.D. 's Senior IRM Official. The IRM Act further
requires that OMS, together with GSA, selectively review the information
management activities of each agency at least once every three years to
ascertain their adequacy and efficiency. OMB has assigned
responsibility for conducting the selective reviews to GSA's Office of
Information Resources Management (OIRM).

To implement these and other government-wide review responsihilities,
GSA has developed a triennial review and reporting process which relies
substantially upon the review capabilities of the federal agencies. The
IRM Review Program is formally established and described in FIRMR
Temporary Regulation 10, which also describes the policies and
procedures to be followed in carryinq out the review requirements of the
IRM Act. GSA has issued supplementary quidance to USG agencies entitled
"Tlte IRI~ Review Handbook." A.J.D. JRtl reviews or studies are
undertaken, as needed, to address various IRM activities such as
automation, telecommunications, personal computinq, corporate data hasp
planning, information technology assessments, and major information
systems.

v ----------------------
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It is M/SER/IR~I's policy that efforts are made to intearate IRM review
needs, when possible, within other A.I.D. responses to' external
reporting such as OMB Circulars A-76 (performance of commercial
reviews), A-123 (vulnerability assessments and internal control
reviews), A-127 (financial mana~ement systems reviews), and other
IRM-related reviews. Given the nature of the A.I.D. program, which is
international in scope, IRM reviews are made a part of Mission IRM
reviews and long-range planning within the Missions. These and other
oversight activities are intended to achieve the AQency·s goal of
acquiring and utilizing compatible, cost-effective IRM resources to
support the Agency's efforts in implementing the U.S. Forei9n Assistance
Program objectives.

2. Reviews of AID/Wand Overseas Automation Programs

As part of the management oversight of its IRM resources, the
Agency through M/SER/IRM, using OMS/GSA policy quidance, conducts
various assessments of information techno10QY needs and past
initiatives. A.I.D./W and Mission assessment strategies are described
in the following:

a. A.I.D./W Reviews. As A.I.D./W's IRM resource needs are
centrally budgeted, IRM reviews consider information needed to support
planning and information on past implementation initiatives. In the
first instance, M/SER/IRM undertakes long-term planning to identify the
strategy and resources required to meet the future information
technology IRM needs of its Managers and their staffs. Such an approach
has been employed in such areas as office autoMation, IRM resource
standardization, IRM technical support, and telecommunications. This
planning extends to assessments of the specific needs of offices; these
reviews are performed in conjunction with and results provided to the
office or bureau involved. In the second instance, follow-up
assessments are initiated either throuQh the IRM review mechanism or
through ad hoc assessments to focus on"broad IRM resource areas in the
pursuit of obtaining lessons-learned input for future planning or for
mid-course changes to current plans and policies.

b. Mission Reviews. Each A.I.D. Mission is reauired as part of
the annual ABS submission to identify prospective IRM resource
requirements. In turn, M/SER/IRM reviews each submission and may
suggest revisions or alternatives to the Missions. Additionally,
M/SER/IRM conducts on-site assessments of Missions· IRM activities.
Each review comprehensively assesses a Mission's IRM needs and past
experiences with a view toward assisting the Mission in oetting the most
out of its information resources.

i, .. ,..:'1
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The reports resultinq from these reviews adrlress several IRM
considerations, e.q., background of Mission's IRM resources, manaqement
of the Mission's automation proqram, staffing environment, proqram
needs, automation needs analysis, telecommunications assessment, site
support capabilities, site physical requirements, other USG resource
availabilities, vendor support, user capabilities, relevant
miscellaneous information, Mission automation plannin~, and report
conclusions on automation needs and alternatives.

Missions can request ad hoc assistance from M/SFR/IRI~ to address
discrete IRM problems. To the extent possible, such requests are
handled via telecommunications or cahle, but TDY of IRM direct-hire
staff or contractor technical staff may be dispatched for on-site
assistance. In addition to these approaches, the Missions are
encouraged to undertake long-range IRM planninq (three to five years).

3. IRM Reviews of Agency Proqram-Funded Reouirements

M/SER/IRM client analysts will assist Mission and A.I.O./W proqram
and project managers by evaluating project proposals to assure that
major automation issues have been addressed, the requirements analysis
is complete, procurement issues have been addressed, and appropriate
organizational planning considerations are incornorated. The technical
review by A.I.D./W will assist Mission staff in determining whether
appropriate technology is proposed and that the project assistance
recognizes the complex information factors existent in various LDr
environments. The acquisition of cOMputer hardware and software and
related resources for A.I.D. projects is fraught with technical and
procedural requirements, particularly procureMent, and can affect
significantly the timing and acquisition of needed resources.

M/SER/IRM has direct-hire and contract staff who are involved in the
review information technology components in project proposals. Missions
proposing A.I.D.-financed projects with automation co~ponents can cable
or telecommunicate through the International Telecommunications System
(IeS) to M/SER/IRM for advice and assistance and are encouraqed to do so
at the earliest possible planning stages. M/SER/IRM staff members are
also available for assisting in post-implementation analyses of
automation resource impacts for completed projects.

To assist Mission Project Manaqers in developinq information technoloqy
project components, a guidebook entitled "Guidelines for Manaqinn
Automation Assistance in A.I.D. Development Projects" has been develoned
and is made available to the Missions.
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C HAP T E R 2

D A T A E L E MEN T SMA NAG E MEN T

2A. Purpose

This chapter states the policies and objectives of tile Data Elements
Mana~~ment Program in A.I.O., and establishes responsibility and
procedures for its operation.

~i

Authorities

1. P.l. 89-3061 (Brooks Bill) October 1965

P.L. 89-3061 amends the Federal Property and Administration Services Act
of 1949 and provides for standards in the purchase, lease, and
~aintenance of Automatic Data Processing Equi~Jent.

2. Code of Federal Regulations

Subtitle A of Title 15, Part 6 of the Code of Federal Regulations of 1973
transferred to the Department of Commerce all functions relating to
policy determination, monitoring and standardization of data elements.
Part 6 also outlines the responsibilities of Departments and independent
agencies of the Executive Branch for data elements and establishing data
e1er.1ent management within their organizations, where such efforts will
contribute to reduced costs or improved services.

3. Federal Information Processing Standards (FIPS)

This series published by the National Bureau of Standards, Institute for
Computer Sciences and Technology, is used to announce Federal Information
Processing Standards, provide an index of relevant standard pUblications
and specifications and provide standard information of general interest
and ~·Jidance. OM/1M is the focal point for consideration of and COlaments
on NBS documentation.

4. FIPS PUB 28, Standardization of Data Elements and Representations

This FIPS PUB delineates the policies, purposes, background, and
objectives of a data elements standardization program to be implemented
in Federal Agencies and establishes standard terminology through the
publication of a glossary of terms.
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2C. Oef; l1i ti ons

1. Data Element - A basic unit of identifiable and definable
il1fbrmatioh. Adata element occupies the space provided by fields in an
automated record or blocks on a manually prepared form. A data element
may have subcategories which are called Data Items and have distinct
tiHits of values; e.g., "month" is a data element whose data items (or
corripohehtS) are "January," "February," "March," etc., and similarly
"c04ijtry code ll is a data element whose items are 11391" for Pakistan,
11439" for Laos, etc.

2. Data E1 ement r~anagement System - A system concerned with the
standardization of data for consistent usage, and cataloging and control
of standardized data used in both automated and manual information
systems.

3. Data Element Source - An identification of the source or provider of
a particular data element.

4. Data Element Definition - A statement of the meaning of a data
element.

5. Data Element Abbreviation - An abbreviated fonn of the data element
name.

6. Inromation Transmittal - Any data or information appearing in a
prescribed format or set grouping originated by a valid and substantial
infOl"1nation requirement. Data elements appearing in inforlnation
tran~~itta1s must have a purpose and be definitive. Examples of
information transmittals with data element implications of considerable
i~port are: Forms, Reports, Directives, etc.

2D. Objectives

The objectives of the data elements management program are to facilitate
development, interchange, understanding and integration of information
systems. The Data Elements Program supports the Agency's data base
systems by providing a data elements dictionary/di,"ectory which describes
and gives the location of each component data element. These objectives
are:

1. Identifying, collecting, defining and categorizing recurring data
used in the Agency's information system.

2. Eliminating many occurrences of unnecessary duplication, ambiguity,
and imco~patibi1ities in the collection, processing, and dissemination of
data.

--
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3. Standardizing and prescribing agency use of data elements, their
definitions, abbreviations, and location.

4. Providing a comprehensive reference source for agnacy use through
issuance of a data elements dictionary.

2E. Responsibilities

The Offi ce of Data r~anagement, In forlilati on Management Di vi si on (OM/IM),
is responsible for the review, coordination, and approval of data
elements used in agency information systems that are part of the Agency's
automated data base that uses the data base management system.
Functional offices are responsible for collaboration witn OM/1M in the
development of information about data elements, e.g., title, definition,
legal value, etc.

--

2F. Program OeveJop~ent Activjties

An automated dictionary of data elements used in standalone agency
information systems is on file in the Office of Data Management. A data
elel:Jent dictionary/directory for the information systems using the data
base ~anage~ent system is maintained on-line and is accessible through a
computer terminal. Periodically updated copies of the
dictionary/directory are issued to users of these information systems.
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C HAP T E R J

COD I N G S Y S T EMS USE 0 INA. I. D.

3A. Purpose

This chapter sets forth the responsibilities and procedures for the
coordination, establishment, modification, and cancellation of codes and
coding systems used in A.I.O.

Policy

A.I.n. cooperates with, and participates in, Government-wide coding
stdndardization efforts and coordinates the development of standardized
coding systems for internal Agency use.

3C. Definitions

1. Codes - Codes are a system of letters, numbers or symbols used to
represent words. Coding systems and codes are generally classified as
folln"ls:

a. Alpha Codes - Codes consisting of 1ettel~s only.

b. Numeric Codes - Codes consisting of numbers only.

c. Alpha-numeric Codes - Codes consisting of a combination of
letters and numbers.

2. Internal Agency Codes - Are codes prescri bed for use by more than
one A.I.D. Bureau or Office. These codes are included with descriptions
and structures in Appendix D. Internal Agency codes are often referred
to as "core" codes because they are used on a number of A.I.O. documents
and used interchangeably among A.I.O. offices.

3. Internal Office Codes - Internal office codes are unique to a single
functional office. These codes may be found in handbook material or
descriptions of internal procedures relating to that office. These codes
may be prescribed for use by other A.I.D. offices sublilitting inforlnation
for inclusion in an automated or manual information system controlled by
the owning office.

4. External Agency Codes - Interagency - External codes are codes used
in A.I.D. that are established and maintained by other agencies. For
example, the FEOSTRIP codes are issued by GSA, but are used by A.I.O.
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3D. Responsibilities

1. The Office of Date Management, Inforlilation Managemeht Division
(SER/DM/H1), represents A.LO. in Government-wide code planning and
standardization efforts. OM is responsible for coordinating the
development of coding systems with the objective of standardizing these
syst~ms wherever possible and the maintenance and issuance of a listing
(Appendix D) of all Agency coding systems prescribed for Agency use
outside the requiring A.I.O. Bureau or Office. Each A.I.O./W office has
responsibility for the currency of coding structures that they prescribed
for Agency or internal use.

2. SER/DM is also responsiole for the approval and inclusion of codes
in the automated decode file of the Agency's data base management system.

3E. Procedures for Establishing, Revising, and Canceling Coding Systeras

1. AI D/\J Bureaus and Offi ces

a. Internal Agency Coding Systems

(l) Major Changes

Major changes to a coding system are al terations to the basic structure;
e.g., replacing letters with numbers, changing the significance of a
character or number within a syster.l, or discontinuance of a code or
number used in a system. The A.I.D./W office initiating a major change
will perform the following actions:

(a) Utilize Handbook 18, Appendix 0, to determine the
impact of a proposed change on other coding systems; such as the use of
the code to be changed as a component of another coding system;

(b) Contact SER/DM/IM when first considering major
changes;

(c) Draft change and obtain clearance from all offices
affected by the change;

(d) Consider the inclusion of a DM representative in any
clearance meetings regarding the proposed change;

(e) Forward a memo to SER/DM/IM for approval on the
finalized action upon conclusion of the discussion phase;

,-
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~. 3E1 a(l)
--,

(f) Initiate changes to the functional office handbook
material relating to tile revision, providing SER/DI~/If~ with the copy; or

(g) Forward to SER/DM/IM the material necessary for
inclusion in Appendix D regarding the necessary change to the core coding
syst~:n.

(2) Minor Changes

'.-~'"

Minor changes are changes in the data elements whicll a cod"ing system
represents; e.g., a new country or a new A.I.D. office is established and
added to the listing or a name change is made but the code is not
changed. The following procedures are employed for minor changes:

(a) The office initiating the minor change obtains
clearance through coordination only with those offices which are directly
affected;

(b) Revisions to the handbook containing the actual codes
listings are prepared by the responsible office, except when the minor
revision involves a "Core" ,coding syster:l, the appropriate material is
forwarded to SER/DM/IM for inclusion in Appendix D;

(c) When responsible offices send changes in the code
1isting(s) in their handbook(s) to the Office of Management Planning,
Division TWO (SER/MP/HJO), for pub1icdtion, an inforJola- tion copy is also
sent to SER/DM/IM by the responsible office. When the change affects a
code 1i sted in Appendi x D, the cllan!.J05 are sent to SER/DI~/ 1M instead for
final review and transmitted to SER/MP/TWO by SER/DM/IM.

b. Internal Office Coding Syster:ls

(1) Functional offices are solely responsible for revisions to
their internal office codes, SER/DM/IM normally has no involve~ent except
when called upon for advice or guidance.

(2) Internal office codes will not be developed to replace
standardized Agency codes.



t. Ihtercigency Codi"g Systelns

When cH~nges,to, co~1rjg systems used amoHg GovernmEmt age~cies are
prdpose~' st~IDM/IM is generally involved as, an overall Agency
repres~Hhti ve a~tl coordi nator.Howe~el~, A. I. D. /W 0 ffi cesa re.ca 11 ed
upon tb ~~o~idete~m memberS wHbhave .suffici~rit.technica1 ei~ertise to
adequHe1y evaluate any proposals made by interagency task graul's.

2. s~~/O~/iM

Plig@ ~b.
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a. Interha1 Agency Coding Systems

(1) Major Changes

Upon~nitia1 contact by the office initiating a major charigeor revision,
SER/DM/IM:

,. . . (a) Provides assistance and guidance regarding the
ir.tp1ications of the proposed change.

(b) Participates in discussions with offices affected by
the proposed change.

(c) .Obtains from the initiating office relevant handbook
material and material necessary to insure documentations of the change.

(d) Upon approval, fOI~wdrds the change to SER/MP/TwO for
handbook revision.

(2) Minor Changes

~'inor changes are usually implelllented by the initiating office. Ho.-/ever,
SER/DM:

(a) Upon request, parti ci pates in di scussionsand
provides guidance to initiating office regarding minor chahges.

(b) Upon receipt of notification froQ the initiating
office, revie\'1s or reviews handbook material (if applicable) or annotates
docUJ;Jentati on to ref1 ect such change.

..'-
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b. Internal Office Coding Systelils

Generally, SER/DM/IM has no involvement with internal office changes.
SER/DM/IM will, however, provide advice and guidance when requested by
the initiating office.

c. Interagency (External) Codes

'--.-

Tilc Department of COI~llTIerCe, Bureau of Standards, sponsors a long-rdnge
project to standardize, among U.S. Government agencies, the codes used to
represent such data elements as countries, places, government agencies,
states, time, etc. A.I.D. representation and liaison with such
interagency task groups are provided by SER/DI4/IM. In this capacity,
SER/DM/IM:

(1) Requests such addi ti onal representation fro!;] otiler
A.I.D./W offices as is appropriate to the type of code to be discussed;

(2) Drafts, clears, and send replies to OMB or other agency
cor:nnunications in the cod'ing area;

(3) InforrllS A.I.D./W offices of developments within coding
task groups.

Whcn the codes are to be used entirely within the origindting office, or
\~hen they are used on internal office communications, Ol"'/IM has no
i nvol vement.

3F. Listing of Coding Systems Used in AID (Appendix D)

1. All coding systems used in A.I.D. are listed and described in
Appendix D. The coding systems are listed alphabetically in Section I.

2. Section I now lists the coding system by name, the structure of the
system, an example of the code, where the code is used, and the office
which prescribes the use of the code.

Codes are not listed in Appendix D when:

a. Used informally within a single A.I.D./W office or Mission;

b. They do not appear on documents whicll are forwarded outside the
office that originates the code.
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C HAP T E R 4

REP 0 R T SMA NAG E MEN T

4A. Introduction

This chapter sets forth the policies, responsibilities, and procedures
for the management of reports within A.I.D. to assure that reports and
reporting systems are as efficient, effective, and economical as possible

.~.

.,~

.. 4B.
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4C.

External Regulations Applicable to Establishing a Reports Management
Program and the Management of Internal Reports

1. Federal Records Act of 1950 - Paperwork Management

The Federal Records Act of 1950 provides the legal basis for paperwork
manageraent in ttle Federa1 Government. Tile 1aw requi res the head 0 f each
agency to establish a continuing program for the economical and efficient
mana~~ment of the agency's records.

2. Federal Property Management Regulations - Sec. 101-11.207 Reports 
Agency Program Responsibilities

This regulation requires each Agency to establish an appropriate program
to manage its internal reporting requirements. The program shall provide
for the implementation of standards and procedures for managing reporting
requirements and for the consideration and observance of all applicable
laws and statutes relating to reporting requirements; e.g., Freedom of
Information Act, Privacy Act, Federal Information Processing Standards
(FIPS), Federal Reports Act, Paperwork Reduction Act of 1980 -
5 CFR 1320, Controlling Paperwork Burdens on the Public General
Accounting Office directives 4 CFR 10, and the Federal Property
Management Regulation 101-11.11 (interagency reporting requirements).

Objectives of the Reports Management Program

The A.I.O. Reports Management Program is designed to assist A.I.D.
lnanagers fulfill their responsibilities while achieving efficiency,
economy, and simplicity in reporting systems. The follO\~ing are specific
objectives of the program:

1. To provide a uniform, well defined flow of infonnation;

2. To limit reporting requirements to those which are essential to
attaining A.I.O. objectives;
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3. To ensure that all avai 1abl e data on a subject is used before a ne\'1
require~ent for additional data is levied;

4. To ensure that reports dre obtained from the best source at a cost
consistent with progra~ objectives.

4D. Definitions

The follouing terms and definitions apply to the A.1.D. Reports
~1a naqemen t Ptogram.

1. Report - Data or i nformati on translaitted for use in determi n1 ng
policy; planning, controlling, dnd evaluating operations and performance;
in making administrative determinations; or preparing other reports.

2. Recurring Report - A report required at established intervals or
upon the occurrence of a specified event.

a. Periodic Report - A teport which conveys essentially the same
type of information regularly at prescribed intervals (e.g., daily,
weekly, monthly, etc.).

b. Situation Report - A report which is prepared upon each
occut'rence of an event or situation of prescribed characteristics.

3. One-Time Report - A report prepared one time only by one or more
respondents.

4. Feeder Report - A recurring report prepared in part or for the
primary purpose of pl40viding data to be used in preparing anothet' report.

5. Controllable Report - A recurring or one-time report not
specifically exempted from control by IRM/PE.

6. Exempt Report - A repol4t whi ell does not requi re approval and
assignment of a report control syr:1bol or one which has been reviewed by
tile reports revie\'1 unit and assi gned to the exempt category.

7. Internally Required Report - A report required, prepared, and used
withi n A.!. D.

8. Intraoffice Report - A report prepared by one or more organizational
units within an A.I.O. Bureau, Office, or Mission, at the request of
another organizational unit within the same Bureau, Office, or Mission.

-u
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9. Public Reporting - Any reporting or recordkeeping required from ten
or more non-Federal Government businesses, institutions, groups, or
individuals.

10. Interagency Reporting - Any reporting requirement to a Federal
department or agency frOl:1' one or more other Fedel~a1 departments or
agencies.

11. Congressional Reporting - Any reporting required under the Foreign
Assistance Act, the Foreign Assistance and Related Agencies Appropriation
Act, or any reporting requested by a Congressional COlilr.littee, Senator, or
Congressman.

12. Report Control Symbol - Alphabetic and nurileric symbols assigned to
reports by the Office of Information Resources Management, Planning and
Evaluation (IRM/PE). or other reports managel;Jent units \'Ihicll serve to
identify the report and indicate review and approval of the requirement.

13. Requiring Office - An A.I.D. office that initiates a reporting
requirement or sponsors a requirement imposed by an organization external
to A.LD.

14. Respondent - An A.LD. office, individual, or otl1el~ agency required
to respond to a reporting requirement.

4E. Responsibilities

1. Office of tile Associate AS5istant to the Adr.linistrator for
Management, Directorate for Program and Ma~agement Serv~ces

!M!AAA!SER) (Policy Guidance)

M/AAA/SER is responsible for providing policy guidance and for insuring
the development and implementation of the A.I.D. Reports Management
Program. M/AAA/SER is assisted in the discharge of this responsibility
by SER/ IRI~.

2. Office of Information Resources Mallagel;lent, Planning and [valuation
Division (SER!IRMTP"E) (Program Implel.lentation)

IRM/PE is responsio1e for implementing prescribed po1icie~ for, and
estab1ishr.lent and maintainance of the Reports Managei.lent Program. More
specifically, IRWPE:

a. Establishes guidelines and review and control procedures to
assure agency compliance vlitll existing reporting policies;
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b. Provides assistance and guidance to A.I.D./W and Missions in
developing reporting require~ents;

c. Analyzes and approves or disapproves requests for new or
revised internal reporting requirements;

d. Ad~inisters the periodic review and evaluation of existing
information requirements to form a basis for recommending improvements,
including revision, discontinuance, or consolidation of reports and
reporting systems~

e. Performs Agency review of public and interdgency reporting
requirements and serves as liaison with OMB and GSA for their clearance
procedures;

f. Maintains a current inventory of all controlled reports and
issues a listing of reports in the inventory;

g. Provi des gui dance to respondi ng offi ces on the estab1 i shment of
a reporting calendar.

3. \ID/W Bureaus, Offices, and Missions Management of Intern~l Reports

A.I.D./W Bureaus, Offices, and Missions are responsible for the
development and management of their intraoffice information requirements
in accordance with the criteria outlined in 4F and 4G.1.b. Missions also
cooperate in reviewing and analyzing internal A.I.D. reporting
requirements as they affect Mission operations, in order that the
requiring office and IRM/PE may benefit from their suggestions and
l·ecolTlT1endati ons for i mprov'j ng the Agency IS reporti ng system.

4. Offices Requiring the Submission of a Report

A.I.D./W Bureaus and Offices are responsible for initiating action to
establish new internal A.I.D. reporting requirements or to revise
existing requirements in their functional areas. IRM/PE is available to
provide guidance to requiring offices to assure adherence to the policies
and procedures set forth in this Chapter. More specifically, requiring
offi ces:

a. Ascertain that new or revised reporting requirements conform,
as applicable, to the criteria outlined in 4G;

.-
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b. With assistance from IRM/PE, coorllinate witil respondents and
users of reports during the develop~ent of the reporting requirement to
ensure approval and to avoid costly modifications after issuance of the
reporting requireQent;

c. Plan the report to ensure that it accomplishes the desired
results, including the actions to be taken by respondents and users of
the report, necessary forms or forrolats to be used for input and the
procedures and equipment required to process tile data and distribute the
i nforlilati on to users.

d. Prepare specific and clear instructions for the preparation of
the report in order that the respondents readily understand what data is
required.

e. Ensure that all report forms, formats, or instructions
soliciting personal information contain pertinent statements required by
the Privacy Act of 1974. See HB 18, Pt II, Ch 12, and Pt V, Ch 5;

f. Ensure tha t necessary cl earailces ,and approvals are obtai ned,
including clearance by the office of Public Inquiries, XA/PI,
particularly when a report establishes a file containing personal
information on individuals;

g. Clear all internal A.I.D. reporting requirements, including
requests for one-time reports, with IRM/PE;

h. Submit to IRM/PE all requests for proposed pUblic and
interagency reporting requirements subject to clearance by OMB and GSA;

i. Apply reports analysis and control standards to intraoffice
reporting require~ents;

j. Maintain an inventory of intraoffice reporting requirements and
submit to IRM/PE upon request.

5. Respondent

a. Requests for reports and related infor~ation are subject to the
same analysis and evaluation as other operational requirements involving
the ~xpenditure of funds and manpower. Respondents are responsible not
only for ini ti ating cOhvnents, suggestions, recommelldati ons, and
constructive criticisms of approved reports, but for doing so in a manner
that can be readily evaluated by the requiring office. More
specificially, respondents:
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4F.

(1) Determine if a request for a report has been assigned a
report control symbol and has been properly authorized in accordance with
procedures outlined in this chapter;

(2) Determine whether or not the prescribing directive(s) or
inst""Jctions for tile report are clear and complete;

(3) Examine available data to determine if the data requested
can be obtained by the required due dates and ca~ meet other requested
specifications;

(4) Recommend improvements to report"ing requirements;

(5) Establish a calendar for assuring timely submission of
required reports.

b. Correspondence offering comments, suggestions, recommendations
and criticism is to be directed to the office originating the reporting
requirement, with a copy to IRM/PE.

Reports Analysis

The following suggestions are provided for the use of requiring offices
in establis~ing reporting requirements and for the management of
intraoffice reporting requirements.

1. General Criteria

Each new 01" revised reporting requirement is analyzed to assure the
proposed report:

a. PI"ovides a basis for measuring pel"for'"lance, making and revising
policy, performing the fun~tions of the requiring office. or fUlfilling
some other valid need of the user office;

b. Is timely enough to be useful.

c. Is as effective and efficient as possible in the collection,
trdnsmission. processing, and utilization of data;

d. Does not dupl i cate other reporti ng requi rel,lents.

J. ..... J••.
."""
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2. Determining Reliability and Availability of Source Datd

Every effort is made to determine if the proposed respondent is tile
proper source for providing the data requested. An effort is also made
to determine whether or not the infOl~rnation requested is already
available in the responding offices or must be gathered from another
source, thus generating another reporting requirement.

3. Determining Internal Consistency

Requests for ne\>1 or revised reporting requirel.lents are analyzed to
ensure, to the greatest extent possible, that requested data items are
consistent with data contained in other A.I.D. reports; e.g., that data
included in financial and statistical reports are based upon the same
forr,lu1as, cover tile same time periods, and are computed in the same
manner as are program and other related reports, and that standard and
generally accepted A.I.D. reporting or progral;l terminology and coding
sys te:ns are used.

4. Eva1 uati ng Cost

Repol~ting requirements are analyzed to detenline if the investment of
money and work hours is justified in comparison to the benefits derived
in terms of increased efficiency and effectiveness. So~e of the criteria
used are: cost of preparing, reproducing, reviewing, and storing the
repo~t; proposed distribution, and feasibility of using existing reports.

5. Review of Requiring Directive and Method of Transmitting Data

a. Requiring Directive

\.,1

The directive establishing a new or revised reporting requirement is
reviewed to assure that the instructions clearly indicate why the report
is required, who is to report, what is to be reported, when the report is
due and the office or individual requiring the report. The directive
shall also contain the report title, report control syr,lbo1, fonlat,
recommended data source, instructions for preparation, number of copies,
the distribution, and whether negative responses are required.

b. Method of Transmitting Data

Instructions are reviewed to determine if the proposed f1etllod for
transmitting requ~sted information is the most economical and efficient.
Whenever possible, reports are SUblllitted on printed fOrl.1S to assure that
all items are covered and presented in a uniform format when received.
See Chapter 5 for addi ti ona1 i nforl7lati on concerni ng the design of forms.

~i
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6. Reviewing Plans for Processing and Utilization of Data

Usually a number of reports are received in compliance with a reporting
requirement. The recipient then faust consolidate the information to meet
the objective of the reporting requirel:Jents. Narrative reports that
convey status, opinions, or general plans may not require a precise
format and will be read for concensus only. Reports that provide
specific data to be summarized or otherwise processed must meet more
rigid format requirements; therefore, the method of processing the
reported data rllust be reviewed to determine if the manner in which the
data is being requested, both in fonnat and procedure, meets the
processing requirements. ~ill the data to be processed manually l~nd

itself to the use of grids or charts for summarizing? Is tne input form
for i\DP systems desi gned to facil Hate the conversion of data to machine
t'eadabl e form?

4G. ~eports Management

Reports management includes monitoring the initiation, revision, and
discontinuance of reports; approval and disapproval of new and revised
reports; and the assignment of report control symbols.

1. Assignment of Report Control Symbols

a. All recurring internal A.I.D. reports are assigned a report
control symbol by IRM/PE. Tflis symbol consists of a serial number
preceded by one of the folloWing key letters used to identify each of the
two report groups: U - Mission reports to A.I.D./W; and W- all other
reports.

b. Missions and A.I.D./W Offices assign report control symbols to
their internally managed intraoffice reports, using the appropriate
organization alphabetical symbol; e.g., FM for Office of Financial
Management, or PAN for USAID Panama, as part of the identificaticn.

c. Congressional reporting requirements are identified by a nine
character report control symbol assigned by IRM/PE. The first four
characters are CONG, followed by eitner an L for Tegislatively required
reports, a R for reports submitted at the request of a committee or
member, or a P for reports which are Presidential determinations. The
identifying letter is then followed by a four-digit sequence number.



AID HANDBOOK

-

-

r
Trans~-Memo'~'---1 Effective Da~tPage No.

18, Part V 18-V: 23 6-18-85 4-9

\..I-----------'------=-------!..---
4G1

d. Interagency report control numbers are assi gned by the Offi ce
of Office Information Systems, Office of Information Resources Management
of GSA. The coding structure for the interagency reports is a four-digit
serial number followed by a three letter abbreviation for the requiring
agency followed by a two letter code for the report frequency.

2. ~vidence of Approval

a. Assigned report control symbols are shown in the upper-right
corner of the cover page of reports to indicate approval by IRM/PE. All
communications concerning reports show the report's control symbol as
part of the subject. Forms, directives, or instructions prescribing the
use of reports should also cite the appropriate report control symbol.

b. Forms, directives, or other instructions, and communications
prescribing the use of A.I.D.-required interagency and pUblic reports
must cite the interagency report number assigned by GSA or approval
number assigned by OMB, to such reports.

3. Referral of Unauthorized Reporting Requests

Requests for recurring reports not bearing an A.I.D. reports symbol are
referred to IRM/PE. Pending action by IRM/PE, initial compliance or
noncompliance may be determined by the responding office, based on the
apparent urgency, the nature of the data requested, and the source of the
request. Requests from private organizations are referred to the Office
of Public Affairs (OPA) for guidance regarding compliance or
noncompliance. However, requests from private organizations which OPA
determines to be valid and which are recurring reporting requirements are
submitted to IRM/PE for reports management purposes.

4. Requests from Higher or Outside Authority

Reqw:>sts from higher or outside authority for establishing a ne\~ report,
or e"llansion or revision of an existing report, must be brought to the
attention of IRM/PE. New reporting requirements requested by higher or
outside authority are to be identified by the assignment of report
contro1 syrnbo1s.
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5. Congressional Reports

Congressional reports, as defined in 4011 are subject to the control
provisions of this chapter. See Part II, Chapter 1, for specific
information regarding the responsibilities and procedures established by
the Office of Legislative Affairs for the preparation and sUbmission of
these reporting requirements.

6. Exempt Reports

A final decision as to whether or not a report is exempt from the control
provisions of this chapter is made by IRM/PE. Exempt reports include
i nformati on requi rements whi cll cou1 d be interpreted as a report.
Examples of exempt reports are:

a. Logs and operating documents;

b. Official reports of audit, including all accumulations,
collection and reports used in audit reviews and reports;

c. Reports of personnel audit surveys prepared by specified
personnel groups;

d. Fonna1 reports of findings, reco~Jendations, or actions
prepared by ad hoc committees, survey teams, or boards appointed to
inquire into and report on a specific matter;

e. Nominations or recommendations of individuals for all types of
programs or awards;

f. Narrative type reports relating solely to the A.I.O. pUblic
affairs program. (See HB 18, Part I.)

7. Review of One-Time Reports

One-time reports, uhless required of melabers of the U.S. Pub1 ic or
another U.S. Government agency, are not sUDject to the full control
provisions outlined in this chapter. Unusually large reports requiring
Agency-wide compl iance are to be brought to the attention of IRM/PE for
review of methods for collecting and processing the resulting data.

8. Directives and Other Instructions which Initiate or Revise Recurring
Reports

The concurrence of IRM/PE obtained prior to the issuance of any
directive, instructions, or message \~hich explicitly or implicitly
require submission of, or revision to, a recurring report.

.--,

.,----



J

TRANS. MEMO NO.

AID HANDBOOK 18, Part V 18-V: 23

\...;,

4H Procedures for SUbmission of Requests for Clearance of Internal A.I.D.
Reporting Requirements

Internal A.I.D. reporting requirements are those generally established by
one AID/W Bureau or Office requiring the compliance of other Bureaus or
Offices and/or overseas offices and Missions. The compliance may be in
the form of a manually prepared report or one prepared with the assistance
of automatic data processing equipment. Al so included in this category
are reporting requirements established by an A.I.D./W office to meet
requirements imposed on the Agency by the Congress or other Government
agencies.

1. Requests for Clearance of New or Revised Recurring Reporting
Requirements

a. A request for approval of a new or revised recurring report is
submitted to IRWPE using form AID 3-198, Report Approval Application
(Atta~hment 4A), together with a proposell fOrii! or fOrlilat and draft
direc'~'lve or other instructions. Instructions for the completion of AID
3-198 are included in Attachment 4A. If tile reporting requirement will
utilize a printed fonn, AID or external, tne applicable procedures
outlined in Chapter 5, Forms Management, are also to be followed.

b. Upon receipt of form AID 3-198 and appropriate documentation,
IRM/PE reviews the requirement to determine whether or not the request
meets the app1 i cab1 e criteri a set forth in thi s chapter.

c. After appropriate review and analysis, IRI~/PE indicates approval
or disapproval of the request on AID 3-198. If approved, a reports
control symbol is assigned (see 4G1) and a copy of AID 3-198 is returned
to the requiring office. If disapproved, IRM/PE returns a copy of AID
3-198 and informs the requiring office, in writing, of the reason for
disapproval.

2. Requests for Approval of One-Time Internal AID Reports

A request for approval of a one-time internal AID report as defined in
Section 4G7 is made by submitting the requiring instructions and report
format to IRM/PE for review. Submission of AID 3-198 is not required.
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41. Proce~~res for Submission of Requests for Clearance of Public Reports

Tnis section contains the external regulations applicallle to the
management of public reports and guidance for the submission of a
request for obtaining clearance from tne Office of Infon~ation and
Regulatory Affairs, Office of Management and BUdget, for establishing
or revising a put>lic report. Requiring members of the business
community, educational institutions, or the general pulblic to
provide inforitlation requires compliance with the Privacy Act of 1974,
the Freedom of Information Act. as well as the Public Reports Act,
...,hen a public reporting requirelilent is in the planning stages,
requiring offices are advised to consult with IRM/PE on how to best
structure the requiremellts to comply with applicable laws and
regulations.

1. Applicable External Regulations

a. Paperwork Reduction Act of 1980 - 5 CFR 1320-Controlling
Paperwork Burdens on the Public

Tne Paperwork Reducti on Act of 1980 has the foll owi ng objecti ves: to
reduce the paperwork burden imposed by the Federal Government; to
reduce the cost of government infonnatio~ processing activities; to
collect only as much information as is needed and can be used, and to
use it effectively; to eliminate inconsistencies wherever possible
among governmental policies dealing with information; to make more
effective use of computers and telecommunication technology to make
goverlLnent operati ons more effi ci ent; and to establ ish safeguards to
protect the legitimate privacy and confidentiality concerns.of
individuals and enterprises.

b.Office of Management and BUdget (OMS) 5 CFR 1320, Controlling
Paperwork Burdens on the PubllC

Tne purpose of 5 CFR 1320 is to implement the provisions of the
Paperwork Reduction Act of 1980 concerning collections of
information. No agency is to conduct or sponsor the collection of
inforlnation required by law or necessary to obtain d benefit from 10
or more persons without the prior approval of the Office of
Management and BUdget. Any collection of information submitted to
nine or fewer persons, must contain a statement that it is not
sUbject to OMB review under the Act. No person is subject to any
penalty for failing to

-,
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maintain or provide any inforillation, if the information collection
request does not display a current control number assigned by OMB.
An information collection request l includes the use of written report
forms, application forms, application forms, schedules,
questionnaires, reporting or recordkeeping requirements, contracts,
agreements, policy statements, plans, rules or regulations, planning
requirements, circulars, directives, instructions, bulletins,
requests for proposal or other procurement requirements interview
gUides, disclosure requirements, labeling requirements, telegraphic
or telephonic requests, and standard questionnaires used to monitor
compliance with agency requirements.

2. Request for Clearance of New Plans or Report Forms
Within the U.S.A.

a. To request OMB approval of a new p1all or report form, tile
foll O\·dng must be submitted to IRM/PE at least 60 days prior to the
intended implementation date (four copies each of the folloWing): SF
83, Request for OMB Review (Attachr,lent 4Bl), any instructions to be
sent to the respondents, the proposed information collection item
(forms, formats, etc.), supporting statement, and tile regulatory
authority for collecting the inforillation (if any). Tne SF 83A,
Instructions for Requesting OMB Review Under Executive Order 12291 or
Approval of a Collection Infonnation Under the Paperwork Reduction
Act and 5 CFR 1320 (Attachment 4B2) contains detailed instructions on
submitti ng a cOlilpl ete cl earance package. The supporti ng statement is
addressed on page 4 of SF 83A and each of the items must be answered
either with the requested infonllation or with INA' if that item does
not apply to the information collection. If the reporting
requirement will utilize a printed AID form, the procedures in
Chapter 5 are to also be followed. Special consideration is to be
given to elderly, visually impaired, and non-Englis~-speaking persons
when designing forms for use outside of the Aqency in accordance with
the information contdined in GSA Bulletin FPI~R B 102, issued June 24,
1980.

b. Upon receipt of the appropridte documentation, IRM/PE
reviews the requirement to determine whether or not the request meets
the criteria established by OMB.

c. If, after review, it is determined that the request meets
the OMB criteria, the Agency Clearance Officer in IRM/PE signs the SF
83 and forwards the documentation to OMB for action. A copy of the
OMB a~tion notice is sent to the requiring office after action by OMB
has been completed. If the request does not meet the OMB criteria,
IRM/PE notifies the requiring office.
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a. Under the provisions of 5 CFR 1320, Controlling Paperwork
Burdens on the Public, AID may conduct generic information
cOllections overseas. The Agency is required to display the
appropriate OMB control number and expiration date on the front of
each collection instrument. AID has a threeyear (renewable) approval
to make collections overseas within the following groupings:

Health and Population Programs (OMB Ii 0412-0528,expires
7/31/88) ;

Education and Human Resources Programs (OMS Ii 0412-0529,
expires 7/31/88);

Energy, Private and Voluntary Organizations, and Selected
Development Activities (OMB Ii 0412-0526, expires 7/31/88);

Agriculture, Rural Development, and Nutrition (OMB Ii
0412-0527, Expires 7/31/88); and

All other AID Data Collections created in and conducted
outside the United States (OMS # 0412-0525, expires
7731788) .

Required management collection procedures include that:

"(1) the collection of inforlflation is the least burdensome
necessary for the proper performance of the agency I s
functions to comply with legal requirements and achieve
program objectives;

(2) the collection of information is not duplicative of
information otherwise accessible to the agency; and

(3) the collection of information has practical utility.11

To make a collection of information overseas of data designed in
A.I.O.tW, determine which of the above groups that your collection
fall sin, p1 ace the OMB number and expi ration date ina prominent
position on the collection instrument, and fo\~ard it to the field for
collection.

--.
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b. The requiring Bureau/Office is responsiule for developing an
i nterna 1 system for impl ementi ng the above requi rements. The system
must i ncl ude a central index to facil i tate document recovel~Y. Tne
Bureau/Office must:

(1) name a contact perSOil to respond to inquiries about
tile questionnaires generated by the Bureau/Office for use overseas;

(2) advise IRM/PE of the name and telephone number of the
contact person;

(3) place the proper generic number and expiration date on
the collection instrument before dispatching it to tne overseas area
for collection;

(4) maintain a copy of the data collection and results in
an appropriate place. If the collection is project specific, a copy
should be placed in the official project porfolio; and,

(5) provide a copy of the collection instruments on
request.

c. There is no requirement to maintain a file copy for OMB
inspection of questionnaires developed dnd collected in the field.

d. As provided in 412 above, IRM will coordinate with OMB to
obtain proper approval for information collections that do not fall
under the generic coverage.

4. Requests for Clearance of Revised Information Collections

A reql.'%t for OI~B approval of a revised information collection item
is made by folloWing the same procedures outlined in 412.

5. Requests for Extension of OMS Approvdl

Extension of OMB approval is requested by the requiring office, after
notification of an upcoming expirdtion by IRM/PE, at least 2 months
prior to the expiration date, fo lowing tile same procedures outlined
in 412.
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4J Procedur~s for SUbmission of Requests for Clearance of
Interagency Reporting Requirements

Requiring offices initiating new programs and major policy changes
involving interagency reporting requirements are to request
assistance from IRM/PE in defining and assessing related reporting
req4irements. Such requests are to be made at the earliest practical
opportunity in the planning of ne\l programs and major policy changes
to ~ssure development of cost estimates and appropriate interagency
involvement and clearance.

1. Federal Property Management Regu1 ati ons, 41 CFR Subpart
101-11.11 - Interagency Reports Management ProgralA

This regulation, dated July 1973, sets forth the procedures to be
followed by agencies in the management of interagency reporting
requirel;lents, including obtaining prior approval of the General
Services Administration (GSA) for such reports.

2. Requests for C1 earance of New Reporting Reguirement

~. A request for clearance of an interagency reporting
requirement is sUbmitted to IRM/PE 60 days prior to the effective
date of the requirements uS'ing SF 360, Request for Clearance of an
Interagency Reporting Requirement (Attach~ent 4C), together with
sup-porting.justifi~ation, inc1ud'in!;j cost estimates, the directive prescribing
the report1ng requ1rement, and a proposed form or format to be utilized
Ins~ructions for.comp~etion of SF 360 and preparation of supporting doc~men
ta~lon are conta1ned 1n Attachment 4C. If the requirement will utilize a
pr1nted A.I.D. form, the procedures outlined in Chapter 5 are also followed.

-"
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c. If. after review. IRM/PE (~eterhlines the request meets the GSA
criteria. the SF 360 is signed by the A.I.D. Interagency Liaison Officer
(IRM/PE) and forwarded to GSA for action. One copy of SF 360 is returned
to the requiring office after action by GSA has been completed. If the
request does not meet the GSA criteria, IRM/PE notifies the requiring
offi ce.

3. Requests for Clearance of Revised Reporting Requirements

A request for clearance of a revised reporting requirement is submitted
by following the same procedures outlined in 4J2. If the proposed
revision is minor, IRM/PE is consulted for advice as to the extent of
supporting documentation required.

4. ~equest for Clearance of Plans to Obtain Inforll1ation to Prepare
Statistical Compilations of General Public IntereSt

A request for cl earance of an interagency reporti ng requi rement wlli Cll
necessitates OMB approval because the information to be collected is to
be used for statistical compilations of general pUblic interest, or
necessitates collection of information from the pUblic by responding
agencies, is submitted to IRM/PE following the procedures outlined above.

5. Request for Extension of GSA Approval

Extension of GSA approval is requested by the requlrlng office after
notification of an upcoming expiration by IRM/PE at least 2 months prior
to the expiration date. If no change other than the extension is
requested, the requiring office submits SF 360 to IRM/PE.

6. Appeal Procedure

A requiring office or responding agency may appeal an interagency
clearance or waiver decision made by GSA. The reason for the appeal is
stated in writing and submitted to IRM/PE for transmittal to GSA.
GSArev;ews the appeal and forwards it, with a recommendation, to O/~B for
resolution.

Reports Inventory

1. IRM/PE maintains an inventory of all recurring reports required by a
Bure~~ or Office of another Bureau, Office, or A.I.D. Mission. Listings
of reports in the inventory are contained in Appendix B as follows:
Part I - Internal Reports - A. - A.I.D./W Recurring Reports. B. - Mission
Recurring Reports to A.I.D./W; Part II - Public Reports; Part III 
Interagency Reports; and Part IV - Congressional Reports.
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2. Missions ~re to prepare a listing of their internally controlled
reports to use in conjunction with Appendix B, in determining their total
reporting requirements.

3. A. I. D'/W Bureaus and Offices are to mai ntai n an inventory of thei r
intr~office reporting requirements and provide a copy to IRM/PE.

4L. Availability of Referenced Forms

The following A.I.D., Standard and Optional, Forms cited in this Chapter
and attachments are available from the A.I.D./W Distribution Branch,
SER/MO/PtVD:

AID 3-198 - Reports Approval Application
SF 360 - Request for Clearance of an Interagency Reporting

Requirement
OF 101 - Summary Worksheet for Estimating Reporting Costs

SF 83, Request for m1B Review and SF 83A, Instructions for Requesting Of~B

Review Under Executive Order 12291 or Approval of a Collection of
Information Under the Paperwork Reduction Act and 5 CFR 1320, are
available from the Forms Management Office (IRM/PE).
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INSTRUCTIONS FOR COMPLETING AID 3-198, REPORTS APPROVAL APPLICATION

Complete original and one copy. Forward with appropriate supporting
documenta:ion to IRt~PE.

Any i tern not 1i sted below is consi dered to be sel f-expl anatory and therefore,
not included. Assistance in completing this form will be provided by IRM/PE
upon request.

'-Ii Item No.

1. Exact Title of Report - Enter a brief but descriptive title.

2. Report Control Symbol - If request is for a new report, IRI.,/PE
will complete upon approval of the application. If request is
for a revised report, enter the symbol previously assigned by
IRM/PE

8.

11.

Date of Issuance - Enter date on which the report is ready for
reproductlon or distribution (e.g., a report covering the
peri od f4arcll 1 through March 31 may be issued Apri 1 5).

Preparing Offices - Each of these may be identified by
category, if appropriate (e.g., all Bureaus, all Missions, all
LA Missions, A.I.D. contractors, etc.)

12. Recipients of Report

A. Offi ce - Each of these may be i denti fi ed by category, if
appropriate (e.g., all Bureaus, all Missions, all
LA Missions, A.I.D. contrdctors, etc.)

B. Action, C. Reference, D. Infonnation-Enter the number of
coples recelved in the column(s) which best descrioes the
use made of this report.

E. Distribution List - When recipients are identified by
category, indicate the official A.I.D. Distribution List
number, if applicable.

19. E. Estimdted Production Cost - If the report is to be
reproduced after completlon, give the best estimdte of
cost, and indicate whether the reproduction will be done
within A.I.D. or by an outside contrdctor.
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Attachment 4A (continued)

21. Concurrences - The initiating office is responsible for
obtaining clearances of any other offices directly concerned
with the reporting requirement.

22. To be completed by IRM/PE
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REPORT APPROVAL APPLICATION

V'TR UCTIONS: Submit in d llplicate to the li~p(:r~JI1I1~~e~l.r-;;tOffice (fUM IrE ). Attach a copy of the applicable direclil'e and/
or instructions, report format or proposed form, and the autllOriZITIf: document. A cop)' will be returned to you indicating final action
by IRM/PE. See Handbook 18, Chapter 4 for further in.mu_c-,-ti(_)n_s~. ---=-__-=- _
1. Exoc. mi. o' Room' 12. R.po" Cootm' S,mbo1

3. Type of Content

o NARRATIVE 0 STATISTICAL

o COMBINATION

4. Requiring Directive/Instructions

5. Request for ('X' appropriate box(es))

o NEW 0 TEMPORARY Proposed expiration date _

o ONE·TIME Proposed expiration date __. .. . .__

....., REVISED (explain what changes are proposed)

6. Frequency (daily, monthly, etc.) 7. "As of" Date or Period Covered 8. Date of Issuance

9. Method of Transmission (form no., airgram, memo, etc.) 10. Is Data Processing Involved in the Preparation of this Report

0 YES 0 NO

11. Preparing Offices (indicate 12.A. PURPOSE E.
Missions, offices, etc. who sub-

RECIPIENTS OF REPORT
Enter number of copies for each DISTRIBUTION LIST

mit this report) as annrofuiate
B. ACTION Ie. REF. D. INFO

f--

<.-....
13. Description of Data to be Reported

U
·..Source of Information Contained in this Report (cite by no. and title other reports, data processing printouts, files, or: other source
, . ' documents from which this information is obtained)

15. R.,,,,,,, Fo'm Numbo' 16. OM. Appm,,' NUmb" 1'7. lot"'g.n., R.purt Numbo'

18. If this Report is Used as a Source in Generating Other Report(s) in Whole or in Part, Cite Number and Title of Such Reports(s)

19. Cost Factors

?

By:

A. Estimated persondays for preparation (including related research) for one report by one:
AIDIW Office: Professional Clerical

li.. eMiSSion: U. S. Profession'll U.S. Clerical
~ Local Professional Local Clerical

B. Number of offices and Missions preparing report
C. Average number of pages in one report submission
D. Number of copies of report produced
E. Estimated production cost (including printing and distribution) $ _

AID 3-19B (3-84)

o Contract o AID
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20. Justification: Include information as to how frequently and for what purpose the data elements in this report are used. Explain in
detail how this report fits into the total system in question and at what stage of the program cycle the information is used (e.g.•

programming, implementation, et.taluation).

~""..',i:'-"

o

u

-21 APPROVALS

981 841 ba

.
INITtATING OFFICE TYPED NAME INITIALS OATE &.

CONCURRENCES

22.

REPORTS 0 Approved 0 Approved for Period NTE 0 Disapproved

MANAGEMENT Comments

OFFICE V
AID 3·1 3- ck
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~Form83
(Rev September 1983)

Request for OMB Review
Important

Read instructions before completing form. Do not use the same SF 83
to request both an Executive Order 12291 review and approval under
the Paperwork Reduction Act.

Answer all questions in Part I. If this request is for review under E.O.
12291. complete Part II and sign the regulatory certification. If this
request is for approval under the Paperwork Reduction Act and 5 CFR
1320, skip Part II, complete Part III and sign the paperwork certification.

Send three copies of this form, the material to be reviewed, and for
paperwork-three copies of the supporting statement, to:

Office of Information and Regulatory Affairs
Office of Management and BUdget
Attention: Docket Library, Room 3201
Washington. DC 20503

PART I.-Complete This Part for All Requests.

,rtmentjagency and Bureau/office originating request 2. Agency code

v
3. Name of person who can best answer questions regarding this request Telephone number

4. Title of information collection or rulemaking

5. Legal authority for information collection or rule (cite United States Code. Public Law. or Executive Order)

6. Affected public (check all that apply)

1 0 Individuals or households

2 0 State or local governments

'''-

L .,-.__use

-"
_______.or

3 0 Farms

4 0 Businesses or other for-profit

5 0 Federal agencies or employees

6 0 Non-profit institutions

7 0 Small businesses or organizations

PART II.-Complete This Part Only if the Request is for OMB Review Under Executive Order 12291

7. Regulatio'1 Identifier Number (RIN)

Type of review requested

1 0 Standard

2 0 Pending

3 D Emergency

4 0 Statutory or judicial deadlme

Stage of development

1 0 Proposed or draft

2 0 Finalor interim final, with prior proposal

3 0 Final or interim Ilnal, without prior proposal
----------_._---------

_. or, None assigned 0
---------:::----::---,------:-:------

ilfype of submission (check one in each category)
ClassificatIon

1 0 Major

~ 0 NonmaJor

~cted
eFR

10. Does this regulation contain reporting or recordkeeplng requirements that require OMS approval under the Paperwork ReductIOn Act
and 5 eFR 1320? ·0 Yes ! : NCI

11. /f a major rule, is there a regulatory impact andlysis attached1

/f"No," did OMB waive the analysIs?

10 y(,S 2 []tJo
3 [..J Yes 4 No

12291 and any appilc~b!,·

Certification for Regulatory Submissions
In submitting this request for OMB review, the authorized regulatory contact and ttw program official certify that the requirements of E.O

policy directives have been complied with.
---_.

Signature of program offiCial r·--------------
\..~.":.._~/~.:,:'e~O-f-a-u-th-o:_ri~ze-d-r-e-g-UI-a-to-r-y _co_n_t_ac_t ~~~~~~~~~~~~~~~~~_~~~~~~~~~~-t'~D_a~t_e-_-_-_-_-_~·_--_-_-_-_-_-·_-_-_"_-_
12. (OMB use only)

Previous editions obsolete
NSN 7540·00 634·4034

83108 Standard Form 83 (Ht·v 'J 8 j)

I'fl")(iltwd {J, (lMH
~ CI H I 'l:'(1 .".,: I (I : :',"1,
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eYes UNo

Date

7. Enter date of expected or actual Federal

Register publication at this stage of rulemaking
(month, day. year): _

oJ... ,. .,

4 0 Reinstatement of a previously approved collettion for which appr ;' .'.:'
has expired ~

5 0 Existing collection in use without an OMS control number

2 0 Emergency submission (certification attached)

6 Final or interim final Without prior NPRM

A 0 Regular submission

B 0 Emergency submission (certification attached)

25. Are the respondents primarily educational agencies or institutions or is the primary purpose of the collection related to Federal education programs? 0 Yes 0 No

26. Does the agency use sampling to select respondents or does the agency recommend or prescribe the use of sampling or statistical analySIS
by respondents 7

27. Regulatory authOrity for the information collection

CFR ; or FR ; or, Other (specify):

Paperwork Certification

In submitting thiS request for OMB approval, the agency head, the senior official or an authorized representative, certifies that the requirements of 5 CFR 1320. the
Privacy Act, statistical standards or directiv~s, and any other applicable ,nformation policy directives have been complied with,

Signature of program official ----,-,D"ac-te------

ATTACHMENT 4B(l)

Signature of agency head, the senior offiCial 01 ;j'na',j'thurlzed representative

wit out any change In e su s ance or In eme 0 o co ec Ion

16. Agency report form number(s) (include standard/optional form number(s)) 22. Purpose of information collection (check as many as apply)

10 Application for benefits

20 Program evaluation
17. Annual reporting or disclosure burden 3D General purpose statistics

I Number of respondents. 40 Regulatory or compliance

2 Number of responses per respondent 50 Program planning or management

3 Total annual responses (line 1 times line 2) 60 Research

4 Hours per response 70 Audit

5 Total hours (line 3 tImes line 4)
18. Annual record keeping burden 23. Frequency of recordkeeping or reporting (check all that apply)

I Number of recordkeepers 10 Recordkeeping

2 Annual hours per recordkeeper. Reporting

3 Total recordkeeping hours (line 1 times line 2) 20 On occasion
4 Recordkeeping retention period years 3D Weekly

19. Total annual burden 40 Monthly

I Requested (line 17-5 plus line 18·3) , 50 Quarterly

2 In current OMB Inventory 60 Semi-annually

3 Difference (line 1 less line 2) 70 Annually

Explanation of difference aO Biennially

4 Program change 90 Other (describe):
5 AdJustment.

20, Current (most recent) OMB control number or comment number 24. Respondents' obligation to comply (check the strongest obligation that applies)

1 0 Voluntary U
21. Requested expiration date 2 0 Required to obtain or retain a benefit " ;

--_.- ____ 3 0 ~andat0'1.._

15. Type of review requested (check only one)

I [J New collectIOn

2 0 Revision of a currently approved collection

3 0 Extension of the expiration date of a currently approved collection
. h . th b t . th th d flit

14. Type of Information collection (check only one)

Information collections not contained in rules

I 0 Regular submission

Information collections contained In rules

3D Existing regulation (no change proposed)

40 Nolice of proposed rulemaking (NPRM)

50 Final, NPRM was previously published

13. Abstract-DesCrIbe needs, uses and affected public in 50 words or less

PART ilL-Complete This Part Only if the Request Is for Approval of a Collection
of Information Under the Paperwork Reduction Act and 5 CFR 1320.



..
ATTACIIMENT 4B( 2) 18-V:23

6/18/85

'.--. .~

~tandard Form 83A
vvised September 1983)
.Instructions for Standard Form 83
Request for OMB Review
Instructions for Requesting OMB Review Under Executive
Order 12291 or Approval of a Collection of Information
Under the Paperwork Reduction Act and 5 CFR 1320

General Instructions
For requests for review under EO. 12291,
complete Parts I and II of the SF 83, sign
·"'e Certification for Regulatory Submissions

U
.,!send three copies of the completed SF

. .' three copies of the draft regulation and
ee copies of any supporting material

,_- (including a Regulatory Impact Analysis if
required) to OMB.

For requests for approva I of a collection
of information, complete Parts I and III (skip
Part II), sign the Paperwork Certification
and send three copies of the completed SF
83 and three copies of the supporting
statement and forms, questions, or other
instruments for which approval is
requested, to OMB. The submission must
include the revelant portion of any statute,
regulation, handbook "Or other document
that establishes a record keeping, reporting,
~r disclosure requirement, and copies of the

~
(:\iCe submitted to the Federal Register
. . rming the public that OMB approval is
. eing sought. (This notice is not required for

collections of information in proposed rules
submitted for OMB review under 5 CFR
1320.13.)

OMB will not accept a submission unless
all entries in Part I and, as appropriate, Part
II or Part III are completed and the SF 83
has been properly signed. Submissions for
E.O. 12291 review must be signed by the
appropriate program official and by the
official responsible for reviewing
submissions of regulations to OMB (OMB's
authorized regulatory contact) or that
person's designee. Submissions for
approval of a collection of information must
....e signed by the appropriate program

~
.. icial and by either the agency head, the

nior Official designated under the
aperwork Reduction Act and 5 CFR

1320.8, or that person's designee.

Requests should be submitted to:

Office of Information and Regulatory Affairs
Office of Management and BUdget
Attention: Docket library, Room 3201
Washington, DC 20503

Note: Do not request review under E. O.
12291 and approval under the Paperwork
Reduction Act and 5 eFR 1320 on the same
SF 83.

PrevIous editions obsolete
NSN 7540-00-165·0506

Instructions for Part I
1. Department/Agency and
Bureau/Office Originating
Request.-Provlde both the name of the
department or agency and the name of the
bureau or office within the department
which IS issuing the regulation or proposing
the collection of Information.

2. Agency Code.-OMB has assigned a
four digit numerical code to each agency
and will supply It upon request.

3. and 4.-Self explanatory.

5. Specific legal authority.-C,te title and
section of the United States Code. If a
regulation or a collection of information is
authorized by more than one statute or
section, cite the principal legal authority.

If a regulation or a collection of
information is mandated or authorized by a
law which has not yet been codified into the
United States Code, cite the Public Law
number. If a regulation or a collection of
information is authorized only by Executive
Order. cite the E.O number.

6. Affected Public.-Check all categories
that apply. Note that if a significant effect
on small business is predicted, the
Regulatory Flexibility Act requires agencies
to evaluate alternatives to mitigate this
impact and 5 CFR 13206(h) requires
agencies to take all practical steps to
develop separate and Simplified collection
of information requirements for small
businesses and other small entities. SBA's
Office of Advocacy is available to assist
agencies in evaluating the impact of their
proposal on small business OMB rT)ay ask
for additional information on the specific
industries affected (e.g., by Standard
Industrial Classification) or other revelant
data

Instructions for Part II
General Instructions
Executive Order 12291 defines a regulation
as any "agency statement of general
applicability and future effect designed to
implement, interpret, or prescribe law or
policy, or describing the procedure or
practice requirements of an agency." This
includes more than proposed and final
rules. Statements of policy that appear in
the Federal Register as notices rather than
rules, as well as guideline documents and
policy statements that are not published in
the Register, are to be submitted for OMB
review if they set or interpret agency policy.

83·204

The following are not subject to OMB EO
12291 review:

a. Regulations issued by the
General Accounting Office,
Federal Election Commission,
Independent regulatory

commissions as defined III

44 U.S.C. 3502(10),
Facilities and laboratories owned by

the Federal Government but
operated by contractors, and

Governments of the District of
Columbia, and U.S. territories
and possessions.

b. Regulations issued With respect to a
military or foreign affairs function of the
United States.

c. Regulations related to tnternal agency
orga nization, ma nagement or person nel.

Specific Instructions
7. Regulation Identifier Number
(RIN).-This is the number that the
Regulatory Information Service Center
assigns to a regulatory action when It IS
submitted for publication in the Unified
Agenda of Federal Regulations. I; a RIN
has not been assigned to this regulatory
action, check" None assigned."
8. Type of Submission (check one in each
category).-

Classifica tion
1. and 2. -Check "major" if the

regulation IS likely to result in:

An annual effect on the economy
of $100 million or more: or
A major tncrease in costs or prices
for consumers, individual
industries, Federal, State, or local
governments. or geographic
regions; or

Significant adverse effects on
competition. employment,
investment, productivity,
innovation, or on the ability of the
U.S based enterprises to compete
with foreign based enterprises in
domestic or export markets
Otherwise, check "non major "

Stage of Development
Self explanatory for regulations Issued

through informal rulemaking.
A guideline document or other

regulation which IS not issued through
informal rulemaktng should be
submitted as:

Sta'nda;d-"orm-S3A(Re, '''-83)
P"'sc"bed by OMS

5CFR 1320Jnd 12291
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If several collections of information are
submitted to OMS for approval in a single
package (covered by an SF 83), describe
the burden for each collection in the
supporting statement, and provide an
estimate of the burden for the entire
submission at questions 17 and 18.

19. Total Annual Burden.-

1. Enter the sum of the annual reporting
burden (17-5) and the annual
record keeping burden (18-3) on thiS line.

Z Enter the burden (hours) currently
approved by OMS for this collection of
information.

• Enter zero (0) for any collection whose
OMS approval has expired. .. '. _"

• Enter zero (0) for a new submission. Ii, ,t
3. Enter the difference between 19-1 and""

19-2 on this line. The difference, If any,
must be explained at lines 19-4 and/or
19-5.

4. Program Change. -is a change in
burden which is the result of deliberate
action by the Government. Examples of
program changes are:

• Adding, dropping. or changing
questions.

• Changing the frequency of a collection
of information.

• ReqUiling or requesting more, fewer, or
different respondents to record, retain.
disclose, or report information. .l-

• Changing eligibility requllements for any",r
assistance program in a way that
changes the number of applicants or
potential applicants for the benefit.

In general, burden includes, but is not
limited to, the time required to:

• Read or hear any instructions;

• Generate the information;

• Process, compile, and review the
information; and

• Record, disclose, or report the
information.

The burden of making any required
reports or disclosures should be reported at
question 17 and should include the burden
of keeping records necessitated by the
disclosure or report. The burden of keeping
any required records not necessitated by a
disclosure or reporting requirement should
be reported at question 18.

18-4.-lf the record keeping retention
period is not specified as a number of years ...-
- for example, if records are to be retained!,,-,~

for the life of a given machine - enter a POlnv••, . ;'
estimate (not a range) at 18-4, and explain .....
the estimate in the supporting statement.

For collections of information contained
in new proposed rUles, enter zero (0) on
the SF 83 and describe the burden to be
imposed, if the regulation becomes final, in
the supporting statement. If the proposed
rule revises an existing collection of
information, enter the burden level for the
existing requirement on the SF 83 and
explain the burden impact of the revision in
the supporting statement. In both cases, at
the time of publication of the final
regulation, the agency must inform OMS of
the actual burden of the collection of
information,

18-V:23ATTACHMENT4B(2}

Specific Instructions
13. Abstract.-Provide a statement of not
more than 50 words covering the agency's
need for the Information, the uses to which
it will be put, and a brief deScription of the
respondents.
14. Type of Information Collection.
Check only one category. If the collection of
information is not explicitly set forth in a
rule. check either lor 2. Regular
submissions (1) are those which are
reviewed under 5 CFR 1320.12. Emergency
submiSSions (2) must include the
certification required by 5 CFR 1320.17(a).
In addition, agencies requesting emergency
clearance must provide the information
required by 1320.17(b) ann (c). If the
submission does not meet the reqUirements
for an emergency clearance, the agency's
Clearance Officer may ask the OMS Desk
Officer for an expedited review.

If the collection of information is explicitly
set forth in a rule, check one of the
categories 3 through 6. If it is in an existing
regulation to which no change is proposed,
check 3. If it is submitted with a Notice of
Proposed Rulemaking (NPRM) under 5 CFR
1320.13, check 4 If it is contained in a
final regulation for which an NPRM had
been published, check 5. If the collection of
information is contained in a final or interim
final rule for which an NPRM had not been
published, check 6A or 6S. (See above for a
diSCUSSion of material to be submitted with
requests for emergency clearances.)

15. Type of Review Requested (check
only one category).-

1. New.-If this collection of information
has not previously been conducted or spon
sored by the agency.

2. Revision. -If this collection of
information is currently approved by OMS,
and the agency wishes to make a
substantive or material change in the
collection, its burden estimate, or the use to
which the information is to be put.

3 Extension. -If this collection of
information is currently approved by OMS,
and the agency wishes only to extend the
approval past the currently assigned
expiration date without making any other
change in the collection of information or its
burden estimate.

4. Reinstatement. -If this collection of
information previously held OMS approval,
but the approval has expired or was
withdrawn before thiS submission was
made.

5. Existing collection in use without an
OMB control number.-If this collection of
information is currently in use but does not
have a currently valid OMS control number.
16. Agency Report Form
Number(s).-Supply any identifying
numbers or codes tilat the agency has
aSSigned to the collection of information. If
the instrument IS a Standard or Optional
Form, or IS being proposed for such use, the
submission to OMS by the agency must be
through the General Services Administra
tion (see 5 CFR 1320.15 for further infor
mation about this procedure).
17. and 18. Annual Reporting or
Disclosure Burden, and Annual
Recordkeeping Burden.-The definition of
burden. and a discussion of burden
elements, is contained in 5 CFR 1320.7(b).

Instructions for Part III
General Instructions
These instructions should be used in
coni unction with 5 CFR 1320, which
prOVides Information on coverage,
definitions. and other matters of procedure
and Interpretation under the Paperwork
Reduction Act of 1980. If you have any
questions, contact the OMS Desk Officer
for your agency.

Page 2

1. Proposed or draft. -If. following
OMS revlcw. the regulation will be
CIrculated outside the agency for
comment, and then revised and
resubmitted to OMS

2. Final or tntenm frnal. with prior
proposal. -If an earlier version of the
regulation had been reviewed by OMS.
circulated for outside comment, revised.
and IS now ready for final issuance.

3 Final or interim final, without prior
proposal. -If the regulation will proceed
directly from internal agency review to
OMS for review before final Issuance
without being CIrculated for outside
comment and appropriate revision.
Type of Review Requested

1. Standard. -Refers to the normal
process of submitting a proposed or final
regulation to OMS for review under
section 3 of EO. 12291.

2 Pending. -Refers to OMS's review,
under section 7 of E.O. 12291, of rules
which were issued in final (or proposed)
form before February 17, 1981, and
which are about to take effect (or
become final). Agencies should review
section 7. paragraphs (b), (d), and (f) of
the Executive Order for further
Instructions.

3. Emergency.-Refers to OMS's
reView, under section 8(a)(1) of E.O.
12291, of regulations which the agency
has chosen to publish without prior OMS
review In order to respond to an
emergency situation.

4. Statutory orJudicial deadline.
Refers to OMS's review, under section
8(a)(2) of E.O. 12291, of regulations
which the agency has chosen to publish
without prior OMS review in order to
avoid violating a statutory or judicial
deadline

9. CFR Section Atfected.-Cite as
speCifically as pOSSible the section of the
Code of Federal Regulations which will be
affected by the regulation being submitted.
If the regulation affects more than one
section of the CFR, cite to the principal
section affected If the regulation is not to
be published In the Federal Register or
otherwise codified into the CFR (and
therefore will not actually revise CFR text),
cite the CFR section which is most closely
related to the subm ission.

10. Self explanatory.

11. If a Major Rule, is There a Regulatory
Impact Analysis Attached?-A regulatory
Impact analysIs must accompany the
submission of a major regulation unless
OMS has waived the analysis.

12. (OMB USE ONLY)
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5. Adjustment.-is a change in burden

V
... ..·h is not the result of deliberate agency

n. Examples of adjustments are:

Corrections of errors in burden
estimates.

• Corrections of the record to provide an
estimate of the burden for a collection
of information currently in use without
an OMBcontrol number.

• Reestimates in burden due to factors
outside the agency's control, such as
population changes, a change in the
number of firms in an industry, or a
change in use because a different
number of respondents decide to
respond or to make use of the
collection of information instrument.

''\. Current (or most recent) OMB

Y
· Itrol Number or Comment

ber.-If the collection of information
ad previously received or now has an OMB

control number or comment number, enter
the number. If the collection has had
different numbers, or has had both a control
number and a comment number, enter the
number that was most recently assigned.

21. Requested Expiration Date.-Enter
the month and year through which OMS
approval is requested. The date should be
no more than three years from the expected
date of OMS approval. For "emergency"
approvals submitted under the provisions of
5 CFR 1320.17 the requested date should
not be more than 90 days after the date of

'nB's receipt of the ag~ncy's submission.

~purpose.-
1. Application for benefits.-Is a

collection of information which a person
completes in order to participate in, receive,
or qualify for a grant. financial assistance,
or other benefit (including employment)
from a Federal agency or program.

2. Program evaluation.-Is a formal
assessment, through objective measures
and systematic analysis, of the manner and
extent to which Federal programs achieve
their objectives or produce other significant
effects. It is used to assist internal agency
management and policy making.

3. General purpose statistics.-Are data
collected chiefly for use by the public or for

. neral government use, without primary
\ Jerence to the policy or program
~erations of the agency collecting the

ATIACHMENT 4B (2)

data. This category should also be used to
indicate activities reqUired to design,
manage, or evaluate general purpose
statistical programs.

4. Regulatory or compliance. -Are
collections of information undertaken for
the purpose of measuring or enforcing
compliance with laws or regulations. The
category includes collections of information
incidental to regulation, such as
applications for waiver and exemptions.
Applications for licenses, certificates, and
the like, are also included in this category.

5. Program planning or management.
Includes all collections of information (other
than program evaluation and audits)
relating to progress reporting andgrants
management. financial and supply
management, procurement and quality
control, and other collections of
administrative information that do not fit in
any other category. This category also
includes surveys and other collections of
information used to develop new
regulations or to review existing regulations.

6. Research.-Refers to collections of
information to further the course of
scientific or medical research, rather than
for a specific program purpose.

7. Audits.-Refers to collections of
information conducted for the purpose of
verifying the accuracy of accounts and
records.

23. Frequency of Recordkeeping or
Reporting.-

1.-lf the collection of information
request or requirement explicitly includes a
recordkeeping requirement, check this
item. If the collection of information also
includes a disclosure or reporting
component, check the appropriate item 2
through 9.

2 through 9.-For collections of
information that involve reporting, check
the frequency of reporting that is requested
or required of a respondent. If the reporting
is on "an event" basis, check "on
occasion" (item 2). Also check item 2 for all
diSClosure requirements.

24. Respondent's Obligation to Reply.-

1. Voluntary. - Mea ns that response is
entirely discretionary and has no direct
effect on any benefit or privilege for the
respondent.

18-V:23

2. Required to obtain or retain a
benefit.-Means that the response is
elective, but is required to obtain or retain a
benefit. This includes licensing and permit
requirements.

3. Mandatory. -Means that the
respondent must reply or face civil or
criminal sanctions. OMS will recognize a
collection of information as being
mandatory only if a statute expressly:

• Requires respondents to provide
the information. or

.Authorizes an agency to require the
respondents to provide the
information.

If more than one status applies (for
example, the first page of a form is
mandatory but the second page is optional).
check the box which corresponds to the
strongest obligation to respond. (Mandatory
is the strongest obligation, and voluntary is
the weakest.)

25. Self explanatory.

26. Does the Agency Use Sampling to
Select Respondents or Does the Agency
Recommend or Prescribe the Use of
Sampling or Statistical Analysis by
Respondents?-Check "Yes" if
information is collected from a subset of all
potential respondents on the basis of a
selection made by the agency, and the
results are used to infer the characteristics
of the whole from the sample. Also check
"Yes" if the respondents are asked or
required to use similar sampling or other
statistical techniques in generating or
collecting the information requested or
required by this collection.

27. Regulatory Authority for the
Information Collection.-If the regulatory
authority is contained in an existing
regulation, cite as specifically as possible to
the principal section of the Code of Federal
Regulations which states the requirement.
If the requirement is contained in a
regulation that has not yet been codified
into the CFR, cite the final rule and provide
the date it appeared in the Federal
Register.

A supporting statement, as described on
page 4, must accompany each request for
approval ofa collection of Information.
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Supporting Statement for Requests for OMS Approval
Under the Paperwork Reduction Act and 5 eFR 1320

-

1,.......••:'

V
Page 4

15. For collections of information whose
results are planned to be published for
statistical use, outline plans for tabulation,
statistical analysis, and publication. provideU'....'
the time schedule for the entire project, ',1

including beginning and ending dates of the
collection of information, completion of
report, publication dates, and other actions.
B. Collections of Information Employlnl
Statistical Methods.-Descriptions of
collections of information submitted for
approval that employ statistical methods
shall contain the following information.
References to stratification may be ignored
if that technique is not used.

If the collection of information does not
employ statistical methods, so indicate.

If the collection employs statistical
methods:

1. Describe (inclUding numerical
estimate) the potential respondent universe

V
'',.' .

and any sampling or other respondent .
selection method to be used. Data on the
number of entities (e.g., establishments,
State and local government units,
households or persons) in the universe
covered by the collection and in the
corresponding sample are to be provided in
tabular form for the universe as a whole and
for each of the strata in the proposed
sample. The tabulation should also indicate
expected response rates for the collection
as a whole. If the collection had been
conducted previously, the actual response
rate achieved during the last collection
should be noted.

2. Describe the procedures for the
collection of information including:

• Statistical methodology for
stratification and sample selection,

• Estimation procedure,
• Degree of accuracy needed forthe .

purpose described in the justification,
• Unusual problems requiring specialized

sampling procedures, and
• Any use of periodic (less frequent than

annual) data collection cycles to
reduce burden.

3. Describe methods to maximize
response rates, and to deal with issues of
nonresponse. The accuracy and reliability of
information collected must be shown to be
adequate for intended uses.

For collections based on sampling, a
special justification must be provided for ._.
any collection that will not yield "reliable" \,I"."
data that can be generalized to the universe '" " .
studied.

4. Describe any tests of procedures or
methods to be undertaken.

Testing is encouraged as an effective
means of refining collections of information
to minimize burden and improve utility.
Tests must be approved if they call for
answers to identical questions from ten or
more respondents. A proposed test or set of
tests may be submitted for approval
separately or in combination with the main
collection of information.

5. Provide the name and telephone
number of individuals consulted on
statistical aspects of the design and the
name of the agency unit, contractor(s),
grantee(s), or other person(s) who will
actually collect and/or analyze the
information for the agency.

In the supporting statement, provide:
a. The names and telephone numbers of

those consulted and the year in which
the consultation took place. Indicate
the agencies, companies, State or
local governments, or other
organizations represented by those
consulted.

b. A summary of any major problems that
could not be resolved during
consultation.

c. A description of other public contacts
and opportunities for public comment,
and a summary of the comments
received.

10. Describe any assurance of
confidentiality provided to respondents and
the basis for the assurance in statute,
regulation, or agency policy.

11. Provide additional justification for
any questions of a sensitive nature, such as
sexual behavior and attitudes, religious
beliefs, and other matters that are
commonly considered private. This
justification should include the reasons why
the agency considers the questions
necessary, the specific uses to be made of
the information, the explanation to be given
to persons from whom the information is
requested, and any steps to be taken to
obtain their consent.

12. Provide estimates of annualized cost
to the Federal Government and to the
respondents. Also provide a description of
the method used to estimate cost, which
should include quantification of hours,
operational expenses (such as equipment,
overhead, printing, and support staff), and
any other expense that would not have been
incurred without the paperwork burden.

13. Provide estimates of the burden of
the collection of information. The statement
should:

• Provide number of respondents,
frequency of response, annual burden,
and an explanation of how the burden
was estimated. Unless directed to do
so, agencies should not make special
surveys to obtain information on which
to base burden estimates. Consultation
with a few potential respondents is
desirable. If the burden on respondents
is expected to vary widely because of
differences in activity, size, or
complexity, show the range of
estimated burden, and explain the
reasons for the variance.

• If the request for approval is for more
than one form, provide burden
estimates for each form for which
approval is sought and summarize the
burdens on the SF 83. If only one form
is submitted, you need not duplicate
the information entered on the SF 83.

• If the proposed collection of
information was not included in the
agency's Information Collection
Budget (ICB) or if the burden shown on
the SF 83 is different from that in the
ICB, explain the difference.

14. Explain reasons for changes in
burden, including the need for any increase.

General Instructions
A supporting statement must accompany
each request for approval of a collection of
information. The statement must be
prepared in the format described below,
and all statements must contain the
information specified in Section A below. If
an item is not applicable, provide a brief
explanation. If Section B does not apply,
indicate that the collection does not employ
statistical methods.

OMB reserves the right to require the
submission of additional information with
respect to any request for approval.

Specific Instructions
A. Justlflcatlon.-Requests for approval
shall:

1. Explain the circumstances that make
the collection of information neccessary.
Include identification of any legal or
administrative requirements that
necessitate the collection.

A copy of the appropriate section of each
statute and of each regulation mandating or
authorizing the collection of information
should be attached to the supporting
statement.

2. Indicate how, by whom, and for what
purpose the information is to be used and
the consequence to Federal program or
policy activities if the collection of
information was not conducted.

3. Describe any consideration of the use
of improved information technology to
reduce burden and any technical or legal
obstacles to reducing burden.

4. Describe efforts to identify duplication.
5. Show specifically why any similar

information already available cannot be
used or modified for use for the purpose(s)
described in 2.

6. If the collection of information involves
small businesses or other small entities,
describe the methods used to minimize
burden.

7. Describe the consequence to Federal
program or policy activities if the collection
were conducted less frequently.

8. Explain any special circumstances that
require the collection to be conducted in a
manner inconsistent with the guidelines in
5 CFR 1320.6.

9. Describe efforts to consult with
persons outside the agency to obtain their
views on the availability of data, frequency
of collection, the clarity of instructions and
recordkeeping, disclosure, or reporting
format (if any), and on the data elements to
be recorded, disclosed, or reported.

Consultation with representatives of
those from whom Information is to be
obtained, or those who must compile
records, should occur at least once every
th ree yea rs _. even if the collection of
information activity is the same as in prior
penods. There may be circumstances that
mitigate against consultation in a specific
situation. These circumstances should be
explained in the supporting statement.
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INSTRUCTIONS FOR COMPLETING STANDARO FORM 360

IIREQUEST FOR CLEARANCE OF AN INTERAGENCY REPORTING REQUIREMENT II

I. Instructions for Completing SF 360

A. Complete original and two copies. Forward with appropriate
supporting documentation to IRM/PE.

\...;i B. General Instructions

Any item not listed below is considered to be self-explanatory and therefore
not included. Assistance in completing this form will be prOVided by IRM/PE
upon request.

Item 1 - To be completed by GSA upon approval of the interagency
reporting requirement. The Interagency Report Control Number
assigned by GSA is to be included in the prescribing directive
and appear in the upper right-hand corner of the reporting form
or format.

~ Item 2 - Leave blank. To be completed by IRM/PE.

Item 6 - To be completed for revisions and extensions only. Leave olank
if request is for a new reporting requirement.

Item 9 - Enter the summary of estimated reporting costs identified in
compliance with the requirement contained in IIC1, if request
is for new or revised reporting requirement. Leave blank if
request is for approval of a waiver.

Item 10 - Leave blank. To be completed by IRM/PE.

Item 11 - Leave blank. To be comple+ed by GSA.

Item 12 - Leave blank. To be completed by GSA.

II. Instructions for Preparation of Supporting Documentation

A. Justification

Justify each reporting requirement in terms of its value to management.
Evaluate the development, operational, and user costs of a report in terms of
increased pro~uct;v;ty, more timely service, better quality in output, or
reduced costs.

~I
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B. Di recti ve

Include the following infonnation in the directive prescribing the reporting
require~ent: purpose of requirement, report title, GSA approval number,
report form or format, preparation instructions, responding agencies,
frequency, number of copies, routing, due date, and whether negative reports
are required.

C. IQentification of Reporting Costs

1. Requests for cl earance of a new report or the major revision of
an existing report are to contain an estimate of the reporting costs related
to it, unless the requirement is waived in accordance with paragraph C2
below. Compute the cost of establishing the new or modified reporting system
(developmn~tal costs), the annual cost of operating the reporting system
(operational costs), and the annual cost of using the reporting system
(user costs), and enter totals in Item 9 (Summary of Estimated Reporting
Costs) of SF 360. Keep supporting documentation and worksheets available for
Review by IRM/PE and GSA. A sample SU~Jary Worksheet for Estimating Reportiny
Costs, Optional Form 101 and GSA Guidelines to Estimating Reporting Costs are
contained in Attachment D. Attachment D is to be used to the extent
applicable until a costing guide is developed for A.I.D.

2. Submission of complete justification for cost effectiveness may
be waived when, in the judgement of GSA, it is in the interest of the
Government to do so. When providing the reason for the waiver request, submit
a letter instead of the justification statement, wlth SF 360, excluding
Ite~ 9. If a request for waiver is denied, the justification statement is to
be prepared for regular clearance of the reporting requirement.

D. Agency Sampling

If a reporting system involves a number of responding agencies, IRM/PE and GSA
jointly determine what sampling of potential responding agencies is necessary
to provide an adequate appraisal of the workload and cost of a proposed
reporting requirement.

.-
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INSTRUCTIONS

REQUEST FOR CLEARANCE OF AN INTERAGENCY
REPORTING REQUIREMENT

~
I

Submit original and one copy together with one copy each of the proposed report, supporting
directive and justification statement to GSA. NARS. Office of Records Management. See FPMR
(CFR 41) 101-11.11 for further instructions.

1. FOR GSA USE

a. Interagency Report Control No.

b. Currently assigned expiration date:

2. NAME. ADDRESS AND liP CODE OF REQUESTING AGENCY 3. TITLE OF PROPOSED REPORTING REQUIREMENT

• TYPE OF R£QUEST

NEW

b. 0 REVISION

e. 0 EXTENSION (No fhang,)

d. 0 WAIVER

15. FREQUENCY OF USE

II. 0 SINGLE TIME

b. 0 ON OCCASION

c. 0 WEEKLY

d. 0 MONTHLY

e. 0 QUARTERLY

f. LJ SEMI·ANNUALLY

g. [J ANNUALLY

h. 0 OTHER (Spuify)

6. REVISIONS AND EXTENSIONS

a. Currently assigned Interagency Report

Control No.

b. Currently assigned expiration date:

- ..__.j
1. CANCELED OR MODIFIED REPORTS OR FORMS (UJI by lill. and Inlerag",fY R,porl COI//OO/ 0' OMB App,o,·.1 Number .ny Repo,t, ,md Fo,m, 10 b, f.nu/,J 0' !

modifi,d by IhiJ Inl""8,nfY R,por/)

I
UMMARY OF ESTIMATED REPORTING WORKLOAD

~.

a. Number 01 responding agencies.

b. Numbc~ of times this report submitted annually by each responding agency

c. Total number of reports submitted annually (a X b)

(IlfmJ d and, apply 10 Int,eag,ncy Publif R,po"J onlyl

d. AveragE numbe, of man·hours required to p'epare and transmit one report

I

I
I

------- -_._-:
----- 1

9. SUMMARY OF ESTIMATED REPORTING COSTS

e. Total number of man·hours required to prepare and transmit reports annually (c X d)

!
! REQUIRING AGENCY
I (Col. 1)

'I RESPONDING AGENCIES
(Co/. 2)

TOTAL
(('01. 1+2,

$

$

$XXX XXXXXX

$

$

DATE

XXXXXXXXX

$

c. Annual user costs

10. SIGNATURE OF INTERAGENCY REPORTS COORDINATOR

I
1$

I

I--------------------F--O....R--::GS-A--,-U':":S....E-----l.--------------~

LtDevelopmental costs

b. Annnual operational costs.

I. DISPOSITION OF REQUEST BY GSA, NARS. OfFICE OF RECORDS MANAGEMENT REMARKS

I DATE

!

I. 0 APPROVED

b. 0 DISAPPROVED 0" a//d' hml'nl)

f 0 RECOMMENDED MODIFICATION (5" alldfhmf1lt)

Y'SIGNATURE OF INTERAGENCY REPORTS MANAGEMENT OffICER

.._.... ~I~_-----__----~__:_::__:_::_----
360-101 'd'O: ",7:," ·,n,I.' Standard Form 360

July 1913
Prescribed by GSA. FPMR (CFR 41) 101-11.11
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GSA GUIDE TO ESTIMATING REPORTING COSTS
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I NTRODUC TI ON

Office of Management and Budget 5 CFR 1320, on the subject of Controlling
Paperwork Bureaus on the PUblic contains a provision that the General Services
Administration will "issue standard costing criteria defining what must be
included in cost estimates and how they are to be developed. II This guide is
issued in r:ol;lp1iance with that provision. It is applicable to interagency and
internal reporting as defined in 5 CFR 1320.

It is the purpose of this guide to assure that adequate cost estimates are
developed. The degree of accuracy sought in a given cost estimate may vary
with the general magnitude of the reporting requirement. Shortcuts may be
used to make an estimate consistent with the desired degree of accuracy.

-U

-
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FACTORS INVOLVED IN REPORTING

In order to facilitate the gathering of information necessary to implement
5 CFR 1320, costs have been separated into three categories: develop~ental,

operational, and user costs.

The factors outlined below provide a basic checklist for costing either a
manual or an automated individual report or reporting system. All of these
factors may not apply in any given cost study, and there may be additional
factors applicable to a specific costing situation.

A. Developmental Costs. Developmental costs result from those activities
necessary for establiShing a new reporting requirement or modifying an
exi sti ng reporting requi rement. Developmental costs i ncl ude:

1. Specification of rep~rting requirement -- those activities
preliminary to and including the basic working agreelaent between the
organi zati onal components i nvol ved wi th the reporti ng systelil desi gn
project, including:

a. Determining the specific need.

b. Identifying the scope and objectives of the reporting system.

c. Appraising the impact on planned and existing operating
systems, considering interface with existing reporting systems, and
r:IeterlAining benefits to be derived from the existing system.

d. Developing a working agreement between organizational
components which will be involved with designing the reporting
systt~m.

2. Analysis of reporting requirement -- the detemining of the
information to be provided by the reporting system, including:

a. Certifying to satisfaction of need.

b. Discussing and determining needed information.

c. Selecting available or appropriate data sources. media, and
processing requirements.

d. Developing reporting system output requirements and
specifications.

3. Design of reporting system -- the preparation of the written
description of the proposed system.

a. Determining needed proc(~ssing of input documents.
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b. Developing input and output documents, to include standard data
elements where applicable.

c. Establishing data file and related documentation.

4. Installation of reporting system -- the conversion of the written
plan to an operable on-going reporting system, including:

a. Programming and debugging computer-oriented reporting systems.

b. Acquiring and installing new equipment or modifying existing
equipment.

c. Developing, writing, and issuing implementing directive and
other instructions.

d. Scheduling and performing tests of reporting system during
install ati on.

c. Scheduling and conducting training and orientation.

f. Preparing site (data processing installation).

B. Operational Costs. Operational costs result from those continuing
activities necessary to prepare and transmi t d report. Operational costs
include:

1. Data coll ecti on -- the activi ty necessd"y to record the event and
make data available at some other location or time, including:

a. Assembling and recording source data by the various preparing
units.

b. Controlling the accuracy of source data.

c. Forwarding source data to a processing unit.

d. Storing source data for future reference.

2. Data processing -- the manipulation of data into the desired
structure or format for evaluation and analysis.

a. Receiving, controlling, and editing source documents at the
processing unit.

b. SUlnl.1ari zi ng source data and converti ng data to mad,i ne readabl e
data.

c. Updating the data base file.

d. Extracting and compiling data for the desired report media or
format.

.-

...-"

.--.
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e. Posting data to worksheets and developing narrdtive,
ststistical, or graphic displays.

3. Data transmission, including reproduction and distribution of
completed reports fro~ processing units.

C. User Costs. User costs result from those non~al activities perfor~ed by
the requiring office on the transmitted information. User costs include:

1. Refining, interpreting, and analyzing inforJilation received.

2. Reading, reviewing, discussing, and documenting information
presented (e.g., hard copy report, briefing session, remote terhlindl response).
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ACCURACY OF COST ESTIMATES

Hie imporl.dnce of the cost estimate to management decision-making will have a
direct bearing on the degree of accuracy that needs to be sought in the
estimating. Management normally is more concerned with accuracy of estimates
in the case of a high-cost, recurring report than in the case of a relatively
·inexpensive, one-time report. When the benefits of a report are not clearly
and sUbstantially beyond the probable costs, greater precision is 'necessary in
order to permit a valid cost effectiveness evaluation.

Use of cost data developed by an agency reflecting the unique characteristics
of its own operati ons generally wi 11 result ina more accurate estimate than
can be obtained using other data, e.g., government-wide average costs.
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COSTS TO INCLUDE IN THE ESTIMATES

Estimates of reporting costs should include the costs of all resources
required for the particular reporting system being estimated, including
contract costs. Developmental, operational, and user costs include the
following: direct personnel costs, direct material costs, direct equipment
costs, and other direct costs. In addition, an appropriate allowance for
overhead costs (supervision, space, and administrative support) should be
included in estimates of developmental, operational, and user costs.

Estimates of the developmental, operational, and user costs of a report should
reflect a costing of the total resources required for the report rather than a
costing of the net additional resources required for the report. If a new
reporting requirement is being estimated which will replace an existing
reporting requirement, estimated savings from the replacement should not be
used to reduce the estimated cost of the new equirement.

Estimates of direct personnel costs should include the salary cost of an
employee's non-productive time, such as sick and annual leave, as \'/ell as his
productive time. The estimates should also include the contributions of the
Government to insurance and retirement plans. Formuals to accomplish this are
given in the section of this guide titled "Shortcuts for Estimating Reporting
Costs."

Estimates of the equipment costs of a reporting system normally should be
based on a pro-rated share with other uses made of the equipment. The cost
pro-rated, in the case of purchased equipment, should stem from an
amortization of total purchase costs over some realistic calendar period.
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COSTS TO EXCLUDE FROM THE ESTIMATES

There are two kinds of costs that should be excluded when estimating the costs
of a particular report:

A. Exclusion of the Costs of Independent Reports. If a reporting
requirement uses a feeder report as input, and if the feeder report is an
independent report which would continue if the reporting requirement being
estimated did not exist, the cost of the feeder report should be excluded from
the estimated costs of the reporting requirement. However, if the feeder
report is modified to serve as input to the reporting requirement, then the
developmental and operational costs resulting from the modification of the
feeder report should be included in the estimated costs of the reporting
requirement.

The latter situation can arise, for example, in the case of an interagency
reporting requirement. The responding agency may need to make major or minor
r~odifications to an existing report or reporting system in order to prepare
and submi· the required interagency report. Only the additional reporting
costs resulti~g from the required modifications should be included in the
estimated costs of the interagency report.

B. Exclusion of Non-Reporting Costs. Costs whicll are an integral part of an
organization's functions and operations that would continue if reporting did
not exist should be excluded from estimates of reporting costs, even though
the reporting relies heavily upon or could not exist without such functions
and operations. For example, a reporting systel:l which is dependent upon data
used in the preparation of payrolls should not be charged with the cost of
data needed to produce the payroll nor by-products of the payroll system such
as payroll control registers.
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SHORTCUTS FOR ESTIMATII~G REPORTING COSTS

Agencies will want to develop shortcuts, based on their own experience and
data, to be used in estimating reporting costs consistent with the degree of
accuracy required in their estimates.

The following are exa~p1es of the kinds of shortcuts that an agency may
develop for general use in estimating reporting costs:

A. Agency Sarilp1ing. Consistent with the spirH and intent of 5 CFR 1320,
t, ,the expenses incurred in develOPing. new reporting systems should be minimized;
~therefore. if a reporting system will involve a number of organizational

units, it is not usually necessary to obtain cost data fro~ each responding
unit. A sampling may be made and projected in keeping with accepted sampling
methods.

In the case of interagency reporting requirements, a satisfactory base on
which to project will be determined jointly by the Office of Office
Information Systems, Office of Information Resources r4anagel,lent, GSA and the
Interagency Reports Coordinator.

B. Standard Annual Salary and Benefit Rates. The standard annual salary and
~benefits rate is derived in two steps:

1. First, a weighted average is obtained, over a period of tillie, of the
annual salaries of some category of personnel.

2. Secondly, the weighted average is increased by a percentage factor
which reflects the costs to the Government of insurance and retirement
plans.

The standard annual salary and benefit rate is extremely useful in computing
the estimated direct personnel costs of a report. Standard annual salary and
benefit rates may be developed by an agency for computing a variety of
categories of direct personnel costs:

1. Developmental costs.

2. Operational costs.

3. User costs.

4. ADP costs.

5. Other categories of direct personnel costs (reporting personnel of
an organization, program, function, profession, etc.).

t ... A standard annual salary and benefits rate is useful in computing estimated
~ direct personnel costs from estimated payroll man-years. (Payroll man-years

are the time required to do a job -- inclUding both productive [on-the-jobJ
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time and non-productive [away-from-the-job] time. Non-productive time is i, l
comprised of ho1idayst annual and sick 1eave t administrative 1eave t and daily .....,
lost time [rest periods and other]. )

Estimated
Payroll
Man- Years
Required

(5.57) x

Hy pothet ica1
Standard Annual
Salary And
Benefit Rate

($15 tOOa) =

Es timated
Di rect Person
nel Costs 
Rounded

C. Standard Hourly Rates. Standard hourly rates are derived from standard
annual salary and benefit rates for use in computing estihlated direct
personnel costs. Standard hourly rates are of two types.

1. Standard Hourly Rates for Computing Di rect Personnel Costs from
Estimated Payroll Man-Hours. In some situations t estimates of man-hours
required include provision for both the productive and non-productive
time of an employee. (Non-productive time is defined in B. above.)
Man-hours so estimated are apyro11 man-hours.

Estimated
Di rect Person
nel Costs 
Rounded

Hypothetical
Standard Hourly
Rate for Pricing
Payroll Man-Hours

($7.21 )

Estimated
Di rect Person
nel Costs -
Rounded

Hypotheti ca1
Standard Hourly
Rate for Pri cing
Productive
Man-Hours

=

= ($9.79)

a. Hypothetical Number of
Standard Annual Payroll Man-
Sa1ary And Hours in An
Benefit Rate Employee Year
($15 tOOO) (2 tOaO)

b. Estimated Hypothetical
Payroll Standard
Man-Hours Hourly
~equired Rate

(11 )94) x ($7.21)

a. Number of
Hypothetical Productive
Standard Armua1 Man-Hours In
Salary And An Employee
Benefit Rate Year
($15 tOOO) (l t532 )

b. Estimated Hypothetical
Productive Standard
Man-Hours Hourly
Required Rate

(8 t686) x ( $9. 79)

2. Standard Hourly Rates for Computi n9 Di rect Personnel Costs from Es timated
Productive Man-HOurs~ In some situations t a man-hour requirement is estlmated
in terms of the time required to do the job with no allowance for
non-productive time. Man-hours so estimated are productive man-hours.

,
j

'I
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The number 111532 11 may be used in the first equation above or an agency may
substitute its O\'In number. The number "1532" is based on the assumption that
the 2080 work hours of a year will be spent as follows by the average Federal
employee:

Work Hours Per Year
Non-Productive Hours Per year

Holidays (9 days x 8 hours)
Annual Leave (21.2 days x 8 hours)
Sick Leave (9.6 days x 8 hours)
Administrative Leave (1.3 days x 8 hours)
Daily Lost Time (219 days x 1 hour)

Productive Hours Per Year

72.0
169.6
76.8
10.4

219.0

2080

- 548 (rounded)
T5J2"

D. Overhead Rate. One way to compute the overhead portion of estimated
reporting costs is:

Es timated
Direct
Personnel
Costs
($85,000) x

Hypotheti ca1
Overhead
Rate

(25% ) =

Estimated
Overhead
Costs 
Rounded
( $21 ,000)

\.;i

In the above formula, IIEstimated Direct Personnel Costs" includes full salary
costs (non-productive as well as productive time) and the cost to the
Government of insurance and retirement plans. "Hypothetical Overhead Rate"
includes the costs of supervision, space, and administrative support.

Agencies should develop their own overhead rates for the costing of reports
based on agency cost experience. In the event that no such rate has yet been
developed, an overhead rate of 25 per cent may be used in the above formula to
estimate overhead costs.
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ESTIMATING THE COST OF A REPORTING SYSTEM

This guide has set forth minimul;] requirements for the development of
satisfactory cost estimates. The exact methodology employed may vary to fit
agency needs and preferences.

Summary Worksheet

To simplify and standardize the collection,
data, some forms or \'iorksheets are needed.
that shown as Figure 1, Sample of a Surrrolary
Reporting ~osts.

Perhaps the principal advantage of this form is that it ensures that none of
the significant activities in the development, operation, or use of a
reporting system are overlooked, and that for each activity consideration is
given to personnel, overhead, equipment, material, or any other costs. It
also provides a simple \'~ay of sUlilmarizing the data.

If this worksheet were used in costing an interagency reporting system as
prescri bed by Federal Property and Managel7lent Regu1 ati ons (FPI~R 101-11.11),
items 5, 10, and 14 of the worksheet would provide the cost data to be entered
as i terns 9a, b, and c of Standard ForUl 360, Request for Cl earance of an
Interagency Reporting Requi rement. Actually, two summary worksheets waul d be
necessary, one for the costs to the "requi ri ng" agency and a second to
sUlillnarize tile costs to the "responding" agencies.

Retention of Documentation

Obviously, the summary worksheet must be supported by \'lOrking apapers which
shol'o' the detailed computations of the estimate and the source and basi s of
data used in the computations. The sUIJI,mry worksheet and supporting papers
should be retained until the cost of the reporting system is estimated again
at a later date, ordinarily at no longer intervals then three years.

Summary of Minimum Requirements

Any fonns, methods, or shortcuts which agencies may devise are likely to
provide fur adequate cost date if they measure up to the following standard:

1. Developmental, operational, and user costs and related reporting
activities are considered.

2. Accepted sampling I.lethods are used.

3. The full range of resources expended in reporting -- personnel,
overhead, material, equipment, and others are included in estimates of
reporting costs.

r1.·/'.!
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SAMPLE OF A mMPLE11ill SlMMARY \'1QRKSHEET FOR ESfIMATES OF REffiRTING Q)srs

Report Synbo1 Report T1tIe Est1JlB.te Prepared By fute

132 m Report John !he 3-17-73

FACfORS mC;TS ($ )
Reportmg Reportlllg DlI'eet t:Nerneaa Duect D1.rect other Duect Total
Categories Activities Persorme1 (25% of Col. a) Equipment MlteTial O:lsts (a+b+c+d+e) j

a b c d e f ;
1. ~cif1catlon of

2,000 500 2,500Reportin£ Requirenent
DEVELOP- 2. AnalyS1S of
MENrAL Reoortil1S! Re<tuirenent 5,000 1,250 6,250
msrs 3. ~Slgn of

Reoortin£ System 60,000 15,000 7,750 82,750
4. Installation of

~Reoortin£ Svs tem 18,000 4,500 4,000 1,000 27,500 i

5. DEVELOPMENTAL mSTS = 119,000 J-

I6. Data Collection 8.000 2.000 2.000 1 000 13,000-
OPERA-
TIONAL 7. Data Processin£ 15,000 3,750 5,000 750 24,500
CDS'fS

8. Data Transmission 2,000 sao 750 3,250

9. Ooerationa1 Costs For One Report = 40,750

10. M."'ffiAL OPERATICm msrs -'- ($40 750) (6 rFreQuenC';" Per YearlL_ = 244,500

11. Refining, Interpret-

I~
ing and Analyzing
Infonnation Rec~ived 2,000 sao 2,500

2. Reading, ReviewingI

DisClSsing and
Ibcunenting InfJr-
mation Presente i 5,000 1,250 6,250

3. User Costs For me Report .. 8,750

4. ANNUAL USER m~ ~ -- ($8,750) (6) .. 52,500

FiR\lre 1

I-'~
00 .....
1<+
<~
~5
wro
.. :::l.....

...
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CHAPTER 5

FORMS MANAGEMENT SERVICES

5A. Introduction

This chapter prescribes responsibilities and procedures for the
operation of the AID Forms Management Program. It is AID's policy,
implemented by the Office of Administrative Services, Information
Support Services Division, Records Management Branch, (FA/AS/ISS/RM) to
provide for continuing and systematic management of all forms used by
the Agency to ensure that they contribute to AID's operational
effectiveness.

5B. Applicable External Regulations

1. Federal Information Resources Management Regulation (FIRMR),
Sybpart 201-45.104 Forms - Agency Program Responsibilities

FIRMR, Subpart 201-45.104-3 prescribes that each Federal agency, in
providing for effective control over the creation of records, is
expected to establish an appropriate program for the management of
agency forms.

~.:
'-I.

2. Paperwork Reduction Act of 1980

The Paperwork Reduction Act of 1980 provides that no Federal agency
shall conduct or sponsor the collection of identical items of
information on a form from ten or more persons, other than Federal
employees, without the prior approval of the Office of Management and
Budget (OMB). The intent of the Congress in adopting this Act is to
minimize the burden of obtaining information from business enterprises
and to maximize the usefulness of information obtained from other
Federal agencies and the public, as well as the collecting agency.
Regulation 5 CFR 1320, Controlling Paperwork Burdens on the Public
implements this legislation and prescribes the requirements for the
review and clearance of forms proposed by Federal Government agencies in
the collection of information. (See Part V, Chapter 4 of this handbook,
for procedures covering submission of requests for OMB clearance of
public use forms.)

3. federal Information Resources Management Regulation (FIRMR),
Subpart 201-45.6 Interagency Reports Management

FIRMR, Subpart 201-45.6 implements the Interagency Reports
Management Program. This regulation states that information transmitted
to a department or agency from one or more other departments or agencies
is subject to the provisions of the Federal Reports Act of 1973. This
regulation applies to any AID form which is used to gather information
from other Federal agencies. (See Part V, Chapter 4 of this handbook,
for procedures covering submission of interagency reporting
requirements.)
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4. Metric Conversion Policy for tederal Agencies

15 CfR Part 19 (Subpart 8)

federal agencies shall coordinate and plan for use of the metric
system in their procurements, grants and other business-related
activities consistent with the requirements of the Metric Conversion
Act, as amended. federal Agencies shall encourage and support an
environment which will facilitate the transition process.

5C. Program Objectives

The objectives of the AID forms Management Program, administered by the ~
Bureau for finance and Administration, Office of Administrative
Services, Information Support Services Division, Records Management
Branch (FA/AS/ISS/RM) are:

1. To increase the usefulness of forms as administrative tools through
standardization, simplification, and the application of acceptabl~ forms
design standards;

2. To achieve savings in all areas of Agency operations by periodic
review of information requirements, eliminating nonessential or duplicate
forms and consolidating similar or related forms and procedures;

3. To minimize personnel costs associated with the preparation, use,
or filing of forms; and

4. To prOVide staff assistance and technical advice to managers
concerned with the development and use of forms, ensuring that
established forms fulfill data collection, transmission, and
summarization requirements.

50. Definitions

1. General Definitions

forms are preprinted documents with space for filling in
information. forms that are to be used on a recurring basis are
assigned an AID form number. Certain printed materials, such as
standard contract provisions, instructions, tags and labels are also
assigned form numbers to identify them for purposes of reference,
printing, stocking, distribution, or use with other forms. Forms fall
into the following categories:

.-
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a. New forms are proposed forms which are to be assigned a number

in the AID forms series and established for use.

b. Revised forms are forms which have previously been assigned an
AID forms control number and a change or modification is being requested.

c. Cancelled forms are forms which are cancelled or superseded
because they are no longer needed, the procedures have changed, or two
or more forms have been combined.

d. Reinstated forms are forms which have been cancelled, but are
found to still be needed .

. ~--

e. One-time forms are preprinted documents necessary to collect
or record information systematically for a limited time only and which
become obsolete upon completion of the project. These forms ordinarily
have a specified expiration date and are not assigned a form number.

f. Trial forms are proposed forms which are tested to determine
their usefulness. These forms are lIsed for a limited time only and are
given an expiration date. They are not assigned a form number.

~ 2. Categories of Forms Used By AID

- a. AID forms are those forms initiated by AID. AID forms fall in
the following categories:

(1) Agency-wide forms are those forms, including automatic
data processing forms, which are either (a) completed and transmitted by
more than one Office, Bureau, or Mission, or (b) submitted to an AID
Office, Bureau, or Mission by other U.S. Government agencies, private
contractors, banks, suppliers, voluntary agencies, cooperating countries,
or the general public.

(2) Intra-office forms are those forms used only within a
single organizational unit of AID/W.

b. Standard (SF) and Optional Forms (OFl are forms used
Government-wide for common functions.

c. Joint Forms (JFl are forms required and used jointly by
State/AID/USIA.

:(
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d. Department of State Forms are forms initiated by the
Department of State and used by AID. These forms are categorized as
foll ows:

u'··········"\. . ....

(1) DS forms are used by all Department of State Offices and
AID.

(2) FS forms are used for the Foreign Services Personnel
System.

.-'1-'"

(3) DSL forms are Department of State Form Letters. U(4) DSP forms are Department of State Public Data Forms used
to gather information from the public.

e. Formats are prescribed or suggested layouts for reporting or
recordkeeping purposes which are not printed and, therefore, do not
carry form numbers. When a format is included in a handbook, or
communication requiring or recommending a procedure, it is to be labeled
"SAMPLE FORMAT" so that it will not be mistaken for a printed form.
Reports using formats are subject to approval by IRM/PE which determines
whether or not they are to be controlled under the Agency Reports
Management System, Chapter 4 of this handbook. If so, each format will
be assigned a Report Symbol and this symbol must appear in the upper
right hand corner of the format.

3. Requiring Office is the office which prescribes the use of a
particular AID form and other non-AID forms used by AID.

4. Using Office is the office which uses a form prescribed by
requiring offices.

5. Printing in the context of this chapter refers to the processes
usually employed in reproducing printed material, e.g., direct-image
offset, photo offset, and letterpress. See Handbook 20, Office
Services, Chapter 1, for AID/W capabilities for performing such work and
a discussion of the advantages and limitations of the various printing
and reproduction methods.

5E. Responsibilities

1. FA/AS/ISS/RM

FA/AS/ISS/RM is respons i b1 e for the AID forms management program, a
responsibility that includes, but is not limited to:
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a. Providing guidance and assistance to AID personnel in the
analysis and development of new or revised forms:

b. Coordinating the forms management program with both the
reports and the codes programs;

c. Providing forms design and construction assistance and
guidance to assure a logical and efficient format;

d. Maintaining a file for each approved form used in AID;

...... ~.

e. Conducting an annual survey to maintain an accurate,
up-to-date forms inventory catalog;

f. Determining whether OMB or GSA approval is required on a
proposed form and coordinating the approval process. (See Part V,
Chapter 4 of this Handbook, for OMB and GSA clearance procedures);

g. Ensuring that each form used in AID is supported by a proper
directive and/or instruction;

~i

h. Ensuring that all forms covered by the Privacy Act of 1974
have appropriate language appearing on the form. (See Part III, Chapter
12 of this Handbook for guidance.);

i. Reviewing the reorder of forms to ensure currency and adequacy
in meeting needs and usage patterns to determine appropriate stock
levels before approval.

j. Approving all new and revised AID forms and assigning AID form
numbers.

2. Arp/W Reqyiring Offices

AID/W offices requiring the use of forms are responsible for:

a. Submitting all new and revised forms to FA/AS/ISS/RM for
review and clearance. (See Section 5G of this chapter for instructions
on how to submit forms for review and clearance.)

b. Submitting to FA/AS/ISS/RM all requests for approval of
public-use AID forms used to solicit information from other U.S.
Government agencies. (See Part V, Chapter 4 of this Handbook.)
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c. Submitting to FA/AS/ISS/RM all printing requisitions for
reordering forms stocked by requiring office.

d. Submitting all request to cancel or supersede an AID form to
FA/AS/ISS/RM using form AID 3-1, Forms Approval Request.

3. Overseas Office

On occasion, a Mission will need a form for a specific purpose and
no preprinted form in the AID forms inventory can be readily adapted to
fill that need. In those instances, the Mission should develop a form
that will fill their needs, using the GSA Records and Information
Management Handbook, Forms Analysis and Design, for basic guidance. The
handbook can be obtained from GSA. When originating forms in the
Mission, Part III, Section 12P of this Handbook should be consulted to
assure the inclusion of a Privacy Act implication statement that may be
required when personal information is collected. Any forms, instituted
in the Mission, which may be of use to AID/W or other Missions should be
sent to FA/AS/ISS//RM with a brief explanation as to the use of the form.

(1) Procedures for procuring and maintaining a supply of
forms in overseas offices are prescribed in Section 512a of this chapter.

*
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(2) In many cases, it may be more expedient and economical to

obtain forms through local printing facilities rather than order them
from AID/W. The "USAID Forms Facsimile Handbook", issued in March 1988
as HB 18 Appendix A-I, will enable the mission to obtain blank cut forms
through local printing facilities rather than ordering them from AID/W.
A ·Special Section" is also included in the handbook which consists of
"speciality forms"; some are manifold or larger than legal size format.
Although some manifold forms are included in the handbook they are to be
reproduced for emergency use only. Such forms will normally be ordered
from AID/W. If local facilities are used for this purpose, the Mission
is to ensure that it is reproducing the current edition of the form,
with exact duplication of size, color, quality, etc.

Requiring Office's Role in Determining the Actual Need for a Form

1. It is the responsibility of an individual or office wishing to
propose a form to investigate first the possibility of using either (a)
a Standard Form, (b) an Optional Form, (c) a Department of State form
when appropriate, or (d) an existing AID form rather than creating a new
one. The AID Forms Catalog (Appendix A) lists the descriptive titles of
existing AID forms. In many cases, an existing AID form can be adapted
or revised to the satisfaction of all using offices, thereby eliminating
the necessity to create a new form. The Standard and Optional Forms
Facsimile Handbooks are maintained in FA/AS/ISS/RM.

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, Part V 18-V:32 November 30, 1991 5-7

5F.

\..I
'_.' 5E3c

2. If an individual or office determines that there is a need for a
new form, it is to be coordinated with FA/AS/ISS/RM during the
preliminary stages of its development. The FA/AS/ISS/RM Forms
Management Analyst can advise on ways to use forms to collect
information, on appropriate composition to fulfill requirements, and on
writing clear, concise procedures for using a form.

5G. Procedures for Obtaining Approval for New and Revised Forms

1. Procedures for Obtaining Approval of AID Forms Used Agency-Wide

a. Preparation of Forms AID 3-1. Forms Approval Request

Requiring offices are responsible for submitting new and
revised forms for analysis, design, and reproduction to FA/AS/ISS/RM far
enough in advance to allow necessary lead time for printing,
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composition, and distributidn of the form. The requiring office
prepares form AID 3-1, available from the Property and Purchasing
Branch, FA/AS/PP/PP, in original and two copies (no Xerox copies
please), and forwards all copies with supporting documentation to
FA/AS/ISS/RM for action. One copy of form, AID 3-1, will be returned to
the requiring office after necessary action has been taken. The
supporting documentation includes:

(1) Adraft copy of the proposed form. (See Section 5Glc(1)
for detailed guidance.)

(2) Acopy of the proposed directive or written procedure
covering the form (if applicable) or a copy of instructions governing
the use of the form. When referring to specific forms in a proposed
directive include the form number, form title, and revision date.

(3) Eight (8) copies of SF 1, Printing and Binding
Requisition to the Public Printer (used for all types of forms).

b. Instructions for Completing Form AID 3-1 (Attachment Al

(1) BLOCK - Form Number and Date: To be completed by
FA/AS/ISS/RM

(2) PART I - To be Completed by Requiring Office

The requiring office must complete all other items on the
front of this form. Any item not listed in the instructions below is
considered self-explanatory and therefore, not included. Assistance in
completing this form will be provided by FA/AS/ISS/RM upon request.

BLOCK 2 - Contact: Enter the name of the person
FA/AS/ISS/RM will consult with in the requiring office on matters
concerning the proposed form.

BLOCK 5 - Form Title: The use of titles such as
"Worksheet" or "Monthly Report" must be followed by more specific and
descriptive words in order to properly identify the exact use to be made
of the form.

BLOCK 6 - Reguiring Handbook for Instruction: Enter the
handbook number, chapter, and section which prescribes the use of the
required form. If required by internal instruction, enter the title of
the document.
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BLOCK 8 - Filing Equipment Used and Size: "X" the
appropriate box which describes the type of filing equipment used to
file completed forms and enter the size of such equipment. Under
"Other" specify any special type of equipment. (Determines the paper
size to be used.)

BLOCK 9 - Method of Completion: "X" the appropriate
box. If the form is to be completed on mechanical equipment other than
typewriter (e.g., a computer prepared report), "X" "Machine" and enter
the make and model of the equipment. (Determines the spacing used on
the form.)

BLOCK 12 - Estimated Date Form Needed: Enter the
effective date that the requiring office will need the form. The
following lead times are to be used by requiring office.

TYPE OF ACTION NUMBERS OF WORKING DAYS ALLOWED

Analysis by FA/AS/ISS/RM
i j' MMajor RRev~s~on ttO FForm 51
~ inor eV1Sl0n a arm .

Design of Form by MS/AS/ISS/RM and
approval by requiring Office 5

Printing of form
Bl ank-cut forms 10
Pads of forms 30-45
Large quantities of blank-cut

forms (over 10,000) 30
Blank-cut on special paper 30
Speciality forms (snap-out) 45
Distribution to field 30

BLOCK 16 - Distribution of Original and Each Copy: Enter
the number of copies prepared and the final disposition of each copy
(according to procedures for the use of the form). (Determines form
construction.)

BLOCK 17 - Office Completing Form: Enter office using
the form; e.g., FM, Mission only, AID/Wanly, etc. (Determines stocking
of the form.)

BLOCK 18 - Justification of Requested Action: Enter a
statement explaining why the form is needed (purpose and limitation).
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BLOCK 19 - Distribution: List the proposed initial
distribution for the form. Use an additional sheet of paper, if
necessary. Also include, where applicable, any handbook material which
is to be distributed concurrently with the form. If initial
distribution is not required, enter NONE.

BLOCK 20 - Clearance: Obtain all necessary clearances
from the appropriate offices.

(3) PART II - To be completed by the Forms Management
Office: FA/AS/ISS/RM completes the back of the form.

c. Submission of Form AID 3-1 and Supporting Documentation

(1) Preparation of Requiring Office's Predesigned Draft

(a) The requiring office may prepare an initial rough
draft design of its requirements or obtain FA/AS/ISS/RM assistance in
conceptualizing the form, as well as preparing an initial draft.

(b) Special care is to be given to select language and
captions that the responding offices will not misinterpret, and to
ensure that the requested information is in a logical sequence. This
will minimize confusion and ensure that the form will be completed
properly.

(c) Size and format are determined by the methods to be
used in completing, handling, and filing the form.

(d) Minimal instructions for preparing the form should
appear on the front of forms used AID-wide. Detailed requirements for
their use, and instructions for their preparation and submission should
be contained in the applicable handbook. When forms are to be used by
the public or another government agency complete instructions must be
given and may appear on the reverse side of the form. In all cases when
a form is associated with a handbook, that handbook must be referenced
on the form.

(e) Requiring offices are to keep in mind that ill forms
(especially public-use forms) must be designed for readability,
simplicity, and be jargon free so that they can be understood clearly
and completed.

(2) Responsibilities Relating to Requested Form

(a) Requiring offices are to prepare draft directives in
accordance with Part I of this Handbook, for all general use or
inter-office forms.

U',,-",, ,,',,1
..~ . .... '
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1. Types of Issuances Required

a. A new handbook chapter or section if the
procedure and related documentation is entirely new to the system.

b. A revised handbook chapter or section
(entire or partial) if the revision or cancellation of the form alters
the instructions contained in the existing handbook.

c. A handbook transmittal memorandum
accompanied by the form if the form is the only page(s) being revised or
cancelled.

d. A handbook circular, if the new or revised
form requires immediate issuance of the form and its instructions. Such
forms and their instructions are to be included in the appropriate
handbook at a later date.

(b) Prepare operating instructions for the use of
inter-office forms.

(c) Instructions for the use of forms required of the
general public or other government agencies are prescribed by AID
regulations. The form's title and number are published in the Federal
Register.

2. Forms Subject to 5 CFR 1320, Controlling Paperwork Burdens on the
Public

a. All AID forms required for collection of identical items of
information from ten or more respondents located either in the United
States or overseas, who are not U.S. Government employees, are to be
submitted through the Agency Clearance Officer in IRM/PE for clearance
by OMB following the procedures outlined in this Part V, Chapter 4 of
this Handbook.

b. In addition to the process outlined in Part V, Chapter 4, the
procedures for submitting AID forms for clearance and review are to be
followed as delineated in Section 5G of this Handbook.

3. Forms Subject to the Federal Information Resources Management
Regylation (FIRMR), Subpart 201-45.6 - Interagency Reports

a. All AID forms used to gather reporting information from one or
more departments or agencies are to be submitted through the Interagency
Reports Coordinator in IRM/PE for clearance by GSA following the
procedures outlined in Part V, Chapter 4 of this Handbook.
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b. In addition to the process outlined in Part V, Chapter 4 of
this Handbook, the procedures for submitting AID forms for clearance and
review are to be followed as delineated in Section 5G of this chapter.

4. Forms Sybject to the Privacy Act of 1974

a. All AID forms which solicit personal information must contain
the pertinent statements required by the Act which are outlined in Part
III, Chapter 12 of this Handbook. The proposed form must be cleared by
the Privacy Act Staff (XA/PI).

b. In addition to the process outlined in Part III, Chapter 12,
the procedures for submitting AID forms for clearance and review are to
be followed as delineated in Section 5G of this chapter.

5. Forms Subject to the Metric Conversion Act of 1975 as amended in
1988.

a. All forms which are soliciting "measurement-sensitive" data
i.e., data whose meaning or application depends substantially on some
measured quantity, are to be designed in accordance with P.l. 94-168, as
amended by P.l. 100-418, and E. O. 12770. Therein the metric system of
measurements is designated the preferred system of weights and
measurements for U.S. trade and commerce, and Federal agencies are to
accommodate the transition to the metric system and to use it for
procurements, grants and other business-related activities except to the
extent that such use is impractical or is likely to cause significant
inefficiencies or the loss of markets to U.S. firms. Forms soliciting
measurement-sensitive data shall specify the metric units prescribed in
Federal Standard 376A, ("Preferred Metric Units for General Use by the
Federal Government") except as provided in the Act.

b. Depending on the degree to which a particular class of
respondents has adopted the metric system, forms may be designed to give
the respondents the option of providing measurement-sensitive data in
either the metric or traditional units.

c. FA/AS/ISS/RM will refer decisions not to provide for the
submission of measurement-sensitive data in metric units to the AID
Metric Executive for review.

d. In addition to the process outlined in part V Chapter 4, the
procedures for submitting AID Forms for clearance and review are to be
followed as delineated in 5G.

~ •.: ·..tA.·~W
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5H. Procedyres for Cancelling an AID Form

1. When a requiring office determines that a form is no longer needed,
FA/AS/ISS/RH must be notified by submission of form AID 3-1. Include
the effective cancellation date and any other pertinent information
which affects the cancellation of the form.

51.

2. Upon receipt of a request to cancel an AID form from a requiring
office and determination by FA/AS/ISS/RH that the form is no longer
needed, the AID form number is not used again unless the same form is
reinstated. FA/AS/ISS/RH will take appropriate steps to remove the form
from stock and the Forms Catalog.

Stocking and Procurement of Forms

a. Forms Used Agency-Wide

(1) AID Forms

The AID Forms Catalog (Appendix A of this Handbook) lists
the descriptive titles of all AID forms and where they are stocked. AID
forms used by two or more offi ces are stocked by the AID Warehouse,
FA/AS/PP/PP, and are ordered on form AID 5-7, Supplies/Equipment;
Services Requisition.

(2) Non-AID Forms

Standard Forms and Optional Forms can be obtained from
GSA. The requestor should complete form AID 5-7
(Supplies/Equipment/Service Requisition) and submit it to the
requestor's organizational administrative office for approval.

Contact FA/AS/ISS/RH to obtain State Department and Joint Forms.

b. forms Used by One Office Only

Any office which has initiated an AID form for its own use is
responsible for maintaining an adequate supply of the form. Reprinting
of the form is requested by submitting a copy of it along with SF 1 to
FA/AS/ISS/RM. Ordinarily, stocks are to be sufficient for 12 months'
requirements depending on the climate of the storage facility and
perishability of the form.

2. Overseas Office

a. Procurement of Forms

(l) AID Forms
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AID forms prescribed for overseas office use are
available from FA/AS/PP/PP in AID/W. They are ordered on form AID 5-7.

The USAID Forms Facsimile Handbook will be updated with
new forms and revisions to existing forms through a Transmittal Letter
series. Individual pages may be replaced by (a) sending AID Form 5-7
(Supplies/Equipment/Services Requisition) or (b) via telegram. The
subject line of telegrams should read: Request for USAID Facsimile
Forms, FA/AS/ISS/RM.

(2) Forms Prescribed bv Uniform State/AID/USIA Regylations ~:;i
and Other U.S. Government Forms ~

Joint Forms, Department of State Forms, Foreign Service
Forms and other U.S. Government forms may be obtained from the local
Embassy or Consulate as prescribed by the Federal Procurement Handbook.
Reimbursement will be effected through appropriate administrative
support agreements.

b. Maintenance of Supplies

Overseas offices are responsible for maintaining an adequate
supply of all forms used by them. Reordering cycles are to be
established which allow sufficient time for receipt of forms,either
from local Embassy or Consulate facilities, or from AID/W, in order that
the requisitions may be processed in a routine manner. Surface shipment
will be used to transmit supplies from AID/W in most cases. Approximate
costs for pouch shipments are listed in Handbook 21, Part 1
Communication. Missions can avoid wasting Agency funds by not creating
inventories of forms in excess of a 6 months supply.

SJ. Other U.S. Government Forms Used by AID

When AID offices are required to use forms initiated or required by
other Government agencies, e.g., GSA (Standard and Optional Forms),
Office of Personnel Management, GAO, Treasury, and State, that office is
to inform FA/AS/ISS/RM of such requirements by the submission of a form
AID 3-1 and supporting documentation. (See Section 5G.)

5K. Availabilitv of Forms

The forms required in this chapter of the Handbook are available in
FA/AS/PP/PP, AID/Washington. These forms are:

Form AID 3-1, Forms Approval Request
Form AID 5-7, Supplies/Equipment/Services Requisition
Form SF 1, Printing and Binding Requisition

Attachment:
Form AID 3-1, Forms Approval Request

u . . :'.
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This Aopendix A to Handbook 18 - Information Services, is
entitled "AID Forms Catalog," and lists all AID fornls which have
been approved for use in AID/Washington and/or Missions. Forms
are listed in numerical order, giving the current revision date,
the title, the requiring office, the authority, and the stocking
point. For some forms, additional information is provided to
aid in their identification and use.
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Appendix
Appendix
Appendix
Appendix

- Di rectives
- Information to the Conaress
- Information to the Public
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E - Del eted

Address questions about Appendix A to M/SER/IRM/MMP
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APPENDIX A TO THE INFORMATION SERVICES HANUBOOK

A.I.D. FORMS CATALOG

1. General

a. The *Office of Management Operations, Policy Analysis Division,
Records Management Branch M/SER/MO/PA/RM*, is responsible for administering
the Agency's Forms Management Program.

b. The A.I.D. Forms Catalog lists all A.I.D. forms which have been
approved for use in A.I.D./Washington and/or Missions.

c. Forms are listed in numerical order, giving the current revision date,
the title, the requiring office, the authority, and the stocking point. For
some forms, additional information is provided to aid in their identification
and use; e.g., A.LD. Report Control Symbol, Office of r~anagement and Budget
Approval No. (for forms to be completed by the public), etc.

2. Stocking of Forms

a. A.I.D./Washington

(1) Forms Used Agency-Wide

A. I .0. forms used by two or more offices are stocked by the *Office of
Management Operations, Resources Management (M/SER/MO/RM/PPM)*. Copies are to
be requested on form A. LD. 5-7, Supplies/Equipment/Services Requi siti on.

(2) Forms Used by One Office Only

Any office which has initiated an A.I.D. form for its own use is responsible
for reprinting and maintaining an adequate supply of the form. Additional
supplies are available only by sUDnitting a copy of the form with a printing
requisition (SF 1, Printing and Binding Requisition or SF l-C, Printing and
Bi ndi og Requi siti on for Speci al ity Items) through the *Office of r~anagement

Operati ons, Pol icy Analysi s Di vi si on, Records 14anagernent Branch
M/SER/MO/PA/RM*.

(3) Forms for Automated Systems

Forms used by the Office of Informati on Resources Management, Automat; on
Support Division (M/SER/IRM/AS), for an automated system are stocked by
M/SER/IRM/AS•

...,~.-
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b. r~i ssi ons

A.I.D. forms prescribed for Mission use are available from *M/SER/MO/RM/PPM*,
in AID/W. They are ordered on form A.I.D. 5-7.

3. Maintenance for Forms Catalog

The lists of forms are complete as of the issuance date of this catalog. The
catalog will be updated peri odically by *M/SER/MO/PA/RM* to refl ect new,
revised, or cancelled forms. Updates will be accomplished by the issuance of
page changes to this Appendix.

-
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0
Fonn Revision Requiring Additional :r
Number Date Title Office Authority Stocked by Infonnation •z--- 0

320-1 5-83 Information and Resources IRM/AS HB 18, Pt V MO/RM/PPM !
0

Management Service Request Chap. 1 ,.;

320-16 11-78 Batch Control Ticket
....

IRM/AS IRM/AS ;;0
w

320-23 9-86 Computer Run Request IRM/AS IRM/AS
~

320-25 4-75 Xerox 8700/0utput Preparation IRM/AS IRM/AS
Report Checkoff Sheet

320-29 5-76 Output Preparation IRM/AS IRM/AS

320-30 10-84 Memo Re: Authorization IRM/AS IRM/AS
of Voucher Payment

320-32 4-85 Request to Modify the Decode IRM/TS HB 18 IRM/TS
File

-<
1)

320-36 11-83 Weekly Activity Report IRM/PE IRM/PE >..... z
;;0 v>

I ~

320-37 3-78 Request to Modify Data Element IRM/SM IRM/SM <: ...
.. J:
N 0Dictionary w z

~

320-39 9-78 Request for System IRM/TS IRM/TS
Identification (Sys-ID)

320-40 9-78 Change Request for Computer IRM/TS IRM/TS
User Identification (User-ID)

320-41 10-78 Memo Re: Request for Loan IRM/AS IRM/AS ...
"of Portable Terminal-Written 3: ~

Transfer of Responsibility OJ n
'< ~
U"'l <

4-79
w ...

320-42 Magnetic Tape Checkout Form IRM/AS IRM/AS 0
..... >
\D -<

320-44 6-79 Priority Computer Processing IRM/AS IRM/AS
co ...
co

Request

330-3 6-73 Forms Transmittal MO/PA/RM MO/PA/RM

330-6 6-85 EOP Action Request EOP EOP

340-1 4-75 A.1.D. Format - IRM/PE IRM/PE ~Handbook Transmittal I "U"'l ...

z
?
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A. I. D. I> ~~iForm Revision Requiring Additional
~Number Date Title Office Authority Stocked by Information

340-2A 5-81 A.I.D. Format - A.I.D. Handbook IRM/PE HB 18 IRM/PE
Ci rcul ar (Ri ght Hand Page) pt. I,

~ ~
Chap. 5 -,.. n

340-2B 5-81 A. I.D. Format - A. I.D. Handbook IRM/PE HB 18 IRM/PE
- ~

<.niCircular (Left Hand Page) Pt. I, ...
Chap. 5 '"

340-2C 5-81 A. I. D. Format - A. I. D. Handbook IRM/PE HB 18 IRM/PE leo

Ci rcul ar (Left Hand Page) Pt. I,
Chap. 5

352 3-87 Claim Control card MO/PA/PB HB 23, MO/PA/PB
Chap. 10

...
370-2 8-86 Program Summary/Personnel Data/ LEG LEG ~

~Participant Training Data
-Ii

370-3 8-83 Program Summary LEG/PPD LEG/PPD 'i"~
::'!
N'

370-7 11-85 Planned Project Summary Sheet LEG/PPD LEG/PPD w

381-1 6-71 Request for Approval of Parti- SER/MO HB 22 MO/RM/PPM
cipation in International
Conference

381-5 4-85 Congressional Notification LEG/PPD LEG/PPD
I~Activity Data Sheet
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I
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4-404 1-78 Recommendation for a Quality PM/FSP HB 29 MO/RM/PPM

or Meritorious Increase PM/EPM 1ft

~!
4-450 12-67 Confidential Statement of GC/EPA HB 24, GC/EPA '<~

U'1~Employment and Interests Chap. 2 • Cl
~(for use by Special Gov't

~;;lEmployees) ::0
::0

4-463 1-67 Language Incentive Pay Control PM/TO PM/TO
Card PM/EPM

4-470 2-85 Application for Language PM/TO HB 28, MO/RM/PPM
Training Chap. 4

4-472 4-69 Report of Vacancies and EOP HB 24 MO/RM/PPM Report Control ...
~Training Symbol W-16 ~

44-483 2-81 Request for Employment of PM/CSP HB 25, MO/RM/PPM · 'I:
Consultant or Expert Chap. 14 ~

4-487 11-69 Checklist for International PM/R PM/R
Development Intern Candidates

4-489 10-79 Applicant Questionaire Merit PM/CSP HB 25 MO/RM/PPM
Promotion

4-495 11-76 Union Bargaining Unit Indicator PM/LMR PM/LMR •6
:z:4-497 11-76 Supplemental Qualifications PM/RP PM/CSP •z

PM/FSP c
PM/EPM 8

~

4-498 1-83 Miscellaneous Data PM/RP PM/CSP .....
PM/FSP Ul.
PM/EPM :>

"C
"C4-500 11-76 Training Course Completed PM/TO PM/TO :>

4-501 2-77 Lan¥uage and MLAT PM/TO PM/TO
Qua iflcations

4-501 A 11-76 Foreign Language Qualifications PM/TO PM/TO

) ), ) ). ~)
~

. ) ) ) )
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Form Revision Requiring Additional 0

Number Date Title Office Authority Stocked by Informati on
:r
J>

--- Z
0

4-10 4-60 Checklist for Processing PM/FSP MO/RM/PPM lJl
0

Foreign Service Employees PM/EPM 0
~

4-56 4-63 Appointment Worksheet PM/FSP MO/RM/PPM ......
co

w

4-88 11-69 Instructions for Obtaining PM/FSP PM/FSP ):>
"0

Medical Examinations and "0

Inoculations in Washington, D.C. ):>

4-153 7-84 Selection Board Report PM/FSP /CDE HB 25, PM/FSP/CDE
Chap 10

4-174 9-70 Conditions of Employment for PM/FSP MO/RM/PPM
Foreign Service Personnel PM/EPM
Employed by the Agency for
International Development

4-175 12-67 Instructions for Obtaining PM/FSP MO/RM/PPM j ~ ~

Physical Examinations PM/EPM :0 >
I Z

Overseas Employment <:: Y'
~\ J:

4-178 11-70 General Instructions PM/FSP MO/RM/PPM
~ ~

0

to Candidates for PM/EPM
z
?

Overseas Positions

4-187 10-69 Conditions Governing PM/FSP PM/FSP
Assignment of a Foreign PM/EPM
Service Employee to a
Position in the U.S.

'"
4-243 12-78 Request for Leave Without Pay PM/FSP HB 30, PM/FSP

..,..,

in Connection with RIF Chap. 2 3: '"
Q> ~

(Foreign Service ONLY) '< -<
(J) '"

w "4-253 6-85 Completion of Assignment PM/FSP HB 25, MO/RM/PPM >
>--' -<

Report Chap. 6 c::> '"co
co

4-312 9-79 Overseas Return Certificate PM/FSP HB 32 MO/RM/PPM

4-366 9-67 Instructions for Appointees PM/FSP MO/RM/PPM
to the A.I.D. Foreign Service

4-397 3-80 Request for Waiver of Language PM/TO HB 28, MO/RM/PPM I):> ~
Training in the U.S. PM/EPM Chap. 4El I "

" '"PM/FSP z
?
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J>
Z
04-503 7-70 EDR Print Request PM/RP PM/CSP l»
0

PM/CSP PM/FSP 0

PM/EPM ~

.....
co

4-512 8-84 SPAR Staffing Pattern Action PM/FSP HB 32 MO/RM/PPM
~Request PM/CSP "'C

"'CPM/EPM
~

4-513 7-70 Code Tables PM/RP MO/RM/PPM

4-523 7-70 Replacement Positions PM/FSP PM/FSP

4-524 7-70 Foreign Service Selective PM/FSP MO/RM/PPM
Search

410-1 5-78 Equalization Allowance FM/WAOD HB 25, FM/WAOD
Information Chap. 21

...
410-2 11-73 Request for Employment Under PM/CSP HB 25, MO/RM/PPM ...... '"

co~
I zthe Inter-governmental Chap. 16 <l"

Personnel Act of 1970 ~~
w~

0

410-4 11-79 Authority for Release of PM/EPM HB 6, PM/EPM I z

Medical Information PM/FSP PM/FSP ?

PM/CSP Chap. 1 PM/CSP

410-6 5-77 Medical Clearance Information PM/FSP HB 25 PM/FSP
PM/EPM PM/EPM

410-10 10-86 SES Performance Planning & PM/CSP HB 25 MO/RM/PPM
'"Appraisal Report ~"-"'" '""< ()

410-11 6-87 Performance Appraisal Report PM/CSP HB 25 MO/RM/PPM ...
U1-

for PMRS GS & Prevailing w ~

...... 0Rate Employees <.D~

co'"
co'"

410-12 11-80 Qualifications Inquiry PM/CSP PM/CSP

410-13 1-85 Medical Examination PM/FSP HB 25 PM/FSP
Notification PM/EPM

420-4 6-87 Instructions for the E'mployee PM/FSP/CDE HB 25, MO/RM/PPM
Evaluation Report - Foreign Chap. 10 I :b ~Service

I '"<.D z
?
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A. I.D.
I~:Fonn Revision Requiring Additional I ~
~zNumber Date Title Office Authori ty Stocked by Information 00--

42O-4A 6-87 Employee Evaluation Report PM/FSP /CDE MO/RM/PPM
Foreign Service '"......

~'"420-8 5-80 MO/RM/PPM -"'nLong Term Training Application PM/TO HB 28 ~~
Chap. 9 ...

<.no. ...430-1 5-80 Blood Donor Program Information AA/M AA/M ..... '"
-0Card co
co

430-3 10-80 Overtime Authorization and PM/ADM MO/RM/PPM
Report FM/ASD

430-4 7-76 Overseas Position Evaluation PM/PMC HB-33 MO/RM/PPM
Form ..

450-1 8-72 AID/W Emergency Locator Card PM/CSP HB 29 MO/RM/PPM .-i
PM/EPM ~

<s.....
"S450-3 1-74 Employee Suggestion Form PM/PP HB 29 MO/RM/PPM For AID/W Employees Only v.JC)

zChap. 5 !:>

450-4 1-80 Suggestion Record PM/PP HB 29, PM/PP
Chap. 5

460-2 12-75 Analysis of Position PM/TO HB 28, MO/RM/PPM
Requirements Chap. 6

•460-3 8-81 Individual Development Plan PM/TO HB 28, MO/RM/PPM is
Chap. 6 ::I:•Z

0460-6 11-86 Employee Data Record Print PM/RP HB 32, IRM/AS ~
Chap. 2 0

,.;
.....460-7A 11-86 IDIP Perfo~nce PM/FSP HB 28, MO/RM/PPM co

Evaluation Report Chap. 5 ::>
"'C
"'C460-8 4-70 Individual 101 Training PM/FSP/CDE HB 28, MO/RM/PPM
~Record Chap. 5

460-9 Training Survey (PER 15) SER/PM SER/PM

460-10 11-76 EDR Print Review Date PM/FSP PM/FSP
PM/CSP PM/CSP
PM!EPM PM/EPM

c,) r~.. (,) ~r. i.., '\ c'



( ! (

( ( ( ( ( ~I ..
A~ 1. D. 0
Form Revision Requiring Additional %

Number Date Title Office Authority Stocked by Information »z
5: • .'

460-11 8-77 Personal Progress Report PM/EPM HB 28, MO/RM/PPM 0
0

Chap. 5 ;Il:

460-15 4-83 Registration Form: PM/TO PM/TO
....

Country co

Specific Studies Self-Study ):>

Module -0
-0

460-16 4-83 Application for Dependent PM/TO HB 28, MO/RM/PPM
):>

care/Training Grant Chap. 2

460-17 4-83 Certification for Dependent PM/TO HB 28, MO/RM/PPM
Care/Training Grant Chap. 2

466-1 6-71 Correct Chronological Data PM/RP PM/CSP
Record PM/FSP

PM/EPM

466-4 1-83 Derived Data Correction PM/RP PM/CSP IJEmployee Data PM/FSP I ~~PM/EPM <'
•• 1:
N'"
'-'.)1:

466-7 11- 71 External Switch Data PM/RP PM/RP I ~
i

490-2 4-80 Residence and Dependency PM/FSP HB 32, MO/RM/PPM
Statement PM/EPM Supp. 18

490-4 6-80 Accounting for Disclosure XA/PI HB 18, MO/RM/PPM
Record Chap. 12

~
3:'"'" ."'< ."

'"<..n()

• j
<

...... '"
'DO
:n~

co'"
'"

):>~
I ".... ",

...... z
?



~::-.:.Ii~iil<!iti1oi\f'''' ~")r'-7"'-- h"'t"'-;'4#';'~~;;:".'" 7iit' r··.."~.,;"tt,;:.;-wce-7:tO~:~~;.~;:;_., '-~">V_""';'N";;c;_::,;~~,"",~;~, ~-~:;;':-~'::"~-M '.if.;'.- ..... ,'..~<i,' ,,;~ ~'''~_,;.~+,.. '~-.;.;~

A. 1. D.

P:Fonn Revision Requiring Additional
Number Date Title Office Authority Stocked by Information

5-4 12-80 Letter to Embassy Re: Request MO/TT HB 22 MO/TT
to affix Visa to Passport '"3:::1

"''",<n
5-7 3-88 Supplies/Equipment/Services MO/RM HB 20 MO/RM/PPM ...

U1~Request • 0

...... ~
1.0'"5-8 10-80 Request and Authorization of MO/TTM HB 22 MO/RM/PPM co
coOfficial

5-10 7-55 Stock Inventory Record-History MO/RM MO/RM

5-11 7-55 Stock Inventory Record-Issue MO/RM MO/RM

5-18 9-71 Duplicating and Distribution MO/PM/D HB 20 MO/RM/PPM ...Request ......1
,Cfl

5-19 1-87 MO/CPM-Mu1ti Service Center MO/CPM/MD :c;:~
Quick Copy Request ~~

5-20 7-55 Travel Arrangements MO/TTM MO/TTM ~

Requirements

5-22 12-86 Transmittal Letter for MO/TTM MO/TTM
Government Bills of Lading

5-27 7-57 Daily Work Schedule for Visa MO/TTM MO/TTM
I~Clerk

0
%5-29 7-55 Receiving Report MO/RM MO/RM :.z
0

5-44 8-80 Storage &Export Packing MO/TTM HB 22, MO/RM/PPM 8Authorization for Surface Chap. 9 ~

Shipment ......
co

5-44A 8-80 Instructions to Packer MO/TTM HB 22, MO/RM/PPM :>Shipment/Storage of Effect Chap. 9 -c
-cand Bill ing :>

5-44B 3-88 Packers Authorization MO/TTM HB 22 MO/RM/PPM

5-45 2-81 Notification of Retirement of MO/RM/PA HB 21 MO/RM/PPM
Inactive Records

I ..5-51 6-62 Pouch Mail Invoice/Receipt MO/CPM MO/CPM

I, ~. Cv ~, C,c '!',

)) J



( ( ( ( i\ \ \

( ( ( ( (A.I.D. ~ 1 •
Fonn Revision Requiring Additional 0

Number Date Titl e Office Authori ty Stocked by Infonnation 'Sz
0

5-68 7-55 Charge and Follow-Up of Files MO/RM/PA HB 21 MO/RM/PPM g, ...
0
:10:

5-73 10-75 Nonexpendable Personal Property MS/OM HB 23, MO/RM/PPM Report Control
Disposal Record -- Missions Chap. 4 Symbol U-512 ......

00

5-95 1-75 Telephone Request MO/RM/PPM MO/RM/PPM ):>
-c
-c

5-96 5-67 Shipment and Storage Data FM/SSD FM USAlD's Use Only :::-

MO/TTM

5-97A 4-62 Pouch Dispatch Record MO/CPM MO/CPM

5-98 10-87 Routing and Transmittal Slip MO/PA/RM MO/RM/PPM

5-103 2-56 Backing Sheet for Charged-Out MO/PA/RM HB 21 MO/RM/PPM
Files

5-127 2-58 Signature Tabs SER/MO HB 21 MO/RM/PPM I ...... ~::c >-
I z

5-127A 2-58 Cl earance Tabs SER/MO HB 21 MO/RM/PPM -< Y'
:;; r
'-...,1 ~

5-131 Type of Negotiation SER/MO MO/RM/PPM I 0

! ~
5-169 3-59 Backing Sheet for USAID Action MO/CRM MO/RM/PPM

Communication

5-190 10-71 Instructions to Candidates for PM/OS MO/RM/PPM
A.I.O. Overseas Positions -
Personal Travel and
Shipment/Storage of Household I ~'"and Personal Effects OJ"

,-<"
'"n

J1 ...

5-192 2-70 Notice of Signing Authority MO/CPM HB 21, MO/CPM • <
for Cablegrams and Airgrams Pt. I I, ......'"

<.DO

Chap. 2 ::0>-
co~

5-197 1-79 Motor Vehicle Record MS/OM HB 23, MO/RM/PPM
CHap. 6

5-197A 1-79 Correction of Motor Record MS/OM HB 23, MO/RM/PPM
Chap. 6

5-205 Letter Transmitti ng Vi sa MO/TTM MO/TTM
I

. "-=->
Application to Traveler '"~

''-'2:
?



A. 1. D. I>:Fonn Revision Requi ri ng Additi onal I ~

Number Date Title Offi ce Authori ty Stocked by Infonnation ~~

5-230 4-79 Property Survey Report MO/RM HB 20 MO/RM/PPM For MO/RM Use Only

"'5-231 8-63 Phys i ca1 Inventory Report· MO/RM HB 20 For MO/RM Use Only 3:~

'" l!:...
5-231 A 8-63 Physical Inventory Report MO/RM MO/RM For MO/RM Use Only (Jl~

• CICOntinuation Sheet ~........
.0"'

5-232 6-77 (XlGraphic Service Request MO/PM/G HB 20 MO/PM/G (Xl

5-236 7-74 UER Unsatisfactory Equipment MS/OM HB 23_ MO/RM/PPM
Report Chap. 6

5-237 3-80 Monthly Record of Automobile MS/OM HB 23_ MO/RM/PPM
Operating Expenses Chap. 6

...
5-238 7-64 Parts Slip and Work Required MS/OM HB 23_ MO/RM/PPM >-l

Chap. 6 ~
~

5-248 6-73 Memo to State Dept. "C
r~O/TTM MO/TTM W)

Re: Introducing Employee , ~
or Dependent for Visa and
Passport Photographs

5-250A 6-83 Telecommunication Branch MO/CPM/TEL MO/CPM/TEL
Monthly Work load Report

:.
5-255 2-86 Passport Request MO/TlM HB 22 MO/TTM 6

Chap. 5 %
:.z
c5-258 8-69 Reference Material Due Slip PPC/E/DIU PPC/E/DIU ~
0

510-1 12-73 Pre-Call Authorization of MO/RM HB 21 MO/RM/PPM ;Il:

......Long Distance Calls :;0

510-4 7-84 Outgoing Telegrams Overlay >IRM/CS MO/RM/PPM -c
-c

520-2 4-87 Files Maintenance and MO/PA/RM
):0

HB 21 MO/PA/PPM
Dispositions Plans Pt. II MO/RM/AP

lRM/MPS
IRM/AS

530-1 3-87 Purchase Order (no longer in M/RM/AP IRM/MPS
paper form_ done electronically
on Zerox 8700)

C Cv c: ~ C ..
~. . ..

) • )
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J
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J>

Fonn Revision Requiring Additional i5
%Number Date Titl e Office Authority Stocked by Infonnation J>--- z

530-2 7-84 Order for Supplies or MO/RM/AP MO/RM/AP il ..
0

Service-Continuation SChedule IRM/MPS 0

IRM/AS
;ll:

.....
00

540-3 10-76 Vehicl e Dispatch Analysis MS/OM HB 23 MO/RM/PPM ~

Fonnat Chap. 6 :.>
"0
"0

540-4 4-78 Nonexpendable Property MS/OM HB 23 MO/RM/PPM ):0

Reconciliation Chap. 4

540-4A 4-78 Continuation Sheet for Form MS/Ot1 HB 23 MO/RM/PPM
A. 1. D. 540-4 Chap. 4

540-5 6-81 Data El ement Worksheet fo r MO/RM HB 23 MO/RM/PPM
Nonexpendable Property

540-6 4-82 AID/W Personal Property MO/RM HB 20 MO/RM/PPM
Inventory Issue/Return ...

"Receipt ...... z
O:J fl

•
540-7 6-82 Record of Financial and PM/TO PM/TD <~.. ~

Persona1 Infonnati on ""0
:"..J Z

?
560-8 8-80 Authority for Pick-Up and MO/TTM HB 22 MO/RM/PPM

Packing Only - Air Freight
Shipment

560-9 12-86 Travel Service Questionnaires MO/TTM MO/TTM

570-1 7-74 Mailing Questionnaire XA/PA/PI XA/PA/PI OMB Approval ",

No. 0412-0503
..,

3;~
Q)()

590-7 10-79 Bibliographic Data Sheet PPC/E/DIU PPC/E/DIU
'<j

~~
0.....,.

",,'"
00"
O:J

~

'"'-'"
'-"z

o



...
A. I. D. I?~
Fonn Revision Requiring Additional ~z

0">1:)

Number Date Title Office Authority Stocked by Infonnati on

6-1 4-81 Request for Security Action IG/SEC HB 6 MO/RM/PPM III......
6-4 8-81 Record Check Request IG/SEC HB 6 IG/SEC 3:~

Qi ..

<
III

6-8 4-80 Investigative Report IG/SEC HB 6 IG/SEC <..no. ...
~'"

6-8A 8-81 Case Control IG/SEC HB 6 IG/SEC/PI \D
coco

6-9 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/PI

6-9A 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/P I

6-98 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/PI ..
6-9C 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/P I :II•Z--6-9D 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/PI coil

'",
<&
··0

6-9E 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/P I ""zwI:)

6-9F 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/PI

6-9G 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/P I

6-9H 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/PI

•6-91 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/P I 6
:z:

6-9J IG/SEC •12-86 Report of Investigation HB 6 IG/SEC/PI z
0

6-9K 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/PI g
;lI:

6-9L 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/PI -co·
6-9M 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/PI

::;:.
"t:l
"t:l

6-9N 12-86 Report of Investigation IG/SEC HB 6 IG/SEC/PI J>

6-90 3-87 Report of Investigation IG/SEC HB 6 IG/SEC/PI

6-9P 3-87 Report of Investigation IG/SEC HB 6 IG/SEC/PI

6-9Q 3-87 Report of Investigation IG/SEC HB 6 IG/SEC/PI
I I'

6-9R 3-87 Report of Investigation IG/SEC HB 6 IG/SEC/PI

,,) ,; c,) , ~
..

,- ...~'

) )



( t j (\. \,

( ( ( (' ( ..
A. I. D. ~

Fonn Revision Requi ring Additional 0
%

Number Date Title Office AuthoritX,. Stocked by Infonnation »
~I •

6-10 3-85 Request for C1 earance IG/SEC HB 6 MO/RM/PPM
aI
0

(Contract) 0

'"
6-12 11-56 Security File Labels IG/SEC MO/RM/PPM ......

00

6-36 6-83 Memo Re: ,Request for Security IG/SEC HB 6 IG/SEC/P I :::-
-c

Action Follow-up
-c
:::-

6-74 2-80 Name Check Request IG/SEC HB 6 IG/SEC/PI

6-75 5-65 Cover Record Sheet IG/SEC IG/SEC

6-79 3-81 Report of Other Agency File IG/SEC HB 6 IG/SEC
Review

6-83 3-68 Security Updating Index IG/SEC IG/SEC

6-85 6-80 Foreign Residence Data IG/SEC HB 6 MO/RM/PPM ...
"(Supp1 ement) >...... z

00 V>
I •

6-93 12-80 Case History Office of Security IG/SEC HB 6 IG/SEC
<: J:.. ~

~ ~
6-97 9-69 Security Acknowledgement IG/SEC HB 6 IG/SEC ?

(U.S. Contractor Employees)

6-102 2-70 Record of Release of Infor- IG/SEC IG/SEC/P I
mation

610-1 2-80 Letter to Police Department IG/SEC HB 6 IG/SEC/PI
Re: Inqui ry of Record '""

3: "

610-4 11-72 Security Retirement Index IG/SEC HB 6 IG/SEC/PI QI '"'< n
j

(Jl <

610-5 Authorization to Issue IG/SEC IG/SEC/PI
. '"11-87 0

Dept. of State Building Pass A
...... >
'" ...
co '"
00

610-5A 11-87 Authorization to Issue IG/SEC IG/SEC/P I
Dept. of State Building Pass A

610-6 1-73 Identification Pass Record IG/SEC IG/SEC

610-7 4-80 Request for Investigation for IG/SEC HB 6 IG/SEC
A1 ien Spouse I > ~I "...... '"

610-14 2-80 Authority for Infonnation IG/SEC HB 6 MO/RM/PPM " z
0



A. 1. D. I>:Fonn Revision Requiring Additional ..'...g
OJzNumber Date Titl e Office Authori ty Stocked by Infonnation !='

610-15 5-80 Ltr to State Security Re: IG/SEC HB 6 IG/SEC
IG/SEC to Overseas Investi- ...
gation ~::l

OJ'"'<n
610-17 6-81 Ltr. Re: Updating Program IG/SEC HB 6 IG/SEC ~

~ c(AID/W Personnel) ~........
<D'"
co610-18 6-81 Ltr. Re: Updating Program IG/SEC HB 6 IG/SEC co

(A.I.D. Overseas Personnel)

610-19 6-81 Follow-up Ltr Re: (Adm. .IG/SEC HB 6 IG/SEC
Office)

610-21 2-84 Memo Re: Issuance of Building IG/SEC HB 6 IG/SEC
Pass I ..

,~

610-22 7-81 Memo Re: Change of Combination IG/SEC HB 6 IG/SEC ......1
'fl

610-23 6-83 National Agency Check IG/SEC HB 6 IG/SEC :-:=!
N Zw!='

610-24 9-82 Credit Bureau Check (Employment IG/SEC HB IG/SEC
Purpose)

610-25 7-84 Notice of Action IGII IGII

610-26 7-84 Subpoena Duces Tecum IGII IGII
•620-1 9-84 Multipurpose Investigation IG/II IG/II 6
:z:Report •z
0620-2 9-84 Report of Interview IG/II IG/II IG/II lD

8
IG/II :Ill620-4 9-84 Records Review IG/I I

......
co620-5 9-84 IG/II Internal Data IG/ll 1G/II ~

~
""C620-6 7-85 Inc ident Report 1G/SEC MO/PM/D "c

:>
620-7 9-86 Consent Statement 1G/II 1G/11

620-8 9-86 COnfidential Fund 1G/11 1G/II

620-9 9-86 Inventory Li st 1G/II 1G/Il
I ~

620-10 9-86 Evi dence Log IG/11 1G/1 I

C , C ..., C'-' )} ) ) )
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!:I •

A. I. D. 0
Fom Revision Requiring Additional J:

Number Date Title Office Authoritx. Stocked by Infonnation »z
~I ..

620-11 9-86 Evidence List IG/II IG/II 0
;Il:

620-12 9-86 Evidence/Property Receipt IG/II IG/I I

630-2 12-72 Classified Document Index IG/SEC HB 6 MO/RM/PPM I~card
-0
-0

>

...
"~

- z::0 yt

I "
-< '".. "NO
'-oJ z

o

'"...
~ ...
c; ~
'< ::!
U1<
~ '"o
-~'D-t
OJ'"
co

..
~

>G1
I '"

Z
-0
'-0 •
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A. 1. D. I ~J:>~Fonn Revision Requi ri ng Additional I m
eel ZNumber Date Title Office Authority Stocked by Infonnati on 09

7-7 3-80 Miscellaneous Obligation FM/WAOD HB 19 MO/RM/PPM
Document , m......

7-27 9-79 Letter of Commitment FM/PAFD/ HB 4 FM/PAFD/BPCB 13~'" ...
BPCB ~ ~

!J'g. .
7-28 11-64 Amendment to Letter FM/PAFD/ HB 4 FM/PAFD/BPCB li~of Commitment BPCB

7-46 1-84 Mission Advice of Charge(s) FM/ASD HB 18 MO/RM/PPM . blank cut (Non-MACS
USAID Use only)

7-47A 2-88 Employee Accountabil ity C1ear- PM/FSP/EEE HB 19, MO/RM/PPM
ance for Separation/Transfer FM/WAOD Chap. 14B

7-49 2-82 Notice of Allowable FM/WAOD HB 27 MO/RM/PPM ~i
I ZTravel/Transit Time While in -=::'"
.. I:Travel Status Nm
w~

7-54 11-86 Cash Journal (No longer in FM/CAD IRM/AS I z
9

paper fonn, done electronically
on the Xerox 8700)

7-123 7-72 Signature of Certifying FM/CAO MO/RM/PPM
Officer

7-125 2-85 General Ledger Trail Balance FM/CAO FM/CAD •Part I 6
::r.•7-126 1-68 Quarterly Reconciliation FM/CAD MO/RM/PPM Report Control z
0Statement of Payroll Deductions Symbol U-405 ~and Employer Contributions 0
~

7-128 11-83 Noti ce of C011 ecti on FM/CAD HB 19 MO/RM/PPM ......
00Adjustment .
;po
-c

7-129 1-83 Bill for Collection FM/CAD HB 19, MO/RM/PPM -c

Chap. 7 ;po

7-148 12-83 AIOM Advice of Charge FM/CAO IRM/AS

7-158 2-63 Request for and Advice of FM/WAOO HB 19 MO/RM/PPM
Allotment

7-226 9-79 Letter of Commitment FM/PAFO/BPCB FM/PAFD/BPCB

C) , C , C II

~,~-

)~ )l



( I I I I\ l

( ( ( ( (-
A. 1. D. ~

Fonn Revision Requiring Additional 0
%

Number Date Title Offi ce Authority Stocked by Infonnation »--- z
O· ~

7-226A 3-63 Letter of Commitment FM/PAFD/BPCB FM/PAFD/BPCB til
0

Continuation Sheet 0

'"-7-226B 1-77 General & Provision FM/PAFD/BPCB FM/PAFD/BPCB CD

Application to, and Rights »
and Responsibilities of "'0

"'0

Bank Under, This letter J:>

of Commitment

7-226C 8-83 Definitions Under This Letter FM/PAFD/ HB 4.B FM/PAFD/BPCB
of Commitment BPCB Chap. 4

7-2260 A.I.D. Geographic Codes FM/PAFD/ HB 4. FM/PAFD/BPCD
BPCB Chap. 4

7-226E 7-72 Documents Required FM/PAFD FM/PAFD/BPCD
for Reimbursement by
A.1.D. for Engineering --<

1)

and Other Professional - "0:0 z
Services But Not Including I '"<: ~
Commodity-Related Service ;;, fT1

W ~

7-226F 7-72 Documents Required FM/PAFD/BPCB FM/PAFD/BPCB z
?

for A.1.D. for Construction
Services. Including
Costs of Contractor
Procured Equipment.
Materials. & Commodities
Including Commodity
Related Services I '"."

~."

7-226G 7-72 Documents Required FM/PAFD/ FM/PAFD/BPCB -' '"OJ ()
'< ...

for Reimbursement by BPCB U1<

A.I.D. for Commodities & . '"
0

Commodity-Related ->
:....0 -t

Services (Not Including co'"
00

Progress Payments)

7-226H 7-72 Documents Required FM/PAFD/ FM/PAFD/BPCB
For Procurement of BPCB
Commodity Under Contractor
Providing for Progress
and/or Final h::ceptance I J:> ~Payments

I '"N z
-?
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A. I. D.
I~Fonn Revision Requiring Additional ."NIlI

Number Date Title Office Authority Stocked by Information ~---
7-2261 7-72 Documents Required FM/PAFD/ FM/PAFD/BPCB

for Reimbursement BPCB '"by A.I.D. for Bank ......
'"Changes Under Letter of 3:!:l

COllll1itment ~~
(jl~

7-235 10-67 Journal of Treasury FM/WAOD FM/WAOD I~~Schedules for Personal
c:>Services and Benefits co

7-236 5-68 Report of Billing FM/CAD HB 19 MO/RM/PPM Report Control
and Coll ecti on Symbol U-141

Prepared by IRM/AS

7-250 10-63 Temporary Individual FM/WAOD FM/WAOD
I~Retirement Record

::=~

7-251 11-63 Status of Advances FM/PAFD FM/PAFD I~IIto Contractors ,0
:z
~

7-253 4-79 Cover Sheet for Loan FM/LMD FM/LMD Report Control
ActiVity Report Symbol W-244

7-253C 10-76 Schedule II - Schedule of Loan FM/LMD HB 19 FM/LMD Report Control
(Pg. 2, Authorization Non-project FM/LMD Symbol W-244
4-82) Assistance

7-254 2-66 Certificate of Contractor FM/PAFD MO/RM/PPM I~Perfonnance •z
07-257 6-75 Country Financial Report FM/CAD IRM/AS 3
0

7-270 5-65 Accounts Receivable Batch FM/CAD FM/CAD ~

~Control Ticket co

7-307 8-70 Monthly Allotment Journal and FM/CAD FM/CAD :>
"C

Data Processing Abstract "C

»

7-314 8-84 Time &Attendance Report FM/WAOD HB 27 MO/RM/PPM
(Foreign National)

7-316 (T) 9-86 Status of Loan Implementation FM/LMD HB 19 IRM/AS
(No longer in paper form, Chap. 6
done eletronical1y on the

I ~Xerox 8700)

C\ C' ~ , C
••

' ..

• .l ) )
!



(

(' (~ ( ( (
A.I.D. ~I

.>

Fom Revision Requiring Additional 0

Number Date Titl e Office Authorit.r. Stock.ed by Information :r»
z

7-320 10-67 Payroll Reconciliation FM/WAOD FM/WAOD il •
0
0

7-321 8-70 All otment Accounting Detail FM/WAOD FM/WAOD
~

Corrections ......
00.

7-347 9-76 Housing Guaranty Ledger FM/LMD FM/LMD :>
"0
-0

7-352 1-70 Records of Cash Count FM/CAD FM/CAD >

7-354 8-78 Computer Leave Adjustment FM/WAOD MO/RM/PPM
Abstract

7-358 6-79 Status of Foreign Currency FM/CAD HB 19 FM/CAD

710-1 5-85 Enti ty Processing Code FM/WAOD FM/WAOD
Sheet

710-2 11-85 Responsibility of MO/PP HB 22 MO/RM/PPM ...
A.I.D.-Financed Travelers ~ :tl

-~ >

Using Invitational Travel
I z

<: ;n

Orders :..:, J:

:.--J ~
0

712-2 6-71 Interim PASA Funding FM/PAFD HB 19 MO/RM/PPM z

Documents
!='

730-3A 2-75 Allotment Accounting FM/CAD FM/CAD
Correction Format
Error Correction
Sheet I

730-3B 11-77 Allotment Accounting FM/CAD FM/CAD '"~ ....~ ...
Correction Format-Error '" '"'<"
Correction Sheet II ",=

• <

'"
730-3C 2-75 Allotment Accounting FM/CAD FM/CAD I ...... 0'.0>

00'"
Forma t- Error Correcti on C':>'"

Sheet II I

730-30 2-75 Allotment Accounting Correction FM/CAD FM/CAD
Format - Error Correction
Sheet IV (Supplement)

730-4 8-75 Disbursement Coding Sheet FM/CAD FM/CAD I >~I "

730-5 11-77 Transaction Coding Sheet FM/CAD FM/CAD "0'"
Wz

?



~··'-:"-'""-'-"'~:;;;:;'''-'''':;-'·-·_-'~~';'.•';~i_'~';:i:;;;r;:':';;",_';L_::':'k:~'::'_';';~~.Ii!';'J<ii4;l:o;i."';~it,;ii;;':''::'~,m_~jT"~::,.;.,,.".-:.;;o.'-'-';;"·~""~"-::'·~~::~~"~~~'''_'~;J'i<t.'D~scij:i£~wi,e,~~,k.- ."l;;;;;;,m;;,i"'~'-'-"trn';;;r;±~!.t:':re~:'"'~""';~~~"''';;';;j,;'''i«''~,~:':'::::;~'' :;;~j~~:Y~,:.i:?·i.o.,"-""'l~("""~;;="lJo!rz:!drii~1;;'\"'-~~,;'I1:;eFI;;;_~j,,';;;_;';;';";;":4'''iJi;..';'''''lk.::';'''''''',~'~~A;;'';;;';'''''':':'':;';';;;'';:.-......;;o:,.....;,.;.,>,;;"",,,,, .... ,.,.,._~,,,;.· -"-'-"~'~'-di1:

A.!. D. I>~,.Fonn Revision Requi ri ng Additional r"fil
"""zNumber Date Titl e Office Authori ty Stocked by Infonnation ~

730-6 11-77 Source Suppl ier FM/PAFD/ FM/PAFD/
BPCB BPCB m

."

."m
n730-7 12-77 Commitment Liquidation/Control FM/CAD HB 19 Mission ...

::;::-
",;:jRecord '<0•

730-8 12-77 Project Ledger FM/CAD HB 19 FM/CAD
I~·730-9 3-78 Obligation Coding Sheet FM/CAD FM/CAD co

730-10 3-80 TFS 2108 Worksheet FM/CAD FM/CAD

730-11 4-83 Mission Advice of Charge FM/C MO/RM/PPM Continuous
Pinfeed
(MACS USAID Use Only) ...

.. ~
z

731 4-87 Schedul e of Voucher and Payment FM/ASD USAID I S Continuous ......!I'

~I(WANG VS Generated Fonns) Pinfeed <I:

(USAID Financial ··0
N Z

Management Centers Only) w~

740-2 10-79 Direct Reimbursement FM/LMD HB 19, FM/LMD
Authori zat ion Chap. 6

740-3 4-74 Advice of BUdget Allowance FM/CAD MO/RM/PPM

750-2 4-74 Coding Sheet for Disbursements FM/LMD FM/LMD
I~and Collections

%

750-3 4-74 Coding Sheet for Corrections FM/LMD FM/LMD ~
CI
III
0

750-7 6-67 Summary of Allotment Ledger FM/CAD FM/CAD 0
;Il:

Transaction - Reconciliation
with Disbursing Officer's ......

00

Accounts
>
"0

750-12 1-77 Coding Sheet for Addresses FM/LMD FM/LMD r:
750-14 11-78 Status of Travel Advance IRM/SM IRM/SM

Account

750-15 11-79 Outstanding Travel Advance FM/WAOD HB 19 FM/WAOD
Statement of Settl ement
Through Payroll Deduction I •

I
C', "i ~. C C" '",','''

1 ) )



( ( { ( (
( (~ ( ( (

~A. 1. D. 0
Fonn Revision Requiring Additional %

Number Date Titl e Office Authorit,t Stocked by Infonnati on >zo. •
750-17 5-85 Receipt for Payment FM/CAD HB 18, FM/CAD !

0Chap. 13 ~

760-9 1-87 Statement of Earning And Leave FM/WAOD HB 27 IRM/SM Prepared by IRM/AS
.....
co

(Fonn done electronically on :l:othe Xerox' 8700) "0
"0

760-10 6-84 Time &Attendance Report FM/WAOD HB 27, IRM/AS ::>

Chap. 1 MO/RM/PPM

760-1OA 6-84 Adjustment T&A FM/WAOD HB 27, FM/WAOD
Chap. 1

760-11M(a) 10-81 Leave Record - Part Time 1982 FM/WAOD HB 27 FM/WAOD (snapout)
MO/RM/PPM (blank cut)

760-11 N 12-82 Leave Record - 1983 FM/WAOD HB 27 FM/WAOD (snapout)
MO/RM/PPM (blank cut) ...

..... "
::o~
I '"760-110 11-83 Leave Record - 1984 FM/WAOD HB 27 FM/WAOD (snapout) <: .

•• J:

MO/PM/D (blank cut) N'"
w~

z
760-110(a) 11-83 Leave Record Part Time - 1984 FM/WAOD HB 27 FM/WAOD (snapout) ?

MO/PM/D (blank cut)

760-11 P 10-84 Leave Record - 1985 FM/WAOD HB 27 FM/WAOD (snapout)

760-11P(a) 10-84 Leave Record Part Time - 1985 FM/WAOD HB 27 FM/WAOD (snapout)
MO/RM/PPM (blank cut)

l~ ",760-11Q 10-85 Leave Record-1986 FM/WAOD HB 27 FM/WAOD (snapout)
0.... ."
'< ...

",

MO/RM/PPM (blank cut) "<J1 -;

<..... ",

"" 0

760-11Q(a) 10-85 FM/WAOD (snapout) Ico ,.Leave Record Part Time 1986 FM/WAOD HB 27 co -;
",

MO/RM/PPM (blank cut)

760-11R 2-86 Leave Record -1987 FM/WAOD HB 27 FM/WAOD (snapout)
MO/RM/PPM (blank cut)

760-11R(a) 2-86 Leave Record-Part Time 1987 FM/WAOD HB 27 FM/WAOD (snapout)
MO/RM/PPM (blank cut)

I> ~760-11 R(b) 2-86 Leave Record 1987 FM/WAOD HB 27 FM/WAOD (snapout) I "N ",
<J1 z

MO/RM/PPM (blank cut) 0



I» ~A. 1. D. ,:.,~
Fonn Revision Requiring Additional CTI~
Number Date Ti tl e Office Authority Stocked by 1nfonnation--
760-11R(c)2-86 Leave Record Part Time 1987 FM/WAOD HB 27 FM/WAOD (snapout)

1ft

MO/RM/PPM (blank cut) !
::::~760-11S 12-87 Leave Record 1988 FM/WAOD HB 27 FM/WAOD (snapout) ~~

MO/RM/PPM (blank cut) LT1~. ...
1ft

760-11S(a) 12-87 Leave Record 1988 FM/WAOD HB 27 FM/WAOD (snapout) ......
\D

MO/RM/PPM (blank cut) co
co

760-11S(b) 12-87 Leave Record Part Time 1988 FM/WAOD HB 27 FM/WAOD (snapout)
MO/RM/PPM (blank cut)

760-11S(c) 12-87 Leave Record Part Time 1988 FM/WAOD HB 27 FM/WAOD (snapout)
MO/RM/PPM (blank cut) ...

......~760-14B 5-72 Bond Authorization Transmittal FM/WAOD FM/WAOD coZ
,III

':C;1Ii
760-14C 5-72 Country Address Transmittal FM/WAOD FM/WAOD Niiwo

~760-14D 4-84 SF 50 Transmittal FM/WAOD HB 19&27 FM/WAOD

760-14F 2-85 Tour, FEHBA, Tax, Leave FM/WAOD HB 19 FM/WAOD
and Other Deducti on
Transmittal

76O-14G 5-72 W-2 Address Transmittal FM/WAOD FM/WAOD
t
0760-141 5-72 Adjustments Transmittal FM/WAOD FM/WAOD ::I:•z

760-14J 5-76 Miscellaneous Transmittal FM/WAOD FM/WAOD 0
III

8760-14K 7-80 Financial Organization FM/WAOD FM/WAOD :lIl:
......Transmittal co.

760-17 12-83 Fiscal Year Cost Adjustment FM/WAOD FM/WAOD :::-
-0

Code Sheet -0»
760-18 7-72 Time &Attendance Batch Control FM/WAOD HB 27 MO/RM/PPM

760-19 7-72 Time &Attendance Batch Control FM/WAOD HB 27 MO/RM/PPM
Ticket-Nonex~eption

,) ,
) ~

) ) c)



( (
...-.. -. ( (

('. r ( ( (
A.!. D. »

0
Form Revision Requiring Additional :r
Number Date Title Office Authori ty Stocked by Infonnation :I>
--- ~I +
760-22 4-84 Designation of T&A Clerk FM/WAOD HB 27, MO/RM/PPM

1lI
0

(Timekeepe r) App. D 0
;10;

and HB 19, .....
co

Chap. 14 .
):>

760-23 9-81 Travel Schedule and Projected FM/WAOD MO/RM/PPM
-c
-c

Leave Charges :::>

760-24 11-72 Timekeeper Unit Code Changes FM/WAOD HB 27 MO/RM/PPM

760-25A 1-73 Heal th Insurance Tabl e Input FM/WAOD FM/WAOD
Transmittal

76O-25B 1-73 Li fe Insurance Tabl e Input FM/WAOD FM/WAOD
Transmittal

76O-25E 1-73 Bond Table Input Transmittal FM/WAOD FM/WAOD

760-25F 1-73 Agency ID 1 Table Input FM/WAOD FM/WAOD I..... ~co",
Transmittal I .

<I:

760-251 1-73 Post Differential Table Input FM/WAOD FM/WAOD I~~W z
Transmi tta1 0

760-251<. 1-73 State Code Table Input FM/WAOD FM/WAOD
Transmittal

760-25L 1-73 SSAN Range Tabl e Input FM/WAOD FM/WAOD
Transmittal

760-25101 1-73 Agency Code Table Input FM/WAOD FM/WAOD I~ ~", ..,
'< "'Transmittal n
U"1 :!. <

"'760-25N 1-73 Pay Raise Table Input FM/WAOD FM/WAOD , ..... 0<D ~

Transmittal CO"
co '"

760-25T 1-73 Special Salary AOSC Table FM/WAOD FM/WAOD
Input Transmittal

760-26 7-78 Report of Leave Audit FM/WAOD HB 27 FM/WAOD

760-31 7-80 Court Ordered Child Care PM/ERS HB 26, PM/ERS
Al imony Payment Chap. 6 I> ~

I "'
N z
"?
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« ( (, (

( ( (' (
A. I. D. :.
FOnll Revision Requi ring Additional 6

:z:
tUnber Date Title Office Authority Stocked b,t Infonnati on :.

z

3 1 ..
8-2 10-64 Data for Hometown News Stories XA/PA!M HB 18. MO/RM/PPM

Chap. 17. 0
;ll:

pt. II I
.-.

810-2 2-75 Freedom of Information Cover XA/PA/PA HB 1B. XA/PA/PI co

Sheet Record Pt. II I ~
"C
"'C

830-2 8-83 Communication Review XA/PA HB 1B. XA/PA ~

Board-Request for Approval: Pt. 1
Communiations Product O1ap. 7

830-3 9-B4 Proposal to Charge MO/PP HB 18. MO/RM/PPM
User Fees for an A.I.D. pt. III.
Publication Chap. 13

830-4 9-84 Computation of User for MO/PP HB 18 MO/RM/PPM
Secondary Distribution

...
:II

830-5 10-86 Post-card Re: Response to MO/PP HB 18. MO/RM/PPM ...... ~

:oz
Inquires for A. J.D. Publ ication pt. III. I '"

:-:=~
Chap. 13 N'"

w~

830-6 5-85 Check-off List Response Form PPC/CDIE/DI
z

PPC/CDIE/DI !'

830-7 5-85 Service Request Control FOnll PPC/CDIE/DI PPC/CDIE/DI

'"::::: ..."' ...'<'"o
U'Ij
• <

'"t-""o
~~ex,...
CO'"

..
~

~"
I '"N z\0 0



A. I. O.
Fonn
Number

950-1

Revision
Date

8-74

Title

Summary Time Record

Requiring
Office

IG/PP

Authority Stocked by

IG/PP

Additional
Infonnati on

:x>:
~~
o~

!
::~

~i
<.n~

W iil
.....
-a
co
co

1i
~
'-'-!
~

•a

I
.....
co-
:>

"'C
"'C

):0

c) ,) (, c) c)
•

..



((
I ( (I I

( ( (-. (
~A. I. D. c

Fonn Revision Requiring Additional
~Nlnber Date Title Office Authoritl. Stocked by Infonnation z
i' •

1010-2 12-85 Application for Assistance FYA/ASHA FVA/ASHA OMB Approval 0
0Under section 214 No. 0412-0011 ;ll:

1010-7 10-86 Host Country Contract Data FM/CAD MO/RM/PPM .....
co

Sheet ~

:J:>

MO/RM/PPM
"'C

1020-28 1-73 Project Design Summary PPC/PE Page 1. "'C

logical Framework Supplements 2-4 :J:>

..
:II..... ~

co Z
I "
<: C.. "
N E
W 0

z
?

'":l:"
",,,

,<'"()
en::!
~ <

'"..... 0
w~

CO"
co'"

"~:x>o<>
''''W z.....?



~~~1"";~':<"""'~';::::c,i~,~_~~,~~";"';;:"j;';,:;:,i,~),..;.,,~;,_,~~~~~1.~~,m:,;,~~~~~;"w.iZkii~",,,,;""",~;",,;;;';'~",:i:m:,~."J;"",i'.-~,t;#~~'i~;;"'::;';:";'~.~·;;::;';~;;;:';-~'I,j;\':6:~i.:",4).i¥~;~-"~·,,,;-<:~-",-·".;;tit:~~w;\1ri<:.,[k4~ .-,.;.w,~,;'~;"'';;'-~:_:''~'~;;'''''~~''-~''''''';''-~;;:i·\'"''''''<'~--~~k';"':':::"<~L~'''.''"''~':'>:;~''''''''-''~··'··'·~';·'~W'lhi~'ict~'~" 'i'f':"~:~~m,s;:c'

A. I. D. r~~I ..

Fonn Revision Requi ring Additional ""lil
Number Date Title Office Authority Stocked by Infonnati on

N~

11 2-88 Application for Approval M/SER/OP/COMS HB 15. MO/RM/PPM Supplier's
of Commodity Eligibility Chap. 2 Certificate

13~OMB Approval
No. 0412-0004 ~i

11-83 5-80 Abstract of Bi ds M/SER/OP/COMS HB 15. MO/RM/PPM U'1~
• iil

(A. I.D. Reg. 1) ~

\0HB 11 ex:>
ex:>

11-94 6-80 Document Distribution and M/SER/OP /COMS HB 15 MO/RM/PPM
Shipping Instructions

1120-1 5-82 Program Assistance Approval PPC/PDPR/SP HB 4. MO/RM/PPM
Document Ch. 3.

App. 38 ~

.....1

1130-1 2-81 CP I - ConInodity Procurement M/SER/OP/COMS HB 4. MO/RM/PPM
,lfi
:':.1In structi on Ch. 5 ~

1130-2 1-65 FR - Financing Request FM/PAFD/ HB 4. MO/RM/PPM I ~

BPCB Ch. 5

1130-2A 1-65 FR - Continuation FM/PAFD/ HB 4. MO/RM/PPM
BPCB Ch. 5

1130-3 1-65 ORA - Direct Reimbursement FM/PAFD/ HB 4. MO/RM/PPM
Approval Ch. 5 ~

1130-4 3-75 Textile Fabric Supplier's M/SER/OP /C()1S HB 15. MO/RM/PPM
:z:•zcertification Ch. 2 ICJ

1130-8 3-75 certificate Regarding Rebuilt M/SER/OP/COMS HB 15. MO/RM/PPM
§
~

or Reconditioned Engines Ch. 2
and Parts or Assemblies .....

ex:>

for Engines and ¥ehicles .
):>0
"0

1160-4 9-63 Procurement Authorization FYA/FFP/POD FYA/FFP/POD "0

):>0

1160-5 7-69 PA/PR-Procurelent M/SER/OP/aJ4S HB 15. MO/RM/PPM
Au thori ZItion/Purchase th. 4
Requisition HB 9. Exh B

U•

C. (.) C' (. C' t-'

) , ) )



«(
I ( (. !

-,~,

( (~ ( ('
•A. I. D. 6

Fonn Revisi on Requiring Additional %

tbnber Date Title Office Authori tl. Stocked by Information •z
0

1300-1 6-80 Continuation Sheet for PIO's SER/COM HB 15 MO/RM/PPM !
0

and PA/PR's :ll;

PPC/POPR/SP MO/RM/PPM
......

1330-2 8-79 Project Indentication Document HB 3, co.
Facesheet (PID) Chap. 3 >App. 2A ""

PPC/POPR/SP HB 3. MO/RM/PPM >
1330-4 8-79 Project Data Sheet

Chap. 3.
App. 3A

1330-5 10-87 A.I.O. Evaluation Summary PPC/CDIE HB 3 MO/RM/PPM Replaces 1330-15
w/lnstructions

133O-15A 3-78 Project Evaluation Summa~ PPC/PE MO/RM/PPM Report Control
(PES)-Part II Symbo1 U-447

1330-15B 3-78 Instructions for Completing PPC/PE MO/RM/PPM Report Control

~forms A.!.O. 1330-15 & 15A, Symbol U-447 ...... z
co ..

PES-Parts I & II I •

<I:

1330-17 5-79 Limited Scope Grant Project GC/AFR HB 3, MO/RM/PPM I~~W
z

Agreement Chap. 9 ?

1330-17A 5-79 Project Agreement Amendment GC/AFR HB 3, MO/RM/PPM
Chap. 9

1330-178 5-79 Project Agreement-Annex A GC/AFR HB 3. MO/RM/PPM
Project Description Chap. 9

'"
HB 3, MO/RM/PPM

3:"
1330-17C 5-79 Project Implementation GC/AFR 01 "

'<~Letter (PIL) Chap. 9 (J'lj. ~

1330-170 5-79 Project Agreement Standard GC/AFR HB 3, MO/RM/PPM ...... 0
<0.

Provisions Annex Chap. 9 co'"
00'"

1330-19 8-79 Information Retrieval Request PPC/POPR/ HB 3, MO/RM/PPM
POI Chap. 2,

App. 8

1350-1 3-87 PIO/T - Project Implementation M/SER/OP HB 3, MO/RM/PPM
Order/Technical Service Supp. A

I >~(POG)
I "W",
Wz

?



I>:A. I. D. :"2
Fonn Revision Requiring Additional ~~
Number Date Title Office Authority Stocked by Information--
1370-1 10-79 PIO/C - Project Implementation M/SER/OP/COMS HB 15, OP/COMS 1ftOrder/Commodities App. 07 :lj

1ft
~n
~ ...

1380-1 12-79 PIO/P - Project Implementation 5&T/IT HB 10. MO/RM/PPM ~~
Order/Participants Chap. 12 U1~

y ...

1ft

1380-1A 12-79 PIO/C Confinnation Copy FM/PAFO HB 10. FM/PAFO ....
'.0
00Chap. 12 00

1380-5 3-81 Dependent certification S&T/IT HB 10 MO/RM/PPM

1380-7 3-81 Monthly Report of Third Country S&T/IT HB 10 MO/RM/PPM Report Control
Training Symbol U-137

1380-11 8-83 Referral of Participant for S&T/IT HB 10 S&T/IT Report Control ~j
English Instruction Symbol U-1380/3 .:::~

""K
"'1ft

1380-12 3-81 Recommendation of Participant 5&T/IT HB 10 S&T/IT '1
to American Professional ~Society

1380-17 5-80 Letter to Participant - Re: S&T/IT HB 10 MO/RM/PPM
Extension of Expiring Visa

1380-18 9-64 Program Itinerary and Travel 5&T/IT HB 10 MO/RM/PPM
Request •6

1380-39 12-79 Participant Identification card 5&T /IT HB 10, S&T/IT %•Chap. 22 z
0

1380-45 6-81 Participant's Monthly S&T/IT HB 10. S&T/IT 8
Location and Expenditure Chap. 25 ~

....
1380-58 Document Checklist S&T/IT HB 10 S&T/IT 006-81

:>
Academic Enrollment and Tem S&T/IT HB 10 MO/RM/PPM "'C1380-69 1-81 "'C

Report >
1380-76 6-81 Check Request for Participants 5&T/IT 5&T/IT

1380-80 3-69 Interpreter Evaluation S&T/IT S&T/IT

1380-88 11-83 Participant Seminar 5&T/IT HB 10 5&T/IT
Registration

C )
,) .c.~

\ C' ) C
I



(
(

(
(

( ('
( '(" (

A. I. D. ~

Form Revision Requiring Additional 0

Number Date Title Office Authorit~ Stocked by Infonnati on %
~z

1380-94 4-77 Training Notice S&T/IT S&T/IT 0
~
0

1380-95 8-80 Participant Training Budget S&T/IT HB 10. MO/PM/D ~

Work Sheet Chap. 2 ......
ex>

1380-99 5-80 Participant Insurance S&T/IT S&T/IT ;x,.

10 card "0
"0

;x,.

1381-1 1-81 Community Service and Hospi- S&T/IT S&T/IT
tali ty Reques t

1381- 2 3-81 A.I.D. Contractor Report Status S&T /IT HB 10 SIT/IT

1381-4 6-83 Participant Data S&T/IT HB 10 S&T/IT

1381-5 2-88 Request for Pennission of OIT/RS HB 10 OIT/RS
Participants to Work

...
1381-SA 2-88 Request for Approval of A.I.D. OIT/RS HB 10 OIT/RS ...... :

Sponsored Participant to Work ex>z
I II>

=:=~

1381-6 4-88 Conditions of Training - oIT/IT HB 10 OIT/IT N'"
w~

Engl ish z
?

1381-6A 4-88 Conditions of Training - OIT/IT HB 10 OIT/IT
Spanish

1381-68 4-88 Conditions of Training - Arabic OIT/IT HB 10 OIT/IT

1381-6C 4-88 Conditions of Training - French OIT/IT HB 10 OIT/IT
3: '"'" ."

1382 6-87 Guide to Medical Fitness SIT/IT/RS HB 10 S&T/IT/RS '< ."
'"

Standard for Applicants .." ':l
v <:

(English) ...... '"
<D C
ex> >

1382-1 6-87 Medical History &Examination S&T/IT/RS HB 10 S&T/IT/RS ex> ...
'"

for Foreign Applicants
(Engli sh)

1382-2 6-87 Guide to Medical Fitness SIT/IT/RS HB 10 SIT/IT/RS
Standards for Foreign
Applicants (Spanish)

">"I >
W"..,,'"

z
?
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I>:A. I. D.
~IFonn Revision Requiring Additional O'\~Number Date Title Office Authority Stocked by Infonnation--

1382-3 6-87 Medical History A Examination SAT/IT/RS HB 10 SAT/IT/RS
for Foreign Applicant

~I(Spanish)

1382-4 6-87 Guide to Medical Fitness SAT/IT/RS HB 10 SAT/IT/RS U10. ~Standards for Foreign ....=Applicants (Arabic) \0
co1382-5 6-87 Medical History &Examination SAT/IT/RS HB 10 SAT/IT/RS co

for Foreign Applicants
(Arabic)

1382-6 6-87 Guide to Medical Fitness SAT/IT/RS HB 10 SAT/IT/TR
Standards for Applicants
(French)

¥I1382-7 6-87 Medical History A Examination SAT/IT/RS HB 10 SAT/IT/RS
for Foreign Applicants :-;:.•
(French) ~!

~
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l,

......-

( ( ( (
A.I.D. •
Fonn Revision Requiring Additional is
JUnber Date Title Office Authoritl. Stocked by Infonnation %•Z

0
1410-12 8-82 Solicitation Notices M/SER/OP HB 14 MO/RM/PPM §
1410-14 2-81 small Business/Minority M/SER/OP HB 14 MO/RM/PPM ~

......
Enterprise Procurement co.
Review Fo", ;po

-c

1415-2 5-82 Preacquisition Field M/SER/OP /PS/ HB 16 M/SER/OP/PS/OCC 1:-
Inspection Report OCC

1415-4 12-81 Final Inspection M/SER/OP /PS/ HB 16 M/SER/OP/PS/OCC
Checklist (FICL) OCC (New Cumberl and.

PAl

1415-5 4-78 Equipment Inspection M/SER/OP/PS/ M/SER/OP/PS/OCC
Maintenance Worksheet OCC (New Cumberland.

PAl

1415-SA 4-78 Equipment Inspection M/SER/OP/PS/ M/SER/OP/PS/OCC ...
and Maintenance OCC (New Cumberl and. 2l

>...... z
Worksheet - Continuation PAl .:0 !fI

Sheet ':::E.. '"
N~

1420-2 2-75 A.I.O. Cost-Reimbursement SER/OP/SUP HB 14 RM/PPM I w?
Contractor All owances-
App11 cabil1 ty 0 f
Standardized Regulations

1420-8 5-69 Mailing List Application SOB SOB

1420-17 3-80 Contractor Employee SER/PM HB 14 MO/RM/PPM
'"Biographical Data Sheet ..

::::::: ..
OJ'"
,<"

1420-27F 3-74 Contract for Participant SAT/IT HB 14 SAT/IT :!
..,,<

Training (Individual) · '"0
...... >

HB 14 SAT/IT
\.0'"

1420-27G 3-74 Contract for Pa rti ci pant SAT/IT co'"

Training (Group)
co

1420-27H 7-76 General Provisions - Contract SAT/IT HB 14 MO/RM/PPM
for Participant Training

1420-36A 4-88 Cover Sheet - Contract with SER/PPE HB 14, MO/RM/PPM
a U.S. Citizen or U.S. App. 0

I-~I >
Resident Alien for Personal w"

....... '"Services Abroad z
?



A. I. O. I~~Fonn Revision Requiring Additional ~I
Number Date Title Office Authority Stocked by Infonnati on lXI~--
1420-368 4-88 Contract with a Cooperating •• SER/PPE HB 14 MO/RM/PPM

Contract with a Third Country
I::1National

1420-40 11-72 Contractor's Release and/or M/SER/OP HB 14 OP/PS/SUP ~~
Assignment of Refunds, Rebates, U1~

C;oedits • iii
.....
\0
lXI1420-47 8-80 Negotiated Indirect M/SER/OP/PS/ HB 14 OP/PS/OCC lXI

Cost Rate Agreement OCC

1420-49 8-83 Contract Agreement CM/SO/SS CIB 82-88 OP/PS/SUP
Data Sheet (NCR sets)

(blank cut)
Mission use ...
only .....1

lXI .

1420-50 4-88 A.I.D. Consultant SOB SOB OMB Approval .:.:,
Registry Infonnation No. 0412-0510 Nd
System (ACRIS) w~

Organization and
Individual Profile

1420-51 2-82 U.S. Grantees &U.S. SER/OP HB 13, MO/PM/O OMB Approval
Educational Institutions App. 4C No. 0142-0510
Standard Provisions

~1420-52 2-82 U.S. Grantees U.S. Subgrantees SER/OP HB 13, MO/PM/O OMB/Approva1 c
Nonprofit Organizations App. 4C No. 0412-0510 :z:
Other Than Educational IInstitutions Standard
Provision

1420-55 11-86 Notification of Acquisition M/SER/OP CHAM OP/PS/SUP .....
lXIor Assistance "'ard of 82-4 .

$50,000 or IIIOre to
U.S. Organization I:

1420-56 5-83 Blanket Order Request MO/RM/BMB MO/RM/BMB

1420-57 4-84 ASSET Supplier Information SOB SOB OMB Approva1
Fo"" No. 0412-0516

1420-58 4-84 ASSET Report Reques t SOB SDB OMB Approval
No. 0412-0515 I I ..

Cv" C C, ,~.
.--.- "

) ) ,.)
, )
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A. I. D. •
Fonn Revfsion Requirfng Additional 6
Number Dllte Title Office Authority Stocked by Infonnati on S-- z
1420-59 8-87 Schedule of Competitive M/SER/OP OP/PS/SUP IContracts

~

1420-60 2-86 Financial Management FM/PAFO FM/PAFO .....
for Contracts and Grants 00

1420-61 7-87 Indefinite Quantity M/SER/OP SER/OP/PS/ :>
~

~

Contract (IQC) Delivery SUP :>
Order (Inc. FAR &
AIDAR Clauses)

1420-61 A 7-87 Indefinite Quantity M/SER/OP SER/OP/PS/
Contract (IQC) Work Order SUP
(Inc. FAR &AIOAR Clauses)

1430-2 1-88 Mission Activity Addresses M/SER/OP SER/OP/COMS
used in Commodity Procurement
under FEOSTRIP/MILSTRIP ...

'"»
1430-3 7-72 Mission Supplementary M/SER/OP HB 15 SER/OP/COMS

z.......
00 •

Address Used in I I:
<'"

FEOSTRIP/MILSTRIP ;.:.,~
W Z

4-88 Contractor's Certificate FM/PAFO/ HB 11, MO/PM/O OMB Approval
~

1440-3
and Agreement w/A.I.O. Chap. 1 & 2 No. 0412-0017
Contractor's Abstract

1450-1 3-80 Report of Violation SOB HB 15, MO/RM/PPM Report Control
Marking Requirements App. H5 Symbol U-511

Borrower's Shipping Statement '"1450-3 7-79 SER/COM HB 15, COM/TR ~ ...
S'~App. H5 '<0
U'lj

1450-3A 7-79 Continuation Sheet SER/COM HB 15, COM/TR . ~

..... 0
for A.I.D. 1450-3 <0 »

(..0'"
00'"

1450-4 12-87 Supplier's Certificate and SER/OP HB 11. MO/RM/PPM OBM Approval
Agreement with A.I.D. Chap. 3 No. 0412-0020
for Project ConIIIodities

1450-5 2-88 Cargo Booking Confinnation COM/TS COM/TS
(OCean Carrier)

r--

:>:
I '"W'"
~z

~



l~
A. I. D. 11Fonn Revision Requiring Addit;ona1

~Number Date Title Office Author;ty Stocked by Infonnat; on

1550-1 5-77 Voluntary Agency FVA/PVC FVA/PVC OMB Approval
and carrier certificate No. 0412-0014 III

!
FVA/PVC 3:~1550-2 10-86 Statement of Support FVA/PVC HB 3 OMB Approval ~~Revenue and Expenditures No. 0412-0035 U"I~

W iii
1550-3 3-84 Ti t1e II, Pl 480 FVA/FFP/POD HB 9, FVA/FFP/POD OMB Approval -\0Commodities Annual Exh. No. 0412-0014 co

coEstimates of Requ;rements E-1 & 2

1550-6 6-81 Voluntary Agency FVA/PVC MO/PM/D OMB Approva1
Quarterly Report No. 0412-0014
of Shipp;ng Act;vity

1550-11 8-85 PVI Project Reporting FVA/PVC FVA/PVC OMB Approval -4

.~iInformation on A.I.D. No. 0412-0530
Supported PVO Project

'~I1560-9 7-77 Operations log OFDA OFDA
~

1570-8 4-81 World Food Program FVA/FFP FVA/FFP
Activity card

1570-10B 5-76 Project ca rd Wor1 d Food FVA/FFP HB 9, FVA/FFP
Program - 1977-78 Chap. 10

I
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A. I. D. •6
Fonn Revision Requiring Additional iNumber Date Title Office Authority Stocked bi:. Infonnati on z

1610-4 1-83 Project Report for S&T/POP/R S&T/POP/R Report Control §
Inventory of Federal Symbol l235-HEW-AH ~

Research in Population

1620-8 7-84 National Association SIT!RUR S&T/RUR OMB Approval
for Equal Opportunity No. 0412-0522
in Higher Education
(NAFEO)- Individual
Profile

1620-9 7-84 National Association SIT/RUR S&T/RUR OMB Approval
for Equal Opportunity No. 0412-5021
in Higher Education
(NAFEO)- Institutional
Profil e
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Page No. Effective Date Trans. Memo. No. . .
8-ii September 9, 1991 lS-V:3l AID HANDBOOK 18, PT. V

'~,

INTRODUCTION ~

This Appendix lists all controlled recurring reports for which the Agency must
gather, maintain, and submit information on a continuing basis. The three
broad groups of reporting requirements are those which are levied upon the
Agency by an outside authority, such as the Congress or another U.S.
Government Agency, those reporting requirements which are developed within the
Agency and those reporting requirements levied upon the public by AID.

1. Reports Required of the Agency

---------\J

2.

3.

Reporting requirements are levied upon the Agency by legislation,
Congressional committees, or members of the Congress. Additional
outside reporting requirements are imposed upon the Agency by other U.S.
Government agencies in the performance of their unique functions. These
reports comprise the reports listed in Part I~, Congressional Reports
and Presidential Determinations, and in Part III B, Interagency Reports
Required of AID. For each report an AID/W office is designated as the
sponsoring office to gather the required data, consolidate it and put it
into the format defined by the requiring authority.

Reports Required by AID

Many of the reports required of AID by outside authority also provide
information required for the internal gUidance, management, and
evaluation of Agency programs and projects. However, these reports do
not provide all the information required for the efficient operation of
the Agency, and reporting requirements have been imposed by offices and
bureaus within the Agency upon other AID bureaus, offices and Missions,
as well as upon other U.S. Government agencies. These reports are
listed in: Part I A, AID/W Recurring Reports; Part I B, Mission
Recurring Reports; and Part III A. Interagency Reports Required by AID.

Reports Required of the Public

Any form which must be completed by 10 or more members of the public in
order to do business with the Agency is considered a public-use report
and is controlled by the Office of Management and Budget (OMB). These
reports are listed in Part II. Public Reports.

!·L·.... i;'W
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Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, PT. V 18-V:31 September 9, 1991 BI-1

PART I

INTERNAL REPORTS

A. AID/W Recurring Reports

The reports required of AID/W offices are indicated by a report control
symbol which is prefaced by a "W."

~ B. Mission Recurring Reports

The reports required of the Missions are indicated by a report control
symbol which is prefaced by a "U."
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FREQUENCY I REQUIRING I REQUIRING I PREPARING
DIRECTIVE OFFICE OFFICE
(Format to be
used. if any)

LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

A. AID/W RECURRING REPORTS

c)

a::J .."..... Qt
I 4Q

N CD

if·
V)

to ...,
~ .....
r+ .....
to CD
:I n
CT .....
to ....., <

CD
\D

w Ct
Qt- .....

\D CD
\D-

~,- Qt
co ::s

I en
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W 3:- to

!I
0·z
0·,.-Ct

~a
CD
0
0
~-co-
."
~.
< r

DISTRIBUTION
(No. Copies)

Members of
Congress.
Ubrary of
Congress, USDA
Connerce.
State. and
others.
Registered
Voluntary
Agencies.
AdVisory
COIIIIIittee on
Voluntary
Foreign Aid
Members. Over
seas Missions
&Offices,
Universities.
Ubraries
Int'l organi
tions. founda
tions. and
foreign grantees
& general
inquiries
(2000)

FVA/PVC

,)

N/ANone
(Vol untary
Report)

c)

.....

Annually

c"l

TITLE
(Content)

BUREAU FOR FOOD FOR PEACE AND
VOLUNTARY ASSISTANCE CFVAl

Voluntary Foreign AID Programs
(Statistics on commodities and
funds for relief and rehabilita
tion by American Voluntary
agencies registered with AID.
Also contains register of
qualified voluntary agencies
GAO Accession '17701013

W-409

REPORT
CONTROL
SYMBOL
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OFFICE OF ADMINISTRATIVE
SERVICES CMS/AS)

W-ISS I Annual Summary of_Recorc. HoldfnQs I Annually HB 21-11 AS/ISS/RH AIO/W and I None
Ch. 7 Overseas

W-IS6 I Inventory Emergency Operating Annually HB 21-11 AS/ISS/RH AID/Wand I None
Records Ch. 7 Overseas

W-IS7 I Inventory of Rights ar~ Annually HB 21-11 AS/ISS/RH AIO/W and I None
InterestJRecords Ch. 7 Overseas

REPORT
CONTROL
SYMBOL

TITlE
(Content)

LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

A. AIO/W RECURRING REPORTS

FREQUENCY I REQUIRING , REQUIRING I PREPARING
DIRECTIVE OFFICE OFFICE
(Format to be
used t if any)

DISTRIBUTION
(No. Copies)
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FREQUENCY I REQUIRING I REQUIRING I PREPARING
DIRECTIVE OFFICE OFFICE

(Format to be
used, i f any)

LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

A. AID/W RECURRING REPORTS

Listing of PIOIC Transaction I Monthly

Ocean Transportation Monthlv I Monthly
Detail and Summary Report

aJ -a- I»
I co• CD

:z
0.

'"/1) ",
"0 ....
~ ....
/1) CD
3 n
C" rt'
/1) -"'5 <

CD
\0.. a
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\0 CD
\0.-
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"'5.- I»
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c)
"

MS/OP/TRANS

DISTRIBUTION
(No. Copies)

CM offices, all
Bureaus (60)

AID, other
Gov't agencies,
firms, libraries,
universities,
Congress (800)

AID, other
Gov't agencies,
firms, libraries,
univers;t ies
Congress
(1500)

Deputy
Administrator

(1)

MS/OP/TRANS

Overseas
Missions, Bureaus
(as requested)

OP/PS

OP/PS

OP/PS

OP/PS

FM/CAR!
EA

EM/CAR!
EA

OP/PS

'l

N/A

N/A

N/A

MS/OP/
TRANS

MS/OP/
TRANS

N/A

Deputy
Admini
strator

HB IS, Ch. 7

HB 14 AIDAR
Appendix G

HB IS, Ch. 7

None
(Voluntary
Report)

None
(Voluntary

Report)

None
(Voluntary
rr.··t )
~)

None
(Voluntary
Report)

Annually

Annually

Quarterly

,I' ,
""l

OFFICE OF PROCUREMENT (MS/OP)

TITlE
(Content)

IOC Usage Report

list of Contractors and I Annually
Addresses for Indefinite Ouantity
Contracts and Requirements
Contracts (IOC)

Salary Approvals that Exceed the I Semi-
ES-l Maximum level annually

Current Technical Service
Contracts and Grants

AID-Financed University
Contracts and Grants
(Information on all AID
university contracts

~

W-442

REPORT
CONTROL
SYMBOL

W-443

W-444

W-1420/1

W-1380/4

W-1420/2

W-1l30

\,,-~
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( ~

Monthly None N/A FM/CAR PPC, Regional
Bureaus

Quarterly None N/A FM/CAR PPC, Regi ona1
Bureaus

Quarterly I I N/A I FM/CAR AID, other
Government
Agencies,
Congress

FREQUENCY I REQUIRING I REQUIRING I PREPARING
DIRECTIVE OFFICE OFFICE
(Format to be
used, i f any)

LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

A. AID/W RECURRING REPORTS

REPORT
CONTROL
SYMBOL

W-208

W-208A

W-209

W-210

TITLE
(Content)

OFFICE OF FINANCIAL MANAGEMENT
(FM)

Flash Report - Fjnancial Status
of FY Program (Status of OYB
Planning levels and status of
fiscal year obligations for
regional programs and summary
of all appropriations at the end
of each month)

World-Wide Flash Report 
Operating Expenses

Country Financial Report

Fjnancial Summary - Foreign
Economic Assistance

Monthly None N/A FM/CAR

DISTRIBUTION
(No. Copies)

Regional Bureaus,
PPC, MS/OP~

OMB, SAC, HAC
(200)
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LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

A. AID/W RECURRING REPORTS

REPORT , TITLE I FREQUENCY IREQUIRING I REQUIRING I PREPARING I DISTRIBUTION
CONTROL (Content) DIRECTIVE OFFICE OFFICE (No. Copies)
SYMBOL (Format to be

used, if any)

1 1
FM (Continued

W-211 I Aporopriation Allotment Report IQuarterly I None I N/A ! FM/CAR IRegional Bureaus,
(Information on AID's obligation PPC. FM/FC (50)
and disbursement activities by
country)

W-211A I Appropriations Allotment Report IQuarterly I None I N/A I FM/CAR I PPC, Regional
(Same as above but by appropr1a- Bureaus
tion)

W-213 I Status of foreign CyrrencY Funds IQuarterly I None I N/A I fM/CAR I (375)
(Status of foreign currency
owned by U.S. in which AID has
an interest and/or accountability)

W-214 I AID Program Assistance Transac- Monthly None N/A FM/LM Overseas Missions
ti9n Detail of Loan and Grant • Offices, PPC,
AcHvitv "S/OP (12)
(Details of program assistance
activity obligations, disbursing
authorizations and expenditures
at disbursing authorization
level whether loan or grant)
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FM {Continued}

W-Z4Z I Schedule of AID Loan Monthly H8 19, Ch, 6 , N/A I FM/LM I (50)
Installments Delinquent Over Treas. Circ.
90 Pays 1080

W-Z42A I Schedule of loan Repayments, Semi - HB 19, Ch, 6 I N/A I FM/LM IRegional Bureaus
Delinquencies. Deferral, Annually Treas. Circ. PPC, FM
Reamortizations and Write-Offs 1080

W-253 I Proiect/Activitv Statys Report Annually None I N/A I FM/CAR I (200)
(Information on cumulative (Voluntary
obligations and expenditures for Report)
AlP/Wand Mission project
activity, for active and completed
projects)

W-S01 I Program Assistance Commodity By None I N/A IFM/CAR/ I Upon Request
Expenditures, Analysis by Request (Voluntary EA
Agreement Report)
(Disbursement data summarized at
the seven-digit Schedule B
commodity-code level within
obligation)

W-SOZ I Program Assistance COmmodity By None I None I ~CAR/ I Upon Request
Expenditures Analysis - Regional Request (Voluntary
Summaries Report)
(Disbursement data summarized at

\.~ I the seven-digit Schedule B
-~-- commodity code level)

"'-- ,) '-> (.,) ,)

REPORT
CONTROL
SYMBOL

TITLE
(Content)

LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

A. AID/W RECURRING REPORTS

FREQUENCY I REQUIRING I REQUIRING I PREPARING
DIRECTIVE OFFICE OFFICE
(Fonnat to be
used, if any)

DISTRIBUTION
(No. Copies)
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LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS >- •-A. AID/W RECURRING REPORTS c

REPORT TITLE FREQUENCY REQUIRING REQUIRING PREPARING DISTRIBUTION
~z
c

CONTROL (Content) DIRECTIVE OFFICE OFFICE (No. Copies) g,
0

SYMBOL (Format to be 0

used, if any)
,.;

....
(X)

FM (Continued) I I I I I I I
~

""0

W-503 I Program Assistance Commodity I Upon Request
-I

By None I None ! FM/CAR/ I I .
Expenditures Analysis - Request (Voluntary I EA <:

Worldwide Summary Report)
(Disbursement data summarized at
the seven digit Schedule B -t

commodity code level within each ~

c»
region and with a b-eakdown by :::J

II'

U.S. - procured and off-shore - .....
(X)

procured from industrialized I ::z
<: tl)

underdeveloped countries) .. :I
to) 0.....

W-743/1 I Status of Loan Disbursing Monthly HB 19, Ch. 6 PPC FM/LM Overseas Missions I z
Authorizations &Offi ces, I 0.
(Information on amounts Regional Bureaus,
authorized, disbursements to PPC (57) I en
date, unliquidated amounts and en ,."

-0 ....
amounts available for new c-+ ....

en tl)

disbursing authorizations) 3 n
0'" c-+
en -

W-775 I Loan Ledger Summary Monthly HB 19, Ch. 8, None FM/LM Overseas Missions -s <
tD

Cumulative Status of Loans on 8E4b(2)(b) &Offices \0
~ c

Report Date c»
.... c-+
\0 tD
\0

W-775/1 I Loan Ledger Detail As HB 19, Ch. 8, None FM/LM Overseas Missions ....
(Information on monetary Required 8E4b(2) (b) &Offices
transactions recorded for the

I I
tp -a__ c»

period, by loan) I co
\0 tD

Z
0.



LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

A. AID/W RECURRING REPORTS

REPORT

I
TITLE I FREQUENCY IREQUIRING I REQUIRING I PREPARING I DISTRIBUTION

CONTROL (Content) DIRECTIVE OFFICE OFFICE (No. Copies)
SYMBOL (Format to be

used. if any)

I I
FM (Continued)

W-775/2 I Listing of Transactions I Monthly I HB 19, Ch. 8. I None I FM/CAR/ I AID/W
Commodities/Services 8E4b(2)(c) EA
(Detailed information of
disbursement for both commodi-
ties and services)

W-775/3 I Total Loan Pisbursements by Annually I HB 19. Ch. 8 I None I FM/LM IOverseas
Project (5th 8E4b(2) (d) Missions &Offices
(Total loan disbursements for working
each loan financed project as day
reflected in LAIS) after

end of
FY

W-1612/3 I Delinguency Report - AlP Housing I Quarterly I IAPRE/H I FM/lM t PRE/H
Guaranty program

OFFICE OF THE INSPECTOR_GENERAL
1.ill

W-780 I Semiannual Report on Audit ISemi- IOMS Circular IAdminis- IIG/A/PPO IAdministrator,
Recollll1endations annual A-50 strator Bureau &Mission

Kanagers (ISO)
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FREQUENCY I REQUIRING I REQUIRING I PREPARING
DIRECTIVE OFFICE OFFICE
(Format to be
used, if any)

LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

A. AID/W RECURRING REPORTS
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DISTRIBUTION
(No. Copies)

General AID/W
and Overseas

General AID/W
Distribution

General AID/W
Distribution

«(

HRDM/PSPE

HRDM/PSPE

HRDM/PSPE

N/A

N/A

N/AHB 32, Ch. 2

None
(Voluntary
Report)

None
(Voluntary
Report)

Monthly

Monthly

Monthly

((

TITLE
(Content)

OFFICE OF HUMAN RESOURCES
DEVELOPMENT MANAGEMENT (HRDM)

Staffing Pattern (Washirgton and
Overseas)

Alphabetical Emplovee Listing 
AID/W and Overseas
(A listing of each employee by
name)

Report of Total Agency Resources
(Summary of worldwide direct and
nondirect hire personnel)

W-348

W-490/1

W-381

REPORT
CONTROL
SYMBOL
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LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

B. MISSION RECURRING REPORTS

REPORT

I
TITLE I FREQUENCY I REQUIRING I REQUIRING I PREPARING I DISTRIBUTION

CONTROL (Content) DIRECTIVE OFFICE OFFICE (No. Copies)
SYMBOL (Format to be

used, if any)

I I
BUREAU FOR ASIA AND PRIVATE
ENTERPRISE (APRE)

U-232 I Colombo Plan Report Biennial AIDTO Circ. APRE/A Missions I Colombo Plan
(Provides information for the A-2112 in Colombo Council
Colombo Plan Council's annual 9-25-70 Plan
report on technical assistance (Airgram) Countries ~

~...f;i;'

1 by member countries)

BUREAU FOR PROGRAM AND POLICY
1.ffU

U-447 I Proiect Evaluation Summary Annually I HB 3, Pt. II, I Regional I Missions I Letter
(Evaluation of Technical (or as Ch. 8 Bureaus
Assistance and other noncapital estab-
projects in terms of their lished
efficiency, effectiveness, and in
significance in contributing to Project
accomplishment of U.S. objectives) Eval.
(Form AID 1330-15) Plan)

OFFICE QF PROCUREMENT (MS/OP>

U-249 I Report of Acquisition of Foreign Annually HB 16, Ch. 7G lOP/TRANS I Missions I COM/GPR (I)
--., Excess Property (fomat-

(Information covering original Attach M)
acquisition cost of all foreign
excess property acquired under
the Sinus Country Program
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LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

B. MISSION RECURRING REPORTS

FREQUENCY [ REQUIRING I REQUIRING I PREPARING
DIRECTIVE OFFICE OFFICE
(Format to be
used, if any)

.,

g;, ."- I»
I .a- CD• Z

0,

en
CD ",
"0 ....
r+ ....
CD CD
51 n
C" ...
CD -"'1 <

CD
\0
~ C

I»- ...
\0 CD
\0-

-4
"I- I»

CD :::I
I ell
< ·..
w Z- CD

51
0·z
0·

=--c
::c

~..
i
-CD
~

."
-4.
<

c)

DISTRIBUTION
(No. Copies)

(.)

Mission I FH/CAR (1)
Controller PPC/PB (1)

Country Desk (1)
Appropriate Reg.
Bur. Dev. Planning
Office (1)

Mission I FM/CAR (1)
Controller Country Desk (1)

Appropriate Reg.
Bureau Development
Planning Office
(1)

Miss ion I FM/CAR (1)
Controller Appropriate

Telegram
Distribution

c)

Monthly I HB 19, Ch. 9 I FM/CAR
(Telegram)
OMB-Revenue
and Expendi-
tures Control
Act of 1968
(P.L. 90-364)

Quarterly HB 19, Ch, 5K FM/CAR
(Format -
Att. A)

c.)

TITLE
(Content)

FM (Continued)

Flash Report of Obligations and
Disbursements
(Advice of cumulative fiscal
year obligations and disburse
ment activity. Covers all U.S.
dollar funds allowed to Missions
for program and administrative
purposes)

Summary of Allotment Ledger
Transactions and Reconciliation
with pisbursing Officer's
Accounts-- U.S. - Owned or
Controlled Foreign Currencjes
(Summary of allotment trans-
actions in Mission's accounting
records for each applicable
foreign transaction account and
a reconciliation with the
Disbursing Officer's Accounts)

Status of Cash-Foreign Currency I Quarterly I HB 19, Ch. 5K I FH/CAR
Funds Generated by MSA Sectjons
402. 502(a), AND 505
(Information covering the status
of foreign currency funds
generated by dollar disbursements
for U.S. surplus agricultural
commodities pursuant to Sections
402 and 502(a) of the Mutual
Security Act of 1954)

C
'

i j )

..........

U-102

U-106

REPORT
CONTROL
SYMBOL

U-108
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LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

B. MISSION RECURRING REPORTS

REPORT TITLE FREQUENCY REQUIRING REQUIRING PREPARING DISTRIBUTION
CONTROL (Content) DIRECTIVE OFFICE OFFICE (No. Copies)
SYMBOL (Format to be

used, if any)

FM (Continued)

U-I09 Statys of Cash - P.L. 480. TITLE I Quarterly HB 19, Ch. 5K FM/CAR Mission FM/CAR (1)
(Information covering the status Controller PPC/PB (1)
of foreign currency fundj Country Desk (1)
transferred to AID in accordance Appropriate Reg.
with provisions of P.L. 480, Bur. Dev. Planning
Title I, and the terms of Office (1)
specific sales agreeme~ts

thereunder)

U-110 Status of Cash--Foreign Currency Quarterly HB 19, Ch. 5K FM/CAR Mission FM/CAR (1)
Funds Appropriated or Otherwise Contro11 e·r PPC/PB (1)
Generated with AID Dollars Country Desk (1)
Authorized Under the FAA. Sec. Appropriate
214 (ASHA) Reg. Bur. Dev.
(Information covering status of Planning Office
foreign currency funds (1)
appropriated or otherwise
generated with AID dollars
authorized under the FAA)

1
U-lll Status of Cash - Foreign Currency Quarterly HB 19, Ch. 5K FM/CAR Mission FM/CAR (1)

Trust Fund Controller PPC/PDPR (1)
(Information on the status of Country Desk (1)
foreign currency funds in the Appropriate
Trust Fund Account, including Geo. Bur. Dev.
quarter activity as well as Planning Office
cumulative receipts, disburse- (1)
ments, and unexpended balances)
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LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

B. MISSION RECURRING REPORTS

REPORT

I
TITLE I FREQUENCY I REQUIRING I REQUIRING I PREPARING I DISTRIBUTION

CONTROL (Content) DIRECTIVE OFFICE OFFICE (No. Copies)
SYMBOL (Format to be

used, if any)
I I

FM (Continued)

U-141 I Report on Billing and Collection Monthly HB 19, Ch. 8 FM/CAR Mission I FM/CAR
Transaction Controller

U-I4I-A I Receivables from Foreign Quarterly AIOTO Circ. FM/CAR Mission I FM/CAR (1)
Officials and Private Obliaors A-93I, Controller

7/4/72 &
AIOTO Circ.
A-ISS3,
11/9/72
(Format -
Attachment to
A-931)

U-20S I Counterpart Funds "Special Quarterly HB 19, Ch. SK FM/CAR Mission FM/CAR (1)
Accounts" - Trial BaJance and Controller PPC/PDPR (1)
Related SUmmaries (Cash Trans- Reg. Bur. Dev.
actions and Release Approyals) Planning Office
Onformation on status of (1)
cooperating-country counterpart Country Desk (1)
funds "Special Accounts")

U-251 I Mission General Ledger Trail Annually HB 19, Ch. 9 IFM/CAR IMission I FM/CAR (2)
Balance - Imp[est Fund (Format - Controller
(Source data for AID/W's General Att. A) GAO
Ledger of the dollar equivilent Policy and
of the Imprest Fund at the time Procedures
the original advance was made, Manua'
adjusted for subsequent increases Sec. 2730,
and decreases in the advance) Title 7
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LISTING OF RECURR~ REPORTS

PART I - INTERNAL REPORTS
B. MISSION RECURRING REPORTS

REPORT TITLE I FREQUENCY I REQUIRING I REQUIRING I PREPARING I DISTRIBUTION
CONTROL (Content) DIRECTIVE OFFICE OFFICE (No. Copies)
SYMBOL (Format to be

used, if any)
I !

FM (Continued)

U-405 I Reconciliation of Payroll Annually HB 19, FM/CAR Mission I FM/CAR (2)
Deductions and Employer's Internal Controller
Contributions FM procedures
(Information on employer with-
holding tax deductions, F.I.C.A.
Tax, C.S.C. Retirement, Govern-
ment Life Insurance, and U.S.
Savings Bonds)

U-421 I Report of Overseas Exrenditures Annually HB 19, Ch. 5 I FM/CAR IMission I Treasury
and Foreign Currency Availabi- (Format - Controller
1it ies Att. A)
(Actual and estimated overseas Treasury
expenditures in dollars and in Circ. 930
foreign currencies purchased
with dollars, and foreign currency
collections and balances)

U-750/3 I Project Financial Activity Quarterly HB 19, Ch. 9 FM/CAR Mission I FM/CAR
Ouarterly Report Controller
(Form AID 750-10) Offices

U-754/1 I Property Accounting--AID-Owned Annually HB 19, Ch. 15 FM/CAR Mission FM/CAR
Property - PART I. Mission Real (Format - Controller MS/OMS
Property. General ledger Trial Att D)
Balance
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FREQUENCY I REQUIRING I REQUIRING I PREPARING
DIRECTIVE OFFICE OFFICE
(Format to be
used, if any)

Telegram Advice of Foreign I Quarterly
Currency loan Disbursements
Under Mission AllQtments
(Advice of Mission loan
disbursements in foreign currency
under Mission allotments)

Telegram Advice of Foreign I Each
Currency loan Collections Collection

Transac
tion

U-754/2 PART II. Mission Non-Expendable
Property
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DISTRIBUTION
(No. Copies)

on

,,)

Mission I FM/CAR (1)
Controller MS/OMS (1)

Mission
Training
Officer

Mission I FM/lM (Action
Controller distribution)

Appropriate
Telegram
Distri but ion

Mission I FM/lM (Action
Controller. distribution)

Appropriate
Telegram
Distribution

FM/lM

FM/lM

c)

HB 10, Ch. 35 I OIT

HB 19, Ch. 10 I FM/CAR
(Format -
Att. C)

Annually

Annually

lISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

B. MISSION RECURRING REPORTS

~

TITLE
(Content)

FM (Continued)

OFFICE OF INTERNATIONAL TRAINING
1Ql!l

Returned Participants Follow-up
Activities
(Summary of significant follow
up activities on returned
participants)
(Format, Attachment 35A)
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LISTING OF RECURRING REPORTS
PART I - INTERNAL REPORTS

B. MISSION RECURRING REPORTS

REPORT

I
TITLE IFREQUENCY IREQUIRING I REQUIRING I PREPARING I DISTRIBUTION

CONTROL (Content) DIRECTIVE OFFICE OFFICE (No. Copies)
SYMBOL (Format to be

used, if any)
, I

HRDH (Continued)

U-262 I Report on Contract Personnel IQuarterly IHB 32, Ch. 4 I PPC/PB IMissions I PPC/PB
(Information on number of U.S. & AID/W HRDM/PSPE
and foreign national personnel
serving overseas under certain
AID-financed contracts)
(Statistics included on form
AID 330-1

U-410 , Incentive Awards Program IAnnually I HB 29, Ch. 5 IHROM/PSPE IMissions I HROM/SCD
(Statistical information on CSC Reg. 451 &Overseas
suggesting and superior P.L. 763 Offices
accomplishment award phases of
Mission's Incentives Awards
Programs)

OFFICE OF FQQD FOR PEACE (FFP)

U-1560/1 I Mission Final Disaster SummarY 60 to 90 HB 8, Ch. 7 FVA/FFP Diplomatic FVA/FFP
ReDort Days after Missions AID Desks

each
Disaster
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PART II

PUBLIC REPORTS - OMB APPROVED

The Office of Management and Budget is charged with the responsibility for
controlling any reporting requirements imposed on the public. The report
control symbols are assigned by OMB and approval authority of any new or
revised reports rests with OMB. The following list indicates the reports
currently on the OMB recurring reports inventory.
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OHB NUMBER REPORT TITLE FORM NUMBER/ FREQUENCY REQUIRING AUTHORITY REQUIRING
FORMAT/ OFfiCE
REGULATION
NUMBER

0412-0003 Title II P.L. 480 AID 1550-3 Annually HB 9, App. C, AID Reg. 11, FVA/FFP
Commodities Annual Sec. 211.10(b){I)
Estimate of Requirements

0412-0007 Report of Loss, Damage or FORHAT Quarterly HB 9, App. C, AID Reg. 11, FVA/FFP
Misuse of Commodities Sec. 211. 9(f)
Donated Under Title II of
P.l. 480

0412-0011 Application for Assistance AID 1010-2 As HB 1, Sup. B, Sec. 16A, and FVAjASHA
American Schools and Required Internal Office Procedures --
Hospitals Abroad Obtainable only through

FVAjASHA HB 15, App A; AID
! Reg. 1, Sec. 201.52(6)

0412-0012 Supplier's Certificate AID 282 As HB 15, App A; AID Reg. 1, MS/PPE
and Agreement with the Required Sec. 201.52(6)
Agency for International

0412-0014 Voluntary Agency and AID 1550-1 As HB 3, App. 4E; AID Reg. 2 FVA/PVC
Carrier Certificate Required

0412-0014 Voluntary Agency Quarterly' AID 1550-6 Quarterly Advisory Committee on Voluntary FVA/PVC
Report of Shipping Activity Foreign AID Letter of Aug. 9,

1963

LISTING OF RECURRING REPORTS

PART II - PUBLIC REPORTS - OMB APPROVED
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•LISTING OF RECURRING REPORTS

PART II - PUBLIC REPORTS - OMB APPROVED

OMB NUMBER REPORT TITLE FORM NUMBER! FREQUENCY REQUIRING AUTHORITY REQUIRING
FORMAT/ OFFICE
REGULATION
NUMBER

0412-0017 Contractor's Certificate AID 1440-3 As HB 11. Ch. 1. Ch. 2 MS/PPE
and Agreement with AID Required
Contractor's Invoice and
Contract Abstract

!
0412-0019 Certificate of Eligibility lAP 66A As Sec. 635(f) OIT

for Exchange Visitor (J-l) Required FAA
Status

0412·0020 Supplier's Certificate for AID 1450-4 As HB 11. Ch. 3 MS/PPE
Project Commodities - Required
Invoice and Contract
Abstract

0412-0035 Registration of Agencies Regulation 3 Annually FAA. Sec. 621 as amended (22 FVA/PVC
for Voluntary Foreign Aid USC 2381)

0412-0503 AID's Public Affairs AID 570-1 On XA/PL
Mailing List Questionnaire occasion

0412-0504 Conversion of Payments of On Treasury Dept. Cir. 1083 (rev.) FM/FPS
$25.000 or More to Treasury occasion
Financial Communications
System
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OMB NUMBER REPORT TITlE FORM NUMBER/ FREQUENCY REQUIRING AUTHORITY REQUIRING
FORMAT/ OFFICE
REGULATION
NUMBER

0412-0506 AID Consultant Registry AID 1420-50 Annually CFR 41. Sec. 1-2.205 OSDBU
Information System (ACRIS)
Organization and Individual
Profil e

0412-0509 Overseas Shipments of Regul at ion 2 As 22 USC 2151 - FVA/PVC
Supplies by Voluntary Required 22 CFR 202
Non-Profit Relief Agencies

0412-0510 Information Collection As P. L. 95-224 MS/PPE
Requirements Contained in Required FAA
AID's HB 13 (Grants and
Cooperative Agreements)

0412-0513 Environmental Procedures Regulat ion 16 As 22 CFR 201 PPC/PDPR
Required

0412-0514 Rules and Procedures Regulation 1 As 22 CFR 201 MS/PPE
Applicable to Commodity Required
Transactions

0412-0517 Donation of Dairy Products Regulat ion 10 Semi- Agricultural Act of 1949 FVA/FFP/II
to Assist Needy Persons annually
Overseas (Section 416
Program)

0412-0518 Matching Grant Schedule Annually FAA. Sl!c. 123 FVA/PVC

LISTING OF RECURRING REPORTS

PART II - PUBLIC REPORTS - OMB APPROVED
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OMB NUMBER REPORT TITLE FORM NUMBER/ FREQUENCY REQUIRING AUTHORITY REQUIRING
FORMAT/ OFFICE
REGULATION
NUMBER

0412-0519 Investment Opportunity On FAA of 1961, As Amended APRE/I
Proposal occasion

0412-0520 Information Collections As FAA of 1961, As Amended 22 MS/PPE
Elements in the AID Required USC 2151
Acquisition Regulations

0412-0521 National Association for AID 1620-9 Biennially LO. 12320 S&T/RUR
Equal Opportunity in
Higher Education (NAFEO)
Individual Profile

0412-0522 National Association for AID 1620-8 Biennially LO. 12320 S&T/RUR
Equal Opportunity in
Higher Education (NAFEO)
Individual Profile

0412-0524 Guidelines for Development Annually Biden-Pell Amendment, Sec. 316; FVA/PVC
Education Project Grants Int'l Security and Devel. Coop.

Act of '80
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Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, PT. V 18-V:31 September 9, 1991 BIII-1

PART III

INTERAGENCY REPORTS

Interagency reports are controlled by the Office of Information Systems,
Office of Information Resources Management of GSA and are assigned report
control symbols by GSA when the reports are approved. Some of the reports
still have an AID report control symbol, prefaced by a "W" or a "un, because
the reports have yet to be cleared by GSA. Once an interagency report control
symbol has been assigned, the entries will be revised. A few Federal
organizations are exempt from the provisions of the interagency reports
control system; i.e., GAO, OMS, and IRS. Interagency reports required by
these agencies will retain their prior AID report control symbol, but will be
listed as an interagency report.

There are two separate sections to this part of the Recurring Reports
Listing. Section A is a list of the reports required of other agencies by AID
and Section B is the list of those reports required of AID by other U.S.
Government agencies.
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INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE
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(NONE CURRENTLY REQUIRED)
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LISTING OF RECURRING REPORTS

PART III - INTERAGENCY REPORTS

A. REQUIRED BY AID
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LISTING OF RECURRING REPORTS

PART III - INTERAGENCY REPORTS

B. REQUIRED OF AID

INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

BUREAU FOR SCIENCE AND TECHNOLOGY ($&T)

W-I000-2 Fiscal Year Annual Federal Plan by Annually £.0. 12320 Dept. of S&T/RUR
AID to Assist Historically Black Education.
Colleges and Universities White House

HBCU
Initiative
Staff

W-I000-3 Fiscal Year Annual Federal Performance Annually £.0. 12320 Dept. of S&T/RUR
Report on AID Actions to Assist Education.
Historically Black Colleges and White House
Universities HBCU

Initiative
Staff

1235-HHS-AN Inventory and Analysis of Federal Annually P.L. 91-572, Dept. of S&T/POP
Population Research (Form NIH 2235) Sec. 4(3) & (4) Health and

Human
Services

BUREAU FOR PROGRAM AND POLICY
COORDINATION (PPC)

1155-NSF-AN Annual Survey of Federal Funds for Annually LO. 10807 Nat'l PPC/PB/RPA
Research and Development Annual P.L. 81-507 Science
Instructions from NSF P. L. 85-864 Foundation
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INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

1156-NSF-AN A Report to the President and Congress: Annually NSF Act of 1950 Nat'l PPC/PB/RPA
Federal Support to Universities, as amended Science
Colleges and Selected Nonprofit Foundation
Institutions

OFFICE OF INSPECTOR GENERAL (IG)

0230-GSA-AN Agency Information Security Program Annually LO. 12356 GSA IG/SEC
Data (SF 311) (input

from
MO/CRH,
XA/PA &
ES)

OFFICE OF PROCUREMENT (MS/OP)

0206-GSA-QU Federal Procurement Data System (FPOS) Quarterly P. L. 93-400 General OP/PS
Individual Contract Action Report Sec. 6(d)(5) Services
(SF 279) Administra-

tion

0208-GSA-QU FPDS-Quarterly Summary of Contract Quarterly P. L. 93-400 General OP/PS
Actions of $10,000 or less (SF 281) Sec. 6(d)(5) Services

Administra-
tion
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LISTING OF RECURRING REPORTS

PART III - INTERAGENCY REPORTS

B. REQUIRED OF AID
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INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

OP (Continued)

0154-GSA-AN Annual Report of Personal Property Annually P. L. 94-519 General OP/PS
Furnished to Non-Federal Recipients FPMR 101.43.4701 Services

Administra-
tion

OFFICE OF INFORMATION RESOURCES
MANAGEMENT (MS/IBM)

0304-GSA-XX Federal Advisory Committee Reporting Annually 41 CFR 101-6 General MS/IRH/PE
System (GSA Form T-820B) Federal Advisory Set:'vices

Committee Act Administra-
tion

0309-GSA-AN Annual Report of Standard and Optional Annually 5 CFR 1320 General MS/IRH/PE
Forms Used for Collections of Services
Information Covered By 5 CFR 1320 Administra-
(GSA Form 3515) tion

0312-GSA-QU Automatic Data Processing Equipment On FIRMR 201-26.2 General MS/IRM/AS
Data System (ADPE/DS) occasion Services

Administra-
tion

(c·· fC ('
LISTING OF RECURRING REPORTS

PART III - INTERAGENCY REPORTS

B. REQUIRED OF AID
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INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

OFFICE OF EOUAl OPPQRTUNITY PROGRAMS
.liQfl

0234-EEO-AN Affirmative Action for Hiring, As EEO Management Equal EOP
Placement and Advancement of Handicapped Required Directive 11lA Employment
Individuals (EEO forms 440 &441) Opportunity

Comission
:

0310-EEO-AN Annual Accomplishment Reports and Annually EEO Management Equal EOP
Updates of the Affirmative Action (EEO) Directive 101A Employment
Program for Minorities and Women Opportunity

Coamission

OFFICE OF FINANCIAL MANAGEMENT
illU.

(0100-TD-AR)* Description of Foreign loan or Credit On Treasury Fi sca1 Treasury FM/LM
(Form TFS 4501) occasion Req. Manual Pt. Dept.

II Chpt. 4500

(0101-TD-AR)* Description of Foreign Grant, Loan or On Treasury Treasury FM/LM
Credit, Supplemental Information occasion Fiscal Req. Dept.
(Form TFS 4501 A) Manua1 Pt. II

Chpt. 4500

*GSA Approval of these reports has expired, therefore these numbers are invalid.
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PART III - INTERAGENCY REPORTS
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LISTING Of RECURRING REPORTS

PART III - INTERAGENCY REPORTS

B. REQUIRED OF AID

INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OfFICE

FM (Continued)

(0102-TD-QU)* Current Status of Active Credits Quarterly Treasury Treasury FM/LM
(Form TFS 4502) Fiscal Req. Dept.

Manua1 Pt. II
Chpt. 4500

(0103-TD-QU)* Current Status of Active Credits- Quarterly Treasury Treasury FM/LM
Supplemental Information Fhcal Req. Dept.
(Form TFS 4502 A) Manua1 Pt. I I

Chpt. 4500 .
(0105-TD-QU)* Current Status of Accounts Receivable Quarterly Treasury Treasury FM/CAR

from Foreign Obligors Fiscal Req. Dept.
Manual 2-4500

(010~:- TD-AR)* Description of Guaranteed (Insured) On Treasury Treasury FM/LM
Foreign Loan, Credit or other Payment occasion Fiscal Req. Dept.
Scheduling Agreement and U.S. Manual 2-4500
Government Contingent Liability
(Form TFS 4504)

*GSA Approval of these reports has expired, therefore these numbers are invalid.
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INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

FM (Continued)

(OI07-TO-QU)* Current Status of Guaranteed (Insured) Quarterly Treasury Treasury FM/LM
Foreign loans, Credits or other Payment Fiscal Req. Dept.
Scheduling Agreements (Form TFS 4505) Manual 2-4500 '"

(0108-TD-QU)* Current Status of Guaranteed (Insured) Quarterly Treasury Treasury FM/lM
Foreign loans, Credits or other Fiscal Req. Dept ...
Payment Scheduling Agreements-Statement Manual 2-4500
of Claims

(0109-TD-AR)* Payment Schedule - Foreign loan, Credit On Treasury Treasury FM/lM
or Other Payment Scheduling Agreement occasion Fiscal Req. Dept.
(Form TFS 4506) Manual 2-4500

0215-TD-SA U.S. SaVings Bonds Payroll Savings Interagency Treasury FM/CAR
Report Savings Bonds Dept.

Committee
Circulars

0250-0PH-HO Monthly Report of Full-Time Equivalent Monthly P.l. 95-437; FPM Office of PPC/PB
Work-Year Civilian Employment (SF 113G) ltrs. Personnel

HanagetDent

*GSA approval of these reports has expired, therefore these numbers are invalid.
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LISTING OF RECURRING REPORTS

PART III - INTERAGENCY REPORTS

B. REQUIRED OF AID

INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

FM (Continued)

1061-0PM-AN Annual Summary of Retirement Fund Annually FPM Supplement Office of FM/P
Transactions (SF 2807-2) 831-1 Personnel

Mgmt.

1064-0PM-AR Report of Withholdings and Contributions On FPM Supplement Offi ce of FM/P
for Health Benefits, Group Life occasion 831-1, 870-1, Personnel
Insurance, and Civil Service Retirement 890-1 FPH Hr. Mgrnt.
(SF 2812 &OPM Form 1523) 831-56

I(1172-TD-MO)* Statement of Transactions (SF 224, Monthly Treasury Treasury FM/CAR
1220, 1221) Fiscal Req. Dept.

Manual 2-3100,
3330

1178-TD-XX Statement of Financial Condition Other I Treasury Fiscal Treasury FM/LM
(SF 220) Req. Manual 2-4100 Dept. FM/CAR

1180-TO-AN Statement of Income and Retained Semi - I Treasury Fiscal Treasury FM/LM
Earnings (SF 221) annually Req. Manual 2-4100 Dept.

-~*GSA Approval of these reports has expired, therefore these numbers are invalid.
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,..LISTING OF RECURRING REPORTS

PART III - INTERAGENCY REPORTS

B. REQUIRED OF AID

INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

FM (Continued)

W-222 Employers Federal Tax Return Quarterly Treasury Circular Internal FM/P
E, 1074 Revenue

Service

W-223 Employers State Tax Return Monthly Treasury Circular State and FM/P
1074 D.C. Govt.

W-234 Income Information Report to States Annually Treasury Circ. To States FM/P
(form W-2) 1074 DC, VA, &

MD

W-240 Summary Report of Health Benefit Biweekly FPMI-5 Office of FH/P
Carrier (reported to H.B. carriers) Personnel

Hgmt.

W-244 Loan Activity Report Monthly P.l. 87-195 Treasury FH/LH
Sec. 620(u) Convnerce

W-255 Report of Refunds-Foreign Currency Semi- Treasury Request Treasury FM/CAR
Annually Dept.

W-591 Report of Waiver of Claims for Annually 4 CFR 202.7 General FM/CAR
Overpayment of Pay HB 19 Chap. 7 and Acctg. Office

AH 7 G
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INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

FM (Continued)

W-756/2 Outlay Report Monthly Office of Mgmt. Office of FM/CAR
& Budget Mgmt. &

Budget

OFFICE Of ADMINISTRATIVE SERVICES
(MS/AS)

OOIS-GSA-AN Annual Report of Utilization and Annually FPMR 101-43 General AS/ISS
Disposal of Excess and Surplus 4701(a) Services
Personal Property (SF 121) Admin.

0151-GSA-XX Federal Audiovisual Production Report As FPMR 101-11.13 GSA National AS/ISS/RM
(SF 202) required Audio visual

Center

0152-GSA-AN Annual Audiovisual Report (SF 203) Annually FPMR 101-11.13 GSA National AS/ISS/RM
Audio visual

0IS3-GSA-AR Agency Action Plan and Implementation On FPMR 101.11.103 General AS/ISS/RM
Progress Report occasion 4(c) Services

AdIIinistra-
tion

1095-GSA-AN Emergency Disposal of Records Annually FPMR 101.11.407 General AS/ISS/RM
Services
Administra-
tion
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LISTING OF RECURRING REPORTS
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B. REQUIRED OF AID
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INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

OFFICE OF OVERSEAS MANAGEMENT SUPPQRT
(MS/OMS)

0216-DOS-AN Report of Foreign Gifts and Decorations Annually 5 U.S.C. 7342 Dept. of HS/OHS
State

1102-GSA-AN Agency Report of Motor Vehicle Data Annually FPHR 101·38.1 General HS/OHS
(SF 82) Services

Admin.

1528-GSA-AN Exchange and Sale of Personal Property Annually FPHR 101-46.407 General HS/OMS
for Replacement Purposes Se"rvices

Admin.

OFFICE OF HUMAN RESOURCES DEVELOPHENT
HANAGEHENT (HRQH)

0063-DOL-QU Continuation of Pay for Disabling. Job- Quarterly FEC Act as Dept. of HRDH/lER
related Traumatic Injuries Sustained by amended by P.l. labor
Federal Employees 93-416 20 CFR

10.206

0064-DOS-AN Federal Employees Serving on Transfer Annually LO. 11552 Dept. of HRDH/PSPE
or Detail to or Reemployed from Public State
International Organizations

(C_ '( I

LISTING OF RECU~~REPORTS
PART III - INTERAGENCY REPORTS

B. REQUIRED OF AID
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INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

HRQM (Contjnued)

011S-0PM-QU Quarterly Reports for Schedule C Quarterly FPM Ch. 291 Office of HROM/SCD
Positions Personnel

Management

0218-0PM-SA Part-Time Employment Progress Report Semi- S USC 3407; Office of HRDH/SCD
annually FPM Ch. 340 Personnel

Management

0269-0PM-AN Annual Executive Performance and Pay Annually FPM Ltr 920-14 Office of HRDH/SCD
Report Personnel

Managellel1t
0270-0PM-AN Annual Report of Student Volunteer Annually FPM Bulletin Office of HRDM/SCD

Service (OPM Form 1428) 298-58 Personnel
Management

1032-0PM-MO Monthly Report of Federal CiVilian Monthly FPM Ch. 298 Office of HROH/PSPE
Employment (SF 113A) Personnel

Management

10SI-0PM-AN Report of Employment of Students Under LO. 12015; FPM Office of HRDM/SCO
E.O. 12015 (OPM Fo~ 1467) 308. App. A Personnel

Manage.nt

1056-0PM-AN Annual Report of Training Activities Annually FPM Bulletin Office of HRDM/TD
410 Personnel

Management
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INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

HRDM (Continued)

1059-0PM-AN Incentive Awards Program Annual Report Annually FPM Ch. 451 Office of HRDM/PMES
(OPM Form 1465) Personnel

Management

1060-0PM-AN Listing of Recognitions and Agreements Periodic FPM Office of HRDM/LER
(Form LMR-4 and CSC 913-B) Bulletins Personnel

Management

1146-DOL-XX Summary of Occupational Injuries and Other LO. 12196 DeJlt. of MS/AS
Illnesses and Targeted Agency Action 29 CFR 1960 Labor
Pl ans P. L. 91-596

"

1168-DOS-AN Retail Price Schedule (Form OF 173) and Annually DOS Standardized Dept. of Submitted
Hotel and Restaurant Prices (Form DSP- Reg. Subchapter State directly
23W) 070 by

Overseas
Missions
&Offices

1169-DOS-XX Post Differential Questionnaire Other DOS Standardized Dept. of Submitted
CiVilians, Foreign Areas (Form DS-1733) Reg. Subchapter State directly

070 &Offices by
Overseas
Missions
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INTERAGENCY REPORT TITLE FREQUENCY REQUIRING REQUIRING RESPONDING
REPORT AUTHORITY AGENCY AID

CONTROL NUMBER OFFICE

HRM (Continued)

1110-00S-AN Foreign Allowance Application Grant and Annually DOS Standardized Dept. of Submitted
Report (SF 1190) Reg. Subchapter State directly

010 by
Overseas
Missions

- &Offices

OFFI&E Qf SMALL AND DISADVANTAGED
BUSINESS UTILIZATIQN (SOB)

1561-DOC-QU Annual Agency Minority Business Annually E.O. 12432 Dept. of OSDBU
Development Plan and Quarterly Report COIIIIIIerce
(Form MBOA-9l)
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Trans. Memo. No. I Effective Date Page No.
AID HANDBOOK 18, PT. V 1S-V:31 [september 9, 1991 BIV-1

PART IV

CONGRESSIONAL REPORTS AND PRESIDENTIAL DETERMINATIONS

These reports are assigned into three categories: legislatively required
reports; reports submitted at the request of a Congressional Committee,
Senator or Member of the Congress; and those reports which must be made as a
result of a Presidential determination.

The report control symbols assigned the Congressional Reports all begin with
CONG as a flag that the report is a Congressional. The fifth character
indicates which of the three categories the report falls:

l indicates legislatively required
R a Congressionally requested report
P a Presidential determination

Following the letter which indicates the report category is a four-digit
number which is simply a sequence number assigned each report in each
category. The legislatively required reports are numbered from 0001 to 0099,
the requested reports are numbered from 0100 to 0199 and the Presidential
determinations are numbered from 0200 to 0299.

The Congressional Committee which receive the reports have all been
abbreviated in the report listing because of space limitations. The following
1s an explanation of the abbreviations:

SAC Senate Appropriations Committee
HAC House Appropriations Committee
SPKR Speaker of the House
SFRC Senate Foreign Relations Committee
HMMC House Subcommittee on Merchant Marine
HFAC House Foreign Affairs Committee
HGAC House Governmental Affairs Committee
SGAC Senate Governmental Affairs Committee

The final column of the listing contains a report number assigned by the
General Accounting Office. Not all Congressional Reports at this time have
been assigned numbers by GAO but future listings will reflect additional
assigned numbers.

The originating office for each Congressional report is to prepare a
transmittal letter for the report to be signed by either the administrator or
D/LEG. If there is any confusion as to whether the letter is to be signed by
the Administrator or D/LEG, ES should be contacted for a determination.



REPORT TITLE/SUBSTANCE FREQUENCY AUTHORITY CONGRESSIONAL RESPONSIBLE G.A.O.
CONTROL RECIPIENTS AID OFFICE ACCESSION
SYMBOL NUMBER

CONG-l-0002 Small Business Participation in AID- Semi- P.l. 94-329 HAC OSDBU 17701011
Financed Commodity Procurement annually Sec. 602

CONG-l-0004 Activities Under the Freedom of Annually P.l. 93-502 XA/PI 17799004
Information Act (By Mar.l)

CONG-l-0016 Annual Report of Implementation of Annually P.l. 91-175 SFRC PPC/PB 17701003
Section 620 (S)(2) of the Foreign Sec. 303 HFAC
Assistance Act of '61

CONG-l-0023 AID Section 653 Report As P.l. 92-226 HAC PPC/PB 17701019
Required Sec. 304(b) HFAC

SAC
SFRC

CONG-l-0025 Report on Human Rights and Development Annually P.l. 94-161 SFRC PPC/PDPR 17701023
Assistance by Jan. 31 Sec. 310 HFAC

CONG-l-0030 Development Issues Annually P.l. 95-424, SFRC PPC/EA 17701005
(Feb. 1) Sec. 502(a) HFAC

(2)
.

CONG-l-0032 Semi-annually Report of the Inspector Semi- P.l. 97-118, HFAC IG/A/PPO 17701004
General annually Sec. M(c) SFRC

Nov. 1&
May}.. -""-.
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REPORT TITLE/SUBSTANCE FREQUENCY AUTHORITY CONGRESSIONAL RESPONSIBLE G.A.O.
CONTROL RECIPIENTS AID OFFICE ACCESSION
SYMBOL NUMBER

CONG-L-0033 Prior Notification of Intent to As P.L. 95-424 HFAC LEG & 17701020
Obligate Funds Differently from As Required SFRC Program
Previously Justified HAC Managers

SAC in Regional
and
Central
Bureaus
Cleared by
LEG. PPC
and GC

CONG-L-0034 Annual Report on the Activities of the Annually P. L. 96-53 HFAC OSDBU 17101028
Minority Resource Center (Feb. 1) Sec. 123(c) SFRC

CONG-L-0035 Report Regarding Use of Contingencies As P.L. 97-113 HFAC ~PC/PB 17101027
Required Sec. 2(b)(2) SFRC

CONG-L-0037 Response to OMB Report on Agency As P. L. 96-511 SGAC MS/IRM/PE 17799030
Information Management Activities Required HGAC

HAC
SAC

CONG-L-0038 Determination of Whether Controls As P.L. 97-145 HFAC FVA/FFP 17701032
Proposed by the Secy. of Comm. on the Required SFRC
Export of Food to a Developed
(Developing) Country Would Cause
Measurable Malnutrition
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USTING {)F INTERAGENCY REPORTS

'PART IV -CONGRESSIONAL REPORTS

'>(.,)

REPORT TITLE/SUBSTANCE fREQUENCY AUTHORITY CONGRESSIONAL RESPONS.IBLE G.A.O.
CONTROL <RECIPIEftTS AID OFF. ICE ACCESSION
SYMBOL NUMBER

ONG-l-0040 o.ve10pmentProject Ass istanceand As P.l.980151 SAC ,LAC 17155001
f~rRelief. Rehabilitatton and Required HAC
Reconstruction Activ;tiesin the
Andean Region

ONG-R-OI01 financial Report on Excess Property Monthly Request. "FAC FM/CAR 17701021
Revolving Fund Chainu.n SFRC

House
COIIIIittee
on Gov't
operations

ONG-R-OI0S U.S. Overseas loans and Grants and Annually Request. HFAC PPC/PB 17701018
Assistance from International HFAC HAC
Organizations SAC

SFRC

ONG-R-OI06 Estimated Unexpended Balances in Annually Request. HAC PPC/PB 17701009
Pipeline from Prior Years for selected HAC
Foreign Assistance Progrus

[)NG-R-OI07 Tables of Transfers of U.S. Resources Annually Request, . SAC WC/PB 17701015
to Foreign Nations SAC

:>NG-R-OI08 New Requests for Authorizati~n and/or As Request, HAC 'PPC/PB 17701016
Appropriation for Selected Programs Required MAC
of Foreign Assistance

--~

~::::'.
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LISTING OF INTERAGENCY REPORTS

PART IV . CONGRESSIONAL REPORTS

REPORT TITLE/SUBSTANCE FREQUENCY AUTHORITY CONGRESSIONAL RESPONSIBLE G.A.O.
CONTROL RECIPIENTS AID OFFICE ACCESSION
SYMBOL NUMBER

CONG-R-OI09 Total Net Foreign Assistance by Annually Request, HAC PPC/PB 17701017
Country, Fiscal Year. (The -Green HAC HFAC
Book-) SAC

SFRC

CONG-P-0200 Nonvouchered Use of Funds Pursuant to As P. L. 89-583 SFRC PPC/PB 17701010
Section 614(c) of FAA Required Sec. 614(c) HFAC

CONG-P-0209 Determination of Need to Transfer and As P.L. 93-559 SFRC PPC/PB 17701024
Consolidate Funds Required Sec. 19(a) HFAC

(2)

CONG-P-0216 Reasons for Continuing AID-Funded As P.l. 96-533 HFAC FVA/PVC 17701008
Private Voluntary Organization Required Sec. 307 SFRC
Activity Where Prohibitions on U.S.
Assistance Have Subsequently Been
Applied

:.. I-CI

::z::::..:z
CI
CllII
0
0
~

-co..
"'t'
~.
0<

---
-4.,
l»
:;,
en- ·co

I :z
0< CD.. 51w 0- ·:z

0·
--en
CD ~

"C ....
r+ ....
CD CD
3. n
C" f't'
CD ....., <

CD
\0
~ CI

l»- f't'
\0 CD
\0----
OJ "V..... l»
0< ca, CD
c.n :z

0·



.,-.-/

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK IS, PI. V IS-V:31 September 9, 1991 BV-I

PART V

REPORTS REQUIRED INTERNAllY BY AID BUREAU,
OFFICE, OR MISSION (FORMAT)
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APPENDIX C

Guide to Writing Abstracts for AID
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AGENCY FOR INTERNATIONAL DEVELOPMENT

DATE

HANDBOOK TRANSMITTAL MEMORANDUM June 13, 1975

MATERIAL TRANSMITTED:

Handbook 18 - Information Services

Appendix C - Guide to Writing Abstracts for AID

TRANS. MEMO NO.

18:8

This Appendix C of Handbook 18 provides guidance to authors in preparing
abstracts that can be submitted directly to an automated announcement
journal preparation service and an on-demand document printing service.
Material contained in this appendix is new and does not supersede
material contained in the previous Manual Order Directives System.

FILING INSTRUCTIONS:

Initial the Transmittal Memorandum Checklist (in the back of the Handbook
binder) beside TM 18:8.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM. and file it in the front of the Handbook
binder.

* * * * * * *

I KEEP YOUR AID HANDBOOK Up·lO-DAlE t
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AID HANDBOOK18, l\pp C
T''1AN~ MEMO NO.
18:29

EFFECTIVE DATE
February 16, 1978
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Appendix C has been deleted
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AGENCY FOR INTERNATIONAL DEVELOPMENT

DATE

HANDBOOK TRANSMITTAL MEMORANDUM June 13, 1975

MATERIAL TRANSMITTED:

Handbook 18 - Information Services

Appendix C - Guide to Writing Abstracts for AID

TRANS. MEMO NO.

18 :8

v

This Appendix C of Handbook 18 provides guidance to authors in preparing
abstracts that can be submitted directly to an automated announcement
journal preparation service and an on-demand document printing service.
Material contained in this appendix is new and does not supersede
material contained in the previous Manual Order Directives System.

FILING INSTRUCTIONS:

Initial the Transmittal Memorandum Checklist (in the back of the Handbook
binder) beside TM 18:8.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, and file it in the front of the Handbook
binder.

* * * * * * *

I KEEP YOUR AID HANDBOOK UP-lO-DAlE l
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APPENDIX D

The AID Code Book
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Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App 0 18-V:29 Oct. 31, 1990 01-1

APPENDIX D

THE AID COOE BOOK

The AID Code Book serves as a central reference source for codes used commonly
throughout the Agency and by private organizations and institutions interacting
with the Agency. The Book is divided into three sections as follows:

Section I - Index of AID Codes

This section contains an alphabetic listing of codes prescribed for use
by the AID Handbook Series. The index shows code structure; makes reference
to applicable tables used in the structure of the code, lists author office,
shows Handbook reference where code is required, and lists forms, reports, and
documents that use the code.

Section II - AID Core Codes

This section contains a complete description of a selected group of
codes that is used in the basic project management and accounting functions of
the Agency. They are the most frequently and widely used codes in the Agency
and are consolidated in this section to facilitate use and maintenance.

Section III - AID Code Tables

This section contains tables of codes with their related values. The
tables contained in this section are referenced by both Sections I and II .



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App 0 18-V:29 Oct. 31, 1990 01-2

SECTION I
INDEX OF AID CODES

.~··v



1 I I
I coon,.; STRUCTURE I R£QUIRI~ I
I I CFFICE I
I I I
I I I

I I
XX IPM I
., e.g •• 13 .. Bachelor's Degree I I
-- I I

I I
I I

XX IPM I
., e.g •• DD .. Department of Defense I I
-- I I

I I
I I

I I I
I X oJ( IFM/PSD I
I T e.g., 1 .. AID Employee I I
I -- I
I I
I xxxx XX IPM
I I I I
I I I S SpecHic Job Suffix I
I I -- I
I I CSC Occupational Series I
I --e.g•• 0511 .03 = Auditor I
I I
I I
I I
I I
I I
I XX IFM/CARD
I ., e.g •• 59 = Program Assistance I
I -- Commodity Financing Grants I
I I
I I
I I
I I

AID 760-10. Time and Attendance Report

EDR Print
AID Form 4-499 PER-13.

Agency Occupational Specialty Codes
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WHERE FOUND

AID 4-512-SPAR
AID 4-253-COAR
SF SOB. Notification of Personnel Action

RAMPS IV
EDR Pri nt
SF 50. Notification of Personnel
Action, Block 39F

Notification of Personnel Action
SF 50-B. Block 391

FPM Supp 292-1
Employee Data Record Print - HB 32. Ch 2
RAMPS IV

Fifth segment of Allotment Symbol,
HB 18 EDP Lookup Tables of
Established Allotment Codes FM/CARD ~

(
(

.... ,"

"~ .•

SECTION I OF APPENDIX 0
INDEX OF AID CODES

(-

CODE TITLE AND
AUTHORIZING
HB REFERENCE

AGENCY CODE (PAYROLL)
HB 27. App. 27-8

. Timekeeper's Manual

~.

AGENCY OCCUPATIONAL
SPECIAL TV CODE
HB 33. Att A

AGENCY
PM Internal Procedures
r~anual

ACADEMIC EDUCATION LEVEL
PM Internal Procedures
Manual

ALLOTMENT CODE
(See ALLOTMENT SYMBOL)

*ALLOTflENT PURPOSE
HB 18. App 0

* No longer used in this format effective October 1, 1981.
0'11
..... »
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z
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-te Revi sed



SECTION I OF APPENDIX 0

INDEX OF AID CODES

..
88
1~

r I . I
I CODItIi STRUCTURE I REQUIRIMi I WHERE FOUND
I I ~FKE I
I I I
I I I
I I

XXX XX XXX XX XX XX * FM/CARD AID/W ONLY
T I" T I" I Discal Year Code AID 2-2, PASA - HB 12

I I I I I I (Designator) HB 18 OF 170, Request, Authorization,
I I I I I - Agreement & Certification of Training,
I I I I I Allotment Purpose HB 28
I I I I - Code - HB 18 Notification of Personnel Action,
I I I I AID 4-520
I I I I Function Code (Always 00) Receiving and Inspection Report
I I I - AID 5-8, Request and Authorizati on for
I I I Benefitting Country Code-HB 18 Official Travel
I I - Miscellaneous Obl1gati on DOClI1Ient -
I I Allottee Code - HB 18 Form AID 7-7
I - General Ledger - Trial Balance, Part I.
I Appropriation Code - HB 18 Form AID 7-125
I Foreign Currency Fund Code - HB 18 Bill for Collection - Form AID 7-129
- and HB 19. Ch 5 Notice of Collection/Adjustment -

Form AID 7-128
Status of Advances to Contractors 
Form AID 7-251

* No longer used in this format effective October 1,1981.
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Controller Transactfons, U-10l Report 
Sunmary of Allotment Ledger Transaction
and Reconclliati on wi th Dis bu rs i ng
Officers Accounts. HB 19

Loan Disbursement Schedule, Column 2
Allotment of Pay Form FS-479
Journal Voucher, Transfer Voucher, etc.,

SF 1017. SF 1097
SF 1017C, Register of Allotment Ledger

Transaction
SF l017G, Journal Voucher
SF 1097, Voucher & Schedule to Effect
Correc tf on of Errors

Request for and Advise of Allotment 
Form AID 7-158

FM/FCD -Ie

c

HB 18

XX
I" Fiscal Year

XXX
n
I I
I I Type of Appropriation
LAPpropriation Code HB 18

(,

X
T
I
I
I
I
I Allottee
LDesignation Code.

iC Rev; sedc)

CODE TITLE AND
AUTHOR III NG
HB REFERENCE

ALLOTMENT SYMBOL
Part of the Financial and
Accounting Control System
(FACS) Budget Plan Code

*ALLOTMENT SYMBOL
HB 18, App 0

~, ...
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INDEX OF AID CODES
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WHERE FOUND'

AID 1120-1, Program Assistance Approval
Document, PAAD, Block 10

U-10l - Summary of All otment Ledger
Transaction and Reconciliation with
Disbursing Officers Accounts

Program Assistance Abstract, Block A3
COOI1lodity Procurement InstrucU on,

Block 5
AID 7-27 or AID 7-226, L/COM,
Block 5

PA/PR, Block 1 - App 07, HB 15
Closing Request, Block 3
PIOIT, Block 5
PIO/C, Block 5A - App D6, HB 15
PIO/P, Block 8
Training Procedure 39, Authorization
of Official Entertainment

Training Procedure 7, Program Itinerary
and Travel Request

Training Procedure 38, SF 147, Order
for Supplies and Services

EDP Lookup Table of Established
Allotment Codes - HB 18

Cost-type Contract - 1422 HB 14
Local Currency Food Agreement

Note: COOI1lunications (telegrams,
1etters, memoranda)
pertaining to numberlf!d
documents (projects,'PIO's etc.),
cite the document number.

I I I
I CODUl> STRUCTURE I REQUIRING I
I I CFFICE I
I I I
I I I

'11-------------
I I '1
I I
I II

I
I
I
I
I
I
I
I
I

CODE TITLE AND
AUTHORIZING
HB REFERENCE

*ALLOTMENT SYMBOL
(Continued)

* Effective October 1, 1981, no longer used in this fonnat. ..
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SECTIOIl I OF APPENDIX D
WOEX OF AID CODES
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WHERE FOUND

Allotment Symbol - HB 18
Organization Accounting Code
AID/W Obligation Docldent Number,
1st segment - HB 18

AID/W Project Number - 18

AID/W PIO Number - HB 18
Organization Code - HB 17
EOP Lookup Table of Established Allotment
Codes - FM/CARD

SF 52 Block 39P
RAMPS IV
EDR Print

Heading of Project Ledger PFAR Report
Cable

OYB Program Revision Approval
Program Assistance Approval Document,

Block 10
Multi-Use Standard Requisition/AID

Form 143-1, Block 18, Columns 55 &56,
App 07 - HB 15

Single Line Item Billing Register
(GSA 952), Remarks Column
Item 167 of Staffing Pattern Action
ReQUest (SPAR) - HB 32

Manpower Programming Annex, 1st
character of Column 5

AID 4-512, Item 27

/II-

x
I-e.g., A =Administrator, AID

XX
LIndicates TC, SA

xx
-r-e.g., 11 =Career

1- -----
xx I J
-r-e.g., 01 = Auditor General ~ IFM/CARD II I

I I
I I
I I

IFM/FCD I
I
I
I
I
IPM
I
I
I
IFM/PSO
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
!

CODE TITLE ANO
AUTHORIZING
HB REFERENCE

APPOINTMENT, TYPE OF PM
Internal Procedures
Manual

ALLOTTEE OESIGNATION CODES

APPROPRIATION
(Funding Source)

*ALLOTTEE CODES
HB 18, App 0
(Second segment of
Allotment symbol)

* Effective October 1, 1981, no longer used in this fonnat.
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X XX
T I Appropriation/Fund Symbol/Account
l-FY ~propriated or First Established

I I I
I CODING STRUCTURE I REQUIRING I
I I Cf"FICE I
I I I
I I I
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WHERE FOUND

(
(

A modified Alpha Appropriation Code
is used for identification of funding
sou rce on Proj ec t Documents (See HB 3)

Allotment Symbol - HB 18
Procurement Authorization
Program Assistance Agreement Abstract,
Block 4

EDP Lookup Table of Established
Allotment Codes - FM/CARD

Application for Training - HB 28
Third Country National Personnel
Acti on Request

SF 50, Block 27 (AID 4-520)
Receiving and Inspection Report
Travel Authorization, Block 7
Travel Advance Card - SF 1038
Miscellaneous Obligation Document -

AID Form 7-7
General Ledger Accounting -
Form 7-125, HB 19, Chapter 4

Bill for Collection - Form 7-129
Notice of Collection/Adjustment 
Form 7-128

Status of Advances to Contrac tor From
Controller Transactions, U-101 Report
HB 19

Loan Disbursement Schedule, Column 2
Allotment of Pay Form, FS 479
Journal Voucher, Transfer Voucher, etc.,

SF 1017, SF 1097

initially

(
(

SECTION I OF APPENDIX D
INDEX OF AID CODES

Indus Basin Development
Fund Loans

x xxx x
T--r-Account Symbol
I -
I FY Available for Obligation
-FY Designator Code

I
I
I
I
I Only when President
-responsible

(

I
I
I
I
I
I
I
I AID Location Code

72 - 11
I I

XXX
I e.g., 120

I I I
I XX 0\' IFM/P SD
I I e.g., AS = Ameri can School s IPPC

- and Hospi tal s I
I
I
IFM/FCD
I
I
I
I
I
I
I
I
FM/FCD ",.

(
('

CODE TITLE AND
AUTHORIZING
HB REFERENCE

APPROPRIATION SYMBOL
HB 18, App D

APPROPRIATION, ALPHA
HB 18, App 0

HB 3, App 6A

APPROPRIATION, NUMERIC
HB 18, .App D

* Revised
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SECTION I OF APPENDIX 0
INDEX OF AID CODES 8&

~~

CODE TITLE AND
AUTHOR III NG
HB REFERENCE

APPROPRIATION SYMBOL
(Continued)

r I I
I CODING STRUCTURE I REQUIRItii I
I I <FFICE I
I I I
I I I

- I I
r -te IFM/FCD *

WHERE FOUND

Request for and Advice of Allotment 
Form AID 7-158

Shipnent and Storage Data Sheet
Commodity Procurement Instruction,
Block 4

SF 1166, Voucher and Schedule of Payments
LlCCJ4, Block 10
PA/PR, Block 4 - App 07, HB 15
PIO/T, Block 4
PIO/C, Block 4 - App 06, HB 15
PIO/P, Block 8 - HB 10
Program Itinerary and Travel Request 
Tra f ni n9 Procedu re 7

SF 147 - Request for Supplies and
services, Block 8, Training
Procedure 38

Cost-Type Contract
Local Currency Food Agreement

J
o!l
~~
",2
~ii1

....
1.0
1.0
o

j
~I
::=!
N'
1.0

AREAS OF SOVEREIGNTY
(se'e COUNTRIES,
DEPENDENCIES, AND
AREAS OF SOVEREIGNTY)

ASSIGNMENT PREFERENCE
COAR
HB 25, Ch 6

AUD IT REPORT
Inspector General's
Audit 'Handbook

XXX
-Y-e.g., 120 = Return to Post/second Tour

X XXX XX XXX
T -y- I T
I I I I serial Number
I I I FiscaIYear Code
I I Geograpnic (Country or AID/~

I --Allottee) Code - HB 18
l-IG Office Number

IPM
I
I
I
\lG
I
I
I
i
I
I

COAR Form AID 4-253

Audit Reports

5
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I I I
I CODI~ STRUCTURE I REQUIRI~ I
I I O:-FICE I
I I
I I

Procurement Instrument
""- e.g •• Grant. Purchase Order.

RSSA. PASA. Indefinite
Quantity Contrac t. etc.

Proj ec t Number
Country or AID/W Office Code

-- (Award Prefix)
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WHERE FOUND

(
(

Authorization for Medical Exams

Authorization for Medical Exams

Motor Vehicle Record. Form AID 5-197

In addition to being used on AID-Direct
awards to uniquely distinguish the awards,
the award numbers are used in correspond
ence concerning the awards and in internal
external reports (e.g •• AID Audit Re-
port W-442. etc.).

(c-
SECTION I nF APPENDIX 0

INDEX OF AID CODES

Order Number;
Participating Agency
Code for International
Agreement

XXXX xx--r- I Modification
I -- No.
I Fiscal Year and
-- Sequenti alP rocu re

ment Number

XX
I

I
I
I
I
I
L

I

\
(

XXX XXXX X
T ~T

XX
~e.g .• 01 = Chevrolet

I I ~
XXX XXXX IPM &FM
T ~Serial Number I

I AID/W Personnel Office I
-- I

XXX X XXX IPM & FM
T T TSerial Number I

I I FiscaIYear Code I
I Geographic (Country) Code - HB 18 I
-- I

!MS/MO
I
I
IMS/OP /P S
I
I
I
I
I
I
I

CODE TITLE AND
AUTHORIZING
HB REFERENCE

(
(-

Guidance .on the issuance of
contractual awards is
provided in HB 14.

AUTOMOBILE AND TRUCK MAKE
HB 23. App 6E

AWARD NUMBER. AID-DIRECT

AUTHORIZATION FOR MEDICAL
EXAM - AID/W
HB 19. Ch 10

AUTHORIZATION FOR MEDICAL
EXAM - MISSIONS
HB 19. Ch 10

(This number format is
used for AID-direct
awards: contractual.
cooperative agreement.
grant. and interagency
agreement awards.)

Contract Information Bul
letin (CIB 89-30).
The use of this format is
mandated in CIB 89-30. A
full explanation of the
number's format is provided
in this CIB.

of(
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XX
-r-AID/W Billing Office

xx-r e.g., 50 = Health, Science, Medical and
-- Population

xx XXX X XXXX-r -r- T --r-seQuential Bill
I I I Type or Billing Code
I I Country Code - HB 18
l-BillTng Office Code (AID/W)

CODE T.ITLE AND
AUTHORIZING
HB REFERENCE

Guidance on the issuance of
grants and cooperative agree
ments is provided in Hand
book 13.

Guidance on the issuance of
interagency agreements
(RSSAS and PASAS) is provi
dedin Handbook 12.

BACKSTOP CODES
(For Overseas Posi tions)
HB 33, Att A, BC-l

BILL NUMBER
HB 19, Ch 7

BILLI~ OFFICE
HB 19, Ch 7

SECTION I OF APPENDIX D
INDEX OF AID CODES

r- I I
I CODI~ STRUCTURE I REQUIRltIi I
I I <FFICE I
I I I
I I I
I I I

ote IMS/OP /P S
I
I
I
I
I
I
I
I

I
IPM
I
I
I
IFM/PSD

No. I
I
I
I
I
I
I
I
I
I
IFM/PSO
I *I
I
I
I
I
I

WHERE FOUND

Staffing Pattern - HB 32, Ch 2
Employee Data Record Pri nt - HB 32, Ch 2

Bill for Collection - Fonn AID 7-129
Notice of Collection/Adjustment 
Fom AID 7-128

Bills for Collection and Notice of
Collection/Adjustment al so show:

Appropriation Code
Refund Code, Project No., HBs 18 & 3
Object Cl assHication
Transacti on Code and
General Ledger Account Code

Bill Number. 1st segment
Notice of Collection/Adjustment Number.
1st segment

U-141. U-141A Fonn AID 7-128. 7-129.
&7-236
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I ,- I
I (l) (2 ) ( 3 ) * IFM/P SO

I I I
I CODlt-li STRUCTURE I REQUIRING I
I I CFFICE I
I I I
I I I

(

SECTION I C", PENOIX 0
I~OEX OF'.~ CODES

......
\0
\0
o

I:

'"I:...... 0
00 Z
I 0<: .

N
\0

~

00

!:
o
%
Jo
Z

§
;Il:

-t
]I

>z
!"

11
>

0"
~ '"
I Z

...... 0.......

'"""'"on
("> j
c-+ <. '"

o
w>
...... -t
~ '"

):>
'0
'0

o

(

(

WHERE FOUND

(

(

SPAR - AID 4-512

RAMPS IV
EDR pr;nt

Project/Act;vHy Number, 2nd segnent
Proj ec t Agreement Number, 2nd segnent

Used on all Project Documents

AID 1370-1
PIO/C, Block 17 )I-
Procu rement Au thor; zat; on Number,

2nd segment
Program Assistance Agreement
Commod;ty Procurement Instruction,
Block 6

Financ;ng Request, Block 9

I
I
I
I
I
I
I
IPPC/PB
I
I
I
I
I
I
IPPC/PB
I
I
I
IPM
I
I
I
IPM
I
I
I
I
IMS/OP/COMS
I
I
I
I
I
I
I

(
\

(

XXX X
T T e.g., Cotton
!-e.g. ,"""'Textiles

X X
T T Techn;cal or Capital, etc.
!-Loan-or Grant, etc.

X
Le.g., 1 = CH;zen

I XX
!.-e.g., 11 = Research

I
I XXXXXX XXXXX XXX
I ---r-- --r-- -Y-Funct;on Code
I I I Organ;zatTOn Cost
I I - Center Code

!-Allottment Symbol

XX
AID/W !-e7g., 06 = Bureau for Afr;ca

MISSION XXXXXXX XXX X
I --rsedal Number
!-Country Coae HB - 18

*r.evised

CODE TITLE AND
AUTHORIZI NG
HB REFERENCE

(
(

COMMODITY
(Schedule B)
Ch 2B, HB 15

CLASSIFICATION OF
SCIENTIST ENGINEER
POSITION
HB 26

CITIZENSH IP
PM Internal Procedures
Manual

CATEGORY OF ASSISTANCE
HB 18

Also called CATEGORY CODE

BUREAU/CFFICE CODE
HB 3, App 6A

BUDGET PLAN CODE (FACS)



SECTION I OF APPENDIX D
I NDEX OF AID CODE S

coor TITLE AND I COOIFt STRUCTURE I REQUIRIF«i I WHERE FOUND
AUTHORIZING I I lFFICE I
HB REFERENCE I I I

I I I
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XX
le.g •• Tractors

XXX XX
I Iseria1 Number 02
I Loan or Grant No. HB 18

COMMODITY
(FEDERAL SUPPLY GROUPS)
HB 16

COMMODITY PROCUREMENT
INSTRUCTION (CPI)
HB 4

COMPETITIVE LEVEL
PM Internal Procedures
Manua 1

XXX X
I I
I I
I I
I I Type of Loan or Grant Code-HB 18
!-Geographfc (Country) Code - HB 18

IXXx
I INonsupervisory Posf tfon in a
I - SpecHfc Dccupati on serf es

IMS/OP/PS/
10CC
I
I
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IMS/OP/COMS
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CODE TITLE AND I CODING STRUCTUREAUTHORIZING I J REQUIRING I WHERE FOUND

HB REFERENCE I I OFFICE I
I I II I
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SECTION I OF APPENDIX D
INDEX OF AID CODES
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XX - AX
-r -rAmendment Number

I -
I Sequential Number

INOTE: !MS/OP IThese grants are issued pursuant to
IWith respect to Delivery Orders issued iC I * IRede1egation of Authority Number 99.1,
lunder Contracts and Task Orders issued I Iconcerning Contracting and Re1 ated
under Basic ordering Agreements, the I IFunctions to recipients who are neither
following additional numbering system I Iforeign goverrments nor agencies thereof.
sha 11 app1 y.

D.O. XX - AX

T.O.
r

I
I
I
I T.O. = TasK Order:
--D.O. = Delivery Order
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COMPETITIVE LEVEL
Missi on Issued

-Ie Revised

IXXX XXX XXXX XX X
I-r- ~ --r- -r T T = Technician

I I I I -- Contracts
I I I I Amendment Number
I I ISequential Number
I I Issuing Mission's Geographic
I -- Code; e.g., "306" = Afghanistan,
I etc.
_1 Agency; i.e., AID

IMission
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SECTION I OF APPENDIX D
INDEX OF AID CODES

COOt TITLE AND 'coDIN; STRUcTURE I REQUIRlfIi I WHERE FOUND
AUTHORIZING' I CFFICE I
HB REFERENCE I I I

I I I
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IMS/IRM/PE
I
I
I
I
I
I
I
I

'XX
I I BL - Bolivia
I,,
I
I

I
I

CONTROL SYMBOL, Top SECRET, Ixxx IIG/SEC IOF - 113. Reglster-D1strlbuflon of
ASSIGNED TO FOREIGN I I e.g., ABJ = Corte D'Jorour I I Classified Material (Fonnerly JF-7)
SERVICE POSTS I - I IOF - 115. Top Secret Cover Sheet
HB 6, Ch. 3, App IV I I I (Fonnerly JF-9)

I I IOF - 119, Record of Material Removed for
I Overnight Custody (Fonnerly JF-13)
IOF - 123, Top Secret Document Inventory
I Record (Fonnerly JF-17)
IOF - 124, Classified or Controlled File
I Cover Sheet (Fonnerly JF-18)
IOF - 125, Index to Consolidated File
I Number (Fonnerly JF-19)
I
I
I
I
I
I
I
I
I
IFederal Interagency Systems and
I Transmittals
I
I
I
I
I
I
I

COOPERATIVE AGREEMENT
NUMBER -- See AWARD
NUMBER, AID-DIRECT

COST CENTER CODES
(see ORGANIZATION/COST
CENTER Codes

COUNTRY
HB 18, App D
(see GEOGRAPH IC)

COUNTRIES, DEPENDENCIES,
AND AREAS OF SPECIAL
SOVEREIGNTY
HB 18. FIPS
Pub 10-2
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SECTION I OF APPENDIX 0

INDEX OF AID CODES

(
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DEVELOPMENT TRAINING
SPECIALI ST
HB 10

DIRECT REIMBURSEMENT
APPROVAL (ORA)
HB 4

DEGREE, MAJOR FIELD OF
PM Internal Procedures
Manual

DETAIL INDICATOR
PM I nterna1 Procedures
Manual
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cour- TITLE AND I COOl NG STRUCTURE I REQUIRI NG I WHERE FoUND
AUTHORIZIt{; I I OFFICE I
HB REFERENCE I I I

I I I

DATE, Julian
HB 15, Ch. 4C
(See FEDSTRIP, Julian Date)

DEPENDENCIES
(See COUNTRIES,
DEPENDENCIES, AND AREAS OF
SPEC IAL SOVERE I GNTY)

COUNTRY (Al so-see REGIONAL/ I I r
COUNTRY ORG NUMBER I S AND I I I
POST AND LANGUAGE) I I I

I I I
I I I
I I I
I I I
I I I
IXXXX IPM IRAMPS IV
ll""i.e., 0111 = Agr;cultura1 Economics I IEDR Print
I - I I
I I I
I I I
I I I
I I I
I I I
I I I
IX IPM IRAMPS IV
ITe.g., 2 = Reimbursable detail outside I IEDR Print
1- of AID I I
I I I
IXXX XX XXX 101T ICab1 es pertaining to
IT I" TBranch of IT Program I I Participant Training Programs
J I I -Division and Employee I I
I I I I I
II - J I
1- I I
IXXX XXXX XX * IFM/LMD IDirect Reimbursement Approval (D.A.)
IT --r I"Seria1 Number IFM/AD lAID Form 1130-3
I I I Letter-and serial Number of Loan I * I
I I - Grant Agreement I I
I .LGeographic (Country) Code - HB 18 I I
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Bill for Collection. AID 7-129. HB 19. Ch.7 ,0

INotice of Co1iection Adjustment -
I AID 7-128. HB 19. CH 7

CUl)ETITLE AND I CaDIt«; STRUCTURE I REQUIRItii I WHERE FOUND
AUTHORIZI NG I I (FFICE I
HB REFERENCE I I I
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SECTION I OF APPENDIX D
INDEX Of AID CODES

DrsBURSING~THORIZATIONS IXXX XXXXXX IFM/AD ILetter of Comnl1tment. Forms AID
Nonproject (formerly I-r- I I I serial No. within Agreement if IFM/LMD land 7-28; Procurement Authorization/

Dollar Program Assistance) I I I I - I IPurchase Requisition. Form 1160-5: Direct
HB 18 and HB 4 I I I Iserial Number of Loan or Grant I IReimbursement Approval. Special Letter

I I I - Agreement I lof Credi t. etc.
I I I I I
I I I Type of Grant or Loan I I
II - I I
I I Geographi c (Country) Code I I
,- I I
IXX IMS/MO IMotor Vehicle Record - Form AID 5-197
II e.g •• E-3-6 cyl • 115 GHP I I
1- I I
IX X IMS/OP/PS/ IGSA Excess Property Catalogs
IT TReady for Use and Inter- 10CC I
II -changeable with New I I
II I I
II New or unused property I I
1- I I
IX IPM ISF 50B. Notification of Personnel Action
ITe.g •• C = Employee has elected Basic I IRAMPS IV
1- Life FEGLI Coverage I
I I
I I
I I
I I
I I
I I
I I
I I
IXXXX IFM/CARD
11"A1D/W Receivables = 1490 I '*
I -- I

EXCESS PROPERTY CONDITION
HB 16

ENGINE HORSEPOWER
HB 23. Ch. 6N2, App. 6C

FEDERAL EI~LOYEES'

GROUP LIFE INSURANCE
(FEGLI )

HB 29
PM Internal Procedures
r4anual

FEDERAL EMPLOYEES'
HEALTH BENEFITS PLAN (FEHB)
(see HEALTH BENEFITS PLAN)

FEDERAL LEDGER ACCOUNT
M.D. 722.1 & FM
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HB REFERENCE I I OFFICE I
I I I

I I

(
(

(

(
(
(~

SECTION I OF APPENDIX D
INDEX OF AID CODES
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* FEDSTRIP Operatlng GUlde, FPMR 101-26.2 a GSA Handbook published
by and available from: General Services Administration, Federal
Supply Service, Washington, DC 20405
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*FEDSTRIP Operating
Gui de1i nes

FEDSTRIP DOCUMENT NUMBER
HB 15, Ch. 4C

FEDERAL STOCK NUMBER I , --~
(See NATIONAL STOCK NlMBER) I I I

I I I
IXX ~ IMS/OP/COMS IMulti-use ReQuisition, Block 22 -
II As "advice." 2B - send only I IColumns 65 & 66 - App D10, HB 15
I -processed for shi ~ent I I
I I I

FEDSTRIP DOCUMENT IDENTIFIER IX X X IMS/OP /COMS I Indicates purpose of the Multi-Use
HB 15, Ch. 4C IT T TAlpha or Numeric - see F.O.G.*. I /ReQuisition, Fonn AID 1430-1

II I - Chapter 2 I IBlock 1 - Columns 1-3 - App 010, HB
II I I I
II INumeric when value is affected, I I
II - alpha for infonnation I I
II I I
IIAlpha, A = ReQuisition and Issue, I ,
,- F = Bi 11 i ng I I
I I I
IXX XXXX XXXX XXXX IMS/OP /COMS IMul ti-Use ReQui si tion, Fonn AID 1430-1
II ~ -r-r --r-Serial Number I IBlocks 9, 10, 11, 12 - Columns 30-43 -
II III II - I /App.D10,HB15
I I II I I Icalendar Year - 8 = 1988 I I
I I II I IJUlian Date - Mar. 31,= 0901 I
I I II I - IMS/OP/COMS I *
I I II I Local Address Code I I
I I IIGeographic Sub-Area I I
I I I'treographic Area (region) F.O.G. I I
I I - I I
I 172 = AID

FEDSTRIP ADVICE AND
STATUS CODE
HB 15, Ch. 4C
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SECTION I OF APPENDIX 0
INDEX OF AID CODES

CODE TITLE AND I CODING STRUcTURE I REQUIRING I WHERE FOUND
AUTHORIZltMi I I OFFICE I
HB REFERENCE I I I

I I I
FEDSTR1P FUND CODE Ixx IMS/OPfCoMS IMUlti-Use ReqUlsibon, Block 17 -

HB 15, Ch. 4C I lJLdentifies Obligating or SUbobligating ~I I Columns 52-53 - App. 010, HB 15
I I I

FEDSTRIP GEOGRAPHIC CODE ~X X - A two-digit code established by IMS/OP/COMS IIdentifies Country Ordering Commodities
HB 15, CH. 4C 1- - GSA for individual requisitioners I Ifrom GSA Multi-Use Requisition -

I I IColumns 32-35 - App OlD, HB 15
I I I
IX X I I
IT LAl pha or Numeric = Country I I
lL..Alpha = Region; e.g., South America East I I
I I I

FEDSTRIP - JULIAN DATE IX XXX IMS/OP/COMS IMulti-Use Requisition, 3rd se!J1lent of
HB 15. Ch. 4C IT I e.g., 0 32 = February 1 I 100cument Number - Columns 36-39 -

I~ast digit of appropriate calendar year I lApp OlD, HB 15
I I I

FEDSTRIP MEDIA ANO·STATUS Ix IMS/OP/COMS IMulti-Use Requisition, Block 3 -
HB 15, Ch. 4C . II-Indicates requirements that status I IColumn 7 - App OlD, HB 15

I infonnation be sent to requisitioner, I I
I AID Missi ons I I
I I I

FEDSTRIP PROJECT CODE IXXX IMS/OP/COMS IMUlti-use Requisition, Block 19 -
HB 15. Ch. 4C I LLast 3 digits of Project/Activity No. I IColumn 57-59 - App OlD, HB 15

I Last 3 digits of Program Assistance I I
I Agreement Number I I
I I I

FEDSTRIP ROUTING IOENTIFIER IX X X IMS/OP/COMS IMulti-Use Requisition, Block 2 -
H8 15,· Ch. 4C II I !.-.Always 0 on AID Requisitions I IColumns 4-6 - App OlD, HB 15

II I I -Ie I
II LA!pha character identifies which of I I
!I the GSA regions requisition is to! :
II" De sent I
I I
ILAl ways G I
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SECTION I Of APPENDIX 0
INDEX Of AID CODES

(
('

('
(,

CODE TITLE AND I CODING STRUCTURE I REQUIRING I WHERE FOUND
AUTHORIZI~ I 1 OFFICE I
HB REFERENCE I I I

I 1 I

FINANCIAL AND ACCOUNTING
CONTROL SYSTEM (FACS) CODES·
(see BUDGET PLAN CODES)

FEDSTRIP UNIT OF ISSUE
HB 15. Ch. 4C

FEDSTRIP SUPPLEMENTARY
HB 15. Ch. 4C

FILE CLASSIFICATION
HB 21. Pt. III. Ch. 4

FEDSTRIP STATUS, DISTRIBUTION
CONTROL, AND FOLLOW-UP
HB 15, Ch. 4C

FEDSTRIP SIGNAL CODE IX :MS7OPICOMS {MUlti-Use Requisition. BloclCT6F -
HB 15. Ch. 4C IT Indicates Shipping and Billing Address ~ I IColumn 51 - App 010. HB 15

1- I I
Ix XX IMS/OP/COMS Ilst digit identifies office to get status
IT I Al pha Appropri ati on Code I I infonnati on. 2nd and 3rd di gits identify
II - I lappropriation. Multi-Use Requisition.
II A = OPS; B = RUA; I IBlock 18F-Columns 54-56 - App. 010. HB 15
I-N. W, F, & S = GSA Regions I ISingle Line Item Billing Register (GSA
I I IFonn 952). Remarks Column
I I I
IXX XX X X IMS/OP/COMS IMulti-Use Requisition. Blocks 14F &15F -
II ITTFiscal Year - 7 = 1987 I IColumns 45-50 - App 010, HB 15
I I I I C = RTssion Controller I I
I I I Geographic Code - App I of F.O.G. I 1
1172=UO I I
1- I 1
IXX IMS/OP/COMS Ildentifies Minimum Unit of Issue for
IIDZ = Dozen, EA = Each, etc. I ICommodities ordered from GSA
I - 1 IMulti-use Requisition. Block 7 - App 010,
I I IHB 15
I I 1
IXXX XX X IMS/MO/PA lFile Folder - AID Filing System
IT I T Tertiary Breakdown; I I
I II-e.g., 7 = Emergency 1 I
I I I Travel Insurance I I
I I I secondary Breakdown; e.g •• 12 I I
1 I General Subject; e.g •• PER = Personnel 1 I
1- I 1
I I 1
I I I
1 1 I
I I I

\
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CODE TITLE AND I coOltii STRUCTURE 1 REQUIRltIi T WHERE FOUND
AUTlfORIZING I I CFFICE 1
HB REFERENCE I ~ 1 I

I "'1 1
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o

>

.....
00
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N
\0

I
0;1
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Block 9

In 6U1 sepent of Allotment Symbol

IPASA NUliber. last se9llent - HB 18
IAllotllent SYJIbOl - HB 18
IAppropriation S,YlIbol. (1 digit only) 
IHB 18 PlaIT Nu~r. 1st digit of 4th
lof 4U1 sepent - HB 18
IVoucher and Schedule of Payments
IAudit Reports Nullber. 1st sepent 
lAID CIRe A-270
IProcu~t Authorization Nu.ber.
11st digit of SUI segllllent
IFederal Reserve letter of Credit.
11st digit of SUI segllllent
ITransfer AuUlorization Nu.ber. 1st digit
lof 4UI segllllent
IEDP lookUp Table for Established Allotment
ICodes - FM/CARD

SECTION I OF APPENDIX 0
INDEX Of AID CODES

FIlWlCltli REQUEST Ixx :MS/tJ>/COMS IFinancing Request
HB 4 I. Serial Number (Block 4). Under Agreement 1 Iletter of C~itlllent.

I -Number (Block 6) I
I 1
I 1
I I
I 1
1 I
I I
I I
IXX IFM/CARD
I. FY 87 Code; e.g. 87 I
I - I
I I
I I
IXX I
I. Fiscal Year Designator (first digit IFM/CARD

-indicates fiscal year) 8 = FY 1988 I ir
7 = FY 1987

FISCAL YEAR DESIGNATOR/
FY INDICATOR
HB 18. App 0

FIPS CODES
(Federal Informati on
Processi ng Standa rds)
See individual code titles
for more commonly used codes.

FISCAL YEAR CODES
(6th segment of Allotment
Symbol)
HB 18. App 0

,.. Revised
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SECTION I OF APPENDIX D
INDEX OF AID CODES

CODE lITITAND ~ CODINc-snwcrURE I REQUIRING I WHERE FOUND
AUTHORIZIMJ I I OFFICE I
HB REFERENCE I I I

I I I

~
0

~
z
0

! I l

0
~

t-'
0:>.
~
'0
'0

0

FORMS CONTROL
HB 18, Ch. 5

FUNCTI ON CODE
HB 18, Sec. II

FLSA INDICATOR
(FLSA - Fair Labor
Sta nda rds Ac t)
PM Internal Procedures Manual

FOREIGN CURRENCY
HB 18, App D, Att A2
Two Parts:

a. Appropriation
Desi gnator;

b. Currency Code

...
;Jl

•z
~

J:

'"J:
t-'

0

CQ Z

I ?
<:..
N
<.0

'"""'"0 r.
("l :::!
r+ <

'"0
w •
t-' .... '"
t-'
1.0
1.0
0

F'DWl:ODES (XX IFVA/FFP IFood for Peace Management Informatl on
HB 9 II e.g., AG = Algeria I ISystems and Commodity Systems

1- I I
IX PM IRAMPS IV
IT e.g., E = Exempt ISPAR AID 4-512
1--- I
I I
I I
IXX XXX -Ie FM/P SD I Budget P1 an Code Cha rac ter 2 & 3 (To be
II -r-Appropriation Designator Idesignated Foreign Currency later.)
I I Sec ITT Table 2, Part A - Columns 4 & 5 I
I -- I
I I
I I
I I
IXXXX XX (XX XX) IMS/MO IAll AID Forms and Form AID 3-1, HB 18
I--r- -r -r -r CY when form approved I I
I I I I Montnof CY when form I I
I I I -approved I I
I I I sequential Number I I
I I PertTnent Sec ti on I I
I --- I I
IXX IFM/FCD !Fourth segment of Allotment Symbol
l-r Always 00 IPPC/SB * IEDP Lookup Table of Established
I -- I I Allotment codes - FM/FCD
I I I
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XX-r A two digit specific
Purpose Code.

SECTION I OF APPENDIX 0
INDEX OF AID CODES

CODE TITLE AND I CODING STRUCTURE I REQUIRING I WHERE FOUND
AUTHORIZI NG I I CFFICE I
HB REFERENCE I I I

I I I
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I

"Gil for Loan

X
T
I
I
I Will indicate IlL" or
-or Grant funds.

FUNCTION CODE USED IN FAGS IX XXX -1C IFM/FCO I
BUDGET PLAN CODE IT TA three digit specific purpose IPPC/SB

II -or Program Identification Code I *
I I M=Management, Unappropriated or Dollar
1- Trust Funds
I X = Excess Property
I
IX
IT
II
II
II
II
II
II Major Category or Function. A through K
I--are reserved for Program Funds;
I A through G, when used in conjunction
I with the Developnent Assistance (DA)
I Appropriation, will identify the major
I "Functional" categories of the Foreign
I Assistance Act.
I
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CODE TITLE AND IAUTHORIZItli I CODING STRUcTURE I REQUIRING' 'iffi£RE FOUR[}
HB REFERENCE 1 I OFFICE I

I I II I
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IFunding Source for Loans and Grants
I
I
I
IMiscellaneous Obligation Document, AID 7-7
10F 170, Request, Authorization, Agreement &
ICertification of Training - HB 28
ITravel Authorization, AID 5-8
ITravel Request Sheet, AID 560-4
IU.S. Government Bill of Lading, SF 1103
ISupplies/Equipment/Services Request AID 5-7
IOrder-Invoice Voucher

(
C'

SECTION I OF APPENDIX D
INDEX OF AID CODES

(

(
(
(

FUNDS CONTROL NUMBER AID/W
HB 18, App D
(Funds control Number must
not exceed 7 digits)

FUNDItli CODE

FUNCTION CODE USED IN FAtS Ix xxx - I
BUDGET PLAN CODE (Continued) IT TA three digit specific purpose I

II -or cos t center. The code will I
II be exclusive within each major
II func ti ona 1 category. The codes
I I will be alpha/numeric and
II "chain-up" to the next more
II general category of expense until
II it reaches the major func ti ona 1
II category.
II
II Major Functional Category. N through W I
I-are nonnally used only for OE funds. I
I However, these functional categories may I
I also be used with other appropriations I
I when suitable for identifying administra- I
I tive or operating type expenses; e.g., I
I management or other Agency funds. I
I oS. I
IX ~ I
IT A = Loans Authorized by Former Development IFM/FCD
1- Funds I
I I
IX XX XXX X I
IT I -rSerial Number IFM/PSD
II 1 Organization Identifier I'"
II Fiscal"""'Year Designator I

,1- I
I I
1 I
I I
I I
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SECTION I OF APPENDIX 0
INDEX OF AID CODES

CODE TIRE AND I CODINi STRUCTURE I REQUIRllIi I WHERE FOUND
AUTHORIZING I I OFFICE I
HB REFERENCE I I I

I I I
FUNCTION CODE USED IN FAtS I I JField purchase Order

BUDGET PLAN CODE (Continued) I I IGPO 3019. Printing Requisition - HB 20
I I lAID Form 5-18 Duplication and Distribution
I I I Requ isiti on
I I IProgram Assistance Agreement Abstract.
I I I Block A4
I I Ilnvestment Survey Participation Grant
I I I

***GEOGRAPHIC CODE IXXX IPPC/PB/RPA IPIO/P Number. 1st segment - HB 10
HB 18. App. D. Sec. III ITT Country; e.g•• 512 = Brazil I I AID 1380-1. PIO/P

II - I IPIO/T Number. 1st segment - HB 10
II Geographic Region; e.g •• 5 ~ I I AID 1350-1. PIO/T
- Latin America and the Caribbean I IProject Activity Number. 1st segnent 

I HB 3 and 18
ISkill s Inventory Sheet
lAID 4-512. SPAR. Item 4. Section A
10perational Skills Search ReQUest
IMission Report of Commodities Shipment
ILoan Number. 1st segment - HB 18
IMission Operating Expenses Budget
I Object Classification - Schedule C
I (MOB) - AID 770-4
IProcurement Authorization Number.
I 1st segment - AID 1160-4.
I Procurement Authorization
IGrant PAAD Number. 1st segaent - HB 18
IProgram Assistance Grant Agreement Number
I 1st segaent - HB 18
IProgram Assistance Disbursement
I Authorizations. 1st segaent - HB 18

***Sometlmes called country code and benefiting country code. this is one
of the most commonly used codes in the Agency. The list at the right
is a representative list only.
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SECTION I OF APPENDIX 0
INDEX OF AID CODES
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IPPC/P B/RPA
I
I
I

= Bureau for Program and Policy
Coordination

". IXXX
1,930,-
I

CODE TITLEAND - I COOl NG STRUCTURE I REQUIRI NG I WHERE FOUND
AUTHORIZl~ I I OFFICE I
HB REFERENCE I I I

I I I
GEOGRAPR Ie CODE (COntlllued) I IPPC/pB/RPA ILoan PAM Number. 1st segnent - He 18

I I I AID 1120-1. Program Assistance Approval
I I I Document
I I ILoan Authorization Number (Cap. & Tech.).
I I I 1st segnent - HB 18
\ I ILoan Agreement Number. 1st se!Jllent - HB 18

ICOIJIIIodfty Procurement Instructi on
I Block 8. AID 1130-1
IL/COM Number. 1st segnent. AID 7-226.
I L/COM 12-27
IFR-Financing Request. Block 3 - AID 1130-2
\Procurement Authorization Purchase
I Requisition. PA/PR. Block 8 - App 0-7.
I HB 15. AID 1160-5
IThird Country Training Report - Column 12
I 12 of U-137 - HB 10
IProcurement Source Waivers - Ch. 2. HB 15
lAID 1550-6. Vol Agency Quarterly Report of
I of Shipping Activfty - Columns 14-16 -
I VFA Instr.
IPIO/C. Block 15 - App 0-6. HB 15. AID
I 1370-1
IDetai 1 Indicator Code
IEDP Lookup Table of Established Allotment
I Codes. FM/CARD
I
IAlO/W Bureau/Office Project Identification
IProgram BUdget Data System
I
I
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HOUSING GUARANTIES
HB 7

GRANT NUMBER - See
AWARD NUMBER. AID-DIRECT

HEALTH BENEFITS PLAN (FEHB)
HB 29. App. 1C
PM Internal Procedures

INVESTMENT GUARANTIES
(Extended Risk)
AID Accounting Manual
Pt. V & HB 19. Ch. 16

5

i

I
~I
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N'
lD

....
lD
lD
o
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8 8
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00.
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COUETITLE AND I CODlfIi STRUCTURE I REQUIRltIi I WHERE FOUND
AUTliORIZING I , OFFICE ,
HB REFERENCE I I ,

I , I
~NTJ[OAN APPROPRIATION . IX IFM/FCD ,part Of Agreement Number for Loans and
Alpha Indicator IT K = Econanic Support * I I Nonproject Grants (See Table 6)
HB 18, App. D 1- I I

I I ,
1 I ,
I 1 I
I , I
IXXX 'PM IHeal th Benefits Regfstrati on Form - Federal
In e.g., 1 = High Option - Self Only 1 I Employee Health Benefits Program, Booklet
II - I I SF 2809; Notice of Change in Heal th
II e.g., 10 = Service Benefits (Blue Cross. 1 I Benefits in Enrollment. SF 2810;
1- Blue Shield) 1 I Transmittal and Summary Report to Carr; er
I I , - Federal Employees Health Benefi ts
I I , Program. SF 2811; Report of Wi thholdings
I I I and Contributions for Heal th Benefi ts,
I I I Group Life Insurance, and Civil Service
, I , Retirement. SF 2812 Control Register
I I 1
IX X IAPRE/H IExtended-Risk Number, second se!Jllent
IT T G = Guaranty I I
II H = Extended Risk Housing (Worldwide) I I
1-' I I
IXXX XX XXX IFM/PSD ~ IExtended Risk Guaranty Authorization
IT ....,. ,Serial Number I'" , and Contract Docllllents
I I I Type Of' Guaranty , I
I I Geograpllic (Country) Code - HB 18 I I,- "

SECTION I Of APPENDIX D
INDEX OF AID CODES
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CODE TITLE AND IAUTHORIZING I coolfli STRUCTURE I REQUnrrNG---rI-------,:II'TI""I'.............,.,.."....
HB REFERENCE I CFFICE I WHERE FOUND

I I I
I I I
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SECTION I OF APPENDIX 0

INDEX OF AID CODES
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LEAVE, UNPAID
HB 27, App. 27-8
Timekeepers Manual

LEAVE. OTHER PAID
HB 27, App. 27-8
Timekeepers Manual

LANGUAGE PROFICIENCY.
EMPLOYEE
HB 28. Ch. 4B. Anx B
PM Internal Procedures
Manua1

LANGUAGE. METHODS OF
DETERMINING PRCFICIENCY
HB 28. Ch. 4

LANGUAGE CODE (PL)
HB 28. Att. 4C

LANGUAGE IXXX IPM IStlfflng Pattern - He 32. Ch. 2
HB 32. Anx D. Table 0-4 I-r-e.g•• 148 = Turkish I IEmp10yee Data Record Print - HB 32. Ch. 2

1- I I
IX XXXX IPM IStaffing Pattern - HB 32. Ch. 2
IT ---r99123 = Serbo - Croatian I IEDR Print
II e.g •• A= Primary Language I I
1- I I

LANGUAGE, LEVEL CF PROFICIENCY IX IPM IStaffing Pattern - HB 32. Ch. 2
HB 28. Ch. 4. Att. 4B IT e.g •• 1 = Elementary Proficiency I IStaffing Pattern Action Request - HB 32

1-- I IEDR Print
I I I
IX IPM IEmp10yee Data Record Print - HB 32. Ch.
IT 2 = Tested by Foreign Service Institute I I
1-- I I
I I I
/XX IPM IRAMPS IV
I...,. e.g •• 2 = Limited Working Proficiency I ISPAR - AID 4-512
I -- I IEDR Print
I I I
I I I
I I I
IX ~ IFM/PR lAID Form 760-10. Time and Attendance
IT e.g •• 1 = AWOL - Unauthorized I I Report
1-- I I
I I I
Ix IFM/PR lAID 760-10. Time and Attendance Report
IT e.g •• R = Restored Annual Leave I I
1-- I I
I I I

LETTER OF C()1MITMENT (L/COM) IXXX X XXX XX IFM/AD * 11 st seven digit same as Loan or Grant
CPI System. HB 15 I-r- T -r- ...,. Serial No. 01 • 02. etc I I Agreement Number

I I I I Loan or Grant Serial No-HB 18 I IL/COM Application/Amendment. Block 6
I I I Typeof Loan or Grant Code - HB 18 I ISupplier's Certificate. Form AID 282
I LGeographic (Country) Code - HB 18 I I Block 3 - App. A. HB 15
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SECTION I OF APPENDIX 0
INDEX OF AID CODES
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CODE-TffiE AND I CODING sTRuCTURE I REQUIRIfIi I WHERE FOUND
AUTHORIZI~ I I OFFICE I
HB REFERENCE I I 1

I 1 I

LETTER OF CREDIT (LOC)
HB 14

LETTER OF C<J.1HITMENT IL!COM) Ixxx XXX * I"S/OP/COMS ILlC(JIf Appllcat1on/Aiiien<iiient, Block 6
Nonproject System, HB 15 IT TSerial Number 1 ISupplier's Certificate, Fonn AID 282,

I I GeograpJiTc (Country) Code - HB 18 I I Block 13 - App. A, HB 15 lte;
I - I I ~
172 XX XXXXX IFM/CMPD/LC ILetter of Credit, SF 1193
II I -netter of Creditil
I I I -Serial Number - Variable 1 1
I I I Always 00 / /
I I AID -72 / /
1- 1 /
IXXX X XXX IFM/Lf4l IRequest for Advice of Allotment
T T TSerial No. in range of 001 -I wi' 1 (AID 7-158)

I I - 1 /Voucher and Schedule to Effect Corrections
I I Loan/Grant Funding - HB 18 I / (Sf 1097)
I - 1 IVoucher and Schedule of Withdrawals and
I Geographic (Country and Region) Code - I 1 Credits (SF 1081)
~B 18 I IVoucher and Schedule of Payments

1 (SF 1166)
ILoan Authorizati on
IAmended Loan Agree.ent
IMission AQC's (AID 7-46)
IDebit advice from Agent Bank
ICredit advice from Agent Bank
ICertificate of Deposit (SF 219)
/Notice of Collection (AID 7-128)
IDeposit or Trust Fund Receipt and Record
I (Sf 459)
ICables
ISchedule of Cancelled Checks (SF 1098)
IAll LAIS Reports
!Loan Deauthorizati on
IStatelllent of Collections (SF 458)

LOANS, AID (Al so Program
Assistance Loan Number
and Loan Agreement Number)
HB 18, App. 0

*Revised
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CODE TITLE AND IAUTHORIZING I cooItIi STRUCTURE I REQUlRIntlir,-"-----"""'........--
HB REFERENCE I I a:'FICE I WHERE FOUND

I I II I
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SECTION I OF AP~IX 0
INDEX OF AID CODES
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LOSS TYPE CODES
HB 9

MISSION IDENTIFICATION
TREASURY
Controllers Guidebook

MISCELLANEOUS OBLIGATION
DOCUMENT NUMBER
See OBLIGATION NLMBER

LOAN AUTHORIZATION CAPITAL
AND TECHNICAL ASSISTANCE
HB 19

CJ
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•z
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'"I:...... 0
co Z
I 0<:,.
N
ID

'"..,..,
'"n

a :!
n <
r+ '"

0•
w -<
...... '"
~

......
ID
ID
a

[OANS. AID (AI so Program I I IPart1c1 pant Accrual s (0-101)
Assistance Loan Number and I I IJournal Vouchers (SF 50)
Loan Agreement Number) I I IChange or Correction to a Loan Record and
(Continued) I I I Deoblfgati on (AID 7-340)

I I IPublic Voucher for Purchases (SF 1034)
I I IStatement of Disbursements (LAIS)
I I IDisbursement Schedule
I I /Loan Implementation Letters

Ixxx X XXX * IFM/Ut() IAUthOrizati ons for Capi tal and Technical
IT T TSerial No. in range of 001 I I Assistance Loans. HB 19. Ch. 6
I I I Loan;crant Funding - HB 18 I I
I I Geographic (Country) Code - HB 18 I I
,- I I
IXXX IFVA/FFP IFood for Peace Management Information
1\101 = Mechanically ripped. torn. cut or I I System and Ccmnodity Systems
I - punctured I I
I I I
I I I
I I I
I I I
I I I
IXX XX XXXX IFM/CARD .k IVouchers. etc •• in countries where
II I ~Cfty / ... I Treasury ROO's provide a central
I I I Fill-in; always 00. except I I disbursing service
I I -ROCAP = 01 I IFederal Reserve Letter of Credit. last
I I Agency I I segnent
1- I I
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*OBJECT CLASSIFICATION
HB 18, App. 0, Att. El

NATURE OF ACTION
FFM Supp. 296-33
PM Internal Procedures Manual

NATIONAL STOCK NUMBER
(Formerly Federal Stock
Number)
HB 15, Ch. 4C

~~,.;~:;..;;:;~r,~~~'~~~r~~ ...".".",.,,,<,,,.........,,n,.~,,_M."'"'''''''''''''''''''''''''-'' ~~_ .,~.~_C.·.~ __"__~_· ·_·~

SECTION I OF APPENDIX 0
INDEX OF AID CODES

CODE TITLE AND I CODING STRUCTURE I REQUIRTNG I - WHERE FOUND
AUTHORIZlMi I I OFFICE ,
HB REFERENCE I I I

1 , I
MISSION LETTER OF COMMITMENT IXXX XXXX XX xx ~ IM1ss10n Bank L/COM on Face Sheet Block 4

(L/COM) IT ~ I I Serial Number ... 1 Direct LlCOM - Ref: Section after
I , 1 1 SUbprOJect Number 1 addressee
1 1 1 ProjectNumber I
1 , GeograpJiTc (Country) Code, HB 18 1
1- I
IXX XX XXXXXX IMS/OP/COMS Identifies commodity (item) ordered from
'I I ---,-,rarticular Model, 1 GSA Multi-use Standard Requisition/lssue
1 I I -etc. 1 System Docl.lllent, Form AID 1430-1
1 1 1 e.g., Type of Valves 1
lie .g. ,'"Valves 1
1- I
IXXX IPM lAID 4-520 (SF 50 Notificati on to Personnel
IToPM Code 1 I Action), Block
1 -e.g., 317 = Resignation 1 I FPM Supp. 296-33
I 1 IEmployee Data Record Print - HB 32, Ch. 2
1 1 I RAMPS IV
I I 1
IXXX PPC/SD IPASA Budgets, AID 2-2
ITTT e.g., 1 =Reimbursable Details ~ IParticipating Agency Budget Agreement
111- 1 Tables
III e.g., 1 = Personnel Compensation IReceiving and Inspection Report
11- IRequest and Authorization of Official
II e.g., 1 =Personal Services and Benefits I Travel, Form AID 5-8
1- IMiscellaneous Obligation Docl.lllent -
I*A fourth digit may be added to this three I AID 7-7
Idigit code to distinguish between per diem IAllotment Ledger - Detail, AID 730-1
land travel. For use by AIDIW only, codes l*Object Class Distribution Ledger Bill
1210, 212, and 215. I Bill for Collection - AID 7-129
I l*Object Class Report U-l04 - HB 19
I 1

* Rev; sed
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SECTION I OF APPENDIX 0
INDEX OF AID CODES
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CODE TITLE AND I cAUTHORIZltli ,DOING STRUCTURE I REQUIRING I WHERE FOUND
HB REFERENCE I I OFFICE I

I I I
I I

OBLIGATION NUMBER 
DISASTER RELIEF
HB 18. App. 0

oBLIGATION NURBER SELF-HELP Ix XXX xx X IMlscellaneous Obllgatl0n Document
PROGRAMS (AFRICA) IT TITAlways 0 IAppl ication for Training - HB 28
HB 18. App. 0 II I I SeCJ.Ientfa1 Number ITravel Authorizati on
(1-Digit Maximum) II I CountryCode ITransportation Request

I I Fiscar-vear Indicator = 1 digit only IU.S. Government Bill of Lading
1- ISuppl i eS/EQui lJIlent/servi ces ReQui sftion
I I 5-7
I 10rder-Invoice Voucher
I IField Purchase Order
I IGPO 3019. Printing Requisition - HB 20
I IForm AID 5-18 Duplicating and Distribution
I I Distribution Requisition
I IProgram Assistance Agreement Abstract.
I I Block A4
I IInvestment Survey Participation Grant
I I
IXXX XXX X IMiscellaneous Obligation Document
In T T serial Number IApplication for Training - HB 28
II I I Geographic (Country Code) ITravel Authorization
II I FiscaT"""Year ITransportation Request
II rnottee . IU.S. Government Bill of Lading
1- ISupplies/EQuilJllent/services Requisition
I I 5-7
I I 10rder-Invoice Voucher
I I IField Purchase Order
I I IGPO 3019, Printing Requisition - HB 20
I I IForm AID 5-18 Duplicating & Distribution
I I I Requisition
I I IProgram Assistance Agreement Abstract,
I I I Block A4
I I I Investment Survey Parti cipati on Grant
I I I
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ORGANIZATION, AIO/W (ORGNO)
HB 17. Ch. 3

OCCUPATION/CATEGORY CODE
(PARTICIPANTS)
HB 10, Att. 13A

OCCUPATIONAL CODE
(For Overseas Positions
see HB 33, Att. A -- Also
see AGENCY OCCUPATIONAL
SPEC IAL TV CODE)

SECTION I OF APPENDIX D
INDEX OF AID CODES

CODE TITLE AND IAUTHORIZI NG I GODIM; STRUCTURE I REQUIRlf«i I WH
HB REFERENCE I I OFFICE I ERE FOUND

I I I
I I

OCCUPATION/CATEGORY IX X IOIT lAID 1380-1
(PARTICIPANTS) IT T OCcupation; e.g •• Chemical Engineer / /PIO/P. Block 6B. Page 2. HB 10
HB 10 II Category; e.g •• Engineering I I

1- I /
IX X 101T lAID 1380-1 PIO/P. Pg. 2
1- I - I I Block 6B - HB 10
I I e.g •• 5H = Teachers. Universit;y Levels I I
I -Social Science. and Other I I
I I I
IXXXX XX IPM I Staffing Pattern - HB 32. Ch. 2
I--r- -r Specific job suffix I IEmployee Data Record Print - HB 32. Ch. 2
I I CSC OCcupational Series I ISF 50. Notification of Personnel Action.
I - I IBlock • first 4 digit only - FPM Supp.
I I / 296 - 33
I I I
X XX XXXX XX IMS/IRM IAID-512. Staffing Pattern Acti on
T -r TIn -r Sequence Designator I I Request (SPAR). HB 17. App. 1

I1II Always "01" for Parent I IRA~S IV
111I Organization
I111 Always "02" for
I III Subordinate Organization
1111 Bureau - Section
III-Office - Uni t
III Bureau - Branch
11- Offi ce - Secti on
II Bureau - Divisi on/Desk
1- Office - Branch
I Bureau - Office/Staff
- Office - Division and Staff

Major Organizationr- (Bureau or Independent
I Office) Corresponds to
I Allottee Code

_Location Code. Always "1" for AID/W
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CODE TITLE AND I CODING STRUCTURE I REQUIRING I WHERE FOUND
AUTHORIZI~ I , OFFICE I
HB REFERENCE I 'Ill. I I
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SECTION I Of APPENDIX 0
INDEX OF AID CODES
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* Revised

x XXX
T ,Three digi t country or
I -geographic code a listed
I in the AID Geographic Code
I Book - HB 18. App. D (see
I Attachment III C). Some
I addi ti ona 1 "non-regi ona1"
I offices are identified in
I Attachment III B.
I Identifies the Region:
-, = Africa Regi on

2 = Trade and Development Program
3 = Europe and Near East Regi on
5 = Latin America Region
7 = APRE Regi on
8 = Inspector General - Overseas

locations
9 = Nonregional

USAID Managed Funds

ORGANlZATION/CosT CENTER CODES IThe AID/W Organizatl on Codes are structured IPM/PSPE...... )FAtS Budget PTan -code
I as follows: I .....
I I
11 XX X X I
IT -r T T Division within a I
II I I -Bureau or Branch of I
II I I Major Office.
II I I Office within a Bureau or
II I -Division within a Major Office
II I Bureau or Office Reporting
II -Di rec tly to A/AID.
I I AID/Washington
l-
IThe USAID Organization codes are structured
I as follows:
I
2
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SECTION I (J= APPENDIX D
INDEX (J= AID CODES

~i
~..

CUDtTITLE AND .- CODIm;-sTR~-- -I REQUIRING'- ---WHERE FOUND
AUTHORIZING I I (J=FICE I
HB REFERENCE I I I

1 1 I

5

i

N
\D

o

.....
\D
:g

!
~i
. i
~ii1

j
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!:=~

.....
<Xl.
>1-0

Skills Inventory. Item 2 if employee is
AID/W
Skills search Request

IAID/W Obligation Document Number 1st two
I seglent
ITrave1 Authorization Numbers (AID/W)
IMisce11aneous Obligation Document - Form
I AID 7-7
lAID 760-10. Time and Attendance Report 
I HB 27
I

ORGANIZATION, OVERSEAS\ORGNQl rr------x- xxx r- x- xx----- - IMSIIRM --lAW 4";5T2;-staTTfngl'attern Actlon ReCJIest
HB 17, Ch. 4 IT T T T T , sequence I I (SPAR). HB 17. App. 4

I I -Designator I IRAWS IV
I I Always "01" I
I I for Parent I
I I Organization I
I I Always ·02" I
1 1 for Subordinate
1 1 Organizati on
I I second level
I -Subdivision-Division
I First level Subdivision 
-Office

Overseas Organization Country
--Code (Corresponds to Geographic

Code)
Backstop Bureau

location Code (Geographic Region)
I-Al w~s "2" for Overseas
I
IXX XXXX IPM
I' --r-Organizationa1 SUbdivision Within I
I I Allottee Code - HB 18 I
1- I
I I
I I
I 1
I I
I I
I I
I I

ORGANIZATIONAL ACCOUNTING
AID/W
HB 18. Pt. V. Ch. 3
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SECTION I OF APPENDIX 0
INDEX OF AID CODES

t

XX
-r e.g•• PA =Per Annum
1--
IXX
l-r e.g., 03 =FP L
I -- 13 = GS
I
IXX
l-r e.g., GS = General Schedule'
1--
I
I
IX
IT e.g •• 1 = Retired Rate 2 years
1--
I
I
I

~

CODE TITlE AND I COOTNG STROCTURE I REQUIRI NG I WHERE FOUND
AUTHORIZ It«i I I OFFICE I
HB REFERENCE I I I

I I I
ORIGIN CODE (XX- IPM rRAMPS IV

PM Internal Procedures Manual l-r e.g •• Name of Transaction Specialist I IUsed on all transmittal sheets
-- I I

I I
I I
I I
I I
I I
I I
I I
I I* IFM/PR lAID 4-520 (SF 50). Blocks 18 and 23
I IFPM Supp. 296-31
I I
IPM IRAMPS IV
I I
I I
I I
IFM/PR IRAMPS I I
I )I- ISPAR - AID 4-512
I IEDR Print
I IStaffing Pattern
I I
IPM IRAMPS IV
I ISF 50 - Notificati on of Personnel Ac ti on
I I Block 39C
I ISF 52 - Request for Personnel Ac ti on
I I Block 39C
I I

PAY RATE DETERMINANT
PM Internal Procedures Manual

PAY PLAN
HB 32, Annex A
Procedures Manual

PARTICIPATIt«i AND OTHER AGENCY
CODES - see AWARD NUMBER.
AID - DIRECT

PARTICIPATIt«i AGENCY SERVICE
AGREEMENT (PASA) NUMBER 
see AWARD NUMBER, AID-DIRECT

PAY GRADES OR CLASS GS/AD;
FA, FO &FE, FP, FPL
HB 26, Att. SA

PAY BASIS
FPM Supp. 296-31
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PHYSICAL HANDICAP
HB 32, App. A

PIO DOCUMENT CODE
HB 18. App. D. Att. G

PAYROLL PROCESSOR
HB 27. App. 27-8
Timekeeper's Manual

SECTION I OF APPENDIX 0
INDEX OF AID CODES

CODE fITLE AND I CODING STRUCTURE I REQUIRING I WHERE FOUHD
AUTHORIZItoXi I I OFFICE I
HB REFERENCE J I I

I I I
PAYRoLL lFFICE Ixx XX XXXX * IFMlPR IRea' th Benefits Reg1strat1 on Form.

HB 19 and FM Internal l-r -r --r-Checking Account Symbol I I SF 2809. Part F-4
Instructions I I I -assigned by Treasury I INotice of Change in Health Benefits

I I I Always 00. except ROCAP = 01 I I Enrollilent. SF 2810. Part A-5
I I e.g ••72 = AID. 19 = State Dept. I ITransmittal and SlInmary Report. SF 2811
I -- I IReport of Withholdings and Contributions.
I I I SF 2812
I I I

PAYROLL PERIODS. SCHEDULE OF IXX IFM/PR IForm AID 760-10
HB 26, AU. 6A ·I-r 1 through 26. Leave years 197 - through I lTime and Attendance Report

1198- I I
I I I
IX IFM/PR IFOnl AID 760-10
IT 1 =Processor for Social Security Number I .. lTime and Attendance Report
I Number 001 - 191 I I
I I I
IXX IPM ISF 52, Request for Personnel Action
l-r Numerical code for various types of I I Block 390
I nandicaps (Civil Service only) I IFPM Supp. 296-13
I I I
Ix IPPC IPIO/C Form carries Project NO. (Block 3)
IT 3 = PIO/T Contract for services I IAppropriation Symbol (Block 4). and
1-- I I Allobaent Symbol (Block 5)
J I ILetter of Camtitlllent Application/Amendment
I I I 810ck 4 or 5
I I IMulti-Use Requisition (FEDSTRIP),
I I I Block 19 - App. 010. HB 15
I I lTe1egraJIs dealing wi th PI O/C I s
I I I (with 2nd seglent of project number)
I I I

¥ Revised
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SECTION I OF APPENDIX 0

INDEX OF AID CODES
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POSITION SEQUENCE NUMBER
(POSNO) - PM Internal
Procedures Manual

CODE TITLE AND I CODlNi STRUCTURE I REQUIRINi I WHERE FOUND
AUTHORIZING I I <FFICE I
HB REFERENCE I I I

I I I
POSITION DESCRIPTION NlfJIBER. IXXXXX IPM IRAMPS IV

PM Internal Procedures Manual l--,-e.g•• 12345 I ISPAR AID 4-512
I -- I ISF 50. Notification of Personnel Action
I I I
IXXXXXXXXXX IPM IRAMPS IV
I I e.g •• Administrative Position I lAID 4-512 SPAR
I -- I I
I I I

POSITION STATUS IX IPM IStaffing Pattern - HB 32. Ch. 2
PM Internal Procedures Manual IT e.g •• 0 = Delete on Departure of Incumbent I IStaffing Pattern Action Request - HB 32.

-- C = Continui ng Position I I Ch. 2
RAMPS IV
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SECTION I Of APPENDIX D
INDEX OF AID CODES

..
~
~00.

CODE TTTITuAND I CODItI; STRUCTURE I~UIRlfIi I WHERE FOUND
AUTHORIZI NG I I <FFICE I
HB REFERENCE I I I

I I I
YOSI TI ON , TYPE (F IX X IPM IStaffing Pattern - HS 32, th. 2

PM Internal Procedures Manual IT T Workweek (second character) I IStaffing Pattern Action Request - HB 32,
I F =Regularly scheduled position I I Ch. 2
- with a required workweek of I IRAMPS IV

40 hours or more (full-time)
P = Regularly scheduled position

with a workweek of less than
40 hours (part-time)

= Intermittent position without
regul arly schedul ed workweek 
employee called as needed and
paid on an when-actually
employed (WAE) basis.

Position Permanency (first character)
p = POS1 t1 on intended to be 1n effect for
, more than one year at time of

establ1sllnent, or a position that has
been continuously occupied for a period
of more than one year regardless of
intent at the time of etablishment.

T = Position intended to be in effect for
less than one year

POST (See REGIONAL/COUNTRY
ORG NUMBER'S AND POST AND
LANGUAGE and NONREGIONAL
ORG NUMBER'S AND POST AND
LANGUAGE CODE)

I
POST I XX

PM Internal Procedures Manual I -r 34 & Oahu Island, Hawaii
-69 =Dakar. senegal

IPM
I
I
I

Staffing Pattern - HB 32, Ch. 2
Staffing Pattern Acti on Request - HB 32,
Ch. 2
I~S IV
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SECTION I OF APPENDIX 0
INDEX OF AID CODES
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X
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Z
C

g
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PROCUREMENT AUTHORIZATION
- OCEAN TRANSPORTATION
M.D. 1095.3.1
HB 4

PROCUREMENT AUTHORIZATION AND
U.S. GOVERNMENT AGENCY
PURCHASE REQUISITION (PA/PR)
HB 15

PROGRAM ASSISTANCE AGREEMENT
NUMBER - GRANT (LOAN)
HB 18, App. 0
Also called NONPROJECT
ASSISTANCE - HB 4

CODE TITLE AND I - COOl flb STRUCTURE I REQUIRI NG I WAERE FOUND
AUTHORIZING I I OFFICE I
HB REFERENCE I I I

I I I
POST CODE I - ---. I

(see TIMEKEEPER I S UNIT CODE) I I I
I -Ie I I
IXXX XXX XXX XXX XXXX IMS/OP/COMS IPA/PR, Block 1 - App. 07, HB 15 - Form AID
IT T T T TT'Se ria1 Number I I 1160-5
I I I I I I tTscal Year I I
I I I I I Appropri aU on Code I I
I I I I Country of Source I I
I I I COOIJlo<ITty Code I I
I I Benefiting Country Code I I
1- I I
IXXX XXX XX XXXX IMS/OP/TRANS IPA's, Block 2 - Form AID 1160-4
IT T ..,. TTTT Serial Number I IVol untary Agency Carri er Certificate
I I I I II r""R'elf ef Agency I I Block 1 - Fonn AID 1550-1
I I I I II-Registrar Number I IVoluntary Agency Shipping Report
I I I I II Serial Number I I Columns 10-13 - Form AID 1550-6 -
I I I I I--,:'iscal Ye-ar I I Quarterly Report
I I I I FilT:'in (always XX) I IWOH/VFA Instruction
I I I COOIJlo'iITty Code (always 950) I I
I I Area COde - Always 899 Worldwide I I
1- I I
IXXX X XXX MS/OP /COMS 12nd & 3rd segnents make fi rs t 4 d i gi ts of
IT T TSerial No. in range of I 2nd segnent of Disbursing Authorization
I I I Type Of Grant (K = SA, N =CF) iC I Number
I I HB 18 IProgram Assistance Agreement Abstract,
I I Geographic (Country) Code - HB 18 I Block 1 (Fonn AID 1120-1)
I - IImplementati on Letter
I ICommodity Procurement Instruction,
I I Block 2 - (Fonn AID 1130-1)
I IFinancing Request, Block 6 -
I I Fonn AID 1130-2
I IMulti-Use Requisition, Block 19 - App. 010,
I I HB 15

*Revised
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SECTION I OF APPENDIX 0
INDEX OF AID CODES

cnor TIITI' AND I CODING STRUCTURE I REQUIRING I WHERE FOUND
AUTHORIZING I I OFFICE I
HB REFERENCE I I I

I I I
P1WGRAM ASSISTANCE AGREEMENT I I ISpecial Letter of Credl{ Appl1catlon,

NLMBER - GRANT (LOAN) I I , Block 1
(Continued) I I 'Status of Active Program Assistance

I I , Agreements, Report U-316 - 1st Col umn -
I I I Report W-214
I I I

PROGRAM SPONSOR CODES . IXXX XXX IFVA/FFP \Food for Peace Management Informati on
HB 9 I-r- -r-018 = American National Red Cross I I Systems and Commodity Systems

I I e.g., 1WR I I
1- I I

PROJECT ACTIVITY NUMBER I I I
(See PROJECT NUMBER) I I I

I I I
PROJECT IMPLEMENTATION ORDER IXXX XXX X XXXXXXX IPPC IPIO/C Form Carries Project No. (Block 3)
AID/Wand Missions - HB 10 I-r- -r- T I I I I serial Number I IAppropriation Symbol (Block 4), and

I I I I I I R1J 18 I I Allo1:lRent Symbol (Block 5)
I I I I I Office Subdivision I ILetter of Camaitment Application/M1encment
, 1 I I -HB 17 I , Block 4 or 5
I I I , Allottee Code I \,.,.,.lti-Use Requisition (FEDSTRIP),
I I I -HB 18 I I Block 19 - App. 010, HB 15
I I I Type of Document - HB 18 I ITelegrams dealing with PIO/C's
I I Project Serial Number I I (with 2nd se~ent of Project Number)
I "9" anaAllottee Code if AID/W or I IPIO/P's Block 2 - HB 10
-Geographic Code I ILiving Allowance Checks Request - HB 10

IParticipant's Location Report - HB 10
IStatement of Account of Departing
I Participants - HB 10
IPredeparture Checklist - HB 10
ICamwnicati ons seminar Fonn - Training
I Procedure (TP) 20 - HB 10
IPa~ticipants Bio Data Fonn - HB 10
IConditions of Training Fonn, Block Z -
I HB 10
IArriYal Data Fonn - TP4 - HB 10
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SECTION I OF APPENOIX 0
INDEX Of AID CODES

(
(

i
\,

( ~
o

!
§
~

CODE TI TLE AND iAUTHORIZING I cODltIi STRUCTURE 1 R£QUlRI~~
HB REFERENCE I I OFFICE I WHERE FOUND

I I I, I
PROJECT It4'LEMENTATION ORDER I --------n'PC - -IDSI'66 (Vlsa IForm - ll'ZT - AS 10
AID/Wand Missions - HB 10 I I IParticipant Program and Training Data -
(Continued) I , I 1st se!Jllent - HB 10

IVisa Extension Letter Form - TP 21 - HB 10
IExpiration of Stay Report - TP 37 - HB 10
IArrival Notice Cable - HB 10
IProgram Itinerary and Travel Request 
I TP 7 - HB 10
Ilnternational Ticket Receipt - TP 7 - HB 10
10rder for Supplies and Services - TP 38 -
I HB 10
IDependent Certification - HB 10
10peration of Vehicles Form - TP 9 - HB 10
Ioeclarati on of Contents Form - HB 10
I Insurance Claim Form - TP 32 - HB 10
IProfessional Society Form - TP 31 - HB 10
IParticipant Workload (U-437) Report - HB 10
IRecommendation for Certificate of
, Cooperation Award - TP 34 - HB 10
'Tel egrams pertaining to PIO/P' s (wi th 2nd
I and 3rd se!Jllent of old Project Number 
, HB 10)
IPIO/T's. Block 2
IPASA. Block 2 - HB 10
'Certificates of Candidates Qualifications
IBll1 for Collection
INotice of Collection/Adjustment
IStatus of Advances to Contrac tors Form
ICost-Type Research Contract
IInd1vidual Procurement Acti on Request Form
IInvestment Advisory Center Contract
lTelegrams relating to PIOIT's (with 2nd and
, se!Jllent of Project Number)
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SECTION I OF APPENDIX 0
INDEX OF AID CODES

CODE TITLE AND I CODItii STRUCTURE I REQUIRlfIi I WFlERE FOUND
AUTHORIZING I I OFFICE I
HB REFERENCE I * I I

I I I
PROJECT NUMBER IXxx XXXX XX IPPC/pB IProject Authorization. Block I

(CURRENTLY USED) IT --,-- I Suffix. Acthity IFM/FCD * IProject Agreement. Block 1
HB 3. App. 6A I I I -Component Code I IStaffing Pattern - 8th Col umn -

I I I COperati ona1 ); I I (3rd & 4 ttl segnents only)
I I I e.g •• 01-79 I 1U-203 Report - Column 1 - HB 19

I I serial Number for Project/ I ICapital and Technical loan Authorizations
I -Activity Identification; I I and Agreements
I e.g •• 0001 to 9999 I ICapi tal Projects Progress Reports
I Country Code; e.g •• 511 = Bolivia I IPIO/T. Block 3
- 932 = PHA I 1810 Data Form. Block 4 - HB 10

IHospitality Form. Block 2
IDependents Certification. Block 2
IParticipant Workload. U-437 Report 
1 Column 1 - HB 10
IThird Country Training. U-137 Report 
I Column 4 - HB 10
IPIO/C. Block 3 - App. 06. HB 15
ITe1egrallS dea li ng wi th Proj ec ts
ITransfer of Title Form
IPROP Heading
IPIP For'lllS
ISPAR. Item 229. for Mission Positions
I (3rd and 4th segRents)
IMJlti-use ReQUisition. Block 19 - App. 010.
I HB 15
IBorrower/Grants Contrac t summary (W-74A)
I Report. section I
ISpecial letter of Credit Appl ication.
I Block 1
IDesignation distribution of East Africa
I DoCUlllents
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CODE TITLE AND· I - - - - CODlfIi STRUCTURE ,REQUIRIfIi I WHERE FOUND
AUlHORIZING I I <FFICE I
HB REFERENCE I I I

I I I
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SECTION I OF APPENDIX 0
INDEX OF AID CODES
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PROJECT NUM8ER·1CURRENTLY USED), I ISF 52. AIO 4-512. Item F for Nonreglonal
(Continued) I I , Positions (3rd & 4th se!Jllents)

I I IAID/W Quarterly Porject Report (W-203) -
I I I Column 1 - HB 19
I I IAID/W PIO Documents. Block 3
I I I

PROPERTY CODE IXXX XXXX IMS/MO 10F 128, Composite Property Record Card
(Material pertaining to the I-r- --r-Control Number I IForm AID 5-73. Nonexpendable
use of this code contained in I I Object crass I IPersonal Property Disposal
"Personal Property Management I - I IRecord - Missi ons
Information System - Guide- I , ,
1i nes" dated September 1. 19761 I 1

I I I
PURCHASE ORDER NUMBER - 1 I I

see AWARD NlJtlBER. AID-DIRECT I 1 I
I I I

REEMPLOYMENT RIGHTS IX IPM IRAMPS IV
PM Internal Procedures Manual IT e.g•• A = AID employees with re-employment I IEDR Print

I-rights to another federal agency 1 I SUspense Roster in RAMPS
I I I
I I I

REGION CODE IXX IFVA/FFP IFood for Peace Interagency Information
HB 9 I, 00 = uni ted States I I Systems and Commodi ty Systems

1- I I
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SECTION I Of APPENDIX 0
INDEX Of AID CODES

CODE TITLE AND I CODING STRUCTURE I REQUIRING , WHERE FOUND
AUTHORIZING I I OfFICE I
HB REFERENCE I I I

1 I I
REGIONAL AGGREGATION CODES Ixxx 'PPC/PDPR 'Used in Economic and SOClaJ Data BankS for

11100 = Europe Aggregation IESDB I Statistical Aggregation purposes
1- i I.

REPORTS CONTROL SYMBOL IX - XXXX/XX MS/IRM/PE IAll AID Reports
HB 18, Party, Ch. 4 IT I serial Number IReports Approval Application-

II - 1 Fonn AID 3-198
1. AID REPORTS I I W=AID Initiated 1

1- or I
I U = Mission Initiated' I
I I

2. CONGRESSIONAL REPORTS ICONG - X - XXX X IUsed on all reports required by
1---- T --r-sequence Number I Congressional Mandate or Committee
I 1 - I
I I L =Legislation I
I R = RelJjest Presidential 1
1 . P = Presidential Detennination I
I 1

3. INTERAGENCY REPORTS IXXX - XXX - XX IUsed on all reports required by
" , I Report FrelJlency;

I I -e.g., MO = Monthly
1 I Agency Code;
I -e.g., AID = Agency for
I International Development
I sequence Number ass i gned by Na tiona1
-Archives and Records Services
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RESOURCE SUPPORT SERVICE

AGREEMENT NLMBER - see
AWARD NUMBER. AID - DIRECT

I I
RETlREto£NT SYSTEM, TYPE Of IX IPM

PM Internal Procedures Manual IT e.g., 1 = Civil service Retirement System' i
,- I
I 1
I 1
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IRAJI»S IV
iSF 50. Notifications of Personnel Action
I Block 8
ISF 52. RelJlest for Personnel Action,
I BloCk 8
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SECTION I OF APPENDIX 0
INDEX Of AID CODES
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SERVICE CODE NUMBER

Contract Information
Bulletin (CIB) 87-29

Federal Acquisition
Regulation (FAR) 5.207

CODE TITLE AND I CODDlG STRUCTURE I REQUIRl NG I WHERE FOUND
AUTHORIZltli I I OfFICE
HB REFERENCE I ~ I

I -r I
SCHEDULE (F PAyfl£NT NUMBER IX X XXXXXX IMission ISF-TT66

(SF 1166) - Mission IT T I serial Number I I

II I - I
II I L = Local Transportation I
II I = I nternati ona 1 Transportati on I
II I = Interest I
II B = Bu reau Voucher ,
II I
II Fiscal Year Designator I
1- I
IX IMS/OP/PS; IProcurement and award notices sulnitted to
IT ICommerce * I the Commerce Business Daily for
II Type of Service To Be Provided Under the IBusiness I pUblication
I-Award IDafly (CBD) I
I I I
I I I
I I I
I I I

I . SEX Ix IPM IEDR Print
PM Internal Procedures Manual IT e.g •• M = Male I IRAMPS IV

,- F =Female I I
I I I

SOCIAL SECURITY PLCOUNT IXXX XX XXXX IPM IW-2 Form
Social Security Administrationl-r- -r --r-serial Number I ISF 171. Block 10

I I I Group number I ISF 50. Notification of Personnel Action.
I I State/~ea Code I I Block 2
I - I ISF 52. Request for Personnel Action.
I I I Block 2
I I I

JI. Rev i sed
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SECTION I OF APPENDIX 0
INDEX OF AID CODES

CODE TITLE AND I CODING STRUCTURE I REQUIRING I WHERE FOUND
AUTHORIZ I t-I; 1 , OFFI CE ,
Ha REFERENCE 1 it , I

1 , I ,_
SOLICITATION DOCUMENT NUMBER Can Vary XX XXX IMSJOPJPS IUsed 1n such sollcltation documents as the ~

I I ,sequential Number for IConvnerce * IRequest for Proposal (RFP), Request for 0

cIa 89-30 1 I -Each Solicitation IBusiness 1Technical Proposal (RFTP), Request for
1 I Issued During the FY IDaily (CBD) IExpression of Interest (REI), and Invita-
I I Beginning with 001 I Ition for Bid (IFB). Also used for soli-
1 I Last Two Digits of the FY I Iciting appl ications for awards of grants
I Division and Branch Designation of the I land cooperative agreements.
-AID/W Entity Issuing the Solicitation; 1 I

Country Name for the Mission Issuing 1 Iused in Commerce Business Daily Award and
the Solicitation I IProcurement Notices.

1 I
SPECIAL INTEREST PROGRAM X IPM IRAMPS IV

PM Internal Procedures Manual IT 1 = Executive Develo~ent I I
1- I I
1598-0616 XXX XX XX IDAA/LAC IITT Project PIO's
I I 'I I serial Number I I
I I I I Country Sped fi c I ,
1 I 1 -Ini tiative , ,
I' I Geographi c (Country) Code' ,
I I -HB 18 I I
I I Regional Project Number I ,
I - I I

SPECIAL QUALIFICATION IXX IPM 'Employee Data Record Print, HB 32, Ch. 2
PM Internal Procedures Manual II e.g., 01 = Airplane Pilot License I 'RAMPS IV

1- "

SPECIAL PIO's FOR INTER
COUNTRY TECHNOLOGY TRANSFER
PROJECT ITT

>.,
..,
c

"" Revised

~
.)

C
4)

CI
) ")

c
')



SUPPLY CODE NLMBER

SUPPLIER I S CODE
HB 9

SUPERVISORY POSITION
HB 28

Contract Information
Bulletin (CIB) 87-29
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( ( SECTION I ( ENDIX 0 ( ('
INDEX (F .... CODE S

Federal Acquisition
Regulation (FAR) 5.207

CODE TITLE AND IAUTHORIZltli I CODING STRUCTURE I REQUIRING I WHERE fOUND

HB REFERENCE I I OFFICE I
I I II I

SYSTEMS AND EQUIPMENT FOR NEW
VEHICLES (Automotive)
HB 23. App. 6Cl

STATE coDE FIps IXX XX IMS/IRM/PE IUsed 1n Interagency Informatfon Interchange
FIP S PUB 5-1 1"1 "I 01 = ALABAMA I I

I I AL - I I
1- \ I
IX \PM \Staffing Pattern - HB 32. Ch. 2
IT e.g., S = Supervisory I IStaffing Pattern Action Request - HB 32.
1- I I Ch. 2
I I I
IXXX IFVA/FFP IFFP Interagency Management Information
lie.g •• 037 = Pill sbury Company I I System and Commodity System

1- * I I
IXX IMS/OP/PS; IProcurement and award notices submitted
1"1 Type of Service To Be Provided Under the ICoomerce I to the Coomerce Business Daily for
I -Award IBusiness I pUblication
I IDaily (CBD) I
I I I
I I I
I I I
I I I
Ixx IMS/MO IMotor Vehicle Record. AID 5-197 JI-
1"1 e.g •• H3 =Clutch I I
1- I I
I • .
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TRAINING COURSE CODES

TIME AND ATTENDANCE
HB 27

TOUR OF DUTY
HB 27, App. 27-8
Timekeepers Manual

TlMEKEfPERS UNIT CODE
HB 27, App. 27-8
T;mekeepers Manual
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TENURE GROUP

PM Internal Procedures
Manual

SECTION I OF APPENDIX 0
INDEX OF AID CODES

I - I I
IX 'PM ISF 50, Notification of Personnel Action
IT e.g., 2 =Group II I 1 Supp. 296-33
1- I IEmployee Data Record Print - HB 32, Ch. 2
I I IRAWS IV
I I I
IX * IFM/PR I
IT 0 = Expert/Consul tants I I
1- 1 I
I I I
IX IFM/PR ITime and a Report Card, Fonn AID 7-314.
IT e.g •• 4 = Travel Time I I HB 27
I-e.g •• S = Sick Leave. etc. I IForeign Nationals
I I I
IX XXX XX IFM/PR lAID 760-10 - Time and Attendance Report
IT T I Locati on of Timekeeping I ic I
II I -Unit; e.g., 01 = Controllers I 1
II I Office I I
II 1 Country or Organization Number; I I
II -e.g., 683 = Niger I I
I I Location of Employee; I I
I-e.g., 0 = AID/OVERSEAS 1 I
I I I
IXXX IPM IEDR Print
ITe.g•• 401 = FSI senior Seminar I IRAWS IV
,- I I

TRAI NI tIi PURPOSE IX IPM IRAWS IV
PM Internal Procedures Manual ILe.g., 4 .. To improve present perfomance I I

CODE TI TLE AND I CODIt«i STRUCTURE 'REQUIRlfIi , WHERE FOUND
AUTHORIZI NG I I lFFICE I
HB REFERENCE I I I

I I I
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SECTION I IF APPENDIX D
INDEX OF AID CODES
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TYPE OF BILLI"NG
HB 19, Ch. 7

TRANSFER AUTHORIZATION
HB 22

TRANSACTION (BILLING)
HB 19, Ch. 7

TYPE (F CARGO

I. HB 15
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CODE TIITE AND' I CODING STRUCTURE I REQUIRING I WRERE FoUAD
AUTHORIZINi I I OFFICE I
HB REFERENCE I , I

I I I

TRAVEL AUTHORIZATION AID/W
HB 22 (See also HB 19 and
OBLIGATION DOCUMENT NUMBER)

TRAI NING. SOURCE OF IX IpM IRAMPS Iv
PM Internal Procedures Manual IT e.g •• 1 = Government Agency I I

,--- I I
TRAINING TYPE (F (EMPLOYEE) IX IPM IRAMPS IV

PM Internal Procedures Manual IT e.g •• 2 = Supervisory I I
,- I I
IXX ~ IFM/CARD IBill for Collection and Notice of
'I e.g •• 62 = bills issued I I Collection/Adjustment. Fom AID 7-129
I --- I I
IXXX XXXX XXX XXXX IMS/OP/COMS /Transfer Authorizations (U.S.D.A.)
I-r- --r- -r- r--r Serial Number I !Referenced on PAIPR's
I I . I I I FlScal Year I I
I I I I Country of SOurce I I
I I I Comm'Ocli ty Code I I
I I Recipient Country Code I I
1- I I
!XXXXXXX IMS/MO/TTM ITravel Authorization - HB 22
I I I I Document Serial Number I IBlock 7 takes Appropriate Symbol and
I I I O'rganizati on Subdivisi on I I All obnent Symbol
I I nlottee Code I ICopies 2 thru 8. show Object Class Code
1 - • I ITravel Voucher - SF 1012
I I /Travel Advance - SF 1038
I I /Travel Reimbursement
I I I
IX IFM/CARD IBill number or Notice of Collection/
IT e.g •• 0 = Voluntary Relief Agencies, 1 I Adjustment Number, 1st digit of 3rd
1- 3 = Suppliers I I se!Jllent Fonn AID 7-129
I I I Report U-141
I I I
IX IMS/OP/TRANS IReport of Convnodities Shipment, u-lla -
IT 1 = Bulk. 2 = Berth, 3 = Tanker, I .... I Column 8
,-a = C &F or CIF ,~ I

*Rev; sed "~
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SECTION I OF APPENDIX 0

INDEX OF AID CODES

rr
CODE TITLE AND IAUTHORIZlt«i I CODING STRUCTURE IREQUI RTlINm:G;---lIr-----"'T'II"I'1.........--..........
HB REFERENCE I I OFFICE I WHERE FOUND

I I I
I I

VOUCHER NUMBER

VOLUNTARY FOREIGN AGENCY
(ALPHA)
HB 18. App. D. Att. J

VOLUNTARY FOREIGN AGENCY
(NIJttERIC)
HB 3, App. 7E

VOUCHER AND SCHEDULE OF
PAYMENTS (SF 1166) NIJttBER 
AID/W

VEHICLE CATEGORY IXX ~MO IForm AID 5-197, Motor Vehlcle Record
HB 23. Ch. 6. Sec. 6N II e.g •• 5a = Jeep, IH Scout. Ford Bronco. I I

I --Chev. Blazer. or other similar types 4x4 I I
I I I

VETERAN PREFERENCE IX IPM IRAMPS IV
PM Internal Procedures Manual IT e.g •• 2 = 5-Point Preference I ISF 50, Notification of Personnel Action

1-- I I Block 5
I I ISF 52, Request for Personnel Action
I I I Block 5. EDR Print
I I I
IXXX IFVA/PVC 10verseas Freight Transportation PA'S,
ITAgency; e.g •• ARP = American Relief I I 2nd, 3rd. and 4th digits of 4th segnent
I --for Poland I I of PA Number

. I I IVolAgency Quarterly Report of Shi pping
I • I I Activity. FVA Instructi on
I I I
[XXX IFVA/PVC IVolAgency Quarterly Report of Shipping
Ile.g•• 128 =American Dentist for Foreign I I Activity
I --Service
I
IFACS Generated Number
ISee Terminal Operator's Guide
I
I
IX XXX X XXX
IT T T Tserial Number
II I I L = Local Transportati on
I I I --r = International
II I Transportati on
II I I = Interest Payment or as
II I Additional Serial Number
II I Geographi c (Country) Code
I!-Fiscar-¥ear Indicator
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SECTION II

AID CORE CODES

ANO

COMPOSITE COOES

COPE NAME

~~ A. PROJECT ACTIVITY IOENTIFICATION ANO CLASSIFICATION
SYSTEM (Effective on October 1, 1976)

B. PROJECT NUMBER (Used prior to October 1, 1976)

C. ALLOTMENT SYMBOL

D. AIO LOAN NUMBER

E. PAAD ANO NONPROJECT AGREEMENT NUMBER
(Formerly PROGRAM ASSISTANCE)

, ~. F. DISBURSING AUTHORIZATION NUMBER
..............

G. PROJECT IMPLEMENTATION ORDER NUMBER

H. FUNOS CONTROL NUMBER - AID/W

I. FACS BUDGET PLAN COOES

1. ALLOTMENT CODE

2. ORGANIZATION CODE

__ '-I 3. FUNCTION COOE

4. SPECIAL USES COOE

PAGE NUMBER

o II-I, 0 11-2

o 11-2 - 0 11-4

o 11-4 - 0 11-7

o 11-8 - 0 11-9

o 11-9 - 0 11-10

o 11-10

o II-II, 0 11-13

o 11-13, 0 11-14

o 11-14, 0 11-20

o 11-15, 0 11-16

o 11-16, 0 11-18

o 11-18, 0 11-19

o 11-19, 0 11-20
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PROJECT ACTIVITY IDENTIFICATION AND CLASSIFICATION SYSTEM
(Effective on October 1, 1976)

This identification and classification system is used for all
AID-financed project and nonproject assistance activities. The system
has been developed to enhance AID capability to retrieve information on
planned, on-going, and completed projects and activities.

1. COMPONENTS OF THE SYSTEM

The Project Activity Identification and Classification system is
composed of a seven-digit project number, a three-digit purpose code, a
three-digit technical code and a three-digit special concerns code.

Project Activity
Nymber

Se uential Serial Number

Geographic Code - See Section III,
Tabl e 11

Project Activity Number - This two-segment identifier consists of:

(1) A three-digit geographic code to identify the country,
regional or interregional location of the project/activity.

(2) A four-digit sequential serial number with a zero in
front of the assigned three-digit indicator.

Project/Activity serial numbers are reused. Since the project/activity
is numbered before the project is approved, there will be instances
where a number will have to be retired without it being used to identify
an on-going project. Project/Activity numbers may also use an optional
(but hopefully seldom needed) two-digit decimal suffix for
subprojects/subactivities.

NOTE: Special Concerns Codes and Activity Purpose Codes will be affected by a
forthcoming revision to the AIC (Activity Identification and
Classification System.
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B. PROJECT NUMBER (Used prior to October 1, 1976)

1. PROJECT NUMBER - AID/W

This project number was used to identify AID/W-funded projects
prior to October 1, 1976. Explanation of the old number has been
retained to assist users of this documentation.

a. Composition of Nymber - The number was made up of 13 digits
di vided into fi ve segments separated by hyphens. .--...,.

First
Segment

9XX

Second
Segment

U

Third
Segment

XU

Fourth
Segment

XXX

Fifth
Segment

XX

(TEXT CONTINUED OH PAGE 011-3)

Activity Component
o e

Serial Number

Code" " foll owed b
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(1) first Segment - AID/W Identifier (9) and Allottee Code

The first position of this segment was always "9" (AID/W
Identifier). The second and third positions of this three-position code
were the "Allottee Code."

(2) Second Segment - Category Code

~ grant funded,
'-"" ~, program.-te

(3)

This two-digit code indicated whether the project was
loan funded, mixed, or funded under the Food for Peace

Third Segment - Technical Code

This three-digit code indicated the technical field
involved in the project/activity.

(4) Fourth Segment - Serial Nymber

This is a three-digit serial number assigned
consecutively to each project allottee when it entered the planning
stage. This number was used through the life of the project and was not
reused.

(5) Fifth Segment - Activity Component Codes

This two-digit number identified the specific method of
implementation of the project.

2. PROJECT NUMBER - MISSION

Each project was assigned a number for identification and control
of the project itself and all pertinent documents. This number was
assigned when the Mission or other programming entity started to plan or
discuss the project. Once a number was assigned to a project, it was
never reused.

a. Composition of Number - The Mission project number consisted
of eleven (11) digits divided into four basic segments by hyphens.

First
Segment

Second
Segment

Third
Segment

Fourth
Segment

t,
"-,,,'~'

xxx
--J--project Serial Number

Technical Code

Cate or of Assistance Code

Geo ra hic Code

• Revised
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(1) First Segment - Geographic Code

This three-digit code identified the benefiting CII>Untry,
region, area, or for interregional projects, the AID/W organizational
entity sponsoring project.

(2) Second Segment - Category of Assistance Code

(a) This two-digit code identified projects as grant,
loan, grant and loan, and Food for Peace (FFP) agricultural commodities.

(3) Third Segment - Technical Code (Field of ActivitYl

This three-digit code identified the functional field to
which the project was principally directed.

(4) Foyrth Segment - Project Serial Nymber

(a) This was a three-digit number assigned in numerical
sequence to each project. (1) by the responsible Mission for projects
in the respective country program and (2).by.other programming entities
(e.g., the AID/W sponsor) for regional or interregional projects.

(b) Once assigned to a project, this number was jOeyer
reused.

(c) Amended projects, unless substantially changed,
retained the original number.

(d) The number "000" was assigned to general and
miscellaneous technical support activities in each country or area
program.

* Used prior to October 1, 1981. See Section I for material on new allotment ,'!~
symbol structure used with the Budget Plan Code effective October 1, 1981. ~

C.

(e) All portions of a project were assigned the same
serial number whether dollar or local currency funded.

*A110tment Symbol

This symbol is used to identify Agency allotment accounts. It is used
to provide optimum disclosure of financial data required by AID
management. It is des igned to make feas oj b1e the production of fi nanc ia1
reports by automated processes in AID/Wand some Missions having
automated systems. This symbol is included on all documents which
affect Agency funding. These include, but are not limited to,
Applications for Training, Travel Authorizations, Notice of Personnel
Actions, PAAD's, L/COM's, PIO's, and Bills for Collection.
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1. Composition of Symbol

Allotment symbols consist of six hyphenated segments, each of which
is comprised of either two or three digits, and is constructed as
follows:

First Second Third Fourth Fifth Sixth

'-'\..-I Segment Segment Segment Segment Segment Segment

XXX XX XXX .Q.Q XX XX

Fiscal Year
Designator Code
Se

Allotment Purpose
Code - See Tab e 3

t.. ,!

'-.-"'-"
Functional Code

Geographic Code
(Benefiting Country Code)
See Table 11

Allottee Code - Table 4

Appropriation Code/Foreign Currency
Fund Code - See Table 1 for Appropriation
Funds and Table 2 for Foreign Currency
Fund Code

a. First Segment - Appropriation Code/Foreign CurrencY Fund Code

(1) Appropriation Code

This three-digit code identifies the
appropriation/activity under which the allotment is issued. The first
digit indicates the fiscal year to which appropriation applies. In the
event the appropriation is a no-year account, the first digit identifies
the fiscal year in which the account was first established for Agency
uses. The second and third digits identify the specific selected
appropriation.
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(2) Foreign CurrencY Fund

The first digit identifies the type of fund. See Table
2a. The second and third digits identify the type of currency .and the
country. See Table 2B.

b. Second Segment - Allottee Code

This two-digit code identifies the title of the AID officials
to whom funds are allocated. ,~,

c. Third Segment - Geographic Code (Benefiting Country Codes) ~

This three-digit code identifies the country or region which
will derive the ultimate benefit from the funds allotted. Selected
special codes have been assigned for allotments for other data having
United States. worldwide. or regional coverage.

d. Fourth Segment - Functional Codes

This two-digit code is "00" in all cases.

e. Fifth Segment - Allotment Purpose Code

*This two-digit code further qualifies the purpose for which
the appropriation is used. The treatment of the program in the
Operational Year Budget (OYB) serves as the basis for deciding the
purpose code to be used.

f. Sixth Segment - Fiscal Year Designator Code

The fiscal year designator code comprises the sixth segment of
the U.S. dollar and foreign-currency allotment symbol. It consists of
two digits:

(1) The first digit of this segment indicates the fiscal year
in which the allotment is available for incurring and/or liquidation
obligations; e.g .• 7-1987, 8-1988. ~

(2) The second digit indicates whether the allotment is
issued against current fiscal year funds or prior fiscal year funds.
The same digit system of fiscal year designator is used for the annual
and the no-year appropriations.

*Note: This code is different from the Activity purpose Code used in the new
Project/Activity Identification and Classification System.

~ Rev; sed
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.. -'... I

-' ~
1 - Current Year Allotment Available for Obligation

2 - Prior Fiscal Year Funds, Current Fiscal Year
Reallotments*

3 - Prior Fiscal Year Unliquidated Obligation

Example for Fiscal-Year 1988 Fund:

_/

843-50-492-00-69-81

FY 1988 Current-Year Allotment
Available for Obligation

843-50-492-00-69-82

FY 1988 Prior Fiscal-Year Funds
Current Fiscal-Year
Reallotments*

843-50-493-00-69-83

FY 1988 Prior Fiscal-Year
Unliquidated Obligations

(3) Foreign Currency and Tryst Accoynt Designator

The two-digit combination of "00" is used only in the
Foreign Currency and Trust Accounts.

i "lJsed only when specifically authorized by the Congress in the Appropriation
\., .it for projects or programs previously justified. Deobligations of
~unctional Accounts are reallocated under the current fiscal year second-digit

indicator "1" and are not separately identified. Separate reallotment
accounts are required for all other allotments because of legislative
restrictions and the need for proper control over their use. Controlled
reallotments accounts are made under the current fiscal-year, second-digit
indicator "2" plus the current fiscal year appropriation code.

". Revi sed
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(4) AID/W Designator for Reporting Pyrposes

There are three identifying combinations of fiscal-year
indicators used by AID/W for machine reporting purposes only. These are
as follows:

~ __A· Accrued Expenditures - e.g., 8A - Fiscal Year 1988
Accrued Expenditures

*70 • Closed Allotments - for all fiscal years

_5 = Undistributed Expenditures - In transit - e.g., 85 - Fiscal
Year 1988 Undistributed Expenditures

D. AID LOAN NUMBER

The Loan Division, FM/LM assigns a number to each loan authorized by the
Agency. This loan number is used on all loan documentation including:

1. Loan Authorization for dollar Capital and Technical Assistance;

2. Local Currency loans

3. Loan Agreements;

4. All implementing documents and correspondence relating to a loans;
and

5. Nonproject (formerly Program Assistance) Loan Agreements. loans
authorized by AID or predecessor agencies before July 1, 1962, will
retain their original numbers for purposes of official correspondence
and reports. They will be renumbered by FM/lMD within the numbering
system described below for machine purposes only.

a. Composition of Code

The loan number consists of seven characters, broken into t.\....-.>

three segments, each of which is separated by a hyphen.

First
Segment

Second
Segment

Third
Segment

A

LFUnd;ng Source

xxx
I serial Number (001-599)

- See Table 6

___Geographic Code (Benefiting Country Code) - See Tabl~! 11

t1f. Rev i sed
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(1) First Segment - Geographic Code (Benefiting Country Code)
This three-digit identifies the benefiting country and region.

(2) Second Segment - Funding Source

This is a one-position alpha character. (See APD III
Table 6)

(3) Third Segment - Serial Number

Serial numbers are assigned in separate series for each
loan within a country beginning with 001 and continuing through 599.

E.

•
PAAD AND NONPROJECT AGREEMENT NUMBER (Formerly PROGRAM ASSISTANCE)

The Accounting Division, FM/A/PNP, is responsible for assigning the
NONPROJECT Grant Agreement number. FM maintains control and assigns the
agreement authorization number for loans (FM/LM) and for grants (FM/AD)
for NONPROJECT assistance covered by Handbook 4- Nonproject Assistance.

¥
This number is used to facilitate the identification, processing, and
control of documents and for the classification of data for program
management, financial reporting, and statistical reporting. The
numbering systems explained below are identified with grants only.

Composition of Number

This number consists of seven characters broken into three segments each
of which is separated by a hyphen.

First
Segment

Second
Segment

X

LFUnding

Third
Segment

xxx
l seria1 Number (601-999)

Source Code - See Table 6,

___Geographic Code (Benefiting Country Code) - See Table 11

1. First Segment - Geographic Code

This three-digit code identifies the benefiting country.

* nevi sed
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2. Second Segment - Funding Source Code

A single-digit alpha designator is assigned in accordance with the
applicable codes which are the same as the alpha designators used for
loan numbers. See Table 6, Section III

3. Third Segment - Serial Number

This is a three-digit number assigned in numerical sequence within
a country, beginning with 601 and continuing through 999 for grants.

"

u

F. DISBURSING AUTHORIZATION NlIMBER

~ This number is assigned by FM/LM (loans) and by FM/AD (grants) to the
disbursing authorization and is entered on all related documents,
including suppliers' certificates, which are submitted to U.S. banks or ~
to AID/W for payment.

Composition of Number

lhis nine-character number is separated into two segments by a hyphen.

First
Segment

xxx

Second
Segment

L
xxxx

. ~serlal Number

Letter and Serial Number

Geographic Code (Benefiting Country Code) - See Table 11

1. First Segment - Geographic Code

This three-digit code identifies the benefiting country.

2. Second Segment - Serial Number

This six-character number is composed of two parts.

(a) The first four characters are the letter and serial number of
the loan of grant agreement concerned.

etc Revised



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App D 18-V:29 Oct. 31, 1990 D- I1-11

(b) The last two digits are assigned sequentially within each
agreement beginning with "01."

G. PROJECT IMPLEMENTATION ORDER NUMBER

This number is used to identify PIO/P's - Participant Training, PIO/T's
- Technical Services, and PIO/C's - Commodities.

1. Missions

This number is used for all Mission Project Implementation Order
documents.

(a) Composjtion of Number

The document number consists of 12 digits, separated into four
segments. An explanation of each of these segments follows:

First
Segment

Second
Segment

Third
Segment

Fourth
Segment

xxxxx

.Ioocument ~erjal Number

PI Document Code -

Pro'ect Serial Number

.~.-

. _,

Geo ra hie Codes - See Tab e 11

(1) First Segment - Geographic Code

This three-digit code identifies the benefiting country
and region .

(2) Second Segment - Project Serial Nymber

This three-digit number, assigned in numerical sequence
to each project.

(3) Third Segment - Type of Implementing Document

This one-digit number identifies the type of document and
the general reason for its issuance .
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."-.

(4) Fourth Segment -Document Serial Number

This is a five-digit identification number assigned to
PIa by the Mission Controller for country projects.

(a) The first digit identifies the fiscal year the
allotment was reserved, obligated.

(b) The last four digits are assigned in numer'ica1
sequence to PIa's as they are initiated or issued. Numbers run
consecutively throughout a fiscal year for the country or program as a
whole (not a separate series for each filed of activity).

(c) The numbers 9001 through 9999 are reserved for AID/W
usage.

2. AID/Washington

This number is used for all AID/Washington Project Implementation
Order documents.

a. Composition of Number

The AID/W PIa number is made up of 14 digits which I're
separated into four major segments.

,,,,.,.......,

First
Segment

Second
Segment

Third
Segment

Fourth
Segment

XXXXXXX

Obligation Number 
See Se ti H

PIa Doc ment Code

A 0 WIdentifier a and Allottee C e - See T b1e 4
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(1) First Segment - AID/W Identifier (0) and Allottee Code

The first position of this segment is always an "0"
(AID/W Identifier). The second and third positions of this
three-position code are the "Allottee Code."

(2) Second Segment - Project Serial Number

This is a three-digit serial number assigned
consecutively to each project by allottee when it enters the planning
stage. This number is used through the life of the project and is not
reused. This code is the "Project Number - AID/W" described previously
in Section G.

(3) Third Segment - Type of Document

This one-digit number identifies the type of document and
the general reason for its issuance.

(4) Fourth Segment - Obligation Number

See "Obligation Number - AID/W," described previously in
Section H, for an explanation of this number and its composition. The
obligation number consists of seven-digit maximum.

FUNDS CONTROL NUMBER - AID/W

The funds control number associates the document to be reserved for
obligation with the AID/W organizational unit, the fiscal year in which
it occurred and the consecutive sequence for documents issued from the
beginning of a fiscal year. These numbers are assigned to each Office
or Bureau by their respective FM servicing Division at the beginning of
each fiscal year.

1. Composition of the Funds Control Number

This number is seven digits in length and is divided into three
separate segments. These are:

First Second Third
Segment Segment Segment

X XX XXXX

Document Seri al
Number

Or anizational Identifier

Fiscal Year Indicator
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a. First Segment - Fiscal Year Indicator

This is a single digit representing the last digit of the
fiscal year.

b. Second Segment - Organizational Identifier

This is a two digit number composed of the second and third
digits of the organizational code. There are certain exceptions to the
rule when these digits are "00". Handbook 17, Appendixl.~.

c. Third Segment - Document SeQyential Number

This four-digit serial number is assigned sequentially within
each fiscal year.

I. FAts BUpGET PLAN CODES

AID utilized the FACS Budget Plan Code not only for control of funds but
also for administrative convenience and reporting. AID currently
manages in excess of 8000 Budget Plan Code. As a result of OMB and GAO
criticism of the Agency's risk of Section 3679 violations AID developed
this flexible coding systems for it numerous appropriations and
management units for the implementation of the Financial Accounting
Control System.

This symbol is used to identify Budget Plan accounts. It is used to
provide optimum disclosure of financial data required by AID
management. It is designed to make feasible the production of financial
reports by automated processes in AID/Wand some Missions having
automated systems. This symbol is included on all documents which
affect Agency funding. These include, but are not limited to,
Application for Training, Travel Authorizations, Notice of Personnel
Actions, PAAD's, L/COM's, PIO's, and Bills for Collection.

Implementation of a Budget Plan Code prOVides the fleXibility for:

1. Allotment of funds at the highest practical level.

2. Fund Control at various levels as determined by AID managers.

3. Identification of fund managers.

4. Identification and management of costs below the fund control level
by organization and/or function.

-,'-',

U
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5. Reporting capabilities at various levels, organizational areas and
functions.

The BPC will serve as (1) the mechanism for allocating the Operational
Year Budget (OYB) to fund managers, (2) a basis for management control
at the organizational level or functional activity below the allotment
and (3) the mechanism for capturing budget and management information at
the obligation and expenditure levels.

SEGMENTS OF BUDGET PLAN CODE

The Budget Plan Code is a IS-character code which is divided into three
segments structured as follows:

Organization/cost center code (5 characters)

(1)
XXXXXX

(2)
XXXXX

(3)

L Function code (4 characters)

Allotment Code (6 characters)

1. ALLOTMENT CODE: The allotment code is a six-character, structured,
alphanumeric code (first segment of BPC). The first position identifies
the allottee, the second and third positions the appropriation; the
fourth position the type of funds, and the fifth and sixth position the
fiscal year when funds are available for obligation. Numeric allottee
codes have been reserved to identify other agencies' funds when AID is
providing an accounting iervice for another agency, e.g., the Sinai
Support Mission. Alphabetic allottee codes are reserved for AID.
Allotments will normally be limited to the Assistant Administrator level
except that all Operating Expenses (OE) will be allotted to the AID
Controller. The appropriation code is a structured code assigned to
each AID appropriation. Structured codes have been assigned to
appropriations which have FY 1981 funding authority or currently have
unliqUidated balances. The allotment code is structured as follows:
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I
I
I

i

x ~

L~Fiscal Year (82-FY

Type of Appropriation

A = Annual Funds

1982)

o - 9 - Initial fiscal year of multiyear
funds, e.g.,

4 :I FY 1974

x :I No year funds including
revolving, unappropriated or
management type funds

*-- .Appropriation code (DA - Development Assistance:
OE • Operating Expense)

Allottee code (3 • SSM; A - AID Administrator)

2. ORGANIZATION CODE: The BPC will contain only the first 5
digits of the AID organization code (second segment). This will
allow for budgeting and management of funds as low as the
"Division" level. In those few instances where management of funds
or identification of costs is required below this level the
function code may be used to identify these cost centers. The
5-digitorganization code for the most part is identical to the
first 5 digits of the AID/W organization codes and the AID overseas
organization codes as listed in Appendix 1 and Appendix 4 of AID
Handbook 17 respectively and Table 17 - Appendix 0, Handbook 17.
The organization code segment of the BPC is structured as follows:

I ....••.~.'y

10000

20000

30000

40000

70000

AID/Washington

USAID-managed funds

AID/Washington managed funds benefiting a
USAID

Allocations to other Agencies

Other Agency Funds managed in AID/W
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80000

90000

Other Agency Funds managed by a USAID

Other Agency Funds managed in AID/W but
benefiting an overseas location

The AID/W Organization codes are structured as follows:

! x X-L !---Division within a Bureau or Branch
of major office.

Office within a Bureau or Division within a
major offi ce.

+-- Bureau or office reporting directly to A/AID

AID/Washington

*
-'

,

~.

The USAID Organization codes are structured as follows:

X XXX

L
- J Three digit-country or geographic code as

listed in the AID Geographic Code Book

Identifies the Region:
1. Africa Region
2. Trade and Development Program

,. 3. ENE Regional (formerly ANE Regional)
5. Latin America Region
7. APRE Regional
8. Inspector General - Overseas locations
9 Nonregional

USAID Managed Funds

*Revised
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When an organization code beginning with a 3 is used t it will indicate
that funds are managed by AID/W but are to be identified to a benefiting
Mission. The Number 3 in the first position will be used with a regional
or Nonregional code and an eligible three position country/geographic
code. Normal uses of these codes are for Loans t Nonproject (Program)
Assistance t Disaster Relief t AID Reimbursable Development Programs and
Oral Contraceptive Procurement. When an organization code begins with a
7t 8 t or 9 this will identify a non-AID organization. A code beginning
with a 7 will identify the other Agency in the second position and
positions 3 through 5 may be used to identify various offices t divisions t

or cost centers within each agency. When the organization code begins
with an 8 or 9 the second position will normally be a 9 and will be used
with an eligible country/geographic code similar to the use of overseas
codes described above.

When an organization code beginning with 4 is used to indicate an
allocation to another agency the second and third position will identify
the other Agency as follows:

! xx
J will usually be "00". However t it may

be used to identify Bureau within the
other Agency.

Treasury Symbol for "other Agency" (19 - State)
Refer to Controllers Guide Book - Bulletin
Agency Location Code

Other Agency Allocation

u

3. FUNCTION COD~S: (Third Segment) The function code is a four
position alphanumeric code. The code provides a classification system
for Program Funds t Unappropriated Funds t AID/W operating expenses and
USAID operating expenses. (See Table 17 for list of eligible codes):

Program funds will be classified as follows:

x X

L- ~A two-digit specific purpose code.

Will indicate ilL" or "G" for Loan or Grant funds.

Major category or Function. A through K are reserved for Program
funds: A through Gt when used in conjunction with the Development
Assistance (DA) appropriation t will identify the major "Functional"
categories of the Foreign Assistance Act.

Ui
"-~
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Unappropriated/Revolving Funds will be identified as follows:

! XXX

L ~A three-digit specific purpose or program
identification code.

MManagement t Unappropriated or Dollar Trust Funds
X Excess Property

Operating Expense Funds will be classified as follows:

XXX

~ A three-digit specific purpose or cost center.
The code will be exclusive within each major functional
category. The codes will be alphanumeric and "chain-up"
to the next more general category of expense until it
reaches the major functional category.

Major Functional category. N through Ware normally used only for
DE funds. However t these functional categories may also be
used with other appropriations when suitable for identifying
administrative or operating type expenses: e.g. t management
or other Agency funds.

4. SPECIAL USES: The Budget Plan Codes t in addition to providing a
uniform system for management of funds with identification of costs at
various levels, should provide AID with a flexible system of
transferring the management of funds without a major reallocation and
de-allotment/ reallotment of funds. For example: The S&T Bureau may
wish to transfer the management of a project or a portion of a project
to a field location where the activity is being implemented while
maintaining general oversight and identification of the activity to one
of their Interregional Research activities. The S&T Bureau may issue a
Budget Allowance to USAIO/Kenya by using the organization code 29615 to
indicate (1) overseas accounting station t (2) Nonregional activities
and (3) USAIO/Kenya implementation. The BPC would retain the allottee
code 0 for AA/S&T (formerly OSB) and the applicable appropriation and
function codes. Obligations and Expenditures will be reported via
normal USAIO "un reports and combined with other OSB obligations and
expenditures as shown below.
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~Educatlon and HUlIn
Resources Project Grant Funds .

....--_,5.TIED

~__,DeYelopment Assistance Apprn. - FY 1981

AA/S.T (Allottee).

4C Rev; sed
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AID CORE CODE TABLES
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\.l SECTION III - AID CORE CODE TABLES

TABLE NUMBER CODE NAME

1 APPROPRIATION CODES

lA APPROPRIATION CODES - MULTIUSE STRUCTURED

2 FOREIGN CURRENCY FUNDS AND CURRENCY CODES

3 ALLOTMENT PURPOSE CODES
(NO LONGER USED, EFFECTIVE OCTOBER 1, 1981)

~ 4 ALLOTTEE CODES

4A ALLOTTEE DESIGNATIONS

5 OBJECT AND SUBOBJECT CLASSIFICATION CODES

6 FUNDING SOURCE CODES FOR LOANS AND GRANTS

7 PROJECT PURPOSE CODES (PROJECT ACTIVITY IDENTIFICATION)
(NO LONGER USED, EFFECTIVE OCTOBER 30, 1990)

8 TECHNICAL CODES (NO LONGER USED, EFFECTIVE

V
OCTOBER 30, 1990)

9 SPECIAL CONCERN CODES (NO LONGER USED, EFFECTIVE
OCTOBER 30, 1990)

10 FISCAL-YEAR CODES OF ALLOTMENT SYMBOL (NO LONGER USED,
EFFECTIVE OCTOBER 1, 1981)

11 GEOGRAPHIC CODES

12 PIO DOCUMENT CODES

13 SPECIAL COMMODITY CODES DEVELOPED FOR AID PURPOSES
""- .,'

'-', 14 PRIVATE AND VOLUNTARY AGENCY (PVO) CODES

15 BUREAU NAME AND BUREAU SYMBOL

16 AID/W ORGANIZATION/COST CENTER CODES

17 FUNCTION CODES

.--
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TABLE 1

APPROPRIATION CODES

General Pyrpose: This table provides the symbols and titles assigned by the
Department of the Treasury to AID for U.S. dollar funded appropri- ations, and
the related codes assigned by AID to identify allotments issued, and
activities related to Congressional line items in the legislation applicable
to project funding.

-II Responsible Office: Funds Control Division, Office of Financial Management
(FM/FCD). 'It

Column 1 - Appropriation Symbol

This symbol is assigned by the Department of the Treasury. The composition of
the symbol is as follows:

XXXX

~ Identifies the particular fund;
1021 - Development Assistance 
related to Agriculture, Rural
Development, Population Growth,
Nutrition, Education, etc.

e.g. ,
Programs

Fiscal Year in which funds are available
X - no year, M- Successor Account 2 - 19823 
1983 4 - 1984

Department or Agency Account Symbol
II-Executive Branch (White House)
I2-Commodity Credit Corporation

Column 2 - Appropriation Transfer Symbol

This symbol is based on the Appropriation Code (Column 1). The composition of
the code is as follows:

XXXXXX X

l ~Internal Accounting Suffix developed by
AID

Appropriation Symbol (Column 1)

Agency to which funds were transferred 72-Agency for International
Development 95-Sinai Support Mission

~ Revised
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Co1ymn 3 - Appropriatjon/A110tment Code

A three-digit code developed by AID to identify the appropriation/fund symbol
assigned by Treasury:

e.g., 434 • Housing

Column 4 - Budget Plan Code Appropriation Alpha Code

In addition to the numeric codes appearing in the preceding columns there is
also a two-digit alpha numeric code (which is the second and third places of
the fifteen-digit BPC) to identify the funding/activity as shown in AID's
legislation:

e.g., OE • Operating Expenses Annual
ON • Agriculture, Rural Development and

Nutrition, Development Assistance

This two-digit code is followed by a single-digit code for the Type of
Appropriation:

e.g., A • Annual Funds
0-9· Initial Year of Multi-Year Funds
X • No Year Funds Including RevolVing,

Unappropriated or Management type Funds

Co1ymn 5 - project Alpha Code Fund Designator

Additionally, there is a two digit alpha code identifying the project activit,Y
funding in AID's legislation.

e.g., ES • Economic Support Fund

Related Fynd Code to Identjfv Miscellaneous Receipt Accoynt

Handbook 19, Chapter 4, Supplement 48, contains the Treasury Miscellaneous
Receipt Account Symbols. A three-digit appropriation code has been assigned
by FM/ASD and FM/CAD to account for the receipt accounts in AID/W Cash Journal
System. The following is an example:

e.g., 723220 220 General fund proprietary receipt, not otherwise
classified, all other

u··

!·········
, .; ..' '
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CODES

TABLE I
APPROPRIATION CODES

1. Appropriation Codes. with Related Symbols and Titles
Transfer to AID

INTERNAL BPC PROJ
APPN ACTIVITY APPN APPN APPROP
ALPHA
SYMBOL (a) SYMBOL ALLOT. CODES CODES

(Co1 3) (Co1 4) (Col 5) (Co1 6)

~

>-0
~c
~
0
0
~

.....
CD
~

:x>
~

~

0

~..,
OJ
:::I
VI

....... ·CD, 3:
<: ~.. 5N
\D ·

:z
0·

""0 ~
(") ~
r+ ~

n
C'1'

u.J ~

....... <
~ ~

....... C
\D OJ
\D C'1'
0 ~

0...... "tI...... OJ...... co
I ~

:x:-...... :z
I 0...... ·

EH Education and Human Resources Development,
Development Assistance Economic Assistance,
Executive FY 1974 - FY 1977

IP Indochina Postwar Reconstruction Assistance,
Executive, FY 1976

BC Dollar Deposits by Barter Contractors, Government
of (Country Name) AID

PH Population Planning and Health, Development
Assistance, Economic Assistance, Executive FY
1974 1977

FN Food and Nutrition, Development Assistance,
Economic Assistance Executive FY 1974 - FY 1977

BC Dollar Deposits by Barter Contractors for Excess
Property Revolving Fund

SO Technical Assistance, Energy, Research,
Reconstruction, and Selected Development Problems,
Development Assistance Economic Assistance,
Executive FY 1974 - FY 1977

PK Peacekeeping Operations, FY 1982 and Prior Years

IT Irrevocable Letters of Credit (Triangular) Issued
to (country) AID.

SL Irrevocable Letters of Credit Issued to (insert
city Name) AID

EH

FN

PH

IP

BC

BC

PK

IT

SO

SL617

424

402

425

426

662

662

286

612

630

72-11XI025

72-11XI026

72-11MI030

72-11XI024

95-11MI032

(Col 2)

72-11XI023

llXI024

llXI025

llXI026

I1MI030

72X6122(899) (b)

72X6117(cty) (b)

72X6122(cty) (b)

I1MI032

72X6121(cty)(b)

(Col. 1)

llXI023



Appropriation Codes. with Related Symbols and Titles (cont.)
Transfer to AID

INTERNAL BPC PROJ
APPN APPN ACTIVITY APPROP ALPHA

(a) SYMBOL ALLOT. CODES CODES CODES TITLES
(Col 2) (Col 3) (Col 4) (Col 5) (Col. 6)

International Disaster Assistance, E.A.,
Executive, FY 1984 and Prior

•

•

0...... "'0......
""...... 10 II CD

:t::o
....... Z
I 0

N ·

~

0 -II
n -II... CD

n
rio

w ........ <- CD

.... CI
\0 ""\0 rio
0 CD

~.,- ""co ::J
I 11\
< ·.,
N :::c
\0

~·
z
0·

>-0
::I:
>
Z
0
CD

8
~

....
CD-
>
~

'0

0

c~c

Housing and other Credit Guaranty Programs,
Agency for International Development

Technical Assistance, U.S. Dollars Advanced
from Foreign Governments

Prototype Desalting Plant, Economic
Assistance, Executive (Transfer to AID),
19~ and Prior

Assistance to Portugal and Portuguese
Colonies, Executive, FY 1977 and FY 1978

Operating Expenses of the Agency for International
Development, Executive, FY 1984 and Prior

Operating Expenses of the Agency for International
Development, Executive

Operating Expenses of the Agency for International
Development, Executive, Multi-Year

Sahel Development Program, No-Year

African Development Program, Economic
Assistance, Executive, FY 1977

Disaster Relief Assistance, FY 1986 and Prior

Disaster Relief Assistance, FY 1987

OE

OE

OE

HG

TA

PC

FD

PP

SH

AR

518

400

_00

_00

490

734

435

431 (d)

431 (e)

434

812

729

c

72-11.1_1000

72-11XI012

72-11MI029

72-11MI000

72-11_1000

72-11XI031

72-11XI031

72-11MI018

72-11MI035

72-11MI034

,J.

1.

11MI000

APPN
SYMBOL

11.1_1000

11_1000

IlXI012

11MI029

72X8502

11XI031

11XI031

72X4340

11MI018

I1MI034

11MI035

(ColI)



1. Appropriation Codes. with Related Symbols and Titles (cont.)
Transfer to AID

() ( (' (' (
•

INTERNAL BPC PROJ
APPN APPN APPN ACTIVITY APPROP ALPHA
SYMBOL (a) SYMBOL ALLOT. CODES CODES CODES TITLES
(ColI) (Col 2) (Col 3) (Col 4) (Col 5) (Col. 6)

(c) 72-11_1021.4 _44 (d) DA B Population Planning, Development Assistance,
Internal Use of Suffix by AID/W only, FY 1986
and Prior Annual

(c) 72-11_1021. 4 _44 (e) DP Population Planning, Development Assistance,
Internal Use of Suffix by AID/W only, Annual,
FY 1987.

(c) 72-11_1021.5 _45 (d) DA E Education &Human Resources, Development
Assistance, Internal Use of Suffix by AID/W
only, FY 1986 and Prior Annual

(c) 72-11_1021. 5 _45 (e) DE Education &Human Resources, Development
I • Assistance, Internal Use of Suffix by AID/W

only, Annual, FY 1987.

Agriculture, Rural Development, and Nutrition,
Development Assistance, Internal Use of Suffix
by AID/W only, Annual FY 1987

:.-CII

~
CII
CIlIg
~

.-
CD
~

~
'0
'0

0

1-----.-----

-4.,
I»
~
III-0:>
:c

<: ttl.. 5N
\0 .

Z
0.
1'91

0 -1\
n -1\
r+- CD

n

"w ........... <
~ CD

.- C
\0 I»
\0 "0 CD

0
t-i "'CI
t-i I»
t-i 10
I CD

;x:.
...... :z
I 0

W

International Disaster Assist., Multi-Year

Foreign Service Retirement &Disability Fund,
FY 1979

International Disaster Assistance, Romanian
Relief and Rehabilitation, FY 1977 (P.L.
95-148, Title VI)

Economic Support Fund, FY 1979 (P.L. 95-481)

International Disaster Assistance, E.A.,
Executive,

Agriculture, Rural Development, and Nutrition,
Development Assistance, Internal Use of Suffix
by AID/W only, FY 1986 and Prior,
Annual

ON

FD

FD

FS

DA

FD

43 (e)

_37

43 (d)

_03

_36

838

_3572-11_1035

72-11_1021.3

72-11XI035

72-11.../_1035

72-11_1036

72-11_1037

72-11_1021.3

(c)

11_1037

(c)

11_1035

11.../_1035

11_1036

11X1035





(Co1 1) (Co1 2) (Co1 3) (Co1 4) (Co1. 5) (Co1. 6)
I---~"~- •,.....

c

(

(
(
(-

--«
red Symbols and Titles ('C )
..... y .

lAltKAAL BPC PROJ
APPN APPN APPN ACTIVITY APPROP ALPHA
SYMBOL Ca) SYMBOL ALLO~__ COOES_ CODES CODES TITLES

(
1.(~ ,trv", , , 'V" :-: , ,

72-11.../_1021 -69

72-11.../_1021.3 _63

72-11.../_1021.4 _64

72-11.../_1021.6 _66

72-11_1007 - OS

11MI006

11_1079

12X4336

11MI013

11 1013

19M1143

19_1143

11.../_1021

11.../_1021. 3

11.../_1021.4

11.../_1021.6

11_1007

72-11MI006

72-11_1079

72-12X4336

72-11MI013

72-11_1013

72-19M1143

72-19_1143

856

j9

782

494

_94

491

_91

SA

ME

CC

AS

AS

MR

MR

DA

DA

OA

DA

IG

Security Supporting Assistance,
Economic Assistance, Executive,
FY 1978 and Prior Years

Middle East Special
Requirements Fund, Executive 
Sinai S.M., FY 1979 and Prior
Years

Commodity Credit Corporation
Capital Fund

American Schools and Hospitals
Abroad, Economic Assistance,
Executive FY 1984 and Prior

American Schools and Hospitals
Abroad, Economic Assistance,
Executive

Migration and Refugee
Assistance (State Dept. P.L.
(96-38), FY 1984 and Prior

Migration and Refugee
Assistance (State Dept. P.L.
(96-38)

Functional Development
Assistance Multi-Year

Agriculture, Rural Development
&Nutrition, Multi-Year

Population Planning, Multi-Year

Tech. Assist., Energy, R & R,
Multi-Year

Operating Expenses, Inspector

~o
gg
o
o
~

00

~
'C
'C

o

-4
~

C»
::s
III- .00

, ::K
< nl

~ ~
\0 •

~

1-
FT!

o -+0
('\ -+0
..... nl

n
rt'"'" ....

- <III

- 0\0 C»
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o III
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I III
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I 0
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I. Appropriation Codes. wilhRelated Svmbolf and Titles (cont.)
Transfer to AID

INTERNAL BPe PROJ
APPN APPN APPNACTIVITY APPROP ALPHA
SYMBOL Ca) SYMBOL ALLOT. CODES CODES CODES TITLES
(Col. 1) (Col. 2) (Col. 3) (Col. 4) (Col. 5) (Col. 6)

-70 ES

571 EF

440 PS

482 PS

011 OE

201 TO

-04 TO

967 ES

508 GO

488 GO

502 TA

384 38

72-11H1021.1 441

11-./_1037

115/71037

72-4/5434

72X4341

II X1000

II X1001

11_1001

11X1037

72X8824AR

72X8824

72X8502AR

72F3845

(c)

(;XOl13

)

72 -11.1_1037

72-115/71037

72-1IX1000

72 -l1X1001

72-11_1001

72-11X1037

72- 19XOC'
)

720 r.····.."
~

)

Economic Support Fund t

Multi-Year

Economic Support Fund t

Three-year

Private Sector Revolving
Fund t Multi-Year

Private Sector Revolving Fund t

No Year

Operating Expenses of AID t No
Year

Trade &Development Program t No
Year

Trade &Development Program

Economic support Fund t No Year

Gift &Donations, AID
(Disbursements)

Gift &Donations t AID
(Available Receipts)

US Dollar Advances from Foreign
Governments (Available Receipts)

Proceeds of Sales of Personal
Property

Loan Clearing Account for
Development Assistance and
Disaster Assistance t Accounts

sal's and Expenses (State r
Oe""':iplomatic Security ~

)

o..... ~
..... IlJ
..... 10
I to
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I 0
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n
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1. Appropriation Codes. with Related Symbols and Titles (cont.)
Transfer to AID

......
(X)
~ L/

------.)S'
"0
"0

o

( - (

,J,

APPN
SYMBOL Cal
(Col. 1)

19X0113

1970113

(

APPN
SYMBOL
(Col. 2)

72-19X0113

72-1970113

INTERNAL
APPN ACTIVITY
ALLOT. CODES
(Col. 3)

720

719

(

BPC PROJ
APPROP
CODES
(Co1. 4)

SE

SE

ALPHA
CODES
(Col. 5)

(-i

TITlES
(Col. 6)

Salaries and Expenses (State
Dept. Diplomatic Security
Program) No Year

Salaries and Expenses (State
Dept. Diplomatic Security
Program) Annual

(
>-o
:x
~o
aJoo
~

•

(a)

(b)

(c)

(d)
(e)

Insert single digit in spaces marked to identify appropriate fiscal year. On Multi-Year funding -1_
first fiscal year designator is first available year and the last is the final year.
Insert the three-digit country code in the parentheses (---) following the symbol and the name of the
country in the blank section of the title.
Use of the suffix is restricted to AID/W internal use only. USAID's are not to use the suffix on
transactions through the Treasury U.S.D.O.'S.
If inserted single digit in spaces marked to identify appropriate fiscal year is six (6) or less.
If inserted single digit in spaces marked to identify appropriate fiscal year is seven (7) or greater.
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TABLE 1a

APPROPRIATION CODES

MULTIUSE STRUCTURED CODES

Code Definition:

The first two digits of the code identifies appropriation title and symbol while
the third digit identifies the type. Type! represents no year, Afor Annual, and
! for Multi-Year. The # symbol is replaced with the FY of two or more years of
fund availability, e.g. appropriation codes of 72-11 ~j 1013 is the multi-year
fund availability for 1988 and 1989.

72-11MI021

ApDrop. Symbol

72-11 M1013 (a)

72 X 4590

72-11 M1029 (a)

1029

1013

102172-11

72-22

72-11

72-11 -1_ 1013

72 X 6122 (_)

72-12 X 4336

72 M1021.7 (a &b)

72-11 __ 1021.7 (b)

72-11 -1- 1021 (b)

72-11XI021.7 (b)

Functional Development Assistance Programs

Functional Development Assistance Programs

Child Survival Fund

Child Survival Fund

Appropriation Title

Acquisition of Property, Revolving Funds

African Development Program

African Development Program

American Schools and Hospitals

American Schools and Hospitals

American Schools and Hospitals

Dollar Deposits by Barter Contractors

Commodity Credit Corp. Capital Fund

Child Survival Fund

Child Survival Fund

APX

ARA

ASA

AS#

BCX

CCX

OM

DAN

DAX

DAA
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Page No. Effective Date Trans. Memo. No.
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TABLE 1a

APPROPRIATION CODES

MULTIUSE STRUCTURED CODES

72-11 -1_ 1021.6 (b)

72-11 M1021.8 (a&b)

72-11 __ 1021.8 (b)

72-11 -1_ 1021.8 (b)

72-11 1021.3 (b)

72-11-1_ 1021.3 (b)

72-11 1021.4 (b)

Approp. SymQ.Ql

72-11 -1_1021

72-11M1021.3 (a &b)

72-11 _ 102:1.3 (b)

72-11 -1_ 1021.3 (b)

72-11M1021.4 (a &b)

72-11 _ 1m~1.4 (b)

72-11 -1_ 1021.4 (b)

72-11M1021.5 (a &b)

72-11 _ 1021.5 (b)

72-11 -1_ 1021.5 (b)

~

DAI

DAA

DAI

DAA

DAI

DAA

DAI

DAA

DAI

DAA

DAI

DNA

DNI

DPA

Appropriation Title

Functional Development Assistance Programs

Agriculture, Rural Dev. &Nutrition

Agriculture, Rural Dev. &Nutrition

AgriCUlture, Rural Dev. &Nutrition

Population Planning

Population Planning

PopUlation Planning

Education &Human Resources Development

Education &Human Resources Development

Education &Human Resources Development

Tech. Assist., Energy R &R

Tech. Assist., Energy R &R

Tech. Assist., Energy R &R

Health Development

Health Development

Health Development

Agriculture, Rural Development &Nutrition

Agriculture, Rural Development &Nutrition

Population Planning

72-11

72-11

1021.6 (b)

1021.6 (b)



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18 t App 0 18-V:29 Oct. 31 t 1990 DIII-A1a-3

TABLE 1a

APPROPRIATION CODES

MULTIUSE STRUCTURED CODES

Approp. Symbol

72-11 -1_ 1021.4 (b)

72-11 M1037 (a)

72-11 X 1037

72-11 -1_1021.5 (b)

72-11 __ 1021.6 (b)

72-11 -1_ 1021.6 (b)

72-11 __ 1021.7 (b)

72-11 -1_ 1021.7 (b)

72-11 __ 1021.8 (b)

72-11 -1_ 1021.8 (b)

72-11 X 4103.1 (b)

72-11 X 4103

72 X 1031

72-11-1_1037

72-11 X 1025

72-11 -1_ 1037

1037

1035

1021.5 (b)

72-11

72-11

72-11

Economic Support Fund

Economic Support Fund

Economic Support Fund

Economic Support Fund

International Disaster Assistance

Appropriation Title

Population Planning

Education &Human Resources Development

Education &Human Resources Development

Tech. Assist. t Energy R &R

Tech. Assist. t Energy R &R

Child Survival Fund

Child Survival Fund

Health Development Assistance

Health Development Assistance

Development Loan Fund

Development Loan Fund

Disaster Relief Assistance

Economic Support Fund

Education and Human Resources

ESX

FDA

DF#

DLX

DRX

EF#

EHX

ES#

ESA

Code

DP#

DEA

V DE#

DSA

DS#

DCA

DC#

DHA

DH#

-...
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TABLE ]a

APPROPRIATION COOES

MULTIUSE STRUCTURED CODES

Approp. Symbol

72-11 J _ 1035

72-11 X 1023

72 X 882:4

72 X 882~4AR

72 X4340

72-11 M1005 (a)

72-11 M1030 (a)

72 X 6121 (_)

95-11 M1079 (a)

72-11 _)079

72-19 1143

72-19 M1143 (a)

72-11 1000

72-11 M1000 (a)

72-11_1000

U·
Y

.' ..-.. >J.\
, f

1036

1007

1005

72-11

72-11

72-11

Housing and Guaranty Program

Operating Expense, IG

International Organizations &Programs

International Organizations &Programs

Indochina Post War Reconstruction Assist.

Irrevocable Letters of Credit (Triangular)

Middle East Special Requirments Fund

Operating Expense, Inspector General

Migrat ion and Refugee Assistance

Migration and Refugee Assistance

Operating Expenses

Operating Expenses

Operating Expenses

Appropriation Title

International Disaster Assistance

Food and Nutrition

Foreign Service Retirement &Disab. Fund

Gifts &Donations, AID (Disbursements)

Gifts &Donations, AID (Available Receipts)

OEA

O£*

HGX

IGA

lOA

~

FOX

FNX

FSA

GDX

IPA

ITX

MEA

MIG

MRA
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TABLE 1a

APPROPRIATION CODES

MULTIUSE STRUCTURED CODES

,~"
~j

OEX

PCA

PHX

PKA

PPA

PSI

PSX

SAA

SEA

SDX

SEX

SFX

SLX

SHX

TAX

Appropriation Title

Operating Expenses

Operating Expenses

Asst. to Portugal and Port. Colonies

Population Planning and Health

Peacekeeping Operations

Prototype Desalting Plant

Private Sector Revolving Fund

Private Sector Revolving Fund

Security Supporting Assistance (state)

AID Security Radio Program

Tech. Asst., Energy, R &R

AID Security Radio Program (State)

AID Diplomatic Security (State)

Irrevocable Letters of Credit

Sahel Development Program

U.S. Dollar Advances from Foreign Governments

U.S. Dollar Advances from Foreign Governments
(Available Receipts)

Approp. Symbol

72-11 X 1000

72-11 J_ 1000

72-11 M1034

72-11 X 1034

95-11 M1032 (a)

72-11 M1018 (a)

72 J _4341

72 X 4341

95-11 M1006 (a)

72-19 X 0113

72-11 X 1026

72-19 X 0535

72-19 X 0535

72 X 6117

72-11 X 1012

72 X 8502

72 X 8502AR
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TABLE 1a

APPROPRIATION CODES

MULTIUSE STRUCTURED CODES

~

TOX

TOA

WFX

Appropriation THle

Trade &Development Program

Trade &Development Progra~

Consolidated Working Fund

!ADDr-op. SYMl

11 X 1001

72-11 1001

72 X 3900

~: (a) The "M" in the appr-opriation sytnbol is a designator for
appropriations that are over three years and older.

(b) The period and number (.1, .2, .3, .4, .5, .6, .7, .8, and .9)
at the end 'Of the appr'oprhtion symbols represent suffixes USE!d by
AID/W only for i'nternal control and reporting purpose.

U'··'··\".... .,
, /



..

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App D 18-V:29 Oct. 31, 1990 OIl I-A2-1

TABLE 2
FOREIGN CURRENCY FUNDS AND CURRENCY CODES

~I

General Purpose: This table is used to identify the foreign currency fund in
a manner similar to that used in identifying the dollar budget allowances.

~ Responsible Office: Central Accounting &Reporting Division (FM/CARD) and
Overseas Project Accounting Support Division (FM/OPAD), Office of Financial
Management. *
Composition of Table, Symbols and Codes: This table consists of three parts:

PART A - U.S.-Owned Foreign Currency Funds: This part lists symbols
and codes related to title of the fund. An explanation of their composition
follows:

Column 1 - First Digit

A single alphanumeric digit which represents a foreign currency fund.
It is to be used as the second place in of the function code of the allotment
symbol.

Column 3 - Account Symbol

XXX
I

__1__ Identifies the particular fund;
e.g., 550-American Schools and
Hospital Aboard

FT
l
I
I
I

xxr
I
I
I __I __FT = Foreign Currency Account

__I __Department or Agency Account Symbol assigned by
the Treasury, e.g., 72 - Agency for International
Development

Column 4 and 5 - Alpha Code:

A two alphanumeric digit code representing an AID foreign
currency fund appropriation.

PART B - Currency Codes: This part contains three-digit
currency codes representing the currency of individual countries.
They are arranged in numeric order by the owning country.

PART C - Foreign Currency Codes by Country: An alphabetized
listing by country is provided for convenient referral.

Jtf. Revised
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•

TABLE 2
PART A - U.S. OWNED FOREIGN CURRENCY FUNDS CODES

First Digit Fund Account Symbol Hon-loan Loan
AlphA Ch L AJphi Ch.

COL. 1 COL. 2 COL. 3 COL. 4 COL. 5

1 Advances from Foreign
Governments for Technical VAssistance 72 FT 800 KA

2 P. L. 480, Section 104(g) 72 FT 520 KB LB
3 P. L. 480, Section 104(e),

Loan To Private Enterprises 72 FT 760 LC
5 Proceeds, Section 402, Surplus

Agricultural Commodities 72 FT 720 KE LE
6 Proceeds, P.L. 480, Principal and

Interest Reflows (Special Programs) 72 FT 750 KF LF
* 7 Proceeds, P.L. 480 Foreign Currency

Allocations, Sec~ions 104(f),
Loans 72 FT 740 LG

* 8 Proceeds, P.L. 480, Foreign Currency
Allocations, Section 104(d) 72 FT 540 LH LH V* A American Schools &Hospitals Abroad 72 FT 550 KK LK

B Proceeds, P.L. 480, Foreign Currency
Allocations, Sections 104(f),
104(h), and 104(K), Grants 72 FT 745 KL LL

* 0 Acquisition of Sites, Buildings &
Grounds, Abroad, P. L. 83-480 72 FT 560 KN LN

E Assistance under the Foreign Assis-
tance Act of 1961, as amended, Agency
for International Development (see
sections 612 (Overseas Training) and
612a (John McCormack Center) ;n P.L.
94-330 dated June 30, 1976) 72 FT 535 KO lO

* F Agricultural Development Programs 72 FT 880 KP LP ...,..
G U.S. - India Fund for Culture, Educa· Vtion and Scientific Cooperation by Pl

98-164 72 FT 565 KQ LQ
H Zablocki Memorial Outpatient Facility

by PL 98-266 72 FT 555 KR LR
I Endowment for American University in

Cairo, P.L. 99-88 72 FT 860 KS KR
J Loans to Intermediate Financial

Institutions, P.L. 99-198 72 FT 785 LT
K Grants for Establishment of Inter-

mediate Financial Institutions P.L.
99-198 72 FT 786 KU

L U.S. - India Fund for Cultural, Educa- 0tional, Scientific Cooperation, PL
100-204 72 FT 566 KY

* Unliquidated Accounts
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PART B -CURRENCY CODE

Second &Third Digit
of Code

102
104
105
105
105
105
106
107
108
109
110
III
112
116
118
120
122
124
126
127
128
130
132
134
136
137
138
142
206
212
217
218
226
230
232
234
236
240
246
248
250
252
256
262

Currency

Australes
Boliviano
East Caribbean Dollar
East Caribbean Dollar
East Caribbean Dollar
East Caribbean Dollar
Cruzado
G. Doll ar
Peso
B. Doll ar
Peso
B. Doll ar
Colon
Peso
Sucre
Colon
Quetzal
Gourde
Lempira
J. Doll ar
Peso
Cordoba
Balboa
Guarani
Intis
Guilder
Nuevos Peso
T. Dollar
Schi 11 i ng
B. Franc
Pound
Drachma
C. Doll ar
Krone
Pound
Markka
F. Franc
Deutschemark
Krona
I. Pound
Lira
L. Franc
Guil der
Krone

Country

Argentina
Bolivia
Antigua
Barbuda
Dominica
Grenada
Brazil
Guyana
Chile
Belize
Colombia
Barbados
Costa Rica
Dominican Republic
Ecuador
El Salvador
Guatemala
Haiti
Honduras
Jamaica
Mexico
Nicaragua
Panama
Paraguay
Peru
Surinam
Uruguay
Trinidad &Tobago
Austria
Belgium
Cyprus
Greece
Canada
Denmark
United Kingdom
Finland
France
Germany
Iceland
Ireland
Italy
Luxemborg
Netherlands
Norway
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PART B -CURRENCY CODE (Continued)

:,

"

Second &Third
Digit of Code

264
266
270
274
276
282
302
303

304
306
307
308
310
311
312
313
314
316
318
319
320
331
354
404
409
412
416
421
428
432
438
440
441
446
450
456
460
462
463
476
480
504
508

Currency

Zloty
Escudo
Peseta
Krona
s. Franc
Lira
New Taiwan Dollar
Riel

H. K. Dollar
Rupiah
A. Dollar
Yen
Won
Kip
F. Dollar
N. Z. Dollar
Peso
Baht
S. Dollar
Ringgit
Dong
Kyat
Soli
Afghani
Taka
Rupee
E. Pound
Pa Anga
Rupee
Dinar
Shekel
Dinar
Riyal
Pound
Pound
Dirham
Rupee
Rupee
Ri a1
Pound
Dinar
Franc
Zaire

Country

Poland
Portugal
Spain
Sweden
Switzerland
Turkey
China, Republic of
Khmer Republic (formerly
Cambodia &Kampuchea)
Hong Kong
Indonesia
Australia
Japan
Korea, Republic of
Laos
Fiji
New Zealand
Phil ippines
Thailand
Singapore
Malays i a
Viet Nam (formerly South)
Burma
Solomon Islands
Afghanistan
Bangladesh
Sri Lanka (formerly Ceylon)
Egypt
Tonga
India
Iraq
Israel
Jordan
Yemen
Lebanon
Libya
Morocco
Nepal
Pakistan
Oman
Syria
Tunisia
Djibouti
Zaire, Republic of
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PART B -CURRENCY CODE (Continued)

Second &Third
Digit of Code

509
511
512

512
512
512
512
512
512
512
512
512
512
512
514
520
524
527
528
542
543
544
548
554
557
558
560
561
562
563
564
566
569
574
575
576
577
582
584
584

Currency

Lilangeni
Pula
CFA Franc

CFA Franc
CFA Franc
CFA Franc
CFA Franc
CFA Franc
CFA Franc
CFA Franc
CFA Franc
CFA Franc
CFA Franc
CFA Franc
Escudo
Birr
Cedi
Peso
G. Franc
K. Shilling
B. Franc
R. Franc
L. Dollar
M. Franc
Ouguiya
Meticais
Naira
Leone
Shilling
Kwacha
Kwacha
Rupee
Rupee
Z Dollar
Pound
Shilling
Dalasi
Shilling
S.A. Rand
S.A. Rand

Country

Swaziland
Botswana
Burkina Faso (formerly Upper
Volta)
Benin (formerly Dahomey)
Cameroon
Central African Republic
Chad
Congo
Equitorial Guinea
Ivory Coast
Mali
Niger
Senegal
Togo
Cape Verde
Ethiopia
Ghana
Guinea-Bissau
Guinea
Kenya
Burundi
Rwanda
Li beri a
Madagascar
Mauritania
Mozambique
Nigeria
Sierra Leone
Soma1ia Repub1i c
Zambia
Malawi
Mauritius
Seychelles
Zimbabwe (formerly Rhodesia)
Sudan
Tanzania
The Gambia
Uganda
Lesotho
South Africa
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Country

PART C - FOREIGN CURRENCY CODES
(Index - By Country)

Cyrrency

,

Afghanistan
Antigua
Argentina
Austral1ia
Austria
Bangladesh
Barbados
Barbuda
Belgium
Belize
Benin (formerly Dahomey)
Bolivia
Botswana
Brazi 1
Burkina Faso (formerly Upper
Volta)
Burma
Burundi
Canada
Cameroon
Cape Verde
Central African Republic
Chad
Chile
China, Republic of
Colombia
Congo
Costa Rica
Cyprus
Denmark
Djibouti
Dominica
Dominican Republic
Ecuador
Egypt
E1 Salvador
Equitoria1 Guinea
Ethiopia
Fiji
Finland

Afghani
East Caribbean Dollar
Australes
A. Dollar
Schi lling
Taka
B. Dollar
East Caribbean Dollar
B. Franc
B. Dollar
CFA Franc
Boliviano
Pula
Cruzado
CFA Franc

Kyat
B. Franc
C. Dollar
CFA Franc
Escudo
CFA Franc
CFA Franc
Peso
New Taiwan Dollar
Peso
CFA Franc
Colon
Pound
Krone
Franc
East Caribbean Dollar
Peso
Sucre
E. Pound
Colon
CFA Franc
Birr
F. Dollar
Markka

404
105
102
307
206
409
111
105
212
109
512
104
511
106
512

331
543
226
512
514
512
512
108
302
110
512
112
217
230
504
105
116
118
416
120
512
520
312
234



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App 0 18-V:29 Oct. 31, 1990 DIII-A2-7

PART C - FOREIGN CURRENCY CODE (continued)

country

France
Germany
Ghana
Greece
Grenada
Guatemala
Guinea
Guinea-Bissau
Guyana
Haiti
Honduras
Hong Kong
Iceland
India
Indonesia
Iraq
Ireland
Israel
Italy
Ivory Coast
Jamaica
Japan
Jordan
Kenya
Khmer Republic (formerly Cambodia
&Kampuchea)
Korea, Republic of
Laos
Lebanon
Lesotho
Li beri a
Libya
Luxemborg
Madagascar
Malawi
Malaysia
Mali
Mauritania
Maurit i us
Mexico
Morocco
Mozambique
Nepal
Netherlands
Nicaragua

Currency

F. Franc
Deutschemark
Cedi
Drachma
East Caribbean Dollar
Quetzal
G. Franc
Peso
G. Doll ar
Gourde
Lempira
H. K. Dollar
Krona
Rupee
Rupiah
Dinar
I. Pound
Shekel
Lira
CFA Franc
J. Doll ar
Yen
Dinar
K. Shi 11 i ng
Riel

Won
Kip
Pound
S.A. Rand
L. Doll ar
Pound
L. Franc
M. Franc
Kwacha
Ri nggit
CFA Franc
Ouguiya
Rupee
Peso
Dirham
Meticais
Rupee
Gu ilder
Cordoba

236
240
524
218
105
122
528
527
107
124
126
304
246
428
306
432
248
438
250
512
127
308
440
542
303

310
311
446
584
507
450
252
554
564
319
512
557
566
128
456
558
460
256
130
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PART, C - FOREIGN CURRENCY CODE (Continued)

CountrY

Nig~r
Nigeria
Norway
Oman
Pakistan
Panama
Parag~ay

Peru
Philippines
Poland .
Portugal
Rwanda
Senegal
Seychelle$
Si~rra Leon~
Sing~pore

Solomon lslands
Somal ia Republic
South Afri, ea .
Spain
Sri Lanka (formerly CeylQ~)Sudan '. .....,-.
Surinam
Swaziland,
Sweden'
Switzerland
Syria
Tanzania
Thailand
The Gambia
Togo'
Tonga
Trinidad &Tobago
Tunisia .
Turkey
Uganda
United Kingdom
Uruguay
Vi et Naill (formerly South)
Yemen' .
Yugoslavia
Zaire, R~public of
Zambia
Zimbabwe (formerly Rhodesia)

Currenq

CFA Franc
Naira
Krone
Rial
Rupee
Balboa
Guarani
Intis
Peso
Zloty.
Escudo
R. Franc
CFA Franc
Rupee
Leone
S. Dollar
Soli
Sh.i 11 iOg
S.A. Rand
Peseta'
Rupee
Po.und
Guilder
Lilangeni
Krona
S. Franc
Pound
Shilling
Baht
Dalasy
CFA Franc
Pa Anga
1. Dollar
Dinar
Lira
Shi 11 ing
Pound
Nuevos Peso
Dong
Riyal
Dinar
Zaire
Kwacha
Z Dollar

~

512
560
262
463
462
132
134
136
314
264
266
544
512
569
561
318
354
562
584
270
412
575
137
509
274
276
476
576
316
577
512
421
142
480
282
582
232
138
320
441
286
508
563
574
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TABLE 3

*ALLOTMENT PURPOSE CODE

General Pyrpose of Code

This table is used in the U.S. dollar and foreign currency fund allotments to
identify the purpose for which the allotments are used.

Responsible Office: Office of Financial Management (FM) ~

Composition of Table: This table consists of Part A - Index of Allotment
Purpose Codes, and Part B - Definition of Allotment Purpose Codes.

*Discontinued effective October 1, 1981.

~ Revised
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TABLE 3

PART A - INDEX OF ALLOTMENT PURPOSE CODES

"X" Indicates
Interregional

Act ivity

L ,
'-'

A. Nonoroject (formerly Program Assistance)

40 Program Assistance - Project Commodities - Viet-Nam
(Prior-Year Obligations Only) (Current
Activity Under Project Codes)

50 Program Assistance - Cash Grants
53 Program Assistance - Inland Transportation - Section 203,

Title II, P.L. 480
56 Program Assistance - Ocean Freight-Voluntary Relief

Agencies - Sec. 203, Title II, P.L. 480
57 Program Assistance - Commodity Financing - Loans
58 Program Assistance - Cash Loans
59 Program Assistance - Commodity Financing - Grants

B. Project Assistance - Capital

68 Capital Assistance - Loans
79 Capital Assistance - General - Grants

C. Project Assistance - Technical

15 Technical Assistance - Participant Services
20 Technical Assistance - General Technical Services
22 Technical Assistance - Research and Analysis (Section 241)
23 Technical Assistance - Research and Analysis - Population

(Sections 241 and 291)
34 Technical Assistance - Institutional Grants - Section 211(d)
43 Technical Assistance - Population Activities - Loans
44 Technical Assistance - Population Activities - Grants
67 Technical Assistance - Special
69 Technical Assistance - General - Grants
75 Technical Assistance - Self-Help Programs
76 Technical Assistance - Private Resources Activities

X

X
X
X

X
X

X
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"X" Indicates
Interregional

Activi!y--

f ....,;\

'-'

x
X

x
X
X
X
X

ALLOTMENT PURPOSE COPES (Continued)

I

E. Operating Expense - Type Cost purpose codes used in operating
expense and program activity allotments and not included in
either of the preceding groups are as follows:

01 AID/W Compensation and Benefits
02 AID/W General Operating Expenses
03 Special Operating Expenses
04 Travel and Miscellaneous Expenses of AID/W Employees
07 Entertainment
08 Confidential Expenses
09 Security Investigations
10 Mission Funded Operating Expenses (inclUdes Indochina

Closeout-O E.)
12 Foreign Investment Guaranty Programs - PASA's and Contracts
13 Overseas Coordinating and Area Offices
14 Centralized Storage Costs of H.H.E.--FS
16 Computer and Financial Operating Expenses
24 Audit of Contracts
28 Training - Centrally Administered Employee Development
29 Compensation and Benefits - Reimbursable Details
36 Sinai Support Mission
37 State Department Support

D. Special - (Not Otherwise Classified)

21 Social Progress Trust Fund
27 Guaranteed Loans and Investments
36 Sinai Support Mission
45 Military Assistance - (Closed Deck)
61 Indochina Closeout - Nonproject
63 Indochina Close-Out-Nonproject DOD
73 Special Programs - Not Otherwise Classified
74 Contributions to International Organizations - Special
81 Population Activities - Nonregional
84 Assistance to American Schools and Hospitals Abroad
86 Disaster Relief
87 Assistance to American Hospitals and Schools Abroad

(Foreign Currency)
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ALLOTMENT PURPOSE CODES (Cont.)

.. x.. Indicates
Interregional

Activity

F. Pyrpose Codes used primarily in the electronic processing
devices for AID general ledger reporting purposes are as
follows:

89

\.I 90
91
92
93
94
95
96

97

98
99

\..,v

Prior-Year Unliquidated Advances (Reversal of Purpose
Code 93)
Undistributed Expenditures Washington to Mission - a.E.
Undistributed Expenditures - Mission to Washington
Undistributed Expenditures - Mission to Mission
Advances Outstanding
Participant Training Credits
Undistributed Expenditures - All Other
P.Y. Undistributed Exp -Bal. Forwarded (Reversal of
Codes 90, 91, 92, 95, and 97)
Undistributed Expenditures - Washington to Mission 
Nonadministrative
Unallotted
Closed Allotments (Used for AID/W Reporting Purposes)
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TABLE 3

PART B - Definition of Allotment Purpose Code

CODE DESCRIPTION

00 Reserved - Used Primarily for AID/W Reporting Purpose.

,

:

01

02

03

AID/W-Funded Compensation and Benefits

Personnel compensation and benefits covering (a) all U.S. national
direct-hire employees and all other U.S. Government agency U.S. national
employees on reimbursable detail to AID funded from Operating Expense
Appropriation and (b) all AID direct-hire employees and other U.S.
Government employees on reimbursable detail to AID/W funded from gther
than the Operating Expense Funds. This includes payments for personal
services rendered by employees (e.g., regular salaries, terminal leave
payments, overtime and holiday pay, etc.), cash awards paid to employees
incident to their employment, payments to other funds for the benefit of
employees (e.g., U.S. Government's contributions to retirement, hE!alth
benefits, and life insurance funds), and authorized post allowances, as
applicable.

AID/W General Operating Expenses

General operating expenses of AID/W including costs of local
transportation of supplies and equipment; local telephone service,
telephone tolls, and telegraphic communications; postage; outgoing
commercial telegrams; rental of equipment; rental of space and
utilities; printing, reproduction, and graphics work; contractual
services performed by private individuals and firms, the General
Services Administration, the Government Printing Office; and office
supplies and equipment.

Special Operating Expenses

Expenses associated with special operations of certain AID/W offices.
Includes allotments made to:

(a) The Office of Public Affairs. Press Relations Division (OPA/£Bl to
cover printing, reproduction graphics work, and statistical services,
furnished commercially or by agencies of the Government, and related
supplies and materials.

(b) The Office of Personnel and Manpower to cover invitational travel
in connection with recruitment of personnel being considered for
employment.

i:......•.•:

""



Trans. Memo. No. Effective Date Page No.
A:lD HANDBOOK 18, App D 18-V:29 Oct. 31, 1990 DIII-A3-5

DESCRIPTION

04

07

08

09

10

(c) The Office of Financial Management to cover all costs (except
travel) of authorized medical services or care obtained in the United
States elsewhere than at Department of State medical facilities;
payments made to claimants for losses of, or damage to, private personal
property (P.O. 88-558); reimbursements to the Department of Labor,
Bureau of Employees Compensation, for injury or death benefits.

Travel and Miscellaneous Expenses of AID/W Employees
(Excludes Personnel Compensation and Benefits)

Expenses of official travel of AID/W employees performed within tne
United States and overseas. This code includes special-purpose
contracts administered by the allottee as specifically authorized.
Covers passenger transportation, per diem, transportation of household
effects and automobiles, and miscellaneous expenses for travel within
the United States and overseas including travel for training and
attendance at meetings; and miscellaneous expenses of the applic.ble
allottee as authorized.

Entertainment

Expenses of official entertainment incurred by AID/W officials in or
outside the United States, as specifically authorized.

Confidential Expenses

Specifically authorized expenses in the United States and overseas
(other than entertainment), the disclosure of which under normal
reporting and audit processes would be unwise.

Security Investigations

Security Investigations covering personnel on AID rolls or being
considered for employment, select contractor employees, and credit
reports as required. Generally, security investigation costs will be
charged to the allotment established for such costs under the
appropriation chargeable with the salaries and/or contractor costs
involved.

Mission Funded Operating Expenses

General operating expenses of Mission, chargeable to operating expense
funds, including allowances as authorized for U.S. citizen employees
assigned to Missions who are not paid from centralized salary allotment
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DESCRIPTION

under Purpose Code "01," salary and other compensation and benefits of
local employees; travel and transportationexpenses of Mission employees;
cost of transporting U.S. Government supplies and equipment and eligible
personal property of American employees, including incidental packing,
crating, and storage; rents, communications, and utility charges;
printing and reproduction costs; representation and official residence
allowance; medical expenses; contractual services; supplies and \,.~~".,'i
equipment; Foreign Affairs Administration Support Costs; and othel" . .
eligible and proper expenses incident to Mission operations.

11 -- (Unassigned)

12 Foreign Investment Guarantee Program PASA's and Contracts

PASA's and contracts charged as Operating Expenses to Investment
Guaranty Program Account (72X4340).

13 Overseas Coordinating and Area Offices

Costs directly incident to operation of offices outside the United
States include allotments made to:

(a) The Auditor General in AID/W to cover costs directly incident to
Inspections and Investigations Staff assigned overseas, for trave·1 and
transportation of persons, transportation of effects, contractual
services, supplies and materials t equipment, and local allowances.

(b) Overseas Area Auditors General to cover only costs of travel and
transportation of persons and transportation of effects of staff (and
their dependents) assigned to Area Auditors General.

(c) DAC Offices, World Food Program Office, and Vanguard Coordination
Office, to cover general operating expenses including compensation and
benefits for both U.S. and foreign nationals, travel and transportation
of persons, transportation of things, rent, communications, utilities,
official residence allowance, medical expense, supplies and materials,
and equipment.

14 Centralized Storage Costs of H.H.E.--F.S.

Obligations have been centralized in AID/W for the purpose of making
payments from FM to storage companies. Covers the cost for storing
house hold effects (HHE) for foreign service employees on assignment.

-u········
i

,'. i.

':'" ·i
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15 Special - Participant Services

Services performed by AID/W to and in support of AID-sponsored
host-government participants during their technical and profes$ional
training in the United States (Interregional Expenses).

16

18

19

20

Computer and Financial Operating Expenses

Automated Data Processing (ADP) costs of equipment rental, supplies,
and indefinite quantity contracts (I.Q.C.).

(Unassigned)

(Unassigned)

Technical Assistance - General Technical Services

Costs of special technical services through agreements with
associations, universities, and other Government agencies on a
centralized basis in support of AID programs; viz, expenses for
arranging training, consultant services, special seminars, and
responses to technical inquiries covering a variety of agricultural,
health, education, industry, labor, welfare, and other activities.

21 Social Progress Trust Fund - Special

Expenses related to the implementation and operation of the Social
Progress Trust Fund under the Inter-American Development Bank.

22 Technical Assistance - Research and Analysis (Sec. 241)

Expenses related to research projects; viz, experts/consultants in
other Government agencies and in the external research community - does
not include research for population, which is under Code 23.

23 Technical Assistance - Research and Analysis - Population
(Sections 241 and 291)

Expenses related to population research projects as authorized under
Sections 241 and 291 of The FAA Act.

24 Audit of Contracts

The Office of Auditor General to cover costs of all audit contracts with
other U.S. Government agencies and commercial firms or individuals.
Expenses related to the audit of contracts by the Office of Auditor
General (AG).
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25 (Unassigned)

26 (Unassigned)

27 Guaranteed Loans and Investments

Expenses incurred in discharging liabilities under guaranty contracts
entered into under Part I, Chapter II, Title III, of the FA Act,
including management and custodial costs incurred with respect to assets ~
acquired under guaranties.

28 Training - Centrally Administered Employee Development

Expenses of the inservice training programs centrally administered by
A/PM, primarily covering reimbursements to Department of State (for
training provided by the FSI), and contracts with other training
institutes. Includes tuition fees, books, and other expenses related to
attendanc~ at se~inars, institutes, and training courses, except
personnel compensation and related travel; supplies, materials, and
equipment, purchased for use by the Manpower Development Division; and
all expenses other than compensation and benefits.

Reimbursements to Federal Agencies and I.P.A. Institutions - O.E.

Reimbursement of salaries and benefits due other Federal agencies for
their employees on detail to AID. Reimbursement of salaries, benefits,
and travel and transportation costs due local and state municipalities
and universities for their employees on detail to AID under the
Intergovernmental Personnel Act (I.P.A.).

30 (Unassigned)

31 (Unassigned)

:..... }'(

'-'

34 Technical Assistance - Institutional Grants (Section 211(d))

Grants, under Section 211(d) of the FA Act, to research and educational
institutions in the United States for purpose of strengthening their
capacity to develop and carry out programs concerned with the economic
and social development of less developed countries. (Excludes grants
for population activities identified separately under purpose Code "35.")

35 (Unassigned)

32

33

(Unassigned)

(Unassigned)
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36 Sinai Support Mission

General operating expenses of the S.S.M. Includes personnel
compensation and benefits; travel and transportation; printing;
contracts; supplies and materials; and equipment.

37

38

39

40

41

Department of State Support

Payments to the Department of State pursuant to Support Agreements for
supporting services furnished by State posts to AID overseas Missions
and central services and/or support in the United States in support of
AID's overseas and U.S. operations not charged to Mission Allotments.

(Unassigned)

(Unassigned)

Project Commodities (Used in Viet-Nam Only)

Project-type commodities procured with PAs and PA/PRs in lieu of normal
procurement documents. This code is for liquidation or prior-year
act ivity only.

--(Unassigned)

45

42 --(Unassigned)

43 Technical Assistance - Population Activities - Loans

Technical Assistance, as defined in the M.O. 1300 series, for loans to a
cooperating country for the purpose of carrying out programs specifically
relating to population growth as authorized by Section 291 of the FA Act.

44 Technical Assistance - Population Activities - Grants

Same as 43 except that this code relates to grants.

Military Assistance - (Closed Deck)

Closed Deck containing prior-year activity (not to be used).

46 --(Unassigned)

47 --(Unassigned)

48 --(Unassigned)

49 --(Unassigned)
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50 Program Assistance - Cash Grants

Cash transfers on a grant basis for budgetary support or emergency
foreign exchange requirements.

51 (Unassigned)

52

53

(Unassigned)

Program Assistance - Not Otherwise Classified

This code is established for those items which do not fit into the other
program assistance codes.

54 --(Unassigned)

55 --(Unassigned)

56 Program Assistance - Ocean Freight - Volyntarv Relief Agencies

Ocean transportation of relief and rehabilitation supplies shipped by
approved American voluntary relief agencies.

57 Program Assistance - Commodity Financing - Loans

Loans to cooperating countries for procurement of commodities to meet
general import needs under financing arrangements whereby commodity
documentation is available at the time AID disburses funds.

58 Program Assistance - Cash Loans

Cash transfers on a loan basis for budgetary support or emergency
foreign exchange requirements.

59 Program Assistance - Commodity Financing - Grants

Grants to cooperating countries for procurement of commodities to Imeet
general import needs under financing arrangements whereby commodit.y
documentation is available at the time AID disburses funds.

60 --(Unassigned)

61 Special - Indochina Closeout - Nonproject

Expenses of the Indochina closeout effort and its related residual
activities.
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CODE

62 (Unassigned)

63 Special - Indochina Closeout - DOD

Unliquidated balances of reimbursable residual expenses
applicable to the DOD effort.

64 --(Unassigned)

65 --(Unassigned)

66 --(Unassigned)

67 Technical Assistance - Special

Special projects not elsewhere classified.

68 Capital Assistance - Loans

69

70

71

72

73

~ 74

Capital assistance loans for general aid to a cooperating country,
financed by specific loans. For AID/W allotment accounting only,
purpose 68 is considered nonproject.

Technical Assistance - General - Grants

Expenses of technical assistance aid to a cooperating country in the
form of grants.

--(Unassigned)

--(Unassigned)

--(Unassigned)

Special Programs - Not Otherwise Classified

Expenses of programs not elsewhere classified.

Contributions to International Organizations - Special

Assessed or voluntary U.S. contributions to international organizations
under authority of Section 301 of the FA Act.
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75 Self-Help Program - Special

Support of small, high-impact activities which demonstrate U.S. interest
in the welfare and self-help endeavors of local communities in the less
developed countries.

76 Technical Assistance - Private Resources Activities

Preinvestment assistance to the private business colllftunity in the form
of bibliography and abstracts relative to investment opportunities
abroad. Includes such activities as the Asian Foundation, support
services to the International Executive Service Corps, etc.

77 (Unassigned)

78 (Unassigned)

79 Capital Assistance - General - Grants

Capital assistance grants for general aid to a cooperating country,
financed by specific grants.

80 --(Unassigned)

81 Population Activities - Nonregional

Worldwide expenses not specifically identified to a particular coul'1ltry
or region for the purpose of carrying out programs relating to
population growth as authorized by Section 291 of the FA Act.

83 --(Unassigned)

84 Assistance to American Schools and Hospitals Abroad

Expenses of AID's contribution to American schools and hospitals abroad
under authority of Section 214(c) of the FA Act.

85 --(Unassigned)

86 Disaster Relief

t ....'W

Assistance in the form of cOlMlodities and/or services to countries in
their reconstruction and recovery from natural and other disasters,

87 Assistance to American Hospitals and Schools Abroad - (Foreign Currency)

Prior-year expenses of AID's contribution to American hospitals and
schools abroad under the special foreign currency appropriation.

88 (Unassigned)
z.··· ,'I

W
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89 Prior-Year Unliguidated!L

90 Undistributed Expenditures (by type)ll
through
93

94

95
and

\.; 96

97

98

99

Participant Training Credits

Undistributed Expenditures - (by type)ll

Undistributed Expenditures - Washington to Mission Nonadministrative

Unallotted!/

Closed Allotments!/

1/ Used primarily in the electronic data processing equipment for AID/W
AID/W reporting purposes.
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TABLE 4

*ALLOTTEE CODES

General Purpose: The allottee code comprises the second segment of the
old allotment symbol which is used to identify the AID official to whom
funds are allocated.

Responsible Office: Central Accounting Reporting Division, Office of
Financial Management (PFM/FM/CAR).

Composition of Code: A two-digit numerical code is assigned to each
designated senior official, by title, to whom funds are allotted having
the authority to obligate and expend funds as directed.

Note: These codes are used in reports that have not been converted to
FACS. They are included only for informational purposes for the
benefit of users of these reports. See Table 4a For New Allottee
Designations Under FACS.

*Effective October 1, 1981 this table is no longer used. See Table 4a
for New Allottee Designations Under FACS.
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TABLE 4

ALLOTTEE CODES*

TITLE OF ALLOTTEE

00

01

02

03

04

05

06

07

24

25

30

34

36

38

42

43

Administrator, AID (Includes the Executive Secretary"
EOP, and BIFAD Support Staff)

Inspector General

Director, Office of Private Sector COQrdination

Director, Office of International Training

Office of Small and Disadvantaged Business Utilization

Office of General Counsel

Director, Office of Science Advisor

Director, Office of U.S. Foreign Disaster Assistance

Director, Office of Legistive Affairs

Assistant Administrator, Bureau for External Affairs

Assistant Administrator, Bureau for Program and Policy
Coordination

Assistant Administrator, Bureau for Private Enterprise

Senior Assistant Administrator, Bureau for Science and
Technology

Assistant Administrator, Bureau for Food for Peace and
Voluntary Assistance

Assistant Administrator, Bureau of Management Servicl~

AA, Bureau for Management Services

\j....·.lIi .,

~.~'...•i
~

* See Table 4a For New Allottee Designations.
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Title of Allottee

t... ..:"
~j

50

51

52

54

55

56

57

61

63

65

67

69

70

72

73

74

75

79

80

82

Assistant Administrator, Bureau for Personnel and
Financial Management

Allottee Other Than Mission Director of Coded
Benefiting Country

Regional Director (ROCAP or Other Designated
Representative)

Controller, Office of Financial Management

Director, Office of Personnel Management

International Aid Coordinator

Foreign Service - Reassignment Complements - AID/W

Assistant Administrator, Bureau for Africa

Assistant Administrator, Bureau for Asia and Near East

Assistant Administrator, Bureau for Latin America and
the Caribbean

Directors of Regional Offices - AID/Washington

Participant Insurance Program

Director, Sinai-Support Mission

Director, International Development Cooperation Agency

Director, Institute for Scientific and rechnological
Cooperation

Director, IDCA/Trade and Development Program

African Development Foundation

Controller, Discontinued Allottees

General Services Funding Account

Medical Expenses Funding Account



Title of Allottee

Participant Clearing Account

Expenditures not Applied to Allotments

Unallotted Funds

Participant Funding Account

Closed Allotments

Page No.
DIII-A4-4

~

85

88

89

95

99

Effective Date
Oct. 31, 1990

Trans. Mello. No.

18-V:29 AID HANDBOOK 18, App D

i . ..::~
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-\J



"

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18 t App D 18-V:29 Oct. 31, 1990 OJ II -Ma-1

TABLE 4a

ALLOTTEE DESIGNATIONS

GENERAL PURPOSE: Allottee Designations are used in the first position of
the FACS Budget Plan Code Allotment Symbol to identify allottees.
Numeric allottee codes have been reserved to identify other agencies'
funds when AID is providing an accounting service for another Agency,
e.g. t the Sinai Support Mission. Alphabetic allottee codes are reserved
for AID Allottees and will normally be limited to the Assistant
Administrator level except were otherwise warranted, Operating Expenses
"Type" funds.v

~ RESPONSIBLE OFFICE:
Management (FM/FCD)

Funds Control Division, Office of Financial

" Revised
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Allottee

Director IDCA
Director TOP
Director SSM
Unassigned
Unassigned
Unassigned
Unassigned
Unassigned
Unassigned
Admi ni strator AID
AA/MS
Controller
AA/S&T
AA/FYA
AA/PPC
AA/Africa Bureau
AA/Asia Bureau
Director OFDA
AA/XA
AA/Latin America
Inspector General
AA/Near East
AA/APRE
AA/Asia &Near East Bureau
Director Off. Int'l Training
OSDBU
Humanitarian Task Force
Mission Director or Equivalent *
Allocation to other Agency it

TABLE 4a

ALLOTTEE DESIGNATIONS

* Allottee. designator code "Y -- Mission Director or Equivalent" is
only for foreign currency accounts.

~

1
2
3
4
5
6
7
8
9
A
B
C
o
E
F
G
H
J
K
L
M
N
P
Q
R

,.. S
Y
Y
Z

if * Revised



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App 0 18-V:29 Oct. 31, 1990 0111,-A5-i

TABLE 5

OBJECT AND SUBOBJECT CLASSIFICATION CODE

General Purpose: Provides a method of recording the financial transactions of
the Agency in terms of the nature of the service or articles for which
obligations are incurred (reference OMB Circular A-II).

ir Responsible Office: Support Budget Staff, Bureau for Program and Policy
Coordination (PPC/SB). ~

Composition of Code: This table consists of three parts. Part A serves as an
index, Part B contains the definition of codes, and Part C gives examples of
how to classify transactions using the object and subobject classification
codes. Following is an explanation of the composition of the code:

XX
I
I
This digit is added to Object Class 21
to separate-I-per diem and 2-carrier
and is for use only by AID/W mechanized system

Citizen

by OMB

xx
I
I

I
I
I
lSubclassification
e.g., 8-Living allowance, u.S.

xx
I
I
I
I
I
I
I
~mary classification established
e.g., 11 Personal Compensation

* Revised
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~ PART A - Index of Prescribed Object and Subobject Classificat10n Codes
(See definition of these codes in Part 5B)

10 PERSONAL SERVICES AND BENEFITS

11 Benefits Personnel Compensation
110 Regular U.S. Citizens Basic Pay
111 Reimbursable Deta11s
112 Part-Time and Temporary U.S. Citizens Basic Pay
113 Experts, Consultants, Techn1c1an etc .• under Contract
114 Local Employees' Basic Pay
115 Overtime and Holiday Pay, U.S. Citizens and Local Employees
116 Differential Pay. U.S. Citzens
117 Terminal Leave
118 Cash Awards to Employees
119 Other Pay

12 Personnel Benefits

120 Retirement
121 F.I.C.A. Contributions
122 Life Insurance
123 Health Insurance
124 Horker's Compensation
125 Moving Expenses
126 Educational Allowance
127 Quarters Allowances. U.S. Citizens
128 Living Allowance. U.S. Citlzens
129 Other Benefits

13 for Former Personnel

20 CONTRACTUAL SERVICES AND SUPPLIES

21 Travel and Transportation of Persons

*(The four-digit object class = AID/W only)

2101
2102
2121
2122
2151
2152
218

Operational Travel Overseas-- Per Diem
Operational Travel Overseas-- Carrier Transportation Costs
Post Assignment and Home Leave-- Per Diem
Post Assignment and Home Leave--Carrier Transportation Costs
All Other--Per Diem
All Other--Carrler Transport Costs
Foreign Investment Guaranty Fund (FIGF) Claims Investigation and
Claims Administrative Travel (AID/Wonly)

* The fourth digit is used by AID/W to separate Per diem costs from carrter
costs. USAID's use first three digits in their accounting records.
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22 Transportation of Things
220 Transportation of Things

23 Rent. Communications. and utilities
230 Communications
231 Office Rents and utilities to (GSA)
232 Communications, Utilities and Other Rents
234 Rents and Utilities - Office
235 Rents and Utilities - Residential

24 Printing and Reproduction
240 Government Printing Office and Other U.S. GOvernment Agencies
241 Commercial Printing
242 Printing - Congressional Presentation - U.S. Government
243 Printing - Congressional Presentation - Commercial

25 Other Services
250 u.S. Government Agency Expenditures from Funds Advanced

by AID (AID/H only)
252 Representation Allowances
253 Storage of Household Goods
254 Official Residence Allowance
255 Technicians under Contract
256 Participant Expenses
257 State Administrative Support
258 Other U.S. Government Agency Reimbursement
259 Miscellaneous Contractual Services

' Il,....,

Ii......•...

"""

30

11

26 Supplies and Materials
260 Supplies and Materials
261 Reproduction Supplies
262 Subscriptions

ACQUISITION OF CAPITAL ASSETS

31 EQuipment
310 Office Furnishings and Equipment
311 Residential Furnishings and Equipment
312 Automobiles
313 ADP EqUipment
314 Special Equipment (Security)
315 Security Equipment .a.
319 Other ~

32 Lands and Structures
320 Lands and Structures

33 Investments and Loans
330 Loans to Foreign Governments
331 Returnable Advances to Revolving Funds

* REVISED
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40 GRANTS AND FIXED CHARGES

41 Grants, Subsidies, and Contributions
410 Participant Maintenance and Miscellaneous Allowanc&s
413 Undistributed Participant Costs
414 U.S. Contributions to Cooperation Services
417 Cash Grants to Foreign Countries
419 Other

42 Insurance Claims and Indemnities
420 Tort Claims
421 Claims for Private Personal Property Losses
422 Foreign Investment Guaranty Fund (FIGF) Claims Liquidation

43 Interest And Dividends
430 Interest--Lease Purchase Contracts

44 Refunds
440 Refunds

90 OTHER
910 Unvouchered - (confidential)

These codes are based upon the nature of services, articles, or other it~
involved as distinguished from the purpose for which the obligations are
incurred. Thus, personal services or supplies are classified as such even
though they may be used in the manufacture of equipment, in the erection of
structures, or in carrying out a grant program which involves furnishing of
services or material rather than cash.
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PART B - Definitions of Object and Subobject Classification Codes

10 PERSONAL SERVICES AND BENEFITS

11 Personnel Compensation. Comprises gross compensation (before
deductions for taxes and other purposes) for services of
individuals, including terminal leave payments. This classifi
cation covers all payments (salaries, wages, fees) for personal
services rendered to the Government by its officers or employees
and compensation for special services rendered by consultants lor
others.

110 Regylar U.S. Citizens Basic Pay. Base salaries for
employees occupying regular full-time positions at rates of
compensation established for regular U.S.- citizen personnel.
Includes merit pay for GM-13 through GM-15 to be paid in lieu
of previous step, quality, and part of other general pay
increases. This merit pay becomes part of employees basic
rate of pay (5 U.S.C. 5402).

111 Reimbursable Details. Amounts paid or to be paid by AID
to a U.S. Government agency as a reimbursement for base salary
paid by that agency from its funds to personnel of the agency
detailed to AID pursuant to special letter authorizations or
agreements and working under the direct supervision of AID
personnel. Other personnel compensation and personnel
benefits costs applicable to such details will be charged to
object classification as billed. This classification is to be
used primarily, but not exclusively, for Foreign Service
officers of the Department of State and U.S. Public Health
Service officers (not for personnel assigned to AID under a
Participating Agency Service Agreement for which Code 250 or
258 is applicable).

112 Part-Time and Temporary U.S. Citizens Basic Pay. Basic
pay of personnel employed on a part-time, temporary, WAE (when
actually employed), or consultant basis at rates of compensa
tion established for U.S. citizen part-time and temporary
personnel.

NOTE: For consultants, only the compensation payment to
consultants is included in this classification. Travel per diem
paid to consultants will be coded under the 21 classification.

~.,i:
W
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113 Pay to Experts. Consultants. Technicians. etc .• Under
Personal Contract (Personal Service Contract - "PSC"). Salary
for services of experts, consultants, technicians, etc.,
employed directly under personal contract. This classification
will not be used for salaries of technicians, etc., employed
directly by another agency of the U.S. Government.

114 Local Employees' Basic Pay. All pay for personal services
of local employees on a per annum, part-time, temporary, or
WAE basis occupying positions at rates of compensation estab
lished in accordance with local wage and salary scales except
overtime (coded as 115) and terminal leave (coded as 117).

115 Overtime and Holiday Pay. U.S. Citizens and Local
Employees. Additional compensation to U.S. citizens and local
employees for overtime and holiday work.

116 Differential Pay. U.s. Citizens. Additional salary
payments to U.S.-citizen personnel at certain selected posts
to compensate for sacrifices of normal comfort or safety
incident to their assignment to the post, based on
Standardized Allowance Regulations.

117 Terminal Leave. Cumulative annual leave paid on a
regular pay period basis or in a lump sum to U.S. citizens and
local employees at the termination of employment.

118 Cash Awards to Employees (previously under ole 124).
Includes all cash awards under the employee incentives
program, such as defined in OMB Circular A-12 July 31, 1979
revision:

Cash awards for GM-13 through GM-15 (5 U.S.C. 5403):

Performance awards for members of the Senior Executive Service
(5 U.S.C. 5348)

Meritorious executive and distinguish executive awards (of
rank) for members of the Senior Executive Service (5 U.S.C.
4507) .

119 Other Pay. Other pay for personal services not otherwise
classified such as night differential pay.
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12 Personnel Benefits. Comprises cash allowances paid to employees
incident to their employment and payments to other funds for the benefit
of employees. Perquisites provided in kind, such as uniforms or
quarters, and payments to former employees resulting from their
employment (such as described under Object Class 42) are excluded. Also
includes reimbursements for moving and related expenses (under P.L.
89-516, of employees assigned to isolated duty stations within the
continental United States.

120 Contribution to Retirement Fund. Payments into the Civil
Service Retirement Fund by agencies of the Government to match
amounts of retirement deductions from employee's earnings, as
provided in amendments to the Civil Service Retirement Act
(Title IV of P.L. 854, approved July 31, 1956).

121 F.I.C.A. Contributions. The contributions of the Federal
Government for social security taxes under the Federal
Insurance Compensation Act.

122 Life Insurance Contributions. The contributions of the
Federal Government for life insurance under the Federal
Employees' Group Life Insurance Act of 1954 (5 U.S.C. 2091).

123 Health Insurance Contributions. The Federal Government's
share of costs of employees' health insurance.

124 Worker's Compensation - Accident Compensation Payments to
the Office of Worker's Compensation.

125 Miscellaneous Moving Expenses Under P.L. 89-516 - Not
Applicable to Foreign Service Personnel. Covers
reimbursements for subsistence and temporary expenses, real
estate costs, and miscellaneous moving expenses under P.L.
89-516 (applicable only within the Continental United States).

126 Educational Allowance. Allowances granted to
U.S.-citizen personnel to defray the expenses of educating
dependent children, based on Standardized Allowance
Regulations (excludes such payments to contract personnel
which are classified as 255).

127 Quarters Allowances, U.S. Citizens. Temporary lodging
and permanent quarters allowances for U.S.-citizen personnel
at a foreign post paid by the Mission to employees of the U.S.
Government based on Standardized Allowance Regulations
(excludes such payments to contract personnel which are
classified as 255).

j;.....•~~

"""

h}

""""

·u········

r""; :
I.



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App D 18-V:29 Oct. 31, 1990 DIII-A5-7

128 Living Allowance, U.S. Citizens. Cost of living
allowances granted to U.S.- citizen personnel at a foreign
post paid by the Mission to employees of the U.S. Government,
based on Standardized Allowance Regulations (excludes such
payments to contract personnel which are classified as 255).
Includes gratuities to local employees, as authorized by AID/W.

129 Other. Other cash emoluments incident to personal
benefits including separation or transfer allowances (excludes
terminal leave payments which are classified as 117).

13 Benefits for Former Personnel. Comprises benefits due former
employees or their survivors based (at least in part) on the length
of their services to the Government, other than benefits paid from
funds financed from employer and/or employees contributions and
premiums. Includes Federal payments to funds which provide
benefits to former employees; severance pay for U.S.-national
employees under the Federal Employees Salary Act of 1965 - P.L.
83-301 (See Handbook 26, Position Classification, Pay, and
Allowances.) and severance pay to foreign national employees
pursuant to Handbook 31, Foreign National Personnel severance pay
for Foreign Service personnel separated under Section 625(e) of the
FA Act of 1961, as amended (see Handbook 30, Separations and
Disciplinary Actions) (excludes benefits provided in kind, such as
hospital and medical care; and indemnities for disability or death
of former employees.)

20 CONTRACTUAL SERVICES AND SUPPLIES

21 Travel and Transportation of Persons. Transportation of Government
employees and others, their per diem allowances while in an authorized
travel status, and other expenses incident to travel, which are to be
paid by the Government either directly or by reimbursing the traveler,
including transportation expenses of participants when paid directly by
AID (not paid initially by a Participating Agency or an organization
furnishing training services under contract). This classification
covers travel of "reimbursable details" but excludes travel of
Government employees performing under Participating Agency Service
Agreements. Also includes family travel expenses under P.L. 89-516
(applicable only within the Continental United States).
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210 Operation Travel Overseas. All travel outside the u.s. and its
territories and travel within or between countries that is required
in performance of AID/W or Mission operations other than tlravel
properly chargeable to Object Codes 212, 215, and 218. For AID/W
only, a fourth digit has been added to object class codes :210, 212,
and 215 in order to separate (1) per diem from (2) carrier costs.
Includes travel in the U.S. or its territories connected directly
with overseas travel and travel to and from the U.S. for
consultation and attenddance at general conferences for Mission
Directors, Controllers, Executive Officers etc.; travel resulting
from Congressional requirements; rental of passenger cars, bus and
taxi fares for overseas local transportation. Does not include
travel entirely within the U.S. and its territories; however, it
does include representational travel of a dependent when properly
authorized.

212 Post Assignment and Home Leave Travel. Travel of emp"loyees and
dependents resulting from assignment to post and/or return to the
U.S., including inter-Mission transfers, and travel result'ing from
transfers to or from other agencies, resignations, retirement, or
separation. Also includes travel of employees and their dependents
on authorized statutory home leave to the U.S. and return travel to
the same or different foreign post of duty (including consultation
period while on home leave). For AID/W only, a fourth dig'it has
been added: 1 = per diem; 2 = carrier transportation cost.

215 All Other. Includes all travel not otherwise classified, such
as rest and recuperation, educational travel, visitation, l~mergency

visitation, and emergency evacuation travel of eligible employees
and their dependents when approved by proper authority; authorized
travel costs of patient's travel to another location for medical
treatment and any authorized travel costs of medical attendant;
domestic travel entirely within the United States and its
territories, not performed in direct conjunction with trav4~1

performed outside the United States and its territories; bus, and
taxi fares for domestic local transportation; and family travel
expenses under P.L. 89-516 applicable to AID/W personnel within the
Continental United States. For AID/W only, a fourth digit has been
added to distinguish: 1 = per diem, 2 = carrier transportiltion cost.

218 Foreign Investment Guaranty Fund (FIGF) Claims Investigation
and Claims Administrative Travel (AID/Wonly). Travel related to
the investigation and administration of claims for losses under
investment guaranties provided in AID-guaranty contracts pursuant to
Title III of the Foreign Assistance Act of 1961, as amended. Travel
costs of claims 'investigation and administration are payab"le from
guaranty contracts as authorized in Section 222(b) of the FA Act.
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22 Transportation of Things. Contractual charges for the transpor
tation of things (including animals) and for the care of such things
while in process of being transported. It includes postage use in
parcel post, rental of trucks and other transportation equipment, and
reimbursements to Government personnel for the authorized movement of
household effects or house trailers. It excludes transportation paid by
a vendor, regardless of whether or not the cost thereof is itemized on
the bill for the commodities sold.

220 Transportation of Things. Includes those charges for
transportation of things which are paid or to be paid directly by
the Government, or by reimbursing an employee for the authorized
movement of his household effects, automobiles, unaccompanied
baggage, etc., whether such transportation be by air, land, or
water. It includes contractual charges for the care of such things
while in process of being transported. It excludes transportation
paid by the vendor whether or not the cost is itemized on the bill
for the commodities sold. (Storage charges deleted from this
section. See olc 253.)

23 Rent, Communications, and Utilities. Comprises charges for rents
(excluding rental transportation equipment), communications, and utility
services. Includes charges for rental of ADP equipment. (Charges for
maintenance to ADP equipment and related training and technical
assistance, when significant and readily identifiable in the contract or
billing, will be classified under object class 25. Contractual services
involving the use of equipment in the possession of others such as
computer time-sharing, will also be classified under object class 25.)

230 Communications. All communications charges including telegram,
telegraph, teletype services; installation of communications
facilities; lease of intercommunications systems, tie-lines,
teletype facilities, and postage meter machines; postage; etc.
Except local and long distance calls.

231 Standard level user charges. Charges for rental of space and
related services assessed by GSA as standard level user charges
(SLUC).

232 Communications, Utilities and Other Rents

234 Rents and Utilities - Office. Rental of office, warehouse,
and storage space; utilities for such space, and rental of
equipment, except for SLue (see 231).
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235 Rents and Utilities - Residential. The rental of residential
space paid directly from AID funds in lieu of payment of quarters
allowances and utilities for such space.

236 Rental of ADP Equipment. Includes charges for rental of ADP
equipment. (Charges for maintenance to ADP equipment and related
training and technical assistance, when significant and readily
identifiable in the contract or billing, will be classified under
object class 25. Contractual services involving the use of
equipment in the possession of others such as computer
time-sharing, will also be classified under object class 2S.)

24 Printing and Reprodyction. Comprises contractual printing and
reproduction, and the related composition and binding operations
performed by the Government Printing Office, other agencies or other
units of the same agency (on a reimbursable basis), and conrnerc1ial
printers. It includes all cORlnon processes of duplicating obtajined on a
contractual or reimbursable basis. Also includes standard forms when
specially printed or assembled to order, and printed envelopes «lnd
letterheads.

240 Government Printing Office and Other U.S. Government Agencies.
Printing and reproduction services, including distribution
services, performed by the U.S. Government Printing Office and
other U.S. Government agencies.

241 Commercial Printing. Printing and reproduction services
performed by commercial printers.

242 Printing - Congressional Presentation - U.S. Government (for
AID/W use only).

243 Printing - Congressional Presentation - Commercial (for AID/W
use only).

25 Other Services. Comprises all contractual services not otherwise
classified. Supplies and materials furnished by the contractor in
connection with such services are included even though they may be
separately itemized on the voucher. Charges for services in connection
with initial installations of equipment, when performed by the "endor,
are excluded.
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250 u.s. Government AgencY Expenditures from Funds Advanced by AID
(AID/Wonly). Expenditures of u.s. Government (participating)
agencies from funds advanced by AID for (1) services of agency
technicians and other activities performed under Participating
Agency Service Agreements; (2) direct participant training expenses
and allowances, including travel, maintenance, tuition, books,
etc.; and (3) interregional program and administrative services
(backstopping) provided under budget agreements. (For similar
types of expenditures incurred by U.S. Government agencies out of
their own funds subject to reimbursement by AID, see Code 258).

251 ADP Expenditures. ADP licenses, fees for abstracting land
titles, premimums on insurance (other than payments to the Office
of Personnel Management) and surety bonds.

ADP custom software - charges for contracts covering development of
software of $25,000 or less or with a useful life of under two
years. Excludes custom software classified in object class 31.

252 Representation Allowance. Entertainment and similar items of
expense having as their underlying purpose the attainment of u.s.
objectives or the enhancement of U.S. Government prestige, which
are incurred at overseas posts by or for the head of the AID
Mission and in the u.s. for officials of AID/W. Overseas
representation allowances are based on Standardized Allowance
Regulations (ref. Foreign Service Manual). Expenses for overseas
representation and entertainment in the u.s. may be incurred only
where specifically authorized in allotments of funds. Also
includes the same types of expenses for Mission employees other
than the head of the Mission.

253 Storage of Household Goods. Charges incurred for storage and
care of household goods of employees when authorized at Agency
expense. (Temporary warehousing and care of employee effects,
i.e., household effects, unaccompanied baggage and other personal
effects at point of origin awaiting delivery, as well as en route
storage, while in the process of being transported should be
charged to "Transportation of Things," Object Class 22.)

254 Official Residence Allowance. Unusual expenses, not covered
by other allowances, of operating and maintaining the official
residence of the chief representative at foreign posts, including
household maintenance, servants' wages, and servants' maintenance,
where specifically authorized in allotments (ref. Part IV, Section
350, Foreign Service Manual).
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255 Technicians Under Contract. Costs for services of technicians
furnished under contract. This classification is not used for the
following costs of technicians employed directly under personal
contract:

(1) Salaries and benefits included under Code 113.

(2) Generally travel costs of PSC's will be included in the
funding of the contract. In those instances where travel
costs are not included as part of the cost of the PSt
contract such costs will be charged to code 210."

256 Participant's Expenses Under Contract. Participant's expenses
such as maintenance allowances; purchases of books, periodicals,
etc.; tuition; and the incidental training expenses paid to an
organization other than a U.S. Government agency furnishing
training services under contract.

257 State Administrative Support. Includes all charges for State
Administrative Support.

258 Other U.S. Government Agency Reimbyrsements. Expenditures; of
U.S. Government (participating) agencies from their own funds
subject to reimbursement by AID on a billing basis for (1) ser\,ices
of agency technicians and other activities under Participating
Agency Service Agreements; (2) direct participant training eXpE!nSeS
and allowances, including travel, maintenance, tuition, books,
etc.; and (3) interregi~nal program and administrative services
(backstopping) under budget or administrative support agreements.
(For similar types of expenditures incurred by U.S. Government
agencies out of funds advanced by AID, see Code 250).

259 Miscellaneous Contractual Services. Contractual services not
covered by any other object class such as automotive repairs,
graphic arts when not a part of printing and reproduction, etc.
Also includes all costs (except travel) of authorized medical
services or care, including immunizations and physical examinations
only when obtained elsewhere than at Department of State
facilities; hospitalization; services of physicians, anestheti~)ts,

nurses; and any services of attendants during medical evacuation
travel. Includes any payments for such costs to military or other
U.S. Government hospitals but excludes any payments covered by
PIO/T's issued to Participating Agencies. ADP licenses, fees for
abstracting land titles, premiums on insurance (other than payments
to the Office of Personnel Management) and surety bonds.
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ADP custom software - Charges for contracts covering development of
software of $25,000 or less or with a useful life of under two
years. Excludes custom software classified fn object class 31.

26 Supplies and Materials. Comprises all commodities whether acquired
by formal contract or other form of purchase (1) which are ordinarily
consumed or expended within 1 year after they are put into use, or (2)
which are converted in the process of construction or manufacture, or
(3) which are used to form a minor part of equipment or fixed property.
(For purposes of this section, other property of little monetary value
which does not meet any of these three criteria may also be classified
as "Supplies and Materials" at the option of the agency.> ADP Supplies
and material charges for computer and word processing cards, tapes,
discs, and manuals. Includes off-the-shelf software purchases of
$25,000 or less of with a useful life of under two years. Excludes off
the shelf software classified under object class 31.

260 Supplies and Materials. Includes all commodities which are
(1) ordinarily consumed or expended within 1 year after they are
put into use, (2) which are converted in the process of
construction or manufacture, or (3) which are used to form a minor
part of equipment of fixed property. Hith the exception of books,
commodities normally costing less than the established stipulated
minimum amount are to be classified as supplies and materials
regardless of whether or not they are consumed or expended within
1 year.

V 30

261 Reproduction Supplies. (For AID/H Use Only)

262 Subscriptions. (For AID/H Use Only)

263 ADP Supplies and Material. Charges for computer and word
processing cards, tapes, discs, and manuals. Includes off-the-shelf
software purchases of $25,000 or less with a useful life of under two
years. Excludes off-the-shelf software classified under object class 31.

ACQUISITION OF CAPITAL ASSETS

31 Equipment. Comprises personal property of a more or less durable
nature - that is, which may be expected to have a period of service of a
year or more after put into use without material 1mpa1rment of its
physical condition and for books purchased for a permanent collection.
It includes charges for services in connection with initial installation
of equipment when performed under contract. It excludes commodities
which are converted in the process of construction or manufacture, or
which are used to form a minor part of equipment or fixed property.
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Also, includes charges for purchase of software of over $25,000 with a
useful life of over two years. Excludes supplies, materials, and
off-the-shelf software classified under object class 26. Also, excludes
fixed equipment that is classified under object class 32. This object
class may consist of both (a) equipment that is not capitalized and (b)
equipment that is capitalized. In the event a single piece of equipment
for administrative-type purposes is procured to use for both office and
residential purposes (i .e., a generator), the cost should be reflected
against the subobject class (310 or 311) which receives the preponderant
use of the equipment.

310 Office Furnishing and Equipment. Office furniture and
fixtures such as desks, tables, chairs, etc., and office equipment,
such as typewriters, duplicating machines, calculators, etc.

311 Residential Furnishings. Furniture and fixtures for the
furnishing of residential quarters.

312 Automobiles. Acquisition cost of automobiles.

313 ADP Equipment. Acquisition cost ADP hardware. ADP equipment
- Purchase of hardware, e.g., central processing units (CPUs),
punch card accounting machines, data entry or keypunch! key verify
machines, and personal computers. Also includes purchases of .
off-the-shelf and custom software of over $25,000 with a useful ~il
life of over two years. '-"

314 Special Equipment (Security). Inspector General only.

315 Security Equipment. Other than Inspector General ~

319 Other. All equipment not covered by any other object of
expense. Books for permanent collections.

32 Lands and Structures. Comprises land and interest 1n land,
buildings and other structures, additions to bUildings, nonstructural
improvements, and fixed equipment (whether an addition or a
replacement), when acquired under contract. Includes charges for V
services in connection with the initial installation of fixed equipment
when performed under contract.

320 Lands and Structures. Includes purchase of land, acquisition
or construction of buildings and structures, and additions or
improvements to U.S. Government-owned real property which ilre
obtained under contract. Examples of such additions and
improvements are (a) additions to buildings; (b) improvements of
land, such as landscaping, fences, sewers, wells, reservoirs, etc.;
and (c) fixtures and equipment which become permanently attached to
or form a part of buildings or structures, such as elevators, power
plant boilers, fire-alarm system, lighting or heating systems, U'[
air-conditioning systems, etc.

* REVISED
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33 Investment and Loans. Comprises the purchase of stocks, bonds,
notes, and similar transactions (except the par value of Government
securities or securities of wholly owned Government enterprises);
expenditures in the nature of capital for other funds; loans to foreign
governments, States, and other political subdivisions; and loans to
corporations, associations, and individuals.

330 Loans. Advances to the governments of cooperating countries
on a repayable basis when the transaction is known to be a loan at
the time of initially classifying it for accounting or reporting
purposes. The cost of services and commodities furnished to
cooperating countries and not identified initially as loans, even
though subsequently applied against loan agreements, will not be
classified as loans; rather, they will be placed under such other
object classifications as represent the initial nature of the
services or commodities involved. (NOTE: For this reason, amounts
reported by Missions under the loan object classification will not
agree with amounts in loan reports furnished to AID/W. The loan
classification, as defined herein, will be used by Missions
generally in connection with foreign-currency loan transactions.

331 Returnable Advances to Revolving Funds. Capital payments to
trust-revolving funds or other funds which are expected to be
returned when the enterprise is liquidated, transferred, or sold.
Excludes nonexpenditure transfers between funds.

40 GRANTS AND FIXED CHARGES

41 Grants. Subsidies. and Contributions. Comprises grants, subsidies,
gratuities, and other aid for which cash payments are made to States,
other political subdivisions, corporations, associations, and indivi
duals; contributions to international societies, commissions, proceed
ings, or projects, whether in lump sum or as quotas of expenses;
contributions fixed by treaty; grants to foreign countries; taxes imposed
by taxing authorities where the Federal Government has consented to
taxation (excluding the employer's share of Federal Insurance
Contribution Act taxes); and payments in lieu of taxes. Includes
readjustment and other benefits for veterans, other than indemnities for
death or disability. (Note that obligations under grant programs which
involve the furnishing of services, supplies, materials, and the like,
as distinguished from cash, are not charged to this object class, but to
the object class representing the nature of the services, articles, or
other items which are purchased.)
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410 Participant Maintenance and Miscellaneoys Allowances.
Maintenance allowance payments to participants; allowances for
purchase of books, periodicals, etc.; tuition; and other incidental
training expenses (excluding transportation which is classified U
Zll paid directly to or on behalf of a participant by A.I.D (not
paid initially by a Participating Agency or an organization
furnishing training services under contract).

413 Undistribyted Participant Costs. A suspense classification
used for the reporting of unliquidated participant obligations
pending their distribution to the appropriate object
classifications as expenditures.

414 U.S. Contributions to Cooperative Services. Cash
contributions of the U.S. Government made to a cooperative service
pursuant to an approved agreement.

417 Cash Grants to Foreign Countries.

419 Other. Taxes and special assessments other than F.I.C.A.
contributions and payments in lieu of taxes. Includes readjustment
and other benefits for veterans, other than indemnities for death
or disability.

42 Insurance Claims and Indemnities. Comprises payments of claims on
life and marine insurance policies; annuities paid from trust funds to
former employees and others; indemnities for destruction or injury to
persons or property; and other losses.

420 Tort Claims. Payments made for settlement of tort claims.

421 Claims for Private Personal Property Losses. Payments made to
claimants for losses of or damage to private personal property
authorized by P.L. 88-558 (8-31-64).

422 Foreign Investment Guaranty Fund (FIGFl Claims Liquidation.
Payments to discharge liabilities for losses of investors pursuant
to the AID Investment Guaranty Program authorized in Title III of
the Foreign Assistance Act of 1961, as amended. Payments are made
from the AID Foreign Investment Guaranty Fund as authorized in
Section 222(d) of the FA Act.

43 Interest and Dividends. Comprises compensation to creditors for the
use of moneys loaned, deposited, overpaid, or otherwise made available,
and the distribution of earnings to owners of a trust or other fund.
Includes interest payments under lease-purchase contracts for
construction of bllildings.

';:?" r•....,
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430 Interest - Lease-Purchase Contracts.

44 Refynds. Comprises refunds of the whole or part of amounts
previously received by the United States.

440 Refunds.

90 OTHER

910 Unvouchered - (Confidential)

PART C - Examples of Use of Object Classification Codes

Further examples of types of costs that come within the general
definitions of the two-digit object classification given in paragraph V. are
listed below as an aid in properly classifying transactions.

11 Personnel Compensation

Regular salaries and wages: Regular salaries and wages of all officers
and employees, regardless of type of appointment or method of payment,
including amounts deducted for retirement, insurance contributions, and
other purposes, which are creditable to other appropriations and funds.
Includes payments to non-Federal employees when paid directly from
Federal funds.

Additional compensation: Differentials for service abroad, hardship
costs, hazardous duty pay, and the like, cost of living; and additional
pay for overtime, holiday, standby, and night work.

Special and miscellaneous paYments for personal services: Commissions,
fees, and the like, for special and miscellaneous services, including
patient and inmate help, causal labor, and compensation in the nature of
allowances to trainees. Also includes compensation of witnesses,
payments for employment under contracts with individuals which are
exclusively for their own personal services, and rewards for information
or other services.

Employees on reimbursable detail: Payments made to other agencies for
services of employees on reimbursable detail.
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12 Personnel Benefits

Allowances to employees: Quarters allowances, uniform allowances (when
paid in cash), reimbursements for notaries public expense, and incentive
awards.

Payments to other funds: Employer's share of costs of employee's life
insurance, health benefits, retirement, Federal Insurance Contribution
Act taxes, accident compensation, and similar payments.

13 Benefits for Former Personnel: Comprises benefits due to former
employees or their survivors based (at least in part) on the length of
their services to the Government, other than benefits paid from funds
financed from employer and/or employees contributions and premiums.

Includes Federal payments to funds which provide benefits to former
employees; severance pay for U.S.-national employees under the Federal
Employees Salary Act of 1965, P.L. 89-301 (See Handbook 26), and
severance pay to foreign national employees pursuant to Handbook 31;
severance pay for Foreign Service personnel separated under Section
625(e) of the FA Act of 1961, as amended. Excludes benefits provided in
kind, such as hospital and medical care, and indemnities for disabilit:~

or death of former employees.

21 Travel and Transportation of Persons

Transportation of persons: Contractual services in connection with
carrying persons from place to place, whether by land, air, or water,
and the furnishing of accommodations incident to actual travel. This
includes commercial transportation charges, rental of passenger cars,
charter of trains, buses, vessels, or airplanes, ambulance service, and
expenses incident to the operation of the rented or chartered
conveyances. (Rental of all passenger-carrying vehicles is to be
charged to this object class, even though they may be used incidentally
for transportation of things). It includes mileage allowances for this
use of privately owned vehicles and related charges (such as ferry fares
and tolls) which are specifically authorized. It also includes
streetcar and taxi fares (including tips) whether used for local
transportation or for travel away from a designated post of duty.

Subsistence for travelers: Payments to travelers of per diem allowance
or reimbursement of actual expenses for subsistence.

~...~.~
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Incidental travel expenses: Other expenses necessitated by travel, such
as baggage transfer, steamer chairs, and telephone and telegraph
expenses, as authorized by travel regulations. This does not cover
miscellaneous expenses incurred when in travel status which are not
directly related to travel.

22 Transportation of Things

Freight and express: Charges by common carrier and contract carrier,
including freight and express, demurrage, switching, recrating,
refrigerating, and other incidental expenses.

Drayage and other local transportation: Cartage, handling, and other
charges incident to local transportation, including contractual
transfers of supplies, equipment, etc.

Mail transportation: Contractual transportation of mail by water, rail,
air, motor vehicles, etc.

Communication of transportation expenses: Payments to officers and
employees in lieu of payment of actual expenses for transportation of
household goods and effects or house trailers upon transfer of personnel
from one official station to another.

23 Rent. Communications, and Utilities

Rent: Charges for possession and use of land, structures, or equipment
(other than transportation equipment) owned by another, the possession
of which is to be relinquished at a future time. This also includes
periodic charges under purchase rental agreements for equipment prior to
the time that the title to the equipment is acquired. (Payments
subsequent to the acquisition of title should be classified as
equipment.) It excludes payments under lease-purchase contracts for
construction of buildings (included in Object Classes 32 and 43).

Communication services: Includes the transmission of messages from
place to place, such as contractual charges for land telegraph service,
telephone and teletype service; charges for postage (other than parcel
post); contractual messenger service; and rental of post office boxes,
postage meter machines, mailing machines, and teletype equipment. It
also includes switchboard and service charges and telephone installa
tion costs.
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Utility services; Charges for heat, light, power, water, gas,
electricity, and other utility services exclusive of transportation and
communication services.

24 printing and Reproduction

Printing and dyplication: Job-work done on printing presses which
utilize printers' type plates, or engravings; lithographing;
multigraphing reproduction with machines employing photographically made
plates, related photo-reproduction work, the use of varityping or other
substitutes for typesetting for reproduction by photo-mechanical means;
reproductions by the spirit process; mimeographing; and the use of
stencils or direct-image plates prepared by ordinary typewriters.

Binding operations connected with the foregoing.

Photostating. blyeprinting. and photography.

Microfjlming.

25 Other Services

Repairs and alteratjons: Repairs and alterations to buildings, bridges,
viaducts, vessels, equipment, and like items, when done by contract.

Storage and maintenance of vehicles: Contractual services for storage
and care of vehicles.

Sybsistence and support of persons: Contractual services for board,
lodging, and care of persons, including hospital care (except travel
items, which are included under travel).

Stenographic services: Contractual stenographic reporting and typing.

Publication of notices, advertising, and radio broadcast tjme.

Tyition.

Fees and other charges: Fees for abstracting land titles, premiums on
insurance (other than payments to the Civil Service Commission), and
surety bonds.

Operation of facilities or other service contracts.

Research and development contracts.

~U··········~~ . I

'~ .
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26 Supplies and Materials

Office sUPPlies: Pencils, paper, calendar pads, stenographic notebooks,
blank books and pads, standard forms (except when specially printed or
assembled to order), unprinted envelopes, other office supplies, and
property of little monetary value, such as desk trays, pen sets, and
calendar stands.

Subscriptions to newspapers and periodicals.

Pamphlets and documents when purchased rather than printed by or at the
request of the Agency.

Chemicals, surgical and medical supplies.

Fuel: Fuels used in cooking, heating, generating power, making
artificial gas, and operating motor vehicles, aircraft, and vessels.

Clothing and clothing supplies: Articles of clothing, together with
materials and sewing supplies used in the manufacture of wearing apparel.

Provisions: Food and beverages for human consumption.

Forage and stable supplies: Food used for livestock and other
animals, and stable supplies.

Cleaning and toilet supplies.

Ammunition and explosives.

Materials and parts: Commodities, including building materials,
entering into the construction, repair, or production of supplies,
equipment, machinery, buildings, and other structures.

31 Equipment

Transportation equipment: Vehicles, including passenger-carrying
automobiles, motor trucks, motorcycles, tractors, aircraft, wagons,

~ carts, vessels, steamships, barges, and power launches.

Furniture, furnishings. and fixtures: Movable furniture, fittings,
fixtures, and household equipment, including desks tables, chairs,
typewriters, adding and bookkeeping machines.



ADP eqyipment; Purchase of hardware, e.g., central processing
units (CPUs), punch card accounting machines, data entry or
keypunch/key verify machines, and personal computers. Also
includes purchases of off-the-shelf and custom software of over
$25,000 with a useful life of over two years.

Books for permanent collections.

Livestock (other than that purchased for slaughter).

Implements and tools.

Machinerv; Engines, generators, manufacturing machinery,
transformers, ship equipment, pumps, and other production and
construction machinery.

InstrYments and apparatys; Surgical instruments, X-ray apparatus,
signaling and telephone and telegraph equipment, electronic
equipment,scientific instruments and appliances, measuring and
weighing instruments and accessories photographic equipment,
picture projection equipment and accessories, and mechanical
drafting devices.

32 Lands and Stryctyres

lands and interest in lands. inclyding easements and rights of~

Buildings and other stryctyres: The acquisition or construction of
bUildings and structures, and additions thereto, when acquired
under contract. This includes principal payments under
lease-purchase contracts for construction of buildings.

Nonstructural improvements: Improvements of land, such as
landscaping, fences, sewers, wells, reservoirs, when acquired under
contract .

,

". ....•~.

V
D

Page No. Effective Date Trans. Menlo. No.
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. fixed equipment: fixtures and equipment which become permanent"ly
attached to or a part of buildings or structures, such as
elevators, plumbing, power plant boilers, fire-alarm systems,
lighting or heating systems, and air-conditioning or refrigerating
systems (Whether an addition or a replacement), when acquired under
contract. This includes charges for services in connection with
initial installations of fixed equipment when performed under
contract~
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33 Investments and Loans

Investments in securities: The purchase of stocks, bonds,
debentures, and other securities (except the par value of U.S.
Government securities) in which money is invested either
temporarily or permanently. This should include the amounts paid
for interest accrued at the time of purchase and premiums paid on
all investments, including payments over par value of Government
securities and discounts under par value on sales of Government
securit ies.

Loans: Loans to foreign governments, States, and other political
subdivisions; loans to other Government agencies; and loans to
corporations, associations, and individuals.

Investments in other funds: Capital payments to trust-revolving
funds or other funds which are expected to be returned when the
enterprise is liquidated, transferred, or sold. Excludes
nonexpenditure transfers between funds.

41 Grants, Subsidies. and Contributions

~j. ' •
~i

42 Insurance Claims and Indemnities

Insurance claims: Insurance-loss claims, including payments on
guarantees where no asset is received. Includes benefits paid from
the Federal retirement and social insurance funds.

Indemnities: Compensation for loss or injury (not covered by
Government insurance) such as awards arising from abrogation of
contracts; indemnities for the destruction of livestock, crops, and
the like, damage to or loss of property; and personal injury or
death.

'.--.. "

43 Interest and Dividends

44 Refunds

Refunds of fines, penalties, forfeitures, taxes, duties and
premiums; returns of deposits in retirement and disability funds;
and other refunds on account of adjustments, errors in computation,
etc.

Repayment of deposits: Repayments of amounts not subject to
demands or claims by the United States for which it has assumed
custody. Such items represent the repayment of those moneys
received in trust for private purposes and over which the
Government exercises the responsibility of custodian rather than
owner.
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90 OTHER

91 Unyouchered - (Confidential)

Charges that may be incurred lawfully for confidential purposes, not
subject to detailed vouchering or reporting, will be recorded under this
object class. These vouchers are subject to accounting and audit
procedures unless Presidential authority is obtained to exempt GAO
oversight per Comptroller letter B-167710 dated November 5, 1981.

~.........•.:,.
..~
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TABLE 6
FUNDING SOURCE CODES FOR LOANS AND GRANTS

General Purpose: This table identifies the type of loan/grant (nonproject
formerly program assistance) alpha fund indicator and is related to the
three-digit appropriation code found in Table 1.

~ Responsible Office: Funds Control Division, Office of Financial Management
(FM/FCD). *
Composition of Code: The following one-digit alpha code indentifies the
funding provided by various piece of foreign assistance legislation.

Example of loan or nonproject grant agreement number consisting of three
segments:

Geographic Code

000
000

Alpha Indicator

A
A

Sequential Serial Number

000 thru 599 loans
600 thru 999 grants

.....-

Indicator

A

B

C

o

E

F

G

H

* Revised

Type of Loan/Grant

Loans authorized by the former Development Loan Fund

Loans authorized by predecessor agencies (except DLF) and
administered by AID (i.e., ECA, MSA, and ICA loans)

Loans authorized under P.L. 480, Section 104(c), Common Defense

Loans authorized under P.L. 480, Section 104(g), Triangular
Trade

Loans authorized under P.L. 480, Section 104(e), Cooley

Disaster Relief Assistance (under P.L. 93-240, Title IV)

Loans authorized under P.L. 480, Section 104(f), Economic
Development

Development Loans (loans authorized under Chapter 2, Title I 
Development loan Fund, of the Foreign Assistance Act of 1961,
as Amended, liquidating Account)
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IndicAtor

J

K

L

H

N

P

Q

R

,I Sf

~

~
~

i T
!

~
1 U.,

l V
~

~

! W
}

;
;

!' Y.~

~
~ Z~

~

t
if

t~
~

l
~
~

~

Type of Loan/Grant

Mid~le East Special Requirement Fund, (Foreign Assistance Act
of 1961, as Amended)

Economic Support Fund, AID Supporting Assistance (loan
authorized under Chapter 4 - Economic Support Funds, of the
Foreign Assistance Act of 1961 - Grants authorized under
Chapter 4 - Economic Support Fund, of the Foreign Assistance
Act (FAA»

Alliance for Progress (LiqUidation Account)

Inter-American Social and Economic Program Loans (Administered
by AID)

CQntingency Fund (loans authorized under Chapter 5 
Contingency Fund, of the Foreign Assistance Act of 1961, as
Amended)

International Organizations and Programs (Loans authorized
under Chapter 3 - International Organizations and Programs FA
Act of 1961 as Amended)

Population Planning, Development Assistance, Foreign
Assistance Act of 1961, as Amended.

Loan Authorized under P.L. 480, Section 108 (R) Private
Enterprise Development

Private Enterprise Revolving Fund, Foreign Assistance Act of
1961, as Amended.

Agriculture, Rural Development, Foreign Assistance Act of
1961. as Amended.

Health Development. Foreign Assistance Act of 1961. as Amended.

Education and Human Resources Development, Foreign Assistance
Act of 1961, as Amended.

Selected Development Problems. Foreign Assistance Act of 1961.
as Amended.

Trade and Development Program, Foreign Assistance of 1961.

Assistance to Portugal and Portuguese Colonies, Foreign
Assistance Act of 1961. as amended.

(NO TABLES 7, 8, OR 9. CONTINUE WITH TABLE 10) h.~..·.'-.·.··.·.·
~
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TABLE 10

FISCAL YEAR CODES (SIXTH SEGMENT)
OF

*ALLOTMENT SYMBOL

General Purpose: The fiscal year designator identifies the u.S. dollar and
foreign currency allotment symbols for both annual and no-year funds.

4C Responsible Office: Office of Financial Management (FM) ~

This two-digit code is the sixth segment of the Allotment Symbol. The first
digit indicates the fiscal year in which the allotment is available for
incurring an obligation. The second digit indicates whether the allotment is
issued against current fiscal year funds or prior fiscal year funds. The
composition of the allotment symbol is shown below to clarify the placement of
thi s segment.

XXX XX XXX 00 ** XX XX
-I I T -I I -I

I I I I I Fi sca1 Year
1 I Code,

I I I I I I THIS TABLE
I I I I

Lt! I I I I_Purpose Code, Table ~

I I II Function Code
I I --

I
I I Geographic Code, Table 11
I

I _1__Allottee Code, Table!

__1__ Appropriation Code, Table 1

** Always "00" except for Foreign Currency accounts subsequent to FY 88,
Table Z-.

* Effective October 1, 1981 this table is no longer used. See Table 4a
for New Allottee Designations Under FACS.

~Revi sed
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•

First Second
1li9.!1 Digit fiscal Year Title

* 0 Closed Allotments Account

1 Current Year Allotment

2 Current Year Reallotment

3 PY Unliquidated Obligation V"'. ,

5 Advances &Undistributed Expenses

A Accrued Liabilities

*Use last digit of the fisc.] year (FY 86 • 6; FY 87 • 7; FY 88 • 8).

il....:'iiV
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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MBIlRANDUM

MATERIAL TRANSMITTED:

Handbook 18 - Information Services

DATE
August 31, 1992

TRANS. MOO NO.
18-Va:10

Appendix 0 - Geographic Code Book

New Country Codes have been developed for Bosnia, Croatia,
Macedonia, Slovenia, and the Bu1k1ns Region

FILING INSTRUCTIONS:

1. REMOVE PAGES:

0111-All-3 thru 0111-All-4a(TM 18-Va:8)
0111-All-27 thru 0111-All-32 (TM 18-Va:8)

REPLACEMENT PAGES:

0111-All-3 thru 0111-A11-4a
0111-All-27 thru 0111-All-32

3.

2. In1 t1 a1 the Transm1 tta1 Memorandum Checksheet (1 n the back of the
Handbook binder) beside TM 18-Va:1Q.

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for
this Handbook on the back.

4. File this TM 18-Va:10 in the front of the handbook binder; discard TM
sheet 18-Va:9.

* * * * * * *

Address questions about this Handbook to FA/IRM/IPA (703) 875-1766.

For additional copies of this Transmittal contact FA/AS/ISS (703) 875-1641.
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10-1-90

3-17...92

5-6-92

9-2-92

CHECKLIST FOR HANDBOOK 18
AID GEOGRAPHIC CODE BQQK

AUTHOR OFFICE: FA/FM

MATERIAL TRANSMITTEP

Re1ssuance of the "AID Geographic Code"

Pages DIII-All-4. DIII-All-21. DIII-A11-22.
DIII-A11-29. DIII-A11-31. DIII-A11-33. and
DIII-All(8)-3 thru DIII-All(B)-ll

PJges DIII-A11-19 and DIII-All-20

Pages DIII-A11-3. DIII-All-4a. DIII-All-27.
DIII-All-28. DIII-All-30. and DIII-All-32

IM~.

18-Va:7

18-Va:8

lB-Va:9

18-Va:1O
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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

Handbook 18 - Information Services

DATE
May 6, 1992

TRANS. MEMO NO.
18-Va:9

Geographic Code Book -- The twelve former Soviet republics,
Eastern Europe countries, and Mongolia are no longer "non-free
world" countries. These countries have been added to Code 935,
making them eligible procurement sources when Code 935 is used.

SUPERSEDES:

Pages DIII-AII-19 and DIII-AII-20 (TMs 18-Va:7).

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 18-Va:9.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 18-Va:9 in the front of the handbook
binder; discard TM sheet 18-Va:8.

* * * * * * *

Address questions about Handbook contents FA/AS/ISS (703) 875-1641.

Address questions about Transmittal copies and distribution to FA/AS/ISS.
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10-1-90

3-17-92

5-6-92

CHECKLIST FOR HANDBOOK 18
AID GEOGRAPHIC CODE BOOK

AUTHOR OFFICE: FA/FM

MATERIAL TRANSMITTED

Reissuance of the "AID Geographic Code"

Pages DIII-AII-3, DIII-AII-4, DIII-AII-4a,
DIII-AII-21, DIII-AII-22, DIII-AII-27
thru DIII-AII-33, and DIII-AII(B)-3 thru
DIII-All(B)-ll

Pages DIII-AII-19 and DIII-AII-20

TMI NO.

18-Va:7

18-Va:8

18-Va:9



AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

Handbook 18 - Information Services

DME
March 17, 1992

TRANS. MEMO NO.
18-Va:8

The Geographic Code Book, Parts I, II, and III, have been
updated to reflect the addition of the new Soviet Republics.

Attachment AII(B), Part III, Regional Bureau Backstop
Responsibility Codes, have been updated to reflect the change in
bureau names and to include the new Soviet Republics and the
Eastern Block European Countries.

SUPERSEDES:

Pages DIII-AII-3 and DIII-AII-4, DIII-AII-21 and DIII-AII-22, DIII-AII-27 thru
DIII-AI1-33, and DIII-AII(B)-3 thru DIII-AII(B)-IO. (TM 18-Va:7)

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

~ 2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 18-Va:8.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM 18-Va:8 in the front of the handbook
binder; discard 1M sheet IS-Va:7.

* * * * * * *

Address questions about Handbook contents to FA/AS/ISS.

Address questions about Transmittal copies and distribution to FA/AS/ISS.
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CHECKLIST fOR HANDBOOK 18
AID GEOGRAPHIC CODE BOOK

AUTHOR OFFICE: FA/FM

MATERIAL TRANSMITTED

Reissuance of the "AID Geographic Code"

Pages DIII-AII-3, DIII-A11-4, DIII-All-4a,
DIII-AII-21, DIII-A11-22, DIII-AI1-27
thru DIII-All-33, and DIII-AI1(B)-3 thru
DI II -All (B)-ll

JM NO.

IS-Va:7

IS-Va:8



AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

Handbook 18 - Information Services

DATE
December 6, 1990

TRANS. MEMO NO.
l8-Va:7

The Geographic Code Book has been reissued in its entirety.

SUPERSEDES:

~' The Geographic Code Book in its entirety.

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside 1M l8-Va:7.

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM, which has an up-to-date Checklist for this
Handbook on the back. File this TM l8-Va:7 in the front of the handbook
binder; discard TM sheet l8-Va:6.

* * * * * * *

Address questions about this Handbook to MS/IRM/PE.

For additional copies of this Transmittal contact MS/IRM/PE.
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AGENCY FOR INTERNATIONAL DEVELOPMENT

HANDBOOK TRANSMITTAL MEMORANDUM

MATERIAL TRANSMITTED:

Handbook 18 - Information Services

DATE
December 6 t 1990

TRANS. MEMO NO.
IS-Va:?

The Geographic Code Book has been reissued in its entirety.

SUPERSEDES:

The Geographic Code Book in its entirety.

FILING INSTRUCTIONS:

1. Remove superseded material as indicated under SUPERSEDES.

2. File the attached in their appropriate places.

3. Initial the Transmittal Memorandum Checksheet (in the back of the Handbook
binder) beside TM 18-Va:?

* * * * * * *

KEEP THIS TRANSMITTAL MEMORANDUM t which has an up-to-date Checklist for this
Handbook on the back. File this TM 18-Va:? in the front of the handbook
binder; discard TM sheet 18-Va:6.

* * * * * * *

Address questions about this Handbook to MS/IRM/PE.

For additional copies of this Transmittal contact MS/IRM/PE.
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ATTACHMENT A 11 TO SECTION III

AID GEOGRAPHIC CODE BOOK

1.

2.

General

The AID Geographic Code Book is distributed to all Missions, U.S.
Government and international agencies, and U.S. credit institutions
doing business with the Agency. It is used primarily to (a) provide a
simple three-digit code for use on documents identifying various
countries and (b) to enable AID to use automatic data processing (ADP)
for financial and program information.

Responsibilitv for Master Control of the Codes

The Resource Planning Analysis Division (PPC/PB/RPA) is responsible for
master control of the code list used in AID. All inquiries,
suggestions, requests for amendments, or requests to use code numbers to
refer to any countries or areas in any manner other than that shown in
the AID Geographic Code Book, must be cleared in advance with PPC/PB/RPA.



Responsible Office: PPC/PB/RPA - Table II(A)

Composition of Code: The code is structured as follows:

General Purpose: Geographic codes are primarily used to provide a three-digit
numerical identification for various countries and geographic entries.

in which the country is located e.g., 1 = Europe

XX
I
~Identifies specific geographic entries, countries,

territories, and organizational or program entries
within a region; e.g., 09 = Germany, Federal Republic

TABLE II

GEOGRAPHIC CODES - A

X
I
I
I
I

Identifies geographic region

Page No. Effective Date Trans. Memo. No.
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INTRODUCTION

The AID Geographic Code Book is issued for Administrative purposes in
preparing AID documents which provide information for AID's automated and
manual systems. The Code Book is used by Agency employees and employees of
private institutions who do business with the Agency. The geographical areas,
country names, and group designations contained for AID Administrative
purposes only and any political associations or affiliations are not intended
or implied. Codes contained in Part I are to be used for current projects and
codes in Part II may be used for ongoing and closed projects already assigned
Geographic Codes.

The Code Book is divided into three sections as follows:

PART I - Numerical List of Current AID Geographic Codes

Based on information obtained from the Department of State Geographer and
further adapted for AID needs, this list contains the most current codes and
area and country names. It is to be used to code documents related to new
projects and documents dealing with current areas and countries. Superseded
codes have been left in place without preference to their equivalent noun name.
The latter can be found in PART II.

PART II - Numerical List of Superseded and Inactive AID Geographic Codes
Areas and Countries

The previous revision of the Code Book had left superseded codes in place with
a reference to a footnote or to another code. As a result, the Code Book had
become extremely difficult to read, so superseded codes have been moved to a
separate section. This does not mean that these codes have been discontinued.
Documentation relating to closed projects and possible projects in the
implementation stage may have been assigned these codes and their use may be
continued. It is emphasized that superseded codes are still a part of the
Agency List of AID Geographic Codes and are to be used when applicable.

PART III - Alphabetical List

This section lists all areas, countries, or territories alphabetically
regardless of their code number, association, or location and provides a
cross-reference to the two numerical listings.

Some area or country names may omit descriptive words such as "Territory,
Union, and Republic" which may be a part of the official name but are not
required for clarity.
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Inquiries regarding the Code Book, including recommendation for improvements,
corrections, requests for additional copies, and requests to be placed on the
distribution list for changes, are to be addressed to:

Bureau for Program and Policy Coordination
PPC/PB/RPA
Agency for International Development
320 21st Street, NW .

.. Washington, D. C. 20523-0047 ..

~ Revised



l

Trans. Me-o. No. Effective Date Page No.

AID HANDBOOK 18, App D 18-Va:10 September 2. 1992 DIII-All-3

PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE

001

002

003

004

005

006

007

008

009

010

099

107

109

110

AREA AND COUNTRY

UNITED STATES (Collective code for codes 002 through 009)

(Superseded. See Part II)

THE STATES OF U.S. AND THE DISTRICT OF COLUMBIA

(Superseded, See Part II)

PUERTO RICO

VIRGIN ISLANDS

AMERICAN SAMOA

PACIFIC ISLANDS. TRUST TERRITORY OF THE (includes Caroline.
and Marshall Islands Groups)

GUAM

(Superseded. see Part II)

NORTHERN MARIANA ISLANDS (formerly included under Code 007)

INTERREGIONAL PROJECTS (Administrative Use Only)

EUROPE

(Superseded, See Part II)

GERMANY

(Superseded, See Part II)

111

112

* 113

114

* REvISED

ARMENIA

AZERBAIJAN

BELARUS

GEORGIA *
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE

115

116

117

118

119

120

121

122

131

132

133

134

136

137

138

141

143

144

145

146

AREA AND COUNTRY

EUROPE - cont.

KAZAKHSTAN

KYRGYZSTAN

MOLDOVA

RUSSIA

TAJIKISTAN

TURKMENISTAN

UKRAINE

UZBEKISTAN

AUSTRIA

BELGIUM

GIBRALTAR

MALTA

DENMARK

FINLAND

FRANCE

GREENLAND

ICELAND

REPUBLIC OF IRELAND

ITALY

LUXEMBOURG

U' ,,".~ " .. ",

,

-~---""-------------------------------
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~i PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE AREA AND COUNTRY

EUROPE - cont.

147 NETHERLANDS

148 NORWAY

~i
150 PORTUGAL

Azores
Madeira Islands

152 SPAIN
Canary Islands

153 SWEDEN

154 SWITZERLAND

155 ARMENIAN EARTHQUAKE

~ 156 (Superseded, See Part II)

157 UNITED KINGDOM

158 YUGOSLAVIA

159 NORTHERN IRELAND (LONDONDERRY &BELFAST)

* 160 CROATIA

165 MACEDONIA

V
166 SLOVENIA

167 BLlLKINS REGION

168 BOSINA-HARCEGOVENIA

* REVISED
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE AREA AND COUNTRY

EUROPE - cont.

NEAR EAST

231 BAHRAIN V
233 CYPRUS

240 GREECE

259 SINAI SUPPORT MISSION

263 EGYPT (formerly United Arab Republic)

265 IRAN

266 IRAQ U267 KUWAIT

268 LEBANON

271 ISRAEL

272 OMAN

273 SAUDI ARABIA

274 QATAR
o¥ 275 (Superseded, See Part II) \wi

276 SYRIA (formerly Syrian Arab Republic)

277 TURKEY

278 JORDAN

279 YEMEN .-
281 UNITED ARAB EMIRATES

'7.·· ..·... ·.;\1<

W

,.. Revised
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE AREA AND COUNTRY

NEAR EAST- cont.

290 CENTO (formerly Baghdad Pact)

291 (Superseded, see Part II) .

V 292 GAZA STRIP

'" WEST BANK/GAZA293 -Ie
295 (Superseded, See Part II)

296 (SUPERSEDED, SEE PART II)

297 (Superseded, See Part II)

298 (SUPERSEDED, SEE PART II)

SOUTH ASIA

V 306 AFGHANISTAN

320 MALDIVES

366 BHUTAN

367 NEPAL

383 SRI LANKA (formerly Ceylon)

386 INDIA

388 BANGLADESH
I'\.,.,J

391 PAKISTAN

398 ASIA AND NEAR EAST REGIONAL

399 ASEAN (the Association of Southeast Asian Nations,
consisting of Indonesia, Philippines, Singapore,
Malaysia, Thailand and Bruneii)

* Revised
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE

431

432

435

438

439

440

442

445

472

473

478

479

480

481

482

483

AREA AND COUNTRY

EAST ASIA

(Superseded, See Part II)

KOREA, NORTH

CHINA, PEOPLE'S REPUBLIC OF (formerly China Mainland)

MONGOLIA (formerly Outer Mongolia)

LAOS

VIETNAM i/

CAMBODIA (also known as Kampuchea and Khmer Republic)

(Superseded, See Part II)

(Superseded, See Part II)

MACAU (MACAO)

HONG KONG

(Superseded, See Part II)

SINGAPORE

(Superseded, See Part II)

BURMA

MALAYSIA
Malaya
Sabah (formerly North Borneo)
Sarawak

•...... <... i!!W

i/ Represents the political reunification of North Vietnam and South
Vi etnam. Thi s code is not to be used when separate ident ifi ers of r~orth

and South Vietnam are required, instead use Code 431-North Vietnam,
and Code 730-Republic of South Vietnam (see Part II).
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE AREA AND COUNTRY

EAST ASIA - Continued

484 CHINA, REPUBLIC OF (Taiwan)

.\..1
485 BRUNEI

487 RYUKYU ISLANDS

488 JAPAN

~89 KOREA, REPUBLIC OF

490 (Superseded, See Part II)

491 WESTERN SAMOA

492 PHILIPPINES
~i 493 THAItAND_..

494 (Superseded, See Part II)

495 (Superseded, See Part II)

496 (Superseded, See Part II)

497 INDONESIA (including West New Guinea and Portuguese Timor)

·198 ASIA REGIONAL

~/ 499 (Superseded, See Part II)
-- LATIN AMERICA

501 BAHAMAS

502 BERMUDA

503 FALKLAND ISLANDS



Page No. Efffetlve Date trans. Memo. No.
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE

504

505

506

507

508

509

510

511

512

513

514

515

516

517

518

519

AREA AND COUNTRY

EAST ASIA - Continued

GUYANA (formerly British Guiana)

BELIZE (formerly British Honduras)

ARUBA

NETHERLANDS ANTILLES, including:
Bonaire
Curacao

SURINAME

TURKS AND CAICOS ISLANDS

ARGENTINA

BOLIVIA

BRAZIL

CHILE

COLOMBIA

COSTA RICA

CUBA

DOMINICAN REPUBLIC

ECUADOR

EL SALVADOR
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~, PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE AREA AND COUNTRY

LATIN AMERICA - Continued

520 GUATEMALA

521 HAITI

~i 522 HONDURAS

523 MEXICO

524 NICARAGUA

525 PANAMA {Includes area formerly known as Canal Zone}

526 PARAGUAY

527 PERU

U 528 URUGUAY

529 VENEZUELA

CARIBBEAN ISLANDS

531 THE WEST INDIES
{Collective code for certain regional programs in
countries or areas listed in separate Codes 532, 533,
538, 541, 542, 544, 545, 546, and 547}

532 JAMAICA

V· 533 TRINIDAD AND TOBAGO

534 BARBADOS

535 CAYMAN ISLANDS

538 OTHER WEST INDIES - EASTERN CARIBBEAN REGIONAL {formerly
British West Indies}
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

If. ..

CODE

541

542

543

544

545 '"
546

547

548

550

591

592

593

594

595

596

597

598

* Revised

AREA AND COUNTRY

CARIBBEAN ISLANDS - cont.

ANTIGUA AND BARBUDA

DOMINICA

GRENADA

MONTSERRAT

ST. KITTS, NEVIS

S1. LUCIA

ST. VINCENT AND THE GRENADINES

ANGUILLA

ST. MARTIN ISLANDS

FRENCH GUIANA

GUADELOUPE

MARTINIQUE

REGIONAL

CONTRAS

(Superseded, See Part II)

REGIONAL OFFICE FOR CENTRAL AMERICA AND PANAMA (ROCAP)
(collective code for certain regional program; includes
Costa Rica, El Salvador, Guatemala, Honduras, Nicaragua,
and Panama)

(Superseded, See Part II)

LATIN AMERICAN REGIONAL
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AlD HANDBOOK 18, App D IS-Va:? Oct. 31, 1990 D1 II-I\ll-l

CODE

601

602

603

604

608

611

612

613

614

615

616

617

618

619

620

621

PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

AREA AND COUNTRY

AFRICA

INDIAN OCEAN REGIONAL

COMOROS

DJIBOUTI, Democratic Republic of (formerly Afars and Issas,
French Territory of)

REUNION

MOROCCO (including Ifni)

ZAMBIA (formerly Northern Rhodesia)

MALAWI (formerly Nyasaland)

ZIMBABWE (formerly Southern Rhodesia)

(Superseded, See Part II)

KENYA

(Superseded, See Part II)

UGANDA

EAST AFRICA (Regional Development Office)
(collective code for certain regional programs; includes
Kenya, Tanzania, and Uganda)

(Superseded, See Part II)

NIGERIA

TANZANIA (formerly Tanganyika and Zanzibar)
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

"

~ ' ,.···1·:

'-'
CODE

622

623

625

626

627

628

AREA AND COUNTRY

AFRICA - Cont.

Regional Financial Management Center - Nairobi

REDSO/EA - Regional Economic Development Services Office for
East Africa (located in Nairobi, Kenya)

Sahel Regional (collective code for Cape Verde, Chad,
The Gambia, Mali, Mauritania, Niger, Senegal and
Burkina Faso)

Area Development Office - Niamey (collective code for Benin,
Ivory Coast, Togo, and Burkina Faso)

Area Development Office - Yaounde (collective code for
Caneroon, Central African Empire, Chad, Gaboon, and
Equatorial Guinea)

Area Development Office - Dakar (collective code for
Senegal, Mali, Guinea, Sierra Leone, The Gambia,
Regional USAID/Africa (RUA), and Mauritania)

I, ..i••
~

631 CAMEROON

632 LESOTHO

633 BOTSWANA

635 GAMBIA, THE

636 SIERRA LEONE

637 (Superseded, See Part II)

638 ALGERAI

639 ST. HELENA

641 GHANA

642 MAURITIUS

645 SWAZILAND ..-
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE

649

650

651

653

654

655

656

657

658

660

662

663

664

669

670

673

647

AREA AND COUNTRY

AFRICA - Cont.

SOMALIA

SUDAN

MISCELLANEOUS SPANISH AFRICA

Ceuta

Me1ill a

Sahara (formerly Spanish Sahara)

Western (Ifni returned to Morocco, See Code 608)

EQUATORIAL GUINEA, REPUBLIC OF
(formerly Fernando Po and Rio Muni-Spanish Guinea)

ANGOLA (including Cabinda)

CAPE VERDE

MOZAMBIQUE

GUINEA-BISSAU (formerly Portuguese Guinea)

SAO TOME AND PRINCIPE

ZAIRE (formerly Congo, Republic of (Kinshasa»

SEYCHELLES

ETHIOPIA

TUNISIA

LIBERIA

LIBYA

NAMIBIA (formerly a part of the Republic of South Africa)

SOUTH AFRICA, REPUBLIC OF



Pag~ No. Effective Date Trans. Memo. No.
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

-,

CODE

675

676

677

678

679

680

681

682

683

685

686

687

688

689

690

691

692

AREA AND COUNTRY

AFRICA - Cont.

GUINEA

CENTRAL AFRICAN REPUBLIC

CHAD

GABON

CONGO, REPUBLIC OF THE (Brazzaville)

BENIN (formerly Dahomey)

IVORY COAST

MAURITANIA

NIGER

SENEGAL

BURKINA FASO (formerly known as Upper Volta)

MADAGASCAR (formerly known as Malagasy Republic)

MALI

ENTENTE STATES
(collective code for certain regional programs for
"Counseil de l' Entente"; incl udes Beni n, Ivory Coast,
Niger, and Burkina Faso)

SOUTHERN AFRICA REGIONAL (formerly Office of Southern
Africa Regional Activities Coordination (OSARAC)

SELF-HELP ACTIVITIES

(Superseded, See Part II)

.-<-.

,-
di, :a
""
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE AREA AND COUNTRY

AFRICA - Cant.

693 TOGO

~
694 (Superseded, See Part II)

695 BURUNDI

696 RWANDA

697 REGIONAL U.S. AID/AFRICA

698 AFRICAN REGIONAL

OTHER

703 CANADA

\-I 730 (Superseded, See Part II)

798 (Superseded, See Part II)

802 ST. PIERRE AND MIQUELON
« 860 THE PALAU ISLANDS

865 MICRONESIA

867 THE MARSHALL ISLANDS

~
870 SOLOMON ISLANDS (formerly British Solomon Islands)

871 (Superseded, See Part II)

872 TUVALU (formerly Ellice Islands)

873 KIRIBATI (formerly Gilbert Island)

874 THE REPUBLIC OF NAURU

'"

it Revi sed
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PART I - NUMERICAL LIST OF AID GEOGRAPHIC CODES

CODE

875

878

879

880

881

882

883

884

885

886

1

887

888
.~

j 889
l
I

890I.,
:1

'! 891

I 893t
Jj

'il 895!.
~

~
H
-~
:~

i
.i
~

~''ii,
.~

~
i!

~
'Ii

~

I
~
~
~\
,~

.~

-~

AREA AND COUNTRY

OTHER (Cont.)

NIUE

OCEANIA REGIONAL

SOUTH PACIFIC REGIONAL

AUSTRALIA

(superseded, See Part II)

FIJI

PITCAIRN (and adjacent islands)

FRENCH POLYNESIA

(Superseded, See Part II)

TAHITI

TONGA

NEW CALEDONIA

PAPUA NEW GUINEA

NEW ZEALAND

VANUATU (formerly NEW HEBRIDES)

COOK ISLANDS

(Superseded, See Part II)
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PART I - NUMERICAL LIST OF CURRENT AID GEOGRAPHIC CODES

CODE

890

891

I 893

V 895

897

AREA AND COUNTRY

NEW ZEALAND

VANUATU (formerly NEW HEBRIDES)

COOK ISLANDS

(Superseded, See Part II)

(Superseded, see Part II)

"WORLDWIDE" OR MULTICOUNTRY CODES

898 (Superseded, see Part II)

901 (Superseded, See Part II)

910 (Superseded, See Part II)

899 FREE WORLD
Any area or country in the Free World AI excluding the
participating country itself, when used as a possible source for
purchases.

935 SPECIAL FREE WORLD
Any area or country in the Free World AI including the
participating country itself.

940 (Superseded, See Part II)

AI For purposes of this Code Book, 'Free World' excludes any area or country
listed under Codes 156, 180, 181, 182, 183, 184, 185, 186, 187, 431, 432,
435, 438, 439, 440, 442, and 516.
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PART I - NUMERICAL LIST OF CURRENT AID GEOGRAPHIC CODES u
CODE

941

AREA AND COUNTRY

"WORLDWIDE" OR MULTICOUNTRY CODES - Continued

SELECTED FREE WORLD
Any independent country in the Free World*, excluding the
cooperative country itself and the following:

Europe

Andorra
Austria
Belgium
Denmark
Finland
France
Ireland
Italy
Iceland
Li echtenstei n
Luxembourg

Malta
Monaco
Netherlands
Norway
Portugal
San Marino
Spain
Sweden
Switzerland
United Kingdom
Vatican City
Yugoslavia

Angola
Australia
Bahamas
Bahrain
Canada
China, Republic
of (Taiwan)

Cyprus
Gabon
Greece
Hong Kong
Iraq
Japan
Kuwait

Mozambique
New Zealand
Qatar
Saudi Arabia
Singapore
South Africa
United Arab
Emirates

*"Free World" excludes the following areas or countries:

Afghanistan, Albania, Bulgaria, Cambodia, Cuba, Czechoslovakia, Estonia,
Hungary, Iran, Laos, Latvia, Libya, Lithuania, Mongolia, North Korea, People's
Republic of China, Poland, Romania, Syria, Union of Soviet Socialist
Republics, Viet Nam. ~

*Rev; sed
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PART II - NUMERICAL LIST Of SUPERSEDED
AND INACTIVE AID GEOGRAPHIC CODES

CODE AREA AND COUNTRY

000

001
~, ,
--~

UNITED STATES (Collective Code 001-002)

AREAS OF U.S.-ASSOCIATED SOVEREIGNTY, INCL. TRUST TERRITORIES
Canal Zone (See Code 009, Part I)
Puerto Rico (See Code 004, Part I)
Virgin Islands (See Code 005, Part I)
American Samoa (See Code 006, Part I)
Pacific Islands (See Code 007, Part I)

003 RYUKYU ISLANDS (Under U.S. Control) (See Code 487, Part I,
reverted to the control of Japan)

009 CANAL ZONE (See Panama, Code 525, Part I)

EUROPE

Lr' 107
". 110

180

187

EUROPE INTRAREGIONAL through EUROPEAN PRODUCTIVITY AGENCY (EPA)

WEST BERLIN

EASTERN EUROPE
Albania (See Code 182, Part I)
Bulgaria (See Code 183, Part I)
Czechoslovakia (See Code 184, Part I)
Estonia (See Code 156, Part I)
Hungary (See Code 185, Part I)
Latvia (See Code 156, Part I)
Lithuania (See Code 156, Part I)
Romania (See Code 186, Part I)

GERMAN DEMOCRATIC REPUBLIC

196 GENERAL FREIGHT ACCOUNT

NEAR EAST

275 YEMEN, PEOPLE'S DEMOCRATIC REPUBLIC OF ~

295 NEAR EAST REGIONAL - MIDDLE EAST SPECIAL REQUIREMENT FUND (MESRF)

296 NEAR EAST REGIONAL - ECONOMIC SUPPORT FUND (ESF)

,.. Revised
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PART II ~ NUMERICAL LIST OF SUPERSEDED
AND INACTIVE AID GEOGRAPHIC CODES

CODE AREA AND COUNTRY

rc...·.........•'
V

NEAR EAST REGIONAL - DEVELOPMENT ASSISTANCE (DA)

EAST ASIA

OTHER ARABIAN PENINSULAR STATES
Aden and South Arabia (See Code 275, Part I)
Bahrain (See Code 231, Part I)
Kuwait (See Code 267, Part I)
Muscat and Oman (See Code 272, Part I)
Qatar (See Code 274, Part I)
Trucial Coast (See Code 281, Part I)

VIETNAM (North) (See Code 440, Part I, Country consolidated)

ASIAN ECONOMIC DEVELOPMENT FUND

297

298

399

431

451

472 PORTUGUESE TIMOR (See Code 497, Part I, consolidated with
Indonesia)

479 SARAWAK (See Code 483, Part I, consolidated with Malaysia)

i
!
:~

I
I
·1't

481 OTHER EAST ASIA
British North Borneo (See Code 483, Part I, consolidated with
Malaysia and renamed Sabah)
Brunei (See code 485, Part I)

490 REGIONAL OFFICE FOR SOUTHEAST ASIA MINISTERS OF EDUCATION
SECRETARIAT (SEAMES)

494 MALAYA (See Code 483, Part I)

495 INDOCHINA, ASSOCIATED STATES

496 EAST ASIA INVENTORY

498 ASIA REGIONAL

499 FOREIGN AFFAIRS DATA PROCESSING CENTER/BANGKOK

506 LATIN AMERICA

595 ANDEAN REGIONAL

_.
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PART II - NUMERICAL LIST OF SUPERSEDED
AND INACTIVE AID GEOGRAPHIC CODES

CODE

597

AREA AND COUNTRY

FRENCH DEPARTMENTS IN THE CARIBBEAN
French Guiana (See Code 591, Part I)
Guadeloupe (See Code 592, Part I)
Martinique (see Code 593, Part I)

AFRICA

614 FEDERATION OF RHODESIA AND NYASALAND
Northern Rhodesia (See Code 591, Part I)
Nyasaland (See Code 612, Part I)
Southern Rhodesia (See Code 613, Part I)

616 TANGANYIKA (See Code 621, consolidated with Zanzibar to form
Tanzania)

V 619 ZANZIBAR (including Pernba) (See Code 621, consolidated with
Tanganyika to form Tanzania)

637 MISCELLANEOUS BRITISH AFRICA
St. Helena (See Code 639, Part I)
Seychelles (See Code 662, Part I)

.V

659 MISCELLANEOUS PORTUGUESE AFRICA
Angola (See Code 654, Part I)
Cabinda (See Code 654, Part I)
Cape Verde Islands (See Code 655, Part I)
Mozambique (See Code 656, Part I)
Portuguese Guinea (See Code 657, Part I)
Sao Tome and Principe (See Code 658, Part I)

692 MISCELLANEOUS FRENCH AFRICA
Comoro Islands (See Code 602, Part I)
French Territory of Afars and Issas (See Code 603, Part I)
Reunion (See Code 604, Part I)

694 CAMEROON (See Code 631, Part I)
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PART II - NUMERICAL LIST SUPERSEDED AND INACTIVE
AID GEOGRAPHIC CODES

..-

d..
'"

CODE

730

798

871

881

885

AREA AND COUNTRY

OTHER (Cont.)

VIETNAM (South), REPUBLIC OF (See Code 440, Part I, Country
consolidated)

VIETNAM REGIONAL EXPENSES AND PRO,-lECT AND PROGRAM ASSISTANCE
(Code inactive due to consolidation of Codes 430 and 431)

GILBERT AND ELLICE ISLANDS (SEA CODES 872 AND 873, PART I)

BRITISH OCEANIA
British Solomon Islands (See Code 870, Part I)
Fiji Islands (See Code 882, Part I)
Gilbert and Ellice Islands (See Code 871, Part I)
Pitcairn (and adjacent islands) (See Code 883, Part I)
Tonga (Friendly) Islands (See Code 887, Part I)

FRENCH OCEANIA (excluding Tahiti)
French Polynesia (See Code 884, Part I)
New Caledonia (See Code 888, Part I)

895 WORLD FOOD PROGRAM (WFP) (FOR P.L. 480 USE)

897 MIDDLE EAST OIL AREAS (for limited use in petroleum
purchases (Iran, Iraq, Israel, Kuwait, Qatar, and Saudi
Arabia)

898 LIMITED WORLDWIDE (superseded by Code 901)
Any area or country in the Free World iI excluding the
participating country itself when used as a possible
source for purchases and the following developed
countries: Australia, Austria, Belgium, Canada,
Denmark, France, Germany, Hong Kong, Italy, Japan,
Luxembourg, Monaco, Netherlands, New Zealand,
Norway, South Africa, Sweden, SWitzerland, and the
United Kingdom.

JI.

I;·,· ... ]·"1
~

*Revi sed
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CODE

". 901

AREA AND COUNTRY

OTHER (Cont.)

LIMITED FREE WORLD
Any area or country in the Free World AI excluding
the participating country itself when used as a possible
source for purchases, and the following developed
countries: Australia, Austria, Belgium, Canada, Denmark,
France, Germany, Italy, Iran, Japan, Luxembourg,
Monaco, Netherlands, New Zealand, Norway,
South Africa, Spain, Sweden, Switzerland, and the United
Kingdom. ,..

-

AI Free World excludes any area or country listed under codes 156, 180,
181, 182, 183, 184, 185, 186, 187, 431, 432, 435, 438, 439, 440, and
516.

,M R~vi sed
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PART II - NUMERICAL LIST SUPERSEDED AND INACTIVE
AID GEOGRAPHIC CODES

..

CODE

910

940

AREA AND COUNTRY

QlliEB (cont.)

THE UNITED STATES AND SELECTED LESS DEVELOPED COUNTRIES:
India, Morocco, Pakistan, Philippines, Taiwan, South Korea,
Singapore, Tunisia, and Thailand.

THE AMERICAS
The United States and areas of U.S. associated sove,"eignty
(excluding the Ryukyu Islands) and all independent
countries in the Americas south of the United States,
except the cooperating country itself and Cuba.
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PART III - ALPHABETICAL LIST

NOTE: Codes not followed by a Roman numeral appear in Part I

CODE

297 -11*

_~i
626
627
628
692-11

306
618

674
651
689

~i 182
940
595- 11*
171
654
548*

-Ie 541
297 -11*
510
155
506*
399

.\.t 451-11
880
131
150*
001- II

498-11
398

COUNTRY

A

Aden (Now People's
Democratic of Yemen,
Code 275)

ADO Niamey
ADO Yaounde
ADO Dakar
Afars and Issas,

French Territory of
Afghanistan
Africa, East (Regional

Development Office)
Africa, Republic of South
Africa, Spanish
African Regional
Albania (formerly 001-II*)
Americas, The
Andean Regional
Andorra
Angola (formerly 659-II*)
Angui 11 a
Antigua and Barbuda
Arabia, South
Argentina
Armenian Earthquake
Aruba
Asean

(Assoc. of S.E. Asian Nations)
Asian Economic Development Fund
Australia
Austria
Azores
Areas of U.S.-Associated

Sovereignty Including
Trust Territories

Asia Regional*
Asia and Near East Regional

CODE

290
501
231
499

388
534
541*
132
505
680
no
502
366
511
507*
633
188
512
483
881- 11*
686
482
695

654

509
442

631
703
009- II

COUNTRY

B

Baghdad Pact (Now CENTO, same
Bahamas
Bahrain (formerly 297-II*)
Bangkok (Foreign Affairs Data

Processing Center)
Bangladesh
Barbados
Barbuda and Antiqua
Belgium
Belize
Benin (formerly Dahomey)
Berlin, West
Bermuda
Bhutan
Bolivia
Bonaire (Netherland Antilles)
Botswana
Bouvet Island*
Brazil
British North Borneo renamed
British Oceania
Burkina Faso
Burma
Burundi

C

Cabinda (Now part of Angola,
same code-formerly 659-II*)

Caicos and Turks Islands
Cambodia (Khmer Republic, ~

formerly Kampuchea
Cameroon
Canada
Canal Zone (formerly OOI-II*)

see Panama}

*Other countries included in this code
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, .

PART III - ALPHABETICAL LIST
NOTE: Codes not followed by a ~oman numeral appear in Part I

CODE COUNTRY CODE COUNTRY

C-Continued E

East Africa (Regional
Development Office)

East Asia Inventory
Eastern Europe Regional
Ecuador
Egypt
Ellice Islands (formerly

881- 118)
E1 Salvador
Entente States
Equatorial Guinea, Republic of
Estonia
Ethiopia
Europe Intraregiona1,

through* Productivity
Agency (EPA)

European Regional

F

Falkland Islands
Federation of Rhodesia and

Nyasa1and
Fernando Po (now part of

Republic of Equatorial
Guinea, same code

Fiji Islands (formerly
881-11*)

Finland
Foreign Affairs Data

. Processing* Center/Bangkok
France
Free World
French Departments in the

Caribbean
French Guiana (formerly

597-11*)
French Oceania (excluding

Tahiti)

653*

503
614-11

496-11
180- II
518
263
871*

137
499-11

138
899
597-II

591

885- 11*

618

519
689*
653
180- 11*
663
107-II

D

Dominican Republic

Dahomey (now Benin, same)
Denmark
District of Columbia
Djibouti (formerly French

Territory of Afars and Issas
Dominica

Canary Islands
Cape Verde Islands (formerly

659- 11*)
Cayman Islands
CENTO (formerly Baghdad Pact)
Central African Republic
Central American Regional
Central and West Africa Office

of Regional Affairs (renamed
Sahel Regiona1)*

Ceuta
Chad
Chile
China, People's Republic of
China, Republic of (Taiwan)
Colombia
Comoro Islands (formerly 692-11*) 198
Congo (Brazzaville)
Cook Islands
Contras
Costa Rica
Cuba
Curacao, Bonaire, Netherland

Ant il1es
CWAORA
Cyprus
Czechoslovakia (formerly 180-11*) 882

651*
677
513
435
484
514
602
679
893
594
515
516
507*

625
233
184

680
136
002*
603

542

517

152*
655

535
290
676
597
625

*Other countries included in this code

* Revised



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App D I8-Va:7 Oct. 31, 1990 OIl 1-1\11-29

PART III - ALPHABETICAL LIST

NOTE: Codes not followed by a Roman numeral appear in Part I

CODE

884

603

678
635
292
196-11
187- II

109
641
133
543
547
592
008
520
675

871*-11

157

240
141
657

675
504

COUNTRY

F-Continued

French Polynesia (formerly
885-11*)

French Territory of Afars and
Issas now Djibouti, same code;
formerly 692- II)

G

Gabon
Gambia, The
Gaza Strip
General Freight Account (Europe)
German Democratic Republic

(formerly 180-11)
Germany
Ghana
Gibraltar
Grenada
Grenadines and St. Vincent, The*
Guadeloupe (formerly 597-11*)
Guam
Guatemala ~
Guinea

Gilbert and Ellice Islands
(formerly* 881-11*)

Great Britain (or United
Kingdom

Greece
Greenland
Guinea-Bissau (formerly

Portuguese GUinea)
Guinea
Guyana

CODE

521
522
478
185

,143

1

608*
386

1495- II
1497
190

099
265
266
144
271
145
681

532
488
278
291- II
293

442
615

COUNTRY

H

Haiti
Honduras
Hong Kong
Hungary (formerly 180-11*)

I

Iceland
Ifni (now a part of Morocco,
India
Indochina, Associated States
Indonesia
International Fund for Ireland

and North Ireland
Interregional Projects
Iran
Iraq
Ireland
Israel
Italy
Ivory Coast

J

Jamaica
Japan
Jordan
Jordan - East Bank*
Jordan - West Bank*

K

Kampuchea (renamed Cambodia)
Kiribati (formerly

Gilbert Island)*

*Other countries included in this code
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PART III - ALPHABETICAL LIST

NOTE: Codes not followed by a Roman numeral appear in Part I

CODE

432
489
267

439
598
180-11
268
632
669
670
172
901- II
898-11
180-11*
146

470
687
150*

612

483
483*
320
688
134
593
682
642
651*
523
865
897-11*
802*

*Rev; sed

COUNTRY

K-Continued

Korea, North
Korea, Republic of
Kuwait (formerly 297-11*)

L

Laos
Latin American Regional
Latvia
Lebanon
Lesotho
Li beri a
Libya
Li echtenstei n
Limited Free World*
Limited Worldwide
Lithuani a
Luxembourg *

M

Macau (Macao)*
Madagascar
Madeira Islands (part of

Portugal, same code)
Malawi (formerly Nyasaland)

Malaya (formerly 494-11)
Malaysia
Ma1dives*
Mali
Malta
Martinique (formerly 597-11*)
Mauritania
Mauritius
Mel i 11 a
Mexico
Fed. States of Micronesia
Middle East Oil Areas
Miquelon

CODE

173
438
544
608*
656
272

!637-11*
692-11*
659-11*
651*

298-II
295-11

673

367
147
507
545*
888

891
890
524
683
620
875
159

432
010
611

COUNTRY

M-Continued

Monaco
Mongolia
Montserrat
Morocco
Mozambique (formerly 659-11*)
Muscat (now Oman, same code -

formerly 297-11*)
Miscellaneous British Africa
Miscellaneous French Africa
Miscellaneous Portuguese Africa
Miscellaneous Spanish Africa

N

Near East Regional Dev. Assist. i'
Near East Regional - Middle '\,I

East* Special Requirements
Fund

Namibia (formerly a part of
the Republic of South Africa,
Code 674)

Nepal
Netherlands
Netherlands Antilles
Nevis
New Caledonia (formerly

BB5-1I*)
New Hebrides (see VANUATU)
New Zealand
Nicaragua
Niger
Nigeria
Niue
Northern Ireland (Londenderry

and Bel fast) ~

North Korea ....
Northern Mariana Islands

(formerly under 007)*
Northern Rhodes (now Zambia,

same code - formerly 614-11*)
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~r PART II I - ALPHABETICAL LIST

NOTE: Codes not followed by a Roman numeral appear in Part I

CODE COUNTRY CODE COUNTRY

N-Continued Q

North Vietnam 224
Norway
Nyasaland (now Malawi, same code

- formerly 614-11*)

S

R

Qatar (formerly 297-11*)

REDSO/EA Nairobi
REDSO/WA Abidjan
Regional Office for South East

Asia*
Regional Financial Management

Center Nairobi
Republic of Ireland
Reunion (formerly 692-11) ~
Rhodesia, Southern ~

ROCAP
Romania (formerly 180-11*)
Regional U.S. AID/AFRICA
Ryukyu Islands (formerly

003- II)

Sabah (formerly North Borneo)
Sahara, Western
Sahel Regional (formerly

Central and West Africa
Office of Regional Affairs)

Samoa, American
Samoa, Western
San Marino
Sao Tome (formerly 652)
Sarawak (formerly 479-11*)
Saudi Arabia
Self-Help Activities
Selected Free World
Senegal
Seychelles (formerly 637-11*)
Sierra Leone
Sinai Support Mission
Singapore
Solomon Islands (formerly

British Solomon Islands)

001-11*
491
174
658*
483*
273
691
941
685
662
636
259
480
870

483*
651*
625*

P

o

Pemba (now part of Tanzania,
Peru
Phil ippines
Pitcairn (and adjacent Islands)
Poland
Portugal
Portuguese Guinea (now Guinea

Bissau, Code 657)
Portuguese Timor (now Indonesia

same code - formerly 472-11)
Principe (formerly 652*)
Puerto Rico (formerly 001-11*)
People's Republic of China

(Mainland)

Pacific Islands (formerly 001-11)
Pakistan
Panama* (includes area formerly

known as Canal Zone)
Papua New Guinea
Paraguay

623
624
490- II

Oceania Regional
Oman (formerly 297-11*) 622
OSARAC (now Southern Africa ~

Regional)* 144
Other Arabian Peninsular States 604
Other East Asia 614-11*
Other West Indies-Eastern 598*

Caribbean Regional 186
69?
487

889
526

497

007
391
525

619- II
527
492
883
181
150
659-11*

658*
004
435

431- II
148
612

878
272
690

297- II
481- II
538

*Other countries included in this code.

"" Rev; sed
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PART III - ALPHABETICAL LIST

NOTE: Codes not followed by a Roman numeral appear in Part I

CODE

649
674
279-11*

879
690*

613

156
152
651
935

-Ie 383
545*
639
546
550
802*
547
650
508
645
153
154
276

886
616-11*

621
493
940
867
860

COUNTRY

$-Continued

Somalia*
South Africa, Republic of
South Arabia (now People's

Democratic Republic of
Yeman, Code 275)

South Pad fic Reg iona1
Southern Africa Regional

(formerly OSARAC)
Southern Rhodesia (renamed

Zimbabwe)*
Soviet Union (USSR)
Spain
Spanish Africa
Special Free World
Sri Lanka (formerly Ceylon)
St. Kitts and Nevis
St. Helen (formerly
St. Lucia
St. Martin Island
St. Pierre
St. Vincent
Sudan
Suriname
Swaziland
Sweden
Switzerland
Syria (formerly Syrian Arab

Republic)

T

Tahiti
Tanganyika (now part of

Tanzania, Code 621)
Tanzania
Thailand
The Americas
The Marshall Islands
The Palau Islands

COOE

874
002

472-11
887

553*
297 -II

664
509

1271
872

617
156

281
157

000*
910*-11

686

528
156

891

175
529
440

COUNTRY

T-Continued

~~ ~~~~~~ i~/~h:a~~~:. and \.1
the District of Columbia

Timor, Portuguese
Tongo (Friendly) Islands ~

(formerly 881-11*) ~

Trinidad and Tobago
Trucial Coast (now United

Arab Emirates, Code 281
Tunisia
Turks and Caicos Islands
Turkey

TUm:ng;~::-:::.~::;ce 'vJ
U

Uganda
Union of Soviet Socialist

Republics (USSR)
United Arab Emirates
United Kingdom

United States
United States and Sel,ected

Bu~:~~a D~~:~ o~~~~~~.~r~~~wn as U
Upper Volta)

Uruguay
U.S.S.R. (Soviet Union)

V

Vanuatu (formerly New
Hebrides)

Vatican City
Venezuela
Vietnam

*Other countries included in this code

,.. Revised

---u'·······';
:',' ...... -1.
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PART III - ALPHABETICAL LIST

NOTE: Codes not followed by a Roman numeral appear in Part I

CODE

431- II

730- II

798-11
005

293
110
531*
497*

651*
491
895-11
898- II

COUNTRY

V-Continued

Vietnam (North) (now Vietnam,
Code 440)

Vietnam (South), Republic of
(now Vietnam, Code 440)

Vietnam Regional
Virgin Islands (formerly

001- 11*)

W

West Bank/Gaza
West Berlin
West Indies, The
West New Guinea (Part

of Indonesia, same code
Western Sahara
Western Samoa
World Food Program*
Worldwide, Limited

CODE

JI. 279
275- II

158

660
611
619- II

613

COUNTRY

Y

Yemen
Yemen, Peoples

Democratic Republ ic ~
Yugoslavia

Z

Zaire
Zambia
Zanzibar (now part of

Tanzania, Code 621)
Zimbabwe (formerly

Southern Rhodesia*)

*Other countries included in this code

",. Revised



Dr II-

Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App D 18-Va:? Oct. 31, 1990 A11(B)-i

TABLE 11

GEOGRAPHIC (ADMINISTRATIVE) CODES - BAND
STANDARD GEOGRAPHIC CODES - FIPS 10-2-C

General Purpose: Geographic codes are primarily used to provide a three-digit
numerical identification for various countries and geographic entries.

Geographic (administrative) codes are used to identify projects which are
administered by AID/W Bureaus and Offices.

Responsible Office: PPC/PB/RPA - Table 11(B) and DM/IM - Table 11(c)

Composition of Code: The code is structured as follows:

~I

XX

~Identifies specific geographic entries, countries,
territories, and organizational or program entries
within a region; e.g., 09 = Germany, Federal Republic

Identifies the geographic region in which the
country is located; e.g., 1 = Europe
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ATTACHMENT A ll(B)

GEOGRAPHIC (ADMINISTRATIVE) CODES

The first three digits of the project number are the geographic code numbers
contained in Parts I and II, Appendix 0 of Handbook 18, and identify the
country participating in a project. There are, however, additional
three-digit codes which have been developed to identify projects which are
administered by central AID/W Bureaus or Offices.

PART I. AID/W BUREAU/OFFICE CODES (Geographic Code Equivalent)

~ The Country Program Data Bank requires validation checks of the first three
digits of the project number against the codes contained in the geographic

~ codes listing in Appendix 0, Handbook 18, except for projects from S&T, FVA,
PR, PPC, and MS Bureau. In order to permit complete validation of all project
numbers the geographic code listing has been expanded
to include the central AID/W Bureau/Office numbers and titles as defined below:

Active codes available for current budgetary processes;

907 - Office of U.S. Foreign Disaster Assistance (not normally
projectized)

923 - Bureau for External Relations
930 - Bureau for Program and Policy Coordination
940 - Bureau for Private Enterprise
936 - Bureau for Science and Technology (formerly DSB)
938 - Bureau for Food for Peace and Voluntary Assistance (formerly PDC)

Regional activity is aggregated under codes;
398 - ENE Regional (formerly ANE Regional)
499 - APRE Regional
598 - Bureau for Latin America and the Caribbean
698 - Bureau for Africa

Inactive and obsolete codes used only for historical purposes;
298 - Bureau for Asia/Near East
498 - Bureau for Asia/Near East
904 - Office for Food for Peace (merged into FVA) ~

906 - Women in Development (merged into PPC)
907 - Office of Labor Affairs (merged into PDC)
908 - Office of Public Safety (disbanded)
912 - Office of Housing (merged into APRE)
913 - Office of American Schools and Hospitals Abroad (merged into FVA)

.y. Revi sed
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Inactive and obsolete codes used only for historical purposes;
923 - Office of International Narcotics Control (transferred to State)
925 - Office of Engineering (merged into interregional bureaus)
926 Office of International Training (merged into S&T)
931 - Bureau of Technical Assistance (merged into DSB)
932 - Bureau for Population and Humanitarian Assistance (merged into

DSB)
933 - Bureau for Intra-governmental and International Affairs (merged

into PPC)

PART II. REGIONAL AGGREGATION CODES

The Economic and Social Data Bank requires, for statistical aggregation
purposes, additional codes for regional groupings. The use of the following
codes is restricted to this purpose.

100 - Europe Aggregation
iC 200 Near East

300 South Asia

400 East Asia ~

500 - Latin America Aggregation

600 - Africa Aggregation

* Rev; sed
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PART III - REGIONAL BUREAU BACKSTOP RESPONSIBILITY

FM Accounting and Reporting Systems requires the grouping of geographic codes
to show Regional Bureaus' responsibility for those countries backstopped by a
cognizant Bureau. The listing in Part III has been added for use primarily for
financial reporting requirements.

APPLICABLE
COUNTRY

CODE

~ 099 INTERREGIONAL
ACCTS

REGIONAL
BACKSTOP

BUREAU

POL - Directorate for
Policy

RD - Bureau for Research
and Development

PRE - Bureau for Private
Enterprise

FHA - Bureau for Food and
Humanitarian Assistance

AREA AND
COUNTRY

FA - Bureau for Finance and Administration

'---/ EUR - Bureau for Europe

109 Germany

III Armenia

112 Azerbaijan

113 Byelarus

114 Georgia

V 115 Kazakhstan

116 Kyrgyzstan

117 Moldova

118 Russia

119 Tajikistan

120 Turkmenistan

*~

* REnSED
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I
!
I
I

I
I
~

~
I
I
I
J
1.
~,

APPLICABLE REGIONAL
COUNTRY BACKSTOP

CODE BUREAU

EUR - BUREAU FOR
EUROPE

* 121

122

131

134

138

143

145

150

152

158

182

183

184

185

186

198

* REVISED

AREA AND
COUNTRY

Ukraine

Uzbekistan

Austria

Malta

France

Iceland

Italy

Portugal

Spain

Yugoslavia

Albania

Bulgaria

Czechoslovakia

Hungary

Romania

Europe Region
Funded ,Act i vi ty

*

i ...
1•\,I
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APPLICABLE REGIONAL AREA AND
COUNTRY BACKSTOP COUNTRY

CODE BUREAU

* NE - BUREAU FOR *NEAR EAST

231 Bahrain

233 Cyprus

240 Greece

259 Sinai Support Mission

263 Arab Republic of Egypt

265 Iran

266 Iraq

268 Lebanon

271 Israe1

272 Oman

273 Saudi Arabia

276 Syrian Arab Republic

277 Turkey

278 Jordan

279 Yemen

290 CENTO

298 NEAR EAST REGION

608 Morocco

638 Algeria

664 Tunisia

*REVISED
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APPLICABLE
COUNTRY

CODE

*
306

367

383

386

388

391

398

439

442

478

482

483

484

488

489

490

491

492

493

497

498

499

730

-W REVISED

Effective Date
March 17, 1992

REGIONAL
BACKSTOP

BUREAU

ASIA - BUREAU FOR ASIA

AREA AND
COUNTRY

*Afghani stan

Nepal

Sri Lanka

Indi a

Bangl adesh

Pakistan

ENE Regional (formerly ANE
Regional)

Laos

Cambodia (Kampuchea)

Hong Kong

Burma

Malaysia

China

Japan

Korea

REGIONAL OFFICE,
SOUTHEAST ASIA

Western Samoa

Phi 11 i ppi nes

Thailand

Indonesia

ASIA REGIONAL FUNDED
ACTIVITY

PRE Reg iona1

Vietnam
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APPLICABLE
COUNTRY

CODE

* 798

865

879

875

882

REGIONAL
BACKSTOP

BUREAU

ASIA - BUREAU FOR ASIA

AREA AND
COUNTRY

*
VIETNAM REGIONAL

FUNDED ACTIVITY

Micronesia

South Pacific Regional

Niue

Fiji

LAC - BUREAU FOR LATIN AMERICA AND THE CARIBBEAN

504 Guyana

505 Belize (formerly British
Honduras)

508 Surinam

510 Argentina

511 Bolivia

512 Brazi 1

513 Chile

514 Colombia

515 Costa Rica

517 Dominican Republic

518 Ecuador

519 El Salvador

520 Guatemala

521 Haiti
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REGIONAL UAPPLICABLE AREA AND <. i

COUNTRY BACKSTOP COUNTRY
CODE BUREAU

LAC - BUREAU FOR LATIN
AMERICA AND THE
CARIBBEAN

522 Honduras

523 Mexico

524 Nicaragua \wi;'-- ...... ,1·':

525 Panama

526 Paraguay

527 Peru

528 Uruguay

529 Venezuela

532 Jamaica U'L" '

II
>".,,'

533 Trinidad &Tobago
:11-
_,I 534 Barbados
"
;~
;f

! 538 CARIBBEAN REGIONAL
!
,:

;1 595 Andean Regional
J 596 OFFICE CA &

PANAMA (ROCAP)

598 LATIN AMERICA REGIONAL UAFR - BUREAU FOR AFRICA

602 Comoros

603 Djibouti

611 Zambia

612 Malawi

U",.,
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APPLICABLE REGIONAL AREA AND
COUNTRY BACKSTOP COUNTRY

CODE BUREAU

AFR - BUREAU FOR AFRICA

613 Zimbabwe

615 Kenya

" 617 Uganda
~

618 EAST AFRICA REGIONAL

620 Nigeria

621 Tanzania

622 Regional Financial Manage-
ment Center - Nairobi

623 REDSO/EA

~ 624 REDSO/WA

625 Sahel Regional

626 Niger

627 Yaounde

628 Senegal

631 Cameroon

~
632 Lesotho

633 Botswana

635 Gambia

636 Sierra Leone

641 Ghana
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IHII

APPLICABLE
COUNTRY

CODE

642

645

649

650

653

655

656

657

658

I
660

662

I 669

674
!~
i
.~ 675
~I

I 676

677

678

679

680

REGIONAL
BACKSTOP

BUREAU

AFR - BUREAU FOR AFRICA

AREA AND
COUNTRY

Mauritius

Swaziland

Somalia

Sudan

Equatorial Guinea

Cape Verde Islands

Mozambique

Guinea - Bissau

Sao Tome and Principe

Zaire

Seychelles

Li beri a

Republic of South Africa

Guinea

Central Africa Republic

Chad

Gabon

Congo

Benin

;i .. " . ...Jl".'

W

I. .~.

'-'
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APPLICABLE REGIONAL AREA AND
COUNTRY BACKSTOP COUNTRY

CODE BUREAU

AFR - BUREAU FOR AFRICA

681 Ivory Coast

682 Mauritani a

~; 683 Niger

685 Senegal

686 Burkina Faso (formerly
known as Upper Volta)

687 Madagascar (formerly
Malagasy)

688 Mali

~I
689 Entente States

690 SOUTHERN AFRICA REGIONAL

693 Togo

695 Burundi

696 Rwanda

698 AFRICA REGIONAL

~I
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ATTACHMENT 11C

FEDERAL INFORMATION
PROCESSING STANDARD 10-3

1984 February 9

Specifications for

COUNTRIES, DEPENDENCIES, AREAS OF SPECIAL SOVEREIGNTY,
AND THEIR PRINCIPAL ADMINISTRATIVE DIVISIONS

1. Name of Standard: Countries, Dependencies, Areas of Special
Sovereignty, and Their Principal Administrative Divisions.

2. Category of Standard: Federal Program Data Standard, Representations
and Codes.

A Federal Program Standard is intended for use in a particular program or
mission more than one executive branch department or independent agency is
involved with its use. This standard is intended for use in activities
associated with the mission of the U.S. Department of State and in national
defense programs.

3. Explanation: This Standard provides a list of the basic geopolitical
entities in the world, together with the principal administrative divisions
that comprise each entity. Each basic geopolitical entity that was listed in
FIPS PUB 10-2, Countries Dependencies, and Areas of Special Sovereignty, as
updated, is included; it is represented by the same two-character, alphabetic
"country code." Each principal dividion is identified by a four-character
code consisting of the two-character "country code" followed by a
two-character "administrative division code."

This Standard may be applied either in the two-character format of FIPS PUB
10-2, in which only a basic entity is identified, or in the four-character
format that identifies a basic entity and one of its principal administrative
divisions. If a complete baisc entity is to represented in the four-character
format, blanks are to be used for its "administrative division code." FIPS
PUB 10-2 is superseded in its entirety by this Standard.
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Basic geopolitical entities assigned "country code" include the following
categories: (a) independent states; (b) dependent areas; (c) areas of
quasi-independence, non-contiguous territories, possessions without
populations, areas with special sovereignty associations, areas without
sovereignty; (d) political regimes not recognized by the United States; and
(e) outlying areas of the United States. The list of basic entities provides
complete coverage of the land areas of the world without overlap or
duplication.

For purposes of this Standard, a principal administrative division is dE!fined
as administrative area directly subordinate to the pertinent governing
authority. Even though all principal administrative divisions eithin an
entity may not be of equal rank, this Standard considers them as "principal. 1I

Geographic names in current use that are listed Standard are approved by the
United States Board on Geographic Names (BGN), the authority established under
Public Law 80-242 to II provide for uniformity in geographic nomenclature and
orthography throughout the Federal Government. 1I Names in this Standard
approved by the Board include current names of countries, dependencies, areas
of special sovereignty, and their principal administrative divisions.

4. Specifications:

4.1 Table 1: The basic geopolitical entities and divisions are named in
table 1, where they are sequenced in alphabetic order by basic entity. A
typical entry in table 1 consists of the two-character, alphabetic "country
code ll of each basic entity; the entity name; a scope note, where necessalry, to
explain some geographical or political circumstance associated with the
entity; the designatory term or terms for administrative divisions of that
entity; and the names and complete four-character codes of all the princ:ipal
divisions that comprise the entity.

The two-character IIAdm"inistrative divisions code ll is alphanumeric, although it
is purely numeric in most cases. An alphanumeric is used to distinguish
administrative divisions such as in New Zealand where there are more than 99.

The designatory terms of divisions in non-English speaking areas are pre~sented

in English translation followed by their indigenous forms, where these are
available. For example, in Norway, IIfylke ll is the indigenous term for an
administrative division nd "province" is the English equivalent for that
term. In the entry for Norway in table 1, this information is presented after
the scope note as "province/fylke. 1I

U:··:;I , , . '
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Some countries have more than one class of administrative divison, for
example, province and territory. Asterisks are used in table 1 to distinguish
members of different calsses. In the case of privince and territory, these
designatory terms would be presented after the scope note as:

province
*territory.

Then, each name of a territory listed in table 1 would be followed by an
asterisk, while each name of a province would be left unmarked. To
distinguish third and fourth designatory terms, two and three asterisks are
used, respectively.

For entities in which a script other than the Roman is locally used,
BGN-approved Romanization systems indicate Roman script equivalents for
names. For reference purposes, conventional names approved by BGN and names
formerly approved by BGN are indicated where available. This information is
presented to the right of the name of the divison. Conventional names are
enclosed in parentheses and formerly approved names are enclosed in square
brackets.

4.2 Table 2: This table presents a list of the basic geopolitical entities,
both current and former, sequenced alphabetically by country code. Current
basic entities are presented in capital letters; former entity names are
presented in upper- and lower-case letters. Table 2 lists the former entities
to provide a summary of all changes that have taken place since the initial
publication of FIPS PUB 10. Each change listed in table 2 is identified by a
"Change Number" keyed to the version of FIPS PUB 10 to which the change was
applied. Consequently, the list of Change Numbers provides a chronology of
changes made to any particular entity.

The leftmost digit of the Change Number identifies the relevant of FIPS PUB 10
in which the change appeared. This may be revision 10-1 or 10-2, identified
by "I," "2," respectively. The next two digits identify whether a particular
change was reported in the published version, identified by "00," or in a
separately issued and numbered Change Notice, identified by the Change Notice
number: "01" to "15" in the case of FIPS PUB 10-1, and "01" to "15" in the
case of FIPS PUB 10-2. Not all Change Notice numbers appear because some
changes concerned scope notes and did not require alterations of names or
codes. There were no Change Notices to the original FIPS PUB 10 and, of
course, no Change Notices have been issued yet to this version, FIPS PUB 10-3.
Changes to the original FIPS PUB 10 were all reported in the first revision,
RIPS PUB 10-1.
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The two rightmost digits provide a sequence number for individual changes that
appeared in the same published version or in the same Change Notice. For
example, Change Number 2-07-04 indicates that the identified change was the
fourth item to appear in Change Notice No.7 to FIPS PUB 10-2. Change Number
1-00-01 identifies the first change item that was reported in FIPS PUB 10-1
when it was published.

4.3 Appendix A: This Appendix provides a finding list for places, features,
and former names associated with entities not listed in the Standard. ~

4.4 Appendix B: This Appendix provides a cross-reference listing bet~,een

the two-character codes as published in FIPS PUB 104 and the FIPS 10-3 c:odes.
Differences in definitions of entities are noted in the Remarks columns of
Appendix B.

5. Qualifications: None.

u
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TABU: I. Geopolitical Entities and Their Codes (In-Va:])

~ Code Name (Conventional Names) Code Name (Conventional Nam,..,.

{Former Namesj {Former Namesj

AF AFGHANISTAN ALI2 Lezhe
ALI3 Librazhd

province/velayat ALl4 Lushnje
ALl5 Mat

AFOI Badakhshan ALl6 Mirdite
AF02 Badghis ALl7 P"ennet
AFOJ Baghlan ALl8 Pogradec
AF04 Balkh ALl9 Puke ,

AFOS Bamian AUO Sarande

\.I
AF06 Farah AUI Shkoder
AF07 Faryab AU2 Skrapar
AF08 Ghazni ALB Tepelene
AF09 Ghowr (Ghor) AL24 Tirane
AFIO Helmand AU5 Tirane •
AFII Herat AL26 Tropoje
AFI2 Jowzjan AU7 Vlore
AFIJ Kabol
AFI4 Kapisa AG ALGERIA
AFl5 Konarha
AFI6 Laghman province/wilaya
AFI"I Lowgar (Logar)
AFI8 Nangarhar AGI6 Adrar

~'
AFl9 Nimriiz (Chakhansur] AGOI Alger
AF20 Oriizgan (Uruzgan] AG02 Annaba
AF21 Paktia AG03 Batna
AF29 Paktika AGI7 Bechar
AF22 Parvan (Parwan) AGI8 Bejaia
AF23 Qandahar (Kandahar] AGI9 Biskra
AF24 Kondiiz [Kunduz) AG20 Blida
AF2S Samangan AG21 Bouira
AF26 Takhar AG04 Constantine
AF27 Vardak IWarkak] AG22 Djelfa
AF28 Zitbol [Zabul) AG05 EI Asnam

AG23 Gue\ma
AI. ALBANIA AG24 Jijel

V
AG25 Laghouat

dil-tl ict/rrdh AG26 Mascara
·mullicipality/qytct AG06 Medea

AG07 Mostaganem
ALOI lJerat AG27 M'sila
AL02 Dibre AG09 Oran
AIm Durres AG28 Ouargla
AL04 Elbasan AG29 Oum el Bouaghi
ALOS Fier AGIO Saida
AL06 Gjirokastcr AGI2 Setif
AIm Gramsh AG30 Sidi Bel Abhi's
At.OB Kolonjc AG31 Skikda
AL09 KOrl;c AG32 Tamanrassct

V
Al.IO Krujc AG33 Tebessa
AI II Kukes AGI3 Tiaret

5
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(la-Va: 7)

T MH.•: I. Gcopulitiral Fllti/it'S 1I1ld rhcir Codcs·-Co,-.tinued
::.=:======== =========:

Code Name (CUI/Ventiullal.\'Jfllc!s)

jFnrmer,'\Jumesj

Code Name (CO" ve",io/1al ftt,'q/lll's)

[Fonner Nllmes}

-;copc Note: The U.S. does /lot recogni;ze .,o\lcreignly,
hut territorial limits may be noted by listing the
1I1lclainwd sector and the daimed sectors: Argentina,
AU'ilralia, Chile. France. New Zealand. Norway, and the
{!Jilted K ingdorn.

AC;14 Tizi OUI.OU

A<J 15 'llcrm:en

AQ AMERICAN SAMOA

Sl:ope Note: U.S. territory.

A¥ ANTARCTICA

AN ANDORRA

pa rish/parroquia

ANOI Andorra
AN02 Canillo
AN03 Encamp
AN04 La Ma'isana
AN05 Ordino
AN06 Sanl Julia de LOri~

AO ANGOLA

province/proy incia

AOl9 Bengo
AOOI Benguela
AOO2 Bie
AOO3 Cabinda
AOO4 Cuando Cubango
AOO~ Cuanza Norte
AOO6 Cuanza Sui
AOO7 Cunene
AOO8 Huambo
AOO9 HuU.
AOIO Luanda
AOl7 Lunda Norte
AOl8 Lunda Sui
AOl2 Malanjc
AOl4 Moxico
AOI3 Namibe
AOIS Uige
AOl6 Zaire

AV ANGUILLA

Scope Note: British depcodentte,rritory.

6

Ae ANTIGUA AND BARBUDA

Scope Note: Became independent Novemb.:r I, 1981.
Includes Redonda.

parish

ACOI BarbUda
AL.'03 Saint George
ACOf Saint John
ACOS Saint Mary
AC06 Saini Paul
AC01 Saini Peter
AC08 Saint Philip

AR ARGENTINA

• ·district/di$lrito
• national ter,itory/territorio nacional
province/provincia

AROI Buenos Aires
AR02 CaI.lUDarCa
AROJ Chaco
AR04 Chubut
AROS COrdoba
AR06 Corricntes
AR07 DistritoF'ederal·.
AR08Ents:e Rlas
AIl09 Formosa
ARlO Jujuy
ARliLa P.-ur
ARI2y Rioja
ARB Mendoza
ARI4 Mwones
AR IS Ne\lquen
AR 16 'Rio Negro
ARI7 Salta
AR 18 San Juan
AKI9 San Luis
AR20 Santa Cruz
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T AHU: I. Geopolitical Entities and Their COOes-Continued

f-II'S PllR to 1
f\ 11(C). App D. lIE J

(l8-Va:7)

Code Name (Conventional Names)
{Former Names{

Cooe Name (Con'o'f'nrional Names)
{Former Names}

AS AUSTRALIA

Scope Note: Australian territory

Scope Note: Includes Macquarie Island.

AT ASHMORE AND CARTIER ISLANDS

Andros Island
Berry Islands
Biminis
Cat Island
Cay Lobos
Crooked Island
Eleuthera
Exuma
Grand Bahama
Harbour Island
Inagua
Long Cay
Long Island
Mayaguana
New Providence
Ragged Island
Rum Cay
San Salvador
Spanish Wells

BF03
BF04
BF05
BF06
BF07
BF08
BF09
BFIO
BFII
BFI2
BF13
BFl4
BFI5
BFI6
BFI7
BFl8
BF19
BF20
BF21

*

Santa Fe
Santiago del Estero
Tierra del Fuego, Antartida e

Islas del Atlantico Sur •
Tucuman
ARUBA

AR21
AR22
ARB

Scope Note: Part of Netherlands Realm

state
·territory

* AR24AA

statelbundesland

AUOI Burgenland
AU02 Karnten
AUOJ Niederosterreich
AU04 Obcrostcrreich
A lJ05 Sal7.burg
AU06 Stciermark
AU07 Tirol
AU08 Vorarlberg
AU09 Wien

ASOI
AS02
AS03
ASO-l
ASOS
AS06
AS07
AS08

AU

Australian Capital Territory •
New South Wales
Northern Territory •
Queensland
South Australia
Tasmania
Victoria
Western Australia

AUSTRIA

BA BAHRAIN

municipality

BAOI Alljladd
BA02 AI Manamah
BA08 AI Minlaqah al Gharbiyah
BA II AI Minlaqah al Wusla
BAIO AI Minlaqah ash ShamaJiyah
BA03 AI Mul}arraq
BA07 Ar Rita' wa al Mintaqah al Janubiyah
BA05 Jidd IJaf~

BA09 Minlaqat Juzur IJawar
BA06 Sitrah

FQ BAKER ISLAND

Scope Note: U.S. territory.

BG BANGLADESH

district

BF BAHAMAS, THE

Scope Note: Excludes TURKS AND
ISLANDS (TK) which is a Dritish colony.

district

BFOI
81"02

Abaca
Acklins Island

CAICOS

1

BG04 Bandarban
BGOI Barisiil
BG02 Bogra
BG03 Chittagong
BG05 Camilla
BG06 Dacca
BG07 Dinajpur

*Rev;sed
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TAUI,I-: I. CeopoliliCliI Fnlilits ;and Tht'ir Codes-Continued

( '"de .vame (ConvllfltiOllal.'\'amn)

(Fonner Names/

Code Name (Conventiollal "'<Jilles)
(Forme' Names/

Bit BELIZE

BN BENIN

Scope Nole: Became independent on September 21,

1981,

B< ,08
11009
BGIO
B<, II
IIC il2
BGI3
HGI4
BGIS
BGI6
BG20
BG21
BG17
BGI8
BGI9

Faridpur
Jessore
Khulna
Kushtia
Mymensingh
Noakhali
!'abna
Paluakhali
Rajshiihi
Riimgarh
Riingamati
Rangpur
Sylhet
Tangail

dislrict

BIIOI
OH02
HII03
81104
01105
81106

Belize
Cayo
Corozal
Orange Walk
Siann Creek
Toledo

BB BARBADOS
province

parish

BBOI
BB02
BB03
BB04
BB05
BB06
8807
BB08
BB09
BBIO
BBII

Christ Church
Saint Andrew
Saint George
Saint James
Saint John
Saint Joseph
Saint Lucy
Saint Michael
Saint Peter
Saint Philip
Saint Thomas

BNOI Atakor.
BN02 Atlantique
BNOJ Borgou
BN04 Mono
BNOS Oueme
BN06 Zou

BD BERMUDA

Scope Note: British colony.

• municipality
parish

BE BELGIUM

Scope Note: French possession.

province/province (trench), provincle (f1emi$h)

BEOI Antwerpen
BE02 Brabant
BE03 Hainaut
BE04 Liege
BEOS Limburg
BE06 Luxembourg
BE07 Namur
RE08 Oost-Vlaanderen
BE09 West-Vlaanderen

-ii. J.
"'"

Bool Devonshire
8002 Hamilton
B003 Hamilton·
BD04 Paget
B005 Pembroke
8006 Saint George •
B007 Saint George's
B008 Sandys
BOO9 Smiths
BO 10 Southampton
BD~ I Warwick

BASSAS DA INDIABS
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TABLE 1. Geopolitical Entities and Their Codes-Continued (l8-Va: 7)

Code Name (Conventional Names)
{Former Namesj

Code Name (Conventional Name.I)
{Former Namesj

BT BHUTAN BR BRAZIL

·division
region

Scope Note: Includes Atol das Roca.., Arquipelago cit·
Fernando de Noronha, I1ha da Trindade, IIha.. Martin
Vaz, and .Penedos de Sao Pedro e Sao Paulo.

B1'OI
B1'02
B1'03
BT04

Central Bhutan
Eastern Bhutan
Southern Bhutan •
Western Bhutan

··federal district/distrito federal
state/estado
·territory/territ6rio

BL BOLIVIA

department/departamento

10 BRITISH INDIAN OCEAN TERRITORY

'I

V

BLOI
BL02
BL03
BL04
BLOS
BL06
BL07
BL08
BL09

BC

district

BCOI
BC02
BC03
BC04
BCOS
BC06
BC07
BCOS
BC09
BCIO

Chuquisaca
Cochabamba
EI Beni
La paz
Oruro
Pando
Potosi
Santa Cruz
Tarija

BOTSWANA

Central
Chobe
Ghanzi
Kgalagadi
Kgatleng
Kweneng
Ngamiland
North-East
South-East
Southern

BROI
BR02
BR03
BR04
BROS
BR06
BR07
BROS
BR09
BRIO
BRI3
BRI4
BRII
BRIS
BRI6
BRt7
BRIS
BRI9
BR20
BR21
BR22
BR23
BR24
BR2S
BR26
BR27
BR28

Acre
AIagoas
Amapa •
Amazonas
Bahia
Ceara
Distrito Federal ••
Espirito Santo
Fernando de Noronha •
Goias
Maranhao
Mato Grosso
Mato Grosso do SuI
Minas Gerais
Para
Paraiba
Parana
Pernambuco
Piaui
Rio de Janeiro
Rio Grande do Norte
Rio Grande do SuI
Rondonia
Roraima •
Santa Catarina
Sao Paulo
Sergipe

BV BOUVET ISLAND

Scope Note: Norwegian territory.

9

Scope Note: British dependency comprised of thl'
Chagos Archipelago.

VI BRITISH VIRGIN ISLANDS

Scope Note: British colony. Includes Ancgilda. )0\'

Van Dyke, Tortola, Virgin Gorda.
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TAHU: I. Geopolitical Entitil:'\ and Thdr C,)fh·~- -Continued

._----------------------

Code .vume (Convenr;onal Names)
{Former Names)
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Code Name (Con lIenlio,w/ Names)
{Former NamesJ

BX BRUNEI

S(;ope Note: Became independent Janllary I, 1984.

c1i\trict

BXOI Betait
BX02 Brunei and Muara
BX03 Temburong
HX04 TUlong

UV35
UV36
UV37
UV38
UV39
UV40
UV41
UV42
UV43
UV44

Poni
Sanguie
Sanmatenga
Seno
Sissil i
Soum
Sourou
Tapoa
Yatenga
Zoundweogo

BU BULGARIA 8M BURMA

BY BURUNDI

~l Rakhine State
HM02 ('Ilin State

UM03 Irrawaddy ~

HM04 Kal:hin State

HMOS Karan State
BM06 ·Kayah Slate
IlM07 Magwe·
BM08 Mandalay·
BM 13 Mon Slate

BM09 Pcgu·
BM 14 Rangoon·
HM 10 S'lgaing·
BM II Shan State
BM 12 Tenasserim·

. .,
~

Bubanza
Bujumbura
Bururi
Giteqa
;~uramvya

~luyi nga
Ngozi
Ruyiqi
Cankuzo
Cibitoke
Karuzi
Kayanza
Kirundo
r·lakamba
Rutana

province

BY09
BY02
BYlO
BYl3
GY05
BYl8
8Yl9
I3Y21
BYll
LY12
BY14
UY15
CYl6
8Y17
8Y20

province/oblast

UV25 Kenedouqou
UV26 Komoe .
UV27 Kossi
UV28 Kouritenga
UV29 r·louhoun
UV30 Namentenga
UV31 Naouri
UV32 OUbritenga
UV33 Oudalan
UV34 PasSore

province/province

UV BURKINA

8U29 Burgas
BU30 Grad Sofiya
BU31 Khaskovo
BU32 Lovech
BU33 Mikhaylovgrad
BU34 Plovdiv
BU35 Razgrad
BU36 Sofiya
BU37 Varna

UV15 Bam
UV16 Bazeqa
UV17 Bougouriba
UV18 Boulqou
UV19 Boulkiemde
UV20 Ganzourgou
UV21 Gnaqna
UV22 Gourma
UV23 Houet
UV 24 Kad iogo

it Revised 10
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TAIILE 1. G('opolitical Flitilil'S and Thl'ir Codl's,-('ofltinll~'d
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Cod~ Namt' (C(}II~(,I1{il./I1IJII\'U/II'·s)

IFo! Iller l\'am{'sj

Code Nv III t' (COli H-n:ioJlIJI ,\'11/11<1-)

IForma !\'ulllt'sj

CB

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

CAMBODIA CA CANADA

Scope Note: Formerly known as Khmer Republic and

Kampuchea

province
-territory

-autonomous municipality
provincel1chet

eBOI
CU02
CliOJ
CB04
CROS
CR06
CR07
CHO~

CHOg
COlO
CBII
012
CBD
CDl4
CnIS
CH16
CIU1
CRl8
CII19

Batdambang
Kamp6ng Cham
Kamp6ng Chhnang
Kamp6ng Spoe
KampOng Thurn
Kampat
Kandal
Kaoh Kong
Kracheh
Mondol Kiri
Phnum Penh •
Poiithislt
Preah Vihear
Prey Veng
Rotanokiri
Siemreab-Otdir Meanchcy
SI6eng Treng
Svay Rieng
Takt~v

CAOI Alberta
CA02 British Columbia
CA03 Manitoba
CA04 New Brunswick
CAOS Newfoundland
CA06 Northwest Territories

CM CAMEROON

province

v* CM04 Est (East)
CMOS Littoral
C~n3 Nord (North)
CM01 Nord-ouest (North-west)
CM08 Ouest (West)
CM09 Sud-Ouest (South-west)

crno Adamaoua
CI,Hl Centre
0112 Extreme-Nord (Far North)
Cm4 Sud (South)

.. Revised lOa
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Code Name (Conventional Names)
{Former Namesl

Code Name (Conyenllonal Name,)
{Former .Varnesl

CA07 Nova Scotia
CAOS Ontario
CA09 Prince Edward Island
CAIO Quebec
CAli Saskatchewan
CAI2 Yukon Territory -

CV CAPE VERDE

district/concelho

CVOI Boa Vista
CV02 Brava
CV03 Fogo
CV04 Maio
CVOS Paul
CVQ6 Praia
CV07 Ribeira Grande
CVOS Sal
CV09 Santa Catarina
CVIO Sao Nicolau
CVII Sao Vicente
CVI2 Tarrafal

0 CA YMAN ISLANDS *
Scope Note: British dependency: includes Grand
Cayman, Cayman Brae, and Little Cayman.

district

CT04 Haute-Sangha
CTOS Haut-Mbomou
CT06 Kemo-Gribingui
CT07 Labaye
CTOS Mbomou
CT09 Nanac-Mamhere
CTIO Ombella-Mpoko
CTII Ouah
CTn Ouham
CTI3 Ouham-Pende
CTI6 Sangha·
CTI4 Vakaga

CO CHAD

prefecture/prefecture

COOl Batha
COO2 Biltine
COO3 Borkou-Ennedi-Tibesti
CD04 Chari-Baguirmi
COO5 Guera
CD06 Kanem
COO7 Lac
COOS Logone Occidental
CD09 Lagone Oriental
COlO Mayo-Kebbi
CD II Moyen-Chari
CD 12 Ouaddai
CD 13 Salamat
CD 14 Tandjile

(Nana- NambereJ

CT CENTRAL AFRICAN REPUBLIC

-economic prefecture/prefecture economique
prefecture/prefecture

CI CHILE

region/regi6n

Valparaiso
Aisen del General Carlos ".

Ibanez del Campo
Antofagasta
Araucanla
Atacama
Biobio
Coquimbo
Libertador General Bernardo O'Biggio..
Los Lagos

CI03
CI04
CI05
CI06
CI07
CIOS
CI09

CIOI
CI02

Scope Note: Includes Isla de Pascua (Easter Island ..
Archipielago Juan Fernandez, Isla San Felix, and 1~1:J

Sala y G6mez.

Bamingui- Bangoran
Basse-Kotto
Gribingui -
Haute- Kotto

Creek
Eastern
Midland
South Town
Spot Bay
Stake Bay
We~t End
Western

CTOI
CT02
CTI5
CTO.'

ClOI
CJ02
CJ03
004
005
006
CJ07
Cl08

iC Revi sed
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IForma -"amesl
Code Name (Conventional NUI/ws)

/Fonner Names}

CliO . Magallanes y Antartica Chilena IP CLIPPERTON ISLAND
Cl11 Maule
CI t 2 Region Metropolitana Scope Note: French poc;<;ession.
C113 Tarapad.

CK COCOS (KEELING) ISLANDS

CH CHINA Scope Note: Australian dependency.

Scope Note: See also TAIWAN on page 50.
CO COLOMBIA

j :;~"

"'"
•autonomous regionlzizhiqu
•• municipality/shi
province/sheng

Scope Note: Includes Archipi~lago de San Andres y
Providencia, Isla de Malpeio, Roncador Cay, Serrana
Bank and Serranilla !Jank.

Scope Note: Australian dependency in the Indian
Ocean.

CHOt
CH22
CH07
CHIS

to CH30
CHI6
CHt8
CHIO
CH08
CH09
CHI2
CHII
CH04
CH03
CHOS
CHI9
CH20
CH21
CH06
CH26
CH2S
CH23
CH24
CH27
CH28
CHI3
CHI4
CH29
CH02
CH31

KT

Anhui
Beijing ••
Fujian
Gansu
Guanqdonq
Guangxi •
Guizhou
Hebei
Heilongjiang
Henan
Hubei
Hunan
Jiangsu
Jiangxi
Jilin
Liaoning
Nei Mongol·
Ningxia •
Qinghai
Shaanxi
Shandong
Shanghai ••
Shanxi
Sichuan
Tianjin ••
Xinjiang •
Xizang •
Yunnan
Zhejiang
Hainan •

CHRISTMAS iSLAND

[Anhwei)
[peking)
[Fukien]
[Kansu)
[Kwangturt.]
[Kwangsi]
(K. weichow]
lJ-topeh]
[Heilungkiangl
{Honan]
(Hupeh)

{Kiangsu]
[Kiangsi)
[Kirin)

(Inner Mongolia)
(Ningxia)
[Tsingbai)
[Shensi]
[Shantung]

[Shansi]
[Szechwan)
(Tientsin)
[Sinkiang]
(Tibet)

[Chekiang)

·commissariat/comisarfa
department/departamento
• eintendancy/intendencia

COO I Amazonas·
COO2 Antioqula
COO3 Arauca··
COO4 Atlantica
COOS Bolivar
COO6 Boyaca
COO7 C.ldas
COO8 Caquet6
C032 Casanare··
COO9 Cauca
COlO Cesar
COIl Ch0c6
CO12 COrdoba
CO13 Cundinamarca
COIS Guainia·
COl4 Guaviare·
COl6 HuiJa
CO17 La Guajin
COIS Magdalena
COl9 Meta
C020 Narina
CO2 I Norte de Santander
C022 Putumayo··
C023 Quindio
C924 RisaraJda
C02S San Andres y Providencia ••
C026 Santander
C027 Sucre
C028 Tolima

* revised
12
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Code Name (Conyentional Namel)
/Formu Name.!!

Code Name (Conventional Names)
/Former Name.!}

C029
C030
C031

Valle del Cauca
Vaupes •
Vichada •

CS07
CS08

Puntarenas
San Jose

CN COMOROS

Scope Note: Includes Anjouan, Grande Comore,
Moheli and other smaller islands. Excludes MAYOTIE
(MF).

CU CUBA

"citY/ci~dad

·municipality/municipio
province/provincia

CF CONGO

region/region

CFOI
CF03
CF04
CFOS
CF06
CF01
CF08
CF09
CFIO

CW

Bouenza
Cuvette
Kouilou
Lekoumou
Likouala
Niari
Plateau~

Pool
Sangha

COOK ISLANDS

CU05 Camagiiey
CU07 Ciego de Avila
CU08 Cienfuegos
CU09 Granma
CU 10 Guantanamo
CU02 La Habana ••
CU II La Habana
CU 12 Holguin
CU04 Isla de la Juventud •
CU 13 Las Tunas
cum Matanzas
CUO I Pinar del Rio
CU 14 Sancti Spiritus
CU 15 Santiago de Cuba
CUI6 Villa Clara

CY CYPRUS

Scope Note: New Zealand associated state. Under pro
visions of a "Treaty of Friendship and Delimitation of th
Maritime Boundary Between the United States of Americ
and the Cook Islands" signed on June II, 1980, the Unite
Statcs formally relinquishes its claim to the follow in
atolls: Puk"puka (Danger), Manihiki, Penrhyn an
Rakahanga. The treaty was ratified by the U.S. Senate i
Junl" 1983.

district

CYOI
CY02
CY03
CY05
CY04
CYQ6

Famagusta
Kyrenia
Larraca
Limassol
Nicosia
Paphos

CR CORAL SEA ISLANDS

SCOPl~ Note: Australian e~tcrnal territory.

CS COSTA RICA

Scop<" Note: Includc~ Isla del Coco.

provincc/provincia

CZ CZECHOSLOVAKIA

socialist republic/socialisticka rcpublika

CZOI Ceska
Socialisticka Republika

CZ02 Siovenska
Socialisticka Republika

CSOI
CS02
('SO]

('SO1
CSO(l

Alajuda
Cartago
GUilnacastc
Hl"fctli:l
l.il1lon

1.1
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TARLE 1. Geopolitical Fntitie~ and Their Codes-Continued

.~--_..=====
( 'ode ,Vame (Convl'lIfional ",.JlNes)

IFormer ,'\'ames}

Code Name (COIl velll'i, III<1/\'1I1IIn)

IFormer Nail/PsI

- ----- --------------
DA DENMARK

Scope Note: Code DA pertains only to metropolilan
[),nmark, thereby cllducling the FAROE ISl.ANDS
(1'0) and GREENLAND (GL), which are overseas
administrative divisions of Denmark.

·city/staden
county/amt

D008 Saint Mark
D009 Saint Patrick
DOlO Saini Paul
DO II Saint Peter

DR DOMINICAN REPUBLIC

•dist riet!dist rito
province/provincia

il.,~I

"'"
DAOI
DA02
DAO]
DA04
DAOS
DA07
DA08
OA09
DAIO
OAII
OA06
OAI2
DAI3
OAI4
DAIS

OJ

cerc1e

OJOI
OJ02
OJ03
OJ04
OJOS

Arhus
Bornholm
Frederiksborg
Fyn
K9Sbenhavn
Nordjylland
Ribe
Ringkll'bing
Roskilde
S9Snderjylland
Staden KlI'benhavn •
Storstr9Sm
Vejle
Vestsjzlland
Viborg

DJIBOUTI

'Ali Sahib.
Dikhil
Djibouti
Obock
Tadjoura

DROI
DR02
ORO]
OR04
OROS
OR06
ORll
DR07
OR08
OR09
ORIO
ORI2
ORI3
ORI4
ORIS
ORI6
ORI7
DRIB
DRI9
OR20
OR21
OR22
OR23
OR24
OR2S
OR26
OR27

Azua
Baoruco
Barahona
Oajab6n
Distrito Nacional •
Duarte
Elias Pina
EI Seibo
Espaillat
Independencia
La Altagracia
La Romana
La Vega
Maria Trinidad Sanchez
Monte Cristi
Pedernales
Peravia
Puerto Plata
Salcedo
Samana
sanchez Ramirez
San Crist6ba1
San Juan
San Pedro De Macoris
Santiago
Santiago Rodriguez'
Valverde

00 DOMINICA

Scope Note: Became independent on November 3.
1978.

parish

0002 Saint Andrew
0003 Saint Oavid
DOO4 Saint George
OOOS Saint John
0006 Saint Joseph
0007 Saint Luke

14

EC ECUAIX>R

provin~/provincia

Scope Note: Includes Archipielaso de CoI6n
(Galapagos Islands).

EC02 Azuay
EC03 Bolivar
EC04 Canar
ECOS Cuero
EC06 Chimborazo
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(lS-Va:?)
TABU: 1. Geopolitical Entities and Their Codes-Conti nued

\..I Codt!

EC07
EC08
EC09
ECOI
ECIO
ECll
ECI2
ECIJ
ECI4
ECIS

'ECI6
ECI7
ECI8
ECI9
EC20

EG

Namt!

Cotopaxi
EIOro
Esmeraldas
Galapagos
Guayas
Imbabura
Loja
Los Rios
Manabi
Morona-Santiago
Napa
Pastaza
Pichincha
Tungurahua
Zamora-Chinchipe

EGYPT

(Conventional Namn)

/Formt'r Name!{
Code Name

ES EL SALVADOR

department/departamento

ESOI Ahuachapan
ES02 Cabanas
ES03 Chalatenango
ES04 Cuscallan
ES05 La Libertad
ES06 La Paz
ES07 La Union
ES08 Morazan
ES09 San Miguel
ES 10 San Salvador
ES II Santa Ana
ES 12 San Vicente
ES 13 Sonsonate
ES 14 Usulutan

(( 'on l'rn/tonal Samn)

/Forma :'\'amt'11

governorate/muQafa~h

EGOI Ad Daqahliyah
EG02 AI BaQr al AQmar
EG03 AI BUQayrah
EG04 AI Fayyum
EGOS AI Gharbiyah
EG06 Allsltandariyah
EG07 AI Isma'iliyab
EG08 AI Jizah
EG09 AI Minufiyah
EGIO AI Minya
EG II Al Qahirah
EG 12 AI Qalyubiyah
EG D AI Wadi al Jadid
EG 14 Ash Sharqiyah
EG 15 As Suways
EGI6 Aswan
EGI7 Asyut
EG 18 Balli Suwayf
EGI9 Bur Sa'id
EG20 Dumyat
EG26 Janub Sina'
EG2l Kafr ash Shaykh

EGn r'1atruh
EG23 Qina
EG27 Shamal Sina'
EG24 Stihiij

EK EQUATORIAL GUINEA

Scope Note: Comprises Rio Muni and the islands of
Bioko (Fernando Po), Annoban, Corisco, and Islas dl'
Elobey.

province/provincia

EKOI Bioko
EK02 Rio Muni

ET ETHIOPIA

provincelkifle hager

ETOI Arsi [Arusi]
ETO] Bale [Mendebo]
ET04 Eritrea
ETOS Garno Gofa IGemu Gwefa]
ET06 Gojam [Gwejam]
ET02 Gonder [Begemdir]
ET07 Harerge [Harar]
ET08 Ilubabor
ET09 Kefa
ETIO Shewa [Shawii)
ETII Sidarno
ETI2 Tigray [Tigrel
ETn WeJcga [Walaga)
ETI4 Welo [Wallo)

/5
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TA8U: 1. Gl'llpolitical Entit ies and Their COdl's---Clln Iill lied

FO FAROE ISLANDS

EU EUROPA ISl.AND

• (Con ~en.rional Names)
IFormer Names]

==- -~-"-=_-::=--. ----=:._'--::.:.:=----_._--=~-=

FIOI Ahvenanmaa
FI02 Wamc
Fl03 Kcski-Suomi
FI04 Kuopio
FlO~ Kymj
FJ06 Lappi
FJ07 Mikkcli
FIOS Oulu
FI09 Pobjois-Karjala
FIlO Turku ja Pori
Fill Uusimaa
FIl2 Vassa

FI FINLAND

provincel1iini

elide Name(COfll'l'ntional NU/IIe.l)

IFormer Names]
Code ,vame

Scope Note: French possession_

Scope Note: British colony claimed by Argentina.
Includes West Falkland, East Falkland, South Georgia,
and South Sandwich Islands.

FA FAl.KLAND ISLANDS (ISLAS MALVINAS)

;

I
I
i

Scope Note: A Compact of Free Association
was signed by the United States and the
Federated States of Micronesia which
entered into full force and effect
November 3, 1986. Comprised of the former
Kosrae, Yap, Ponape, and Truk districts of
the TRUST TERRITORY OF THE PACIFIC ISLANDS
(PS).

mOl
FM02
FM03
F~104

Kosrae
Pohnpei
Truk
Yap

FR FRANCE

Sl:ope Note: Cllde I:R perlains only to metropolitan
France, thcrehy c,H:luding FRENCH GUIANA (FG),
FRENCH POLYNESIA (FP), FRENCH SOUTIIERN
AND ANTARCTIC LANDS (FS). GUADELOUPE
(UP), MARTINIQUE (MO), NEW CALEDONIA
(NC), REUNiON (RE), SAINT PIERRE AND
MIQUELON (SB), and WALLIS AND FUTUNA
(WF), all of which are overseas administrative divisions
of France.

dcpartmcnt/dcparlcrncnt
-tcrritory/tcrritoire

Fl FIJI

Scope Note: Includes Viti Levu. Vanua Levu, and
Rotuma islands.

-dependency
division

Fl01 Central
Fl02 Eastern
F103 Northern
F104 Rotuma •
Fl05 Western

FROI Ain
FR02 Aisne
FR03 Allier
FR 12 Alpes-de-Haute-Provencc
FR04 Alpes-Maritimes
FR05 Ardeche
FR06 Ardennes
FR07 Ariege
FROg Aube
FR09 Aude
FRIO Aveyron
FR 11 Bas-Rhin

*revised

16
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TABLE l. Geopolitical £nlili('~ and Their Codes-Continued
(la-Va: 7)

~j Code Nom/' (ConW!nlional Names)
!Former Namesl

Code Name (Con,~ntionalNames)
!Former Names!

FRlS
FR16
FR17
FR18
FR19
FR20
FR21
FR90
FR22
FR23
FR24
FR25
FR26
FR21
FR28
FR19
FR29
FR30
FR31
FR32
FR33
FR34
FR96

Bouches-du-Rh6ne
Calvados
Cantal
Charente
Charente-Maritime
Cher
Correze
Corse-du-Sud
COte-d'Or
COtes-<lu-Nord
Creuse
Deull.-5evres
Dordogne
Doubs
Dr6me
Essonne
Eure
Eure-et-Loir
Finisterc
Oard
Ocn
Oironde
Haute-Corse

16a
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TABLE 1. Geopolitical Entitit" and Their Codes-Continued
(IB-Va: 7)

Codp Name (ConvenflOnal Namt'\)

{Former Namefl

Code Name (Convl'nlionul.'\'umt'\)
I Former Samefj

GS GARON

FP FRENCH POLYNESIA

Scope NOle: Overseas department of France

FRENCH GUIANA

Terriloire de Belfort •
Val-de-Marne
Val-d'Oise
Var
Vaucluse
Vendee
Vienne
Ville de Paris
Vosges
Yonne
Yvelines

Estuain:
Haut Ogoouc
Moyen-Ogoouc
Ngounic
Nyanga
Ogooue-Ivindo
Ogooue-Lolo
Ogooue-Marilimc
WoleurNtcm

FG

FRl4
FR92
FR93
FR84
FR8S
FR86
FR87
FR94
FR88
FR89
FR9S

FS FRENCH SOUTHERN AND ANTARCTIC
LANDS

Scope Note: Overseas terrilory of FRANCE (FR) III
c1udes Ihe Society Islands, iles Tuamolu, fles Marqulsc~

and iles Tubuai', Excludes CLIPPERTON ISLAND (IP)

province

Scope NOle: Overseas territory of FRANCE (FR) In
eludes lie Amsterdam, lIe SainI-Paul, lies Kerguelen, and
Ties Crozet. Terre Adelie (French-claimed sector of Ant
arctica) is not ineluded in this entily but rather, see AN1
ARCTICA (AY), The U,S. does not .ecogni1e sov
ereignty in Antarclica. therefore Tell c Addie is e:\c1uoecl
from this entity,

GBOI
GH02
GBm
GI)04
GHOS
GR06
GH07
GHOS
GH09

Haute-Garonne
Haute-Loire
Haute-Marne
Hautes-Alpes
Haute-Saone
Haute-Savoie
Hautes- Pyrenees
Haute-Vienne
Haul-Rhin
Hauts-de-Seine
Herault
IIle-et-Vilaine
Indre
Indre-et-Loire
lsere
Jura
Landes
Loire
Loire- Allantique
Loiret
Loir-et-Cher
Lot
Lot-et-Garonne
Lozere
Maine-et-Loire
Manche
Marne
Mayenne
Meurthe-et-Moselle
Meuse
Morbihan
Moselle
Nievre
Nord
Oise
Orne
Pas- de- Calais
Puy- de- Dome
Pyrcnces-Allantiques
Pyrenees-Orientales
Rhone
Saone-el-Loire
Sarthe
Savoie
Seine-et-Marne
Seine-Maritime
Seine-Saint-Denis
Somme
Tarn
Tarn- et-Garonne

FR3S
FR36
FR37
FR38
FR39
FR40
FR41
FR42
FR43
FR77
FR44
FR4S
FR46
FR47
FR48
FR49
FRSO
FRSI
FRS2
FRS]
FRS4
FRSS
FRS6
FRS7
FRS8
FRS9
FR60
FR6\
FR67
FR61
FR64
FR65
FR66
FR67
FR68
FR69
FR70
FR71
FR 13
FR72
FR73
FR74
FR7S
FR76
FR78
FR80
FR91
FR81
FR!;}
FR83

17
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TAIIU l. Geopolitical Fntit it's aud Their ('odes-Continued

Code Sume

GA GAMOfA, THE

·city
llivi\ion

GAOl nanjul·
GA02 Lower River
GA03 MacCarthy Island
GAO? North Bank
GA04 Upper River
GADS Western

(Call vel/tiol/al ,\'UI/ll's)

/Fortner Names]

====:--=.=====
Code V<llne rConvl.'ntional Smiles)

IFormer ,"alllesl

GH GHANA

region

GZ GAZA STRIP

Scope Note: Part of former Palestine mandate.
Includes city of Gaza and environs. Bounded by the
Mediterranean, Egypt, and Israel.

¥ GM GERMANY

GH02 Ashanti
GH03 Bmng-Ahafo
GH04 Central
GHOS Eastern
GHOI Greater Accra
GH06 Northern
GH01 Upper
GH08 Volta
GH09 Western

j, ...•. ;'.

~

Scope Note: Comprises the Federal Republic
of Germany, the former German Democratic GI
Republic, and Berlin

GIBRALTAR

state/l and
*city
GMOI Baden-WurttemberQ
GM02 Bayern
GM03 Bremen
G~104 Hamburg
m105 Hessen
GM06 Niedersachsen
GM07 Nordrhein-Westfalen
GM08 Rheinland-Pfalz
GM09 Saarland
GMIO Schleswig-Holstein
GI~l1 Brandenburg
GM12 Mecklenburq-Vorpommern
GrH 3 Sachsen
GM14 Sachsen-Anhalt
Glv1l5 Thuri qnen
Gr·1l6 Ber1i n*

'" Revi sed 18

Scope Note: British colony.

GO GLORIOSO ISLANDS

Scope Note: French possession.

GR GREECE

department/nomOs

GR31 AitoJia hi Ahrnania
GR38 AkhaIa
GR36 Argolis
GR41 Arhdhia
GR20 Arta
GR3S Attiki
GR41 Dhodhekanisos
GR04 Drama
GRlO Evritania
GROI ~vros

GR34 Evvoia
GR08 A6rina
GR32 Fokis
G R29 Fthi6tis
GRIO Grevena
GR39 Ilia

u
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TA8U: I. Geopolitical Entities and Their Codes-Continued
(18-Va:?)

Code Name (Conventional NameJ)
/Former Name~/

Code Name (Can y{'nllOnu,' .\"<1 ''It' \ !

/Forma Sum.'\/

G R 12 Imathia
GR 17 Ioannina
GR45 Iraklion
GR23 Kardhitsa
G R09 Kastoria
GRI4 Kavala
GR27 KefaJlinia
GR25 Kerkira
GR 15 Khalkidhiki
GR43 Khania
GR50 Khios
GR49 Kikladhes
GR06 Kilkis
GR37 Korinthia
GRII K07.ani
GR42 Lakonia
GR21 Larisa
GR46 Lasithi
GR51 Lesvos
GR2(, Levkas
GR2'1 Magnio;ia
GR40 Messinia
GR07 Pella
GRI6 Pieria
GRI9 Preveza
GR44 Rethimni
GR02 Rodh6pi
GR48 Samos
GR05 Serrai
GR I ~ Thesprotia
GR 13 Thessaloniki
GR22 Trikala
GR,H Voiotia
GR03 Xanthi
GR28 Zakinthoo;

GI. GREENLAND

GP GUADELOUPE

Scope Note: Overseas department of FRANCE lFR)
Includes Grande-Terre, Basse-Terre. l\eo; des Sainte~. itt',
de la Petite Terre, La Desirade. lie Saint-Harthi-km\.
Marie-Galante, and northern Saint-Martin.

GQ GUAM

Scope Note: U.S. territory.

GT GUATEMALA

department/departamento

GTOI Alta Verapaz
GT02 Baja Verapaz
GT03 Chimaltenango
GT04 Chiquimula
GT05 EI Progreso
GT06 Escuintla
GT07 Guatemala
GT08 Huehuetenango
GT09 Izabal
GTIO Jalapa
GTII Jutiapa
GTI2 Peten
GT 13 Quezaltenango
GTI4 Quiche
GT 15 Retalhuleu
GTI6 Sacatepequez
GT17 San Marcos
GTI8 Santa Rosa
GTI9 Solola
GT20 Suchitepequez
GT21 Totonicapan
GT22 Zacapa

Scope Note: British crown dependcncy.

Scope Note: Overseas administrative division of
DENMARK (OA).

municipality

GK

GV

GUERNSEY

GUINEA

GLOI Nordgr¢nland
G 102 ~'htgr91nland

G Lm Vcstgr91nland

GJ GRENADA

Sl'OP" Nute: Includes the southern Grcnadincs.

19

administrative region/region administrative

GVOI Beyla
GV02 Boffa
GV03 Boke
G V04 Conakry
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T..\III.E 1. r:l'opolitical Entities and I'hl'ir ('1lc1('~·--Contillll('d

i.... .j.. '.\j
.- .---' --- .. _._..... =.=== :.c...:.=== _

('"de SUille (COII\,('lIt;ollol NUllles)

/Fvnner Numes}
Code S,/lne (COli vel/tivl/al Sames)

IFvrmn Names}

--------------it--- -- - - -_._.
HA "i\ ITI

HO HONDURAS

department/departamento

deparl men1/.1,', I'a r(CflIt'lIt

Artibonite
Nord
Nord-Ouest
Ouest
Sud
Centre
Grandi Anse
Nord-Est
Sud-Est

HA07
HA08
HAlO
HAl3

HA06
HA09
HA03
HAll
11.",12

Scope Note: Australian ellternal territory,

HM HEARD ISI.AND AND MCDONALD
Isl.ANDS

Hool Atlantida
Hoo2 Choluteca
Hoo3 Col6n
HOO4 Comayagua
HooS Copan
HOO6 Cortes
Hoo1 EI Paraiso
HOO8 Francisco Morazan
HOO9 Gracias aDios
HOW Intibuca

.HOII Islas de la Bahia
HOl2 La paz
HOB Lempira
HOl4 Ocotepeque
HO IS Olancho
HOl6 Santa Barbara
HOl1 Valle
HOl8 Yoro

region

PUOI Bafata
PU03 Bissau
pu~s Bolama
PUOl Buba
PU06 Cacheu
PUIO Gabu
PU04 Oio
PU01 Tombali

GY GUYANA

district

PU GUINEA-BISSAU

(j VOS Oah, Jla
(j VOb D,,Jaba
(j V07 l1inglli, aye

(j V08 Duhrcka
(jV09 r-arallllh

(jVIO Fnrt'uniah
(iVII Fria
GVI2 (Jaoual
li V 13 G ucckedou
li V 1'4 Kankan
liVIS Kcrouane
liVlb Kindia
G V 17 Kissidougou
G V 18 Koundara
GVI9 Kouroussa
GV20 Labe
GV21 Macenta
GV22 Mali
GV23 Mamou
GV24 Nzerekore
GV2S Pita
GV26 Siguiri
GV27 Telimele
GV28 Tougue
GV29 Yomou

Scope Note: U,S. territory.

Scope Note: British colony.

HQ HOWLAND ISLAND

*' Revi sed

HONG KONGHK

20

Sa rir:la-t!a i ni
Guyuni -;,lazaruni
Demera ra -ria l1a ica
East Berbice-Corentyne
Essequibo Islands-\Jest De!:1erara
;lalla ica -Serbi ce
Pomeroon-Sunenaam
Potaro-Siraruni
Upper Demerara-Berbice
Upner Takutu-U~~er Esseo,uibo

GYlu
GYll
GY12
GY13
GY14
GYl!.>
~YI6

GYl7
GYI8
r,','l:J



TABU l. Geopolitical Fntitir\ and Their Codes-Continued (I8-Va:7)

Code Name (Con "I'nllOnal Names)

fFormer Namesf
Code Name (ConventlOnal'vami's)

fFormer Names/

HU HUNGARY

·capital cityltOvaros
county/mcgye
··urban county/megyei varo,

HUOI Bacs-Kiskun
HU02 Baranya
HU03 Bekes
HU04 Borsod-Abauj-Zemplcn
H UOS Budapest·
HU06 Csongrad
H U07 Debrecen··
HU08 Fejer
HU2S Gyor'"
HU09 Gyor-Sopron
HU 10 Hajdu-Bihar
HUll Heves
HVI2 Kornarom
HV 13 Miskolc··
flU 14 Nognid
flUIS Pees··
HUl6 Pest
HVI7 Somogy
H U18 Szabolcs-Szatmar
HV 19 Szeged··
H U20 Swlnok
HU21 Tolna
Hun Vas
HUB Veszprem
HU24 Zala

IC14 Keflavik·
IC IS Kj6sarsysla
ICI6 Kopavogur •
IC 17 Myrasysla
IC 18 Neskaupsta15ur •
IC 19 N9ri5ur-lsaljar'l5arsys]a
IC20 Nod5ur-Mulasysla
IC21 Nori5ur-l>ingeyjarsysla
Icn Olafsfjori5ur·
IC2J Rangarvallasysla
IC24 Reykjavik·
IC25 Sau~rkr6kur·

IC26 Seyi5isfjori5ur •
Icn Siglufjori5ur •
IC28 SkagafjarC5arsysla
IC29 Sna:feJlsnes- og Hanppadalssysla
IC30 Strandasysla
IC3 I Su'l5ur-Mulasysla
IC32 Su'l5ur-l>ingeyjarsysla
IC33 Vestrnannaeyjar •
IC34 Vestur-Bai5hastrandarsysla
IC35 Vestur-Hunavatnssysla
IC 36 Vestur- tsafjari5arsysla
IC37 Vestur-Skaftafellssysla

IN INDIA

Scope Note: Includes the Amindivi, Cannanore,
Andaman, and Nicobar Islands, Minicoy Island, Daman.
Diu, Goa, and Sikkim.

IC ICELAND

stale
·union territory

county/syslil
·independent towll/kaupsta'l5ir

ICO I Akrallcs •
IC02 Akurcyri •
IC03 Arnessysla
IC04 Austur-Dari5a\tralldarsyslil
ICOS Austur-Hunavatnssysla
IC06 Austur-Skaftafell ..sysla
IC07 Borgarfjar'l5alsysla
ICOS Dalasysla
IC09 Eyjafjari5ars)'\b
IC 10 Gullhringusysla
IC II Hafnarfjort>ur •
ICI2 Husavik·
Ie D lsafj<ir?)ur·

21

INOI
IN02
INJO
INO.'
IN04
INOS
IN06
IN07
IN08
IN09
INIO
INII
INI2
INI9
IND

Andaman and Nicobar Islands •
Andhra Pradesh
Arunachal Pradesh •
Assam
Bihar
Chandigarh •
Dadra and Nagar Haveli •
Delhi •
Goa, Darnan, and Diu •
Gujarat
Haryana
Himachal Pradesh
Jammu and Kashmir
Karnataka
Kcrala
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(l8-Va:7)

TABU" l. Geopolitical rntilic~ and Thrir ('nr!l'~~~ ·Continued

(COIII'ell/iollal/\'u1IIt's)

IFor1lla Names}

(ode SUllie (Co1lvelll'iollall\'I1111t'S)

IFormer Names)

Scope Note: Includes Irian Jay. (West New Guinea)
and the former Portuguese overseas province of
Porluguese Timor with its exclave of Oe-Cusse.

province/propinsi
"special district/daerah khusus ibukota
'special region/daerah istimewa

10 INDONESIA

lJogjahrta)

(Kirkuk]

SUTnall:r a Bar at

SlIlllalna Sclatan
SUTllalna 'llara
Timor Tirnur
YogyaLtrla '

AI Anbiir
AI Ba$rah
AI Muthanna
AI Qidisiyah
An Najaf
As Sulaymaniyah
At Ta'mim
Bibil
Baghdad
Dahuk
Dhi Qir
Oiyila

AzarhiiYJiin-e tiilkhtari
Aiarbayjan-e Khivari
BalUchestan va Sistan
Dovir A~madi va Kohkiluyeh
Chahar Ma~al1 va Bakhtiari

Esfahan
Fars
Gilan
Hamadan
HormozfJan
Ilam
Kerman
Bakl,taran
Bushei1r
Khorasan
i(;lUzestan
Kordestan
Lorestan
Markaz'j
:~azandaran

Semnan
Yazd
Zanjan
Tehran
IRAQ •

provim,:c/oslan

IR IRAN

II)Z4
ID25
1026
ID27
1010

provincelmu~ira~h

IZOI
IZ02
IZ03
IZ04
IZI7
IZ05
IZI3
IZ06
IZ07
IZ03
IZ09
IZIO

IROI
IR02
IR04
IR05
IR03
H~28

IR07
IR03
IRJ9
IRll
HUO
IP.29
IR13
IR22
IR30
IR15
IfU6
IR23
IR24
IIU7
IR25
11\31
IR27
IR26
IZ

*

[I.accadive, Minacoy.
and Amindivi Islandsl

(Madras)

[Atjeh)

[Djakarta Raya]
[Djambi]
(Ojawl Barat]
[Djawa Tengah)
[Djawl Timur]

\f:tdhya Pr,ldesh
\1ah;II,I,hlra
\iaTlIl'ur
\it'gh;j Iaya
~fi/()rarn •
"'agaland
nri~sa

PunJichnry ,
Punjab
Rajasthan
Sikkim
Tamil Niidu
Tripura
Ullar Pradesh
Wesl Bengal

Aceh*
Bali
Bengkulu
Irian Jaya
Jakarta Raya ••
Jambi
Jawa Baral
Jawa Tengah
Jawa Timur
Kalimantan Barat
Kalimantan Selatan
Kalimantan Tengah
Kalimantan Timur
Lampung
Maluku
Nusa Tenggara Barat
Nusa Tenggara Timur
Riau
Sulawesi Selatan
Sulawesi Tengah
Sulawesi Tenggara
Sulawesi Vtara

1:"i14 I "hhadweep'

I'" 15
I t" I h
('i 17

I:"J' 8
1:'\'31
I:-;ZO
INZI
INn
lN23
INZ4
INZ9
IN25
IN26
IN27
IN28

IDOl
lD02
ID03
1009
1004
IDOS
lD06
ID07
1008
lOll
1012
1013
1014
lOIS
1016
1017
1018
1019
1020
1021
1022
1023

*RL ,Ii sed 22
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TABU: 1. Geopolitical Entities and Their Codes-Continued

~ Code Name (em! venl/()'w/ Narnt's) Code Name
/Former Name~/

IZII Irbil ISOI HaDarom
IZI2 Karbala' IS02 HaMerkaz
IZI4 Maysin ISO) Ha~afon

IZ15 Ninawa IS04 Hefa
IZI8 ~alat} ad Din IS05 Tel Aviv
IZI6 Wlisi\ IS06 Yerushalayim

IY IRAQ-SAUDI ARABIA NEUTRAL ZONE IT ITALY

EI IRELAND region/regione

\.i Scope Note: Excludes Northern Ireland ITO I Abruzzi
IT02 Basilicata

county ITO) Calabria
IT04 Campania

ElOI Carlow 1T05 Emilia-Romagna
EI02 Cavan IT06 Friuli-Venezia Giulia
EIO) Clare ITO? Lazio
EI04 Cork IT08 Liguria
EI06 Donegal IT09 Lombardia
Ef07 Dublin ITIO Marche
EIIO Galway ITII Molise

V
EIII Kerry ITI2 Piemonte
Ell 2 Kildare ITI3 Puglia
Ell 3 Kilkenny 1T14 Sardegna
EllS Laois ITI5 Sicilia
EII4 Leitrim 1T16 Toscana
EII6 Limerick ITI? Trentino-Alto Adige
EI18 Longford ITI8 Umbria
Ell 9 Louth ITI9 Valle d'Aosta
E120 Mayo 1T20 Veneto
EI21 Meath
EI22 Monaghan IV IVORY COAST
EI23 Offaly
EI24 Roscommon

".
department/departement

EI2S Sligo

~! E126 Tipperary IVaI /\benclOurou
EI27 Waterford IV35 Abidjan
El29 Westmeath IV04 I\boi sso
EIJO Wexford IV05 Adzooe
Ef31 Wicklow IV06 I\(]boville

IVa? Biankour.la
IV33 Bondoukou

IS ISRAEL IV39 Bouafle
IV40 Bouake

Scope Note: Includc~ area within the armistice Iillc, or IVll Bouna
1949 and 1950, and the hrac!-Jordan and the Israel Syria IV12 BounJiali
demilitarized zones. 1\'03 Dabaka1a

IV41 Daloa

~
di,trict/mebol IV14 Danane

,. Revised 21

(IU-Va:?)

(Con Vl'nllOna/ Namt'l:
/Forma lVumt'J/

(Southern)
(Central)
(Northern)
(Haifa)

(Jerusalem)
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(18-Va:?)

Aichi
Akita
Aomori
Chiba
Ehime
Fukui
Fu\..unka

Fukmhirlla
(iifu
(',umrna
Ilirmhirna

Ilokbid6
lIy{)go
Jharaki
hhikawa
Jwale
Kagawa
K<1go\hirna
Kanagawa
K6chi
Kurnamoto
Ky()to
Mie
Miyagi
Miyazaki

Nagano
Nagasaki
Nara
Niigala
Oita
Okayllma
Okinawa
Osaka
Saga
Saitama
Shiga
Shimane
Shizuoka
Tochigi
Tokushima

IN JAN MAYEN

JAOl
JA02
JAO)
JA04
JAOS
JA06
JA07
JA08
lA09
IAIO
lA11
JA 12
lA 13
JA 14
JAI5
JA 16
JA 17
JA 18
JA 19
JA20
JA21
JA22
JA23
JA24
JA25
JA26
JA27
JA28
JA29
JA30
JA31
JA47
JA32
JA3j
JA34
JA35
JA36
JA37
JA38
JA39

Scope Note: Insular administrative di'vision of NOR·
WAY (NO)-

JA JAPAN

Scope Note: Includes Ryukyu, Bonin, and Volcano V
Islands and the islands of Minami-tori-shima, Nishino-
shima, and Okino-tori-shima.

prefecture

Code -"oJ lIIe

24

(COIiI'/'lIliollal ,\'<lllles)

IFurmer Sal/It's!

-Ie ~evised

---c=-=-===-

Clarendon
Hanover
Kingston
Manchester
Portland
Saint Andrew
Saint Ann
Saint Catherine
Saint Elizabeth
Saint James
Saint Mary
Saint Thomas
Trelawny
Westmoreland

Dimbokro
Divo
FerkessedouClOu
GaqnOa
flui1110
Katio1a
Korhogo
flan
Odienne
Sassandra
Sel]ue1a
Touba
Bango10
Beoumi
Bongouanou
Daoukro
Duekoue
Grand-Lahou
Issia
Lakota
t~ankono

r·1ba hiakro
Oume
Sakassou
San Pedro
Sinfra
Soubre
Tabou
Tanda
Tiassa1e
Tingrela
Toumodi
Vavoua
Vamoussoukro
Zuenou1a
JAMAICA

parish

IMOI
IM02
IMI7
IM04
JM07
IM08
JM09
JMIO
JMII
JM12
JMI3
JMI4
JMI5
JMI6

IV43
1'.'16
IV17
IV18
IV4G
1\'20
IV21
IV47
IV23
IV51
IV25
IV26
IV36
IV37
IV27
IV42
IV44
IV45
IV28
IV29
IV30
IV48
IV31
IV49
IV50
IV52
IV32
IV53
IV54
IV55
IV33
IV56
IV57
IV58
IV34

1M

*
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(IS-Va: 7)

JA40 Tokyo
JA4J Tottori
JA42 Toyama
JA43 Wakayama
JA44 Yamagata
JA4S Yamaguchi
JA46 Yamanashi

DQ JARVIS ISLAND

V Scope Note: U.S. territory.

(Conl1tntional Namts)

{Form('r Namtsj
COOt Nam('

24a

(Con y/,ntlOnal .\'am,'~1

{Former /Vamt'Jj
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(I8-Va: 7)
TABU: 1. Geopolitical Entities and Their Codes-Continued

Code Name (ConvenIllJnu/ Numl'!)

IFormer Nume,l!
Code Name I( 'onv/:,nllonu/ .'Vum/'Il

jl-i)rml'f ,Vumt',lj

JE JERSEY

Scope Note: British crown dcpcfI(kncy

JQ JOHNSTON ATOLL

Scope Note: U.S. territory.

JO JORDAN

ofc
governorate/mulJara~ah

JOO2 Al Balqa
JOO9 Al Karak
J014 Irbid
JOO? l'laan
JOll Arrrnan
JOIO Al r1afraq
J012 At Tafilah
J013 Az Zarqa

JU JUAN DE NOVA ISLAND

Scope Note: French ~.JOssessi on.

Next item is KENYA

KE KENYA

·area
provUlce

KEOI Central
KE02 Coast
KE03 Eastern
KE05 Nairobi Area •
K E06 North-;Eastern
KE07 Nyanza
KE08 Rift Valley
KE09 Western

KQ KINGMAN REEF

Scope Note: U.S. territory.

KR KIRIBATI

Scope Note: The Governments of the Unill·d Stall"
and Kiribati signed a "Treaty of Friendship" 011

September 20, 1979. Under provisions of the U"caty, the
United States relinquishes its claims to the following
islands: Birnie, Canton, Enderbury, Gardner, Hull,
McKean, Phoenix, and Sydney in the Phoenix Islands,
and Caroline, Christmas, Flint, Malden, Starbuck, and
Vostok in the Line Islands. The treaty was ratified by the
U. S. Senate in June, 1983.

KROI Gilbert Islands
KR02 Line Islands
KR03 Phoenix Islands

KN KOREA, DEMOCRATIC PEOPLE'S
REPUBlIC OF

"Rev; sed

25

Scope Note: Also known as "North Korea" Rcgilll'

not recognin'd by the U.S,

province
·special city

K NO I Chagangdo
KN02 Ch'ongjill si •
K N03 Hamgyong - namdo
KN04 Hamq.vonq-bukto
KN06 Hwanghae- namdo
K N07 H wanghac- pukto
KNOR Kar\one si •
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L\UI~. I. C"opolitiral Fntitil'\ and Thdr Cllcl~'i ···Continu('d

(oJe Se1lne

LA LAOS

KU KUWAIT

u

(Conl'('1/rio1/all\'ulIIl's)

IFortI/a Nalllesf
(ode Name

-_._------
I.E I.EIlANON

govcrnora'c/mu~araph

LEal AI Ai43'
1.1:02 AI Janub
I.E03 Ash Shamal
LE04 Dayrut
LEOS Jabal Lubnan

LT LESOTHO

district

LTOI Berea
LT02 Butha-Buthe
LT03 Leribe
LT04 Mafeteng
LTOS Maseru
LT06 Mohales Hoek
LT07 Mokhotlong
LT08 Qachas Nek
LT09 Quthing

LI LIBERIA

·commonwealth district
county

LIOl Bong
LIOJ Grand Bassa
Ll04 Grand Cape Mount
Ll02 Grand Jide
LlOS Lofa
Ll06 Maryland
LI07 Monrovia •
LI08 Montserrado
Ll09 Nimba
L110 Sino

LY LIBYA

municipalitylbaladiyah

LYO) Ajdibiyi
LYOl Al Abyir
LY03 AI 'Aziziyah
LY04 AI BaY4i'
LYOS AI Jufrah

26

(Sayaboury)
(Xieng KhouangJ

[AttopcuJ
(ChampassakJ
{Houa Phao]
(Khammouane)
{HoD Khong]
{Luang Prabang]

(Phong SalyJ
[Saravane]

(CIII/I'l/riOl/uf .\'Cll1It'I)

If-(u /II'" .\'ulllt'sf

Cheju-do
Cho11a-namdo
C110 11 a- bu kto
Ch·un~ch'Onq-na~do

Ch'ungch'ong-bukto
Kanq\>Jon-do
Kyonggi-do
Kyon<1 sa n9-namdo
Kyongsang-blJkto
Pusan-Jiklla1 si *
Sou1-t I ukoyo1si
Inch'on-jikhalsi
Taegu-ji khal si

Ka n(1\'10 n-do
P·yonqan-namdo
pI yon~an- bukto
p ' yonl"'yan(1-si*
Yangqan1-do
Nal:1P I 0- si
KOREA, REPUBl.IC OF

KSOI
KS02
KS03
KS04
KS05
KS06
KS13
KS08
KS14
KSIO
KSll
KS12
KS15

governorate/mu~ifliJAh

LAOI Attapu
LA02 Champasak
LA03 Houaphan
LA04 Khammouan
LAOS Louang Namtha
LA06 Louangphrabang
LA07 Oud6mxai
LA08 PhOngsaii
LA09 Saravan
LA 10 Savannakhet
LAII Vientiane
LA 13 Xaignabouri
LA14 Xiangkhoang

provincelkhoueng

K UOI Al A~madi
K V02 AI K uwayt
KVOJ l1awalli

pfl>VlnCe

·speCial city

KN09
KtJ15
KNll
KN12
Kln3
Kf'J14
KS

". Rev i sed

* ----------
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TABU I. Geopolitical Entities and Their Codes-Continued
(I8-Va:7)

Code Name (Conventional Names)
{Former Names/

Ccxle Name (Conventiunal Namt'11
{Former Names!

communc/gcmeinde

LS LIECHTENSTEIN

LY06
LY07
LY08
LY09
LYIO
LYII
LYI2
LYIJ
LYI4
LYI5
LY16
LYI7
LYI8
LYI9
LY20
LY21
LY22
LY2J
LY24
LY25
LY26
LY27
LY28
LY29
LYJO
LYJI
LY32
LYJJ
LYJ4
LY35
LYJ6
LYJ7
LY38
LYJ9
LY40
LY41
LY42
LY4J
LY44
LY45
LY46

LSOI
LS02
I.sm
I.so·t

Al Jumayl

AI Khums
AI Kufrah
AI Marj
AI Qarabulli
AI Qubbah
AI 'Ujaylat
Ash Sha\i'
Awbari
Az Zahra'
Az Ziwiyah
Banghazi
Bani Walid
Bin Jawwid
Darnah
Ghadamis
Gharyin
Ghat
Jadu
Jalu
Janzur
Masallatah
Mi~ratah

Mizdah
Murzuq
Nalut
Qaminis
Qasr Bin Ghashir
Sabha
~abratah

Sha~~at

~urman

Surt
Tajura'
Tarabulus
Tarhunah
Tubruq
TiJkrah
Yafran
Zlilan
Zuwarah

Balzers
Eschen
G:ullprin
M,llIren

L505 Planken
L506 Ruggell
LS07 Schaan
L508 Schellenberg
LS09 T riesen
LSIO Trie~nberg

LSII Vaduz

LU LUXEMBOURG

district/district

LUOI Diekirch
LU02 Grevenmacher
LU03 Luxembourg

MC MACAU

Scope Note: Portuguese administered territory.

district/concelho

MCOI IIhas
MC02 Macau (Macao)

MA MADAGASCAR

province/faritanin

MA05 Antananarivo
MAOI Antsiranana
MA02 Fianarantsoa
MAOJ Mahajanga
MA04 Toamasina
MA06 Toliara

MI MALAWI

district

MIDI Blantyre
MI02 Chikwawa
MIOJ Chirad7.ulu
MI04 Chitipa
MI05 Cholo
MI06 Ded7a
MI07 Dowa
MI08 Karonga
MI09 Kasungu
Mill Lilongwe

27
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"[,",lilt: I. Geupulitkal Entities and Thdr t'odes--Cuntinued

"rederal territory/wi\aya~ per~kutuan

state/negeri

------- ------------ ,----

MV MALDIVES

*'

(Cun vel/riUl/llJ NU/IIes)

IFormer Nl1lr1l'S]

Sco~ Note: British crown dependency.

MV29 Naviyani
MV2S Nooou
MVI3 Raa
MVOI Seenu
MV24 Shaviyani
MV08 _Thaa
MV04 Waavu

MLO\ Bamako
MLO~ Gao
ML03 Kayes
ML07 Koulikoro
ML04 Mopti
MJ...O~ Se$OU
MlO6 Sikasso
ML08 Tombouctou

MT MALTA

1M MAN, ISt..E OF

ML MALI

district/region

Rf1 MARSHALL ISLANDS

Scope N_o te : A Campact of Free As soc i at ion wa s
signed by the United States and the Republic
of the Marshall Islands which entered into
fUl; force and effect October 21, 1986.
Comprised of the former Marshall Islands
di strict of the TRUST TERRITORY OF THE
PACIFIC ISLANDS (PS).

Code Same

-- ---- ._- -------~-- -----~-----

(Nchisi)
(Rumpi)

[Mlange)

IJ<.asllpe]
(fort Johnston]

(COl/vcl/riUl1l1! Namcs)

{Furlll~'r Names]

\1Jchinga
Mangochi
Mchinji
~1 ulanje
Mzimba
Ncheu
Nkhata Bay
Nkhota Kota
Nsanje
Ntchisi
Rumphi
Salima
Zomba

;~1l10

\1112
\1113

\1114
MilS
\-11\6
MIl7
MIlS
MII9
~1120

\112\
MIll
MIn

district

MYOI Johor
MY02 Kedah
MY03 Kelantan
MY04 MeJaka
MYOS Negeri Sembilan
MY06 Pahang
MY07 Perak
MY08 Pertis
MY09 PuJau Pinang
MYIO Sabah '
MY II Sarawak
MYI2 Selangor
MY13 Terengganu
MYI4 Wilayah Persekutuan •

MY MALAYSIA

MR MAURITANIA

MB MARTINIQUE

Scope Note: Overseas department of FRANCE (FR).

(Septieme Region)
(Cinquieme Region]
(Huitieme Region]
(Troisieme: Region)

MR07 Adrar
MROS B,rakna
MoR08 Dakhlet Nouadhibou
MR03 El 'A~ba

region/region

MV02 Aliff
MV20 Baa
MYI7 Daalu
MYI4 Faafu
MV27 Guru Aliff
MV28 Gufu Daalu
MV07 Haa Aliff
MV23 Haa Daalu
MV26 Kaaru
MYO~ Laamu
MV03 Laviyani
MV12 Meemu

*Revi sed
28
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TABLE 1. Geopolitical Enlilie~ snd Their C(ldt'~--Conlinued

\.i =C=od=f!==N=am=t=========(C=o="=II=e"=I=IO=,,=a='=tv.=a=m=e=J=)=i:r=C=od==e==N=Q=m=e=========(=C=o,,=~e=n=(I=o=na=I=N=a=m=e=~ I

{Formtr NameJI {Former Names/

MR04 Gorgol
MR10 Guidimab
MROI Hodh Ech Cbargui
MR02 Hodh EI Gharbi
MR12 Inchiri
MR09 Tagant
MR 11 Tiris Zemmour
MR06 Trarza

[Quatrieme Region)
[Dixieme Region)
[Premi~re Region]
[Deuxi~e Region]
[Douzi~me Region]
[Neuvieme Region)
(Onzieme Region]
[Sixieme Region]

28a
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TABLE I. Geopolitical Entities and Their Codes-Continued

V
C
=od=I'==N=a=m=e=========(=c=o=n=l'e=n=(="o=n=a='=N=U:::m=""es=)=-lrr==('=od=e===Na=m=e=========(c=on=l'=e=n=(,=o=n=a'==,V=a=m=f!='\=)

{Former Names! {Former Names!

MP MAURITIUS

Scope Note: Includes Rodrigues
Islands and Cargados Carajos Shoals.

-district council
urban council

MP02 Beau Bassin-Rose Hill
i M P04 Curepipe
VMPOS Moka-Flacq

MP06 North-
MP07 Port Louis
MP08 Quatre Bornes
MPIO South-
MP II Vacoas·Phoeni~

island, Agalega

MX24 San Luis Potosi
MX25 Sinaloa
MX26 Sonora
MX27 Tabasco
MX28 Tamaulipas
MX29 Tla~cala

MX30 Veracruz-L1ave
MX31 Yucatan
MX32 Zacatecas

MQ MIDWAY ISLANDS

Scope Note: U.S. territory.

MN MONACO

commune

MF MAYOTTE

Scope Note: Territorial collectivity FRANCE (FR).
Ultimate status not yet determined.

MNOI La Condamine
MN02 Monaco
MN03 Monte· Carlo

MEXICO MG MONGOLIA

-federal district/distrito federal
state/estado

-municipalitylhol,
province/aymag

MXOI
MX02
MX03
MX04
MX05
MX06
MX07
MXOH

V~~~~
MXII
MXI2
MXI3
MXI4
MXI5
MXI6
MXI7
MXlll
MXI9
MX20
MX21

il MXU
~ M~~\

Aguascalientes
Baja California Norte
Baja California Sur
Campcche
Chiapas
Chihuahua
Coahuila dc ZaragOla
Colima
Distrito Federal 
Durango
Guanajuato
Guerrcro
Hidalgo
Jali,co
Mt;xico
Michoacl\n d(" Ocampo
Mllll'10S

Nayarit
(\;ut'V(} Leon
Oa,aca
Put'hl;1
QlIl"rl·taro de: Arteaga
Quilltal1:l Roo

MGOI
MG02
MG03

t1G21
MGOS
MG06
MG07
MGOR
MG09
MGJO
MGII
MGI2
MGI3
MGI4
MGI5
MGI6
MGI7
MGIR
MG20
MCil9
r1G22

Arhangay
Bayanhongor
Bayan-Olgiy

BulQan
Darhan 
Dornod
Dornogovi
DundgovI
Dzavhan
Govi Altay
Hentiy
Hovd
Hovsgol
Omnogovi
Ovorhangay
Selcnge
Siihhaatar
To\'
Ulaanha:ltar 
Uvs
Erdenet

~ Revised
29
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f.\III.E 1. Gcopolitir:1I Fnlitit,\ and l~hl'ir ('"I1l'~ Continucd
====== ==

(COIII'ell/iolla! 'vam/'s)

{Former Samesj
('"de Sume (Com'cuTiana! .\'0111<'\)

{Former Namesj
--------'-- - -, -- -,-, ,,--.,..,--

\11i \10NlSI'RRAT

S"()rt: ~,)tc British colony,

MO.'O Tala
M031 Tetouan
\1<H2 Tifnit

district

WA NAMIBIA

rrovince/ provincia

Scope Note: International territory. Formerly South
West Africa.

i';,'", ,la',..;,

-

V
MOZA\1BlQUE

WAOI Bethanien
WAO) Boesmanland
WA02 Caprivi Oos
WA22 Damaraland
W A04 Gobabis
WAOS Grootfontein
WA23 HereroJand Oos
WA24 Hereroland Wes
WA06 Kaokoland
WA20 Karasburg
WA07 Karibib
WA2S Kavango
WA08 Kectmanshoop
WA09 Liideritz
WAlO Maltahohe
WA26 Mariental
WA27 Namaland
WA II Okahandja
WA 12 Omaruru
WA 13 Otjiwarongo
WAI4 Outja
WAlS Owambo
WA 16 Rehoboth
WA 17 Swakopmund

MZOI Cabo Delgado
MZ02 Gala
MZ03 Inhambane
MZIO Manica
MZ04 Maputo
MZ06 Nampula
MZ07 Niassa
MZ05 Sofala
MZ08 Tete
MZ09 Zambezia

MZ

(Rabat)

~1001 Agadir
M002 AI Hoccima
M003 Azilal
MOOS Beni Mellal
MOO4 Ben Slimane
MOO6 Boulemane
M007 Casablanca·
M008 Chaouen
M009 EI Jadida
MOIO El Kelaa des Srarhna
MO II Er Rachidia
MOl2 Essaouira
MOI3 Fes
MOl4 Figuig
M033 Guelmim
M034 Ifrane
MO IS Kenitra
MOl6 Khemisset
MOl7 Khenifra
MOl8 Khouribga
M03S Laiyoune
MOl9 Marrakech
M020 Meknes
M021 Nador
Mon Ouarzazate
M023 Oujda
M024 Rabat-Sale·
M02S Sali
M026 Setlat
M038 Sidi Kacem
M027 Tanger
M036 Tan-Tan
M037 Taounate
M039 Taroudannt
M029 Tala

-municipality/wilaya
province/province

MO MOROCCO

~ 1101 Saint Antl:ony
M H02 Saint Georges
M li03 Saint Peter

30
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TABU: 1. Geilpolitical Entities and Their Codes-Continued (18-Va: 7)

NZ NEW ZEALAND

NA NETHERLANDS ANTILLES

NC NEW CALEDONIA

Scope Note: Includes Stewart Island, Chatham Islands,
and Kermadec Islands.

(Con ventlOnal Names)
/Former Namesj

,/

NL NETHERLANDS

Scope Note: Part of the Netherlands realm. Includes
Bonaire, Curacrao. Saba, Sint Eustatius and

southern Saint Martin.

NLOI Drenthe
NU2 Dronten·
NL02 Friesland
NL03 Gelderland
NL04 Groningen
NU4 Lelystad
NL05 Limburg
NL06 Noord-Brabant
NL07 Noord-Holland
NL08 Overijssel
NL09 Utrecht
NUO Zeeland
NLl3 Zuidelijke IJsselmeerpolders -
NUl Zuid-Holland

Scope Note: Code NL pertains only to the Netherlands
in Europe, thereby excluding the NETHERLANDS
ANTILLES (NA).

--administrative area
-municipality/gemeente
province/provincie

Scope Note: Overseas territory of FRANCE (FR). In
cludes tie des Pins, lies Loyaute. tIe Huon, tit's Belep, ties
Chesterfield and tie Walpole.

county
-district
·-towil district

Code Name(Conventional Names)
/Former Namesl

V Code Name

WAI8 Tsumeb
WA21 Windhoek

NR NAURU

district

mOl Aiwo
NR02 Anabar
NR03 Anetan

\...I NR04 Anibare
NR05 Baiti
NR06 Boe
NR07 Buada
NR08 Denigomodu
NR09 ~wa

NRIO Ijuw
NRII Meneng
NRI2 Nibok
NR13 Uaboe
NRI4 Yaren

\.-r'
BQ NAVASSA ISLAND

Scope Note: U.S. territory.

NP NEPAL

zone

NPOI Bagmati
NP02 Bheri
NP03 Dhawalagiri
NP04 Gandaki
NP05 Janakpur
NP06 Karnali

\." NP07 Kosi
NP08 Lumbini
NP09 Mahakali
NPIO Mechi
NI'II Narayani
NPI2 Rapti
NPI3 Sagarmatha
NPJ4 Seti

NZOI AkarO<t
NZ03 AOIuri
NZ04 Ashburton
NZ07 Bay of Islands

31
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~ /,09 IIl1l1er

"1/10 ('h~tll.llll hlands
NZ II Chc\'lot
~/,\2 Clifton
NZ 13 Clutha
"11.14 Cook
NZ 16 lJanncvirke
NZ 17 Egmont
NZ 18 Ekclahuna
NZI9 Ellesmere
NZ20 Eltham
NZ21 Eyre
NZ22 Featherston
NZ24 Franklin
NZ26 Golden Bay
NZ27 Great Barrier Island
NZ28 Grey
NZ29 Hauraki Plains
NZ30 Hawera·
NZ31 Hawke's Bay
NZ32 Heathcote
NZD9 Hikurangi··
NZ33 Hobson
NZ34 Hokianga
NZ3S Horowhenua
NZD4 Hurunui
NZ36 Hutt
NZ37 Inangahua
NZ38 Inglewood
NZ39 Kaikoura
NZ40 Kairanga
NZ41 Kiwitea
NZ43 Lake
NZ4S Mackenzie
NZ46 Malvern
NZEI Manaia··
NZ47 Manawatu
NZ48 Mangonui
NZ49 Maniototo
NZ50 Marlborough
NZ51 Masterton
NZ52 Matamata
NZ53 Mount Herbert
NZ54 Ohinemuri
NZ55 Opotiki
NZ56 Oroua
NZ57 Otamatea
NZ58 Otorohanga·
NZ59 Oxford

(e(}/m'IIIIOl/ol ,\'(/III"~)

{Fof/lla ,\"llt/t'S/

32
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N1,60 I'a hi;l!lIa
N 1,61 Pa pa rua

N/63 Pal<:a
N/65 Piako
NZ66 I'tlhangina
NZ67 Raglan
N/68 Rallgiora·
NZ69 Rangilikci
N/70 Rodney
NZ71 RtltlHlIa·
NZE2 RUllanga
NZE3 Saint Kllda
NZD5 Silvcrpcaks
NZ72 Soulhland
NZ73 Stewart Island
NZ74 Stratford
NZD6 5t rathallan
NZ76 Taranaki
NZ77 Taumarunui
NZ78 Taupo
NZ79 Tauranga
NZE4 Thames-Coromandel·
NZ81 Tuapeka
NZ82 Vincent
NZ83 Waiapu
NZD8 Waiheke
NZ84 Waihemo
NZ8S Waikato
NZ86 Waikohu
NZ88 Waimairi
NZ89 Waimarino
NZ90 Waimate
NZ91 Waimate West
NZ92 Waimea
NZ93 Waipa
NZ95 Waipawa·
NZ96 Waipukurau·
NZ97 Wairarapa South
NZ98 Wairewa
NZ99 Wairoa
NZA4 Waitaki
NZA6 Waitomo·
NZA8 Waitotara
NZA9 Wallace
NZB2 Wanganui
NZES Waverley··
NZB3 Westland
NZB4 Whaleatane·
NZA J Whangarei

(CUIII'eflliulla! "'(Jilin)

IFormer Nomef/

ii. .. ·,.·.•1

~

i,.. . .. ill
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T A81.E 1. (;eopolitlcal Entitie~ Bnd Ttleir Codes-Continued (IS-Va:?)

---------------------

Scope Note: Includes Islas del Maiz [Com Islands].

Scope Note: New Zealand territory.

Scope Note: Australian external territory.

rCom'l'nllOnal Sames)
!1'(I'm", !Valnl'l!

NameCod('

NF NORFOLK ISLAND

NIl I Federal Capital Terntory •
NII2 Gongola
NII3 Irno
NII4 Kaduna
NI03 Kana
NI04 Kwara
NIOS Lagos
NII5 Niger
NII6 Ogun
NII7 Ondo
NII8 Oyo
NII9 Plateau
NIIO Rivers
Nl20 Sakata

CQ NORTHERN MARIANA ISLANDS

NE NIUE

_...._-......_.-------

(Conventional Names)
{Former Name~1

NUOI Boaco
NUOl. Carazo
NU03 Chinandega
NU04 Chontales
NU05 Esteli
NU06 Granada
NU07 Jinotega
NU08 LeOn
NU09 Madriz
NU 10 Managua
NUll Masaya
NU 1'.1 Matagalpa
NU 13 Nueva Segovia
NU 14 Rio San Juan
NUIS Rivas
NUI6 Zelaya

NU NICARAGUA

Code Name

NZA2 Whangaroa
NZA3 Woodville

department/departamento

~I

NG NIGER

department/departement

Scope Note: Comrnonwea lth Assoc i a ted ~vith the
United States

NO NORWAY ~

NOOI Agadez
NG02 DilTa
N003 Dosso
NG04 Maradi
NGOS Niamey
NG06 Tahoua
NG07 Zinder

NI NIGERIA

state
·tclfitory

NIO) Anambra
NIO(, Dallchi
NI07 Hendel
NIOI Benue
NlOfi DOl 110

N109 Crms River

Scope Note: Code NO pertains only to COlltil:'I.!;.1

Norway, thereby excluding JAN MAYEN (IN) and
SVALBARD (SV), which are insular administrative
divisions of Norway.

province/fylke

NOOI Akershlls
NOO2 AustAgdcr
N004 Buskerud
NCXJ5 Finnmark
NOO6 Hedmark
NOO7 Hordaland
NeXl8 M¢rc og Romsdal
NOO9 Nordland
NOlO Nord-Tr¢ndelag
NO II Oppland
NOl2 Oslo
NOI3 0stfold
NOl4 Rogalalld

JI. Revi sed
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TAIILE 1. GC'llloliliral Fnlitil" and Thl';r CClIIl's--('ontinucd
=======-= .-- .--

('ode Some (Co/n'entional Naill/'s)
[Former Names]

('ode ."lame (Convcntionol Nalrlt's)
{Fortner Names]

---._------------
~() IS Sogn og J7jordane
NO 16 SS'r -Tr~ndelag
NOl7 Tc1emark
NOl8 Troms
NOl9 Vest-Agder
N020 Vest fold

MU OMAN

1'1' PAPUA NEW GUINEA

Scope Note: Includes Bismarck Archipelligo
(Admiralty Islands, New Britain. New Irelalnd, ctc.),
Louisiade An.:hipdago. O'Entrecasteaux Islands,
nOltlll:rn' Solomon Islands (Bougainville. Buka
Island,etc.), Trobriand Islands and Woodlark Islland.

PK PAKISTAN

Scope Note: U.S. territory.

LQ PALMYRA ATOLL

Scope Note: Includes Khuriyra Muriyri.

L·•...•..•:

'-'

Central
Chimbu
Eastern Highlands
East New Britain
East Sepilc
Enga
Gulf
Mal1ang
Manus
Milne Bay
Morobe
National Capital
New Ireland
Northern-
North Solomons
Southern Highlands
Western
Western Highlands
West Now Britain
Sandaun

province

prol
pros
PP09
PPIO
PPII
1'1'19
PP02
PPI2
PPI3
PPOJ
PP14
PP20
PPl5
PP04
PP01
PPOS
PP06
PPI6
PP17
PPI8PANAMAPM

PKOZ Baluchistan
PKOI Federally Administered Tribal Areas •
PKOJ North-West Frontier
PK04 Punjab
PKOS Sind

province
-territory

Scope Note: Includes Pakistani administered Jammu
and Kashmir.

PF PARACEL ISLANDS

Scope Note: Disputed islands in the South China Sea.

Scope Note: Includes area formerly known as Canal
Zone.

• intendancy/intendencia
province/provincia PA PARAGUAY

['•...' • .i!.'Y

PMOI Bocas del Taro
PMOZ Chiriqui
PMOJ Code
PM04 Col6n
PMOS Darien
PM06 Herrera
PM07 Los Santos
PMOS Panama
PM09 San BIas •
PMlO Veraguas

-Ie Revised

department/departamento

PAI8 Alto Paraguay
PAOl Alto Parw
PA02 Amambay
PAOJ Boquer6o
PA04 Caaguaz6
PAOS Caazap6
PA 19 Canendiyil
PA06 Central
PA20 Chaco
PA01 <;::oncepci6n
PA08 CordiJ1era
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TAna 1. Geopolitical Entities and Their Codes---Contlnued

Code Name (Con vl'ntional Names) Code Name
IFormer Names}

PAlO Guaid. RP05 Albay

PAil ltapua RPAI Angeles •
PAI2 Misiones RP06 Antique

PAI3 Neembucu RPA2 Bacolod •
PA21 Nueva Asunci6n RPA3 Bago •
PAI5 Paragum RPA4 Baguio'

PAl6 Presidente Hayes RPA5 Bais·

PAl7 San Pedro RP22 Basilan
RPA6 Basilan City •

V PE PERU RP07 Bataan
RP08 Batanes

·constitutional province/provincia constitucional RP09 Batangas

department/departamento RPA7 Batangas City •
RPIO Benguet

PEOI Amazonas RPII Bohol

PE02 Ancash RPI2 Bukidnon

PE03 Apurimac RP13 Bulacan

PE04 Arequipa RPA8 Butuan •
PED5 Ayacucho RPA9 Cabanatuan •

PE06 Cajamarca RPBI Cadiz •
PE07 Callao • RPl4 Cagayan

\..I'
PE08 Cusco RPB2 Cagayan de Oro •

PE09 Huancavelica RPB3 Calbayog •

PEIO Huanuco RPB4 Caloocan •
PEII lea RPI5 Camarines Norte

PEI2 Junin RPI6 Camarines Sur

PEI3 La Libertad RPI7 Camiguin

PEl4 Lambayeque RPB5 Canlaon •

PEI5 Lima RPl8 Capiz

PEl6 Loreto RPl9 Catanduanes

PEl7 Mad re de Dios RP20 Cavite

PEI8 Moquegua RPB6 Cavite City •

PEl9 Pasco RP21 Cebu

PE20 Piura RPB7 Cebu City •
PE21 Puno RPB8 Cotabato •

V PE22 San Martin RPB9 Dagupan •
PE23 Tacna RPCI Danao •
PE24 Tumbes RPC2 Dapitan •
PE25 Ucayali RP24 Davao

RPC3 Davao City •

RP PHILIPPINES
RP25 Davao del Sur
RP26 Davao Oriental

·chartered city
RPC4 Dipolog •

province
RPC5 Dumaguete •
RI'23 Eastern Samar

RPOI Abra
RPC6 General Santos •

RI'Ul Agusan del Norte
RPC7 Gingoog •

RPm Agusan del Sur
RP27 Ifugao

~. RPU4 Akhn
RPC8 Iligan •
RP28 I1ocos Norte

35
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TAHU: 1. Geopolitical [ntitie,; and J"hrir Codes-Continued

PC PITCAIRN ISLANDS

PL POLAND

province/wojew6dztwo

l .. ·j]il'

W

(COli ~'ellt;onal Names)
{Former Names}

Code 'va me

Scope Note: Includes Danzig and arc:as of 1937
Germany east of the Oder-Neisse Line.

PL23 Blala Podlasu
PL24 Bialystok
PUS Bielsko
PL26 Bydgos%Cz
PL27 Chelm
PL28 Cicchan6w
PL29 Czptochowa
PLJO ElblU

Scope Note: British dependency. Includes Henderson
Island. Ducie and Geno Atolls.

--RPS4Romblon
RPf3 Roxas·
RPS5 Samar
RPF4 San Carlos, Ncgros Occidental •
RPF5 S~n Carlos. Pangasinan •
RPF6 San Jose •
RPf7 San Pablo •
RPF8 Silay·
RP69 Siquijor
RP58 Sorsogon
RP70 South Cotabato
RP59 Southern Leyte
RP71 Sultan Kudarat
RP60 Sulu
RPF9 Surigao·
RP61 Surigao del Norte
RP62 Surigao del Sur
RPGI Tac1oban·
RPG2 Tagaytay·
RPG3 Tagbilaran·
RPG4 Tangub·
RP63 Tarlac
RP72 Tawitawi
RPG5 Toledo·
RPG6 Trece Martires •
RPM Zambales
RPG7 Zamboanga·
RP6S Zamboanga del Norte
RP66 Zamboanga del Sur

(COI/ rel/tiol/lIl Nam"s)

IFormer Sa Illes}

f!ocos Sur
Iloilo
Iloilo City •
I riga •
habcla
Kalinga-Apayao
La Carlota •
Laguna
Lanao del Norte
Lallao del Sur
Laoag •
Lapu-Lapu •
La Union
Legaspi *
Leyte
Lipa •
Lucena •
Maguindanao
Mandaue •
Manila •
Marawi •
Marinduque
Masbate
Mindoro Occidental
Mindoro Oriental
Misamis Occidental
Misamis Oriental
Mountain
Naga •
Negros Occidental
Negros Oriental
North Cotabato
Northern Samar
Nueva Ecija
Nueva Vizcaya
Olongapo •
Ormoc·
Oroquieta •
Ozami s*
Pagadian •
Palawan

Palayan •
Pampanga
Pangasinan
Pasay •
Puerto Princesa •
Quezon
Queton City •
Quirino
RizaJ

K 1'29
R J' ~O
RJ'C9
RI'Dt
RP31
RP32
RP02
RP33
RP34
RP35
RPD3
RPD4

-Ie RP36
RPD5
RP37
RPD6
RPD7
RP56
RPD8
RPD9
RPEI
RP38
RP39
RP40
RP41
RP42
RP43
RP44
RPE2
RPH3
RP46
RP57
RP67
RP47
RP48
RPE3
RPE4
RPE5
RPE6
RPE7
RP49
RPE8
RP50
RP51
RPE9
RPFI
RP52
RPF2
RP68
RP53

-fc Rev; sed 36
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{Former Names!

Code Name(Con~entionalNamt'\J
{Former Naml'sj

TABLE 1. Geopolitical Entities and Their Codes-Continued
~,
'-'!'::!===================n===================

Code Name

PL31
PL32
PL33
PL34
PL35
PL36
PL37
PU8

.. PL39

V:~~
PL42
PL43
PL44
PL45
PL46
PU7
PL48
PU9
PUO
PUI

·V :~~~
PL54
PL55
PL56
PU7
PL58
PL59
PL60
PL61
PL62
PL63
PL64
PL65

~ PL66
PL67
PL68
PL69
PL70
PUI

Gdansk
Gorz6w
Jelenia G6ra
Kalisz
Katowice
Kielce
Konin
Koszalin
Krakow
Krosno
Legnica
Leszno
L6di
Lamia
Lublin
Nowy S"cz
Olsztyn
Opole
Ostrol~ka

Pila
Piotrk6w
Plock
Poznan
Przemysl
Radom
Rzeszow
Siedlce
Sierad7.
Skierniewice
Stupsk
Suwalki
Szczecin
Tarnobrzeg
Tarnow
Torun
Walbrzych
Warszawa
Wlodawek
Wrodaw
Zamosc
Zielona G6ra

P003 Beja
POO4 Braga
P005 Bragan!;a
POO6 Castelo Branco
Poo7 Coimbra,
P008 Evora
POO9 Faro
PO 10 Funchal
POll Guarda
POI2 Horta
POlJ Leiria
POI4 Lisboa
POI5 Ponta Delgada
PO 16 Portalegre
POI7 Porto
POI8 Santarem
POl9 Setubal
P020 Viana do Castelo
P02 I Vila Real
P022 Viseu

RQ PUERTO RICO

Scope Note: Commonwealth associated with the
UNITED STATES (US).

QA QATAR

RE REUNION

Scope Note: Overseas department of FRANCE (FR).
Excludes BASSAS DA INDIA (BS), EUROPA IS
LAND (EU), GLORIOSO ISLANDS (GO) (lies Glori
euscs). JUAN DE NOVA ISLAND (JU), and TROM·
EI.IN ISLAND nOE).

RO ROMANIA

county/judcl
·municipality/municipiu

PO PORTUGAL

Scope Note: Includes the Azorl's alld Madeira Islands.

district/distrito

1'001 Angra do Herolsmo
P002 Avciro

Rool
ROO2
ROOJ
ROO4
Roo5
ROO6
Roo7
ROO8
ROO9

Alba
Arad
Argc~

Bacau
Bihor
Bistrila-Nibaud
Boto~ani

Braila
Bra~ov
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TABU I. Geopolitical f.nlities and Their Codes --('onl inned
----"-- --+---_....__._--_._-- -- ---_. _ .._-_.- ---_.__ - -- -

SH ST. HELENA

parish

·adlQinistrative area
dependency

~'."'" .•'~

(CO/lI'e",iullrJ! .\'ames)
/Former Nam.~sJ

Code Name

SHOI ~.
SHOl Saint Helena
SH03 Tristan da Cunha

SCOl Christ Church Nichola Town
SC02 Saint Anne Sandy Point
SC03 Saint George Basseterre
SC04 Saint George Gingerland
Sp)S Saint Jame$ Windward
SC06 Saint John Capisterre
SC07 Saint John Figtree
SC08 Saint Mary Cayon
SC09 Saint Paul Capisterre
SC 10 Saint Paul Charlestown
SCI I Saint Peter Baqeterre
SCI2 Saint Thoma Lowland
SCI3 Saint Thoma Middle Island
SCIS Trinity Palmetto Point

Scope Note: Became independent on September 19,
1983.

SC ST. KITTS AND NEVIS *

Scope Note: British colony. Includes Gough Island.
Inaccessible Island. and Nigbtinple Island.

(Conl'~1I1if)/laJ Names)
IForme, NQme$}

ROIO Bucure$ti·
ROIl Buziu
R041 Ciillra$i
ROl2 Cara$-Severin
ROI3 Cluj
ROl4 Constanta
ROIS Covasna
ROl6 Dimbovila
ROl7 Dolj
ROl8 Galali
ROl9 Gorj
R042 Giurgiu
R020 Harghita
R021 Hunedoara
R022 lalomita
ROn lqi
R02S Maramurq
R026 Mehedinp
R027 Muret
R028 Neaml
R029 ott
ROJa Prahova
R031 Sll~

R032 Satu Mare
R033 Sibiu
R034 Suceava
R03S Teleormaa
R036 Tunil
R037 Tulcea
R038 Vului
R039 YUcca
R040 Vrancea

RW RWANDA
ST ST. LUCIA

prefecturclprUecture (French).
prefegitura (Kinyarwanda) quarter

RWOI Butue
RWOl Byumba
RW03 Cyangugu
RW04 GikOftlOl"O
RWOS Giseuyi
RW06 Gitarama
RW07 Kibunlo
RWOI lCibuye
RW09 RipIi
RWIO Ruheqeri

51'01 Anse-la-Raye
ST03 ~
ST04 ChoiseuJ
S1V2 Dauphin
S'T05 Dellilet)'
ST06 Gras-Islet
ST07 Laborie
STOll Mic:oud
STII PraIin
ST09 Souf'ria'e
STIO Vieux-Fort

etc Revi sed 38
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TABLE l. Geopolitical Entities and Their Codes-Continued (18-Va: 7)

V Code Name (Conventional Names)
{Former Names]

Code Name (Conventional Names)
{Former Names/

Scope Note: Overseas department of FRANCE (FR).

VC S1'. VINCENT AND THE GRENADINES

Scope Note: Includes the northern Grenadines.

parish

V VCOI Charlotte ~
VC06 Grenadines
VC02 Saint Andrew
VC03 Saint David
VC04 Saint George
VC05 Saint Patrick

SM SAN MARINO

municipality/castello

SMOI Acquaviva

V
SM06 8orgo Maggiore
SM02 Chiesanuova
SM03 Domagnano
SM04 Faetano
SMOS Fiorentino
SM08 Monte Giardino
SMO? San Marino
SM09 Serravalle

TP SAO TOME AND PRINCIPE

district/concelho

TPOI Principe

~i TP02 Sao Tome

SA SAUDI ARABIA

emiratdmintaqah

SA02 AI 8ii~ah

SAI5 AI I)udud ash Shamaliyah
SAOJ AI Jawf
SAOS AI Madinah
SAOS AI Qa~im
SA09 AI Qurayyat

V
SAIO Ar Riyiicj
SA06 A \h Sharqiyah

SG SENEGAL

SN SINGAPORE

SL SIERRA LEONE

'Asir
ijii.'il
Jizan
Makkah
Najnin
Tabuk

Dakar
Di ourbel
Saint-Louis
LOUClR

Tambacouncta
Thies
Fatick
Kaolack
Kol da
Zi gu -j nchor

SEYCHELLES

province

BPOS Central

BI' SOLOMON ISI.ANDS

region/region

SLOI Eastern
SL02 Northern
SLOJ Southern
SL04 Western Arca

Scope Note: Includes southclIl Solomon Islands
(primarily Guadalcanal, Malaita, San Cristobal, Santa
Isabel, and Choiseul) and Santa Crul Islands. Northall
Solomon Islands constitute part of PAPUA J\E\\'
GUINEA (PI').

district

SAil
SAI3
SAl?
SAI4
SAI6
SAl9

Scope Note: Includes Aldabra Islands, Alphonse,
Bijoutier, and ~t. Franr;ois islands, Amirante Isles,
Cosmoledo Group, Farquhar Group, tie Desroches and
St. Pierre Islet.

SE

5G01
5G03
5G04
SrJ08
secs
5(',07
5G09
5GIO
SGII
SGl2

ST. PIERRE AND MIQUELONS8

39
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...ABLE I_ Geopolitical Entities and lbt"ir Codt-l'--Continued

" ,
liPS PUB 10 I

A 11(C), ApD n, Ill! p:

(l3-Va:7) U
---:::.-:"::--=============;r:===
Cod,. !Vame (Coll~nl;onal Names)

(FcNm~, Nam~sJ

Cod,. Nom,. (Convenrional Names)
{Fo,me, Namesl

-_._-----------------+-------------------
,.. BPOG

BP07
BP08
BP09

Guadalcanal
Isabel
t~ak;ra

Temotu

·u···'·····;··)... .
, ,,'

,.. Revised

40



I II'''' 1'1. H I (J J

lJ IIi A Il(C), App U, IW 18

(l8-Va: 7)

'1'.\111 ~ I. r:'''Il,oIililal Elliitil'~ alld Their CO(frs--('olilillllrd
_._._----_. -- --.-

Cvde Name ((', d; ,., .,.' !;, '!w/ .V<Jllln)

j/;i/"Hr .\',IIIII'S}

(""de IVa me

--- ~--- - -"- ---_.._- - -~.---- - --
(COIIl't'lIlioll,Ji .\'UI//<'s)

IForlller ,V,; "I"S}

SO SOMALIA

province

rcgion/gobolka

province/provincia

lJa h~arcs
Rarcclona
nurgos
Ciccres
C;\diz
Caslc116n
Ciudad Real
Cordoba
Cuenca
Gerona
Granada
Guadalajara
Guipuzcoa
Huelva
Huesca
Jaen
La Coruna
Las Palmas
Le6n
Lerida
Logrono
Lugo
Madrid
Malaga
Mureia
Navarra
Orense
Oviedo
Palencia
Pontevedra
Salamanca
Santa Cruz de Tenerife
Santander
Segovia
Sevilla
Soria
Tarragona
Teruel
Toledo
Valencia
Valladolid
Vizcaya
Zamora
Zaragoza

I S1'07
11 SP08
i
, SI'09

I
I

SPIO
SPI I
SP12
SI'13
SPI4
SPI5
SPI6
SPI7
SP18
SPI9
SP20
SP21
SP22
SP23
SP24
SP25
SP26
SP27
SP28
SP29
SP30
SP31
SP32
SP33
SP34
SP35
SP36
SP31
SP38
SP39
SP40
SP41
SP42
SP43
SP44
SP45
SP46
SP41
SP48
SP49
SPSO

Cape Province
Natal
Orange Free State
Transvaal

SOUTH AFRICA

Bakool
Banaadir
Bari
Bay
Galguduud
Gedo
Hiiraan
Jubbada Dhexe
Jubbada Hoose
Mudug
Nugaal
Sanaag
ShabeelJaha Dhexe
Shabeellaha Hoose
Togdheer
Woqooyi Galbeed

SPAIN

Scope Note: Includes the Balearic Islands, the Canary
Islands, Ceuta, MeliUa, Islas Chafarinas, Pen6n de
Alhucemas, and Pen6n de Velez de la Gomera.

81'03 Malaita
BP04 Western

SF

Scope Note: Includes Walvis Bay, Marion Island, and
Prince Edward Island.

SP

SFOI
SF02
"F03

\-,f04

"\001

Ui
SOO4
S005
SOO6
S001
S008
SOO9
SOlO
SOil
SOl2
SO 13

U··, '14
....,. IS

S016

SPOI
SP02

:- 'P03

~
SP06

AIava
Albacete
AIicank
Almeria
Avila
Badajoz

PG SPRATLY ISLANDS

Scdpe Note: Disputed islands in the South China Sea.

40a
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TABLE 1. Geopolitical Entitles and Their Codes-Contfnued (IS-Va: 7)

Name (Conventional Names)
{Former Namesj

Code Name (Conventional Names)
(Former Namesj

CE SRI LANKA

district

tlSlG
11S17
l'lS18 
NS19

Parar,lari bo
S<J. ralilaCCil

Si pa 1h:i ni
~!ani ca

NS SURINAME

region/iqlim

SU26 A'ali an N.I
SU27 Al Awsal
SU28 AI Istiwa'j
SU29 AI Khar\um
Sl1JO Ash Shamali
SU31 Ash Sharqi
SU32 Bat}r al Ghazal
SU33 Darfur
SU34 Kurdufan

SV SVALBARD

Alvsborgs Lan
Blekinge Un
Gavleborgs Lan
Goteborgs och Bohus Uin
Gotlands Lan
Hallands Un
Jamtlands Lan
Jonkopings Lan
Kalmar Lan
Kopparbergs Liin
Kristianstads Lan
Kronobergs Uin
Malmohus Lan
Norrbottens Lan
Orebro Liin
Osterg6t1ands Liin
Skaraborgs Un
SOdermanlands Lan
Stockholi7ls Lan

·city/stad
province/Hin

WZOI Hhohho
WZ02 Lubombo
WZ03 Manzini
WZ04 Shiselweni

SW SWEDEN

WZ SWAZILAND

district

Scope Note: Insular administrative division of
NOR WAY (NO). Includes Spitsbergen and Bj~rn~ya_

SWOI
SW02
SW03
SW04
SW05
SW06
SW07
SWOB
SW09
SWlO
SWII
SWI2
SWI3
SW14
SW15
SWI6
SWI7
SWI8
SltJ26

SUDAN

Amparai
Anuradhapura
Badulla
Batticaloa
Colombo
Galle
Hambantota
Jaffna
Kalutara
Kandy
Kegalla
Kurunegala
Mannar
Malale
Matara
Moneragala
Nuwara Eliya
Polonnaruwa
Puttalam
Ratnapura
Trincomalee
Vavuniya
Gampaha
Mull aitti vu

SU

CEOI
CE02
CE03
CE04
CE23
CE06
CE07
CE25
CE09
CEIO
CEll
CEI2
CE26
CEI4
CEI5
CEI(,
CEIl
CEI8
CEI9
CE20
CE21
CE~8

CE24
CE27

dislrict/Di S tri kt

NSIO Brokopondo
NS11 Commev i.i ne
j1S12 Coronie
NS13 ~larowijne

NS14 Ni ckerie
NS15 Para

• Revi sed

41

SW21 Uppsala Liin
SW22 Varmlands Lan
SW23 Vasterbottens Lan
SW24 Vasternorrlands Un
SW25 Vastmanlands Lan
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THlI.t: I. (;('''l'lliitiral Entities lind Their Codes-Continued
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----"'*-------------

( ',.de .Vame

'._---_._----

(CIII! ;-,'lIli,1II(11 /\'amrs)
!Forma Sames]

Code iVame (Con ~'('n liollal ,Vam..s)

/Former Namrs]

SZ SWITZERLAND TZ TANZANIA. UNITED REPUBLIC OF

province/mul}ifap.h

c;\lllon!Lanton (French), cantone (Italian), kanton
(GL'lman)

SLot
SZ02
SZ03
SZ04
5L05
SZ06
51.07
SL08
5Z09
SZIO
SZ26
SZII
SZ12
5Z13
5Z14
SZl5
5Z16
5Z17
5Z18
5Z19
5Z20
5Z21
5Z22
SZ23
5Z24
5Z25

5Y

SYOI
SY02
SY03
SY04
SY05
SY06
SY07
SY08
SY09
SYIO
SYll
SYI2
SY13
SYl4

Aargau
Amser -Rhoden
Basel-·Landschaft
Basel-Stadt
Bern
Fribourg
Geneve
Glarus
GraubUnden
Inner-Rhoden
Jura
Luzern
Neuchatel
Nidwalden
Obwalden
Sankt GaJlen
Schaflhausen
Schwyz
Solothum
Thurgau
Ticino
Uri
Vala.is
Vaud
Zug
Zurich

SYRIA

AI lJasakah
AI Lidhiqiyah
AI Qunaytirah
Ar Raqqah
As Suwaydi'
Dar'.
Dayr az Zawr
Dimashq
lJalab
lJamih
~
Idlib
Madinat Dimashq

Tartiis

region

ILOI Arusha
TZlJ Dar cs Salaam
TZ03 Dodoma
TZ04 Iringa
TZ05 Kigoma
TZ06 Kilimanjaro
TZ07 Lindi
TZ08 Mara
TZ09 Mbeya
TZID Morogoro
TZII Mtwara
TZ12 Mwanza
TZ13 Pemba North
TZ20 Pemba South
TZ02 Pwani
TZ24 Rukwa
TZl4 Ruvuma
TZIS Shinyanga
TZ16 Singida
TZ17 Tabora
TZ18 Tanga
TZ21 Zanzibar CentnVSouth
TZ22 Zanzibar North
TZ2S Zanzibar UrbanlWcst
TZ19 Ziwa Magharibi

TH THAILAND

-municipality
province

TH3S Ang Thong
TH28 Buriram
TH44 Chachoenpao
TH32 Chai Nat
TH26 Chaiyaphum
TH48 Chanthaburi
THOl Chiang Mai
TH03 Chiang Rai
TH46 Chon Burl
TH58 Chumphon
TH23 Kalasin
THII Kamphaeng Phd
TH50 Kanchanaburi
TH22 Khon Kaen
TH63 Krabi
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TABLE 1. Geopolitical Entities and Their Codes-Continued

Code Name (Con"entional Names)
{Former Names]

Code Name (Con "elltiollal Names)
(Former Names/'

TH40
TH06
TH05
THI8
TH34
THOI
TH24
TH43
TH53
TH21
TH27
THI6
TH64
TH04
TH31
THI7
TH38
TH39
TH69
TH61
TH66
TH41
THI4
TH56
THI3
THI2
THJ6
TH07
TH62
TH45
TH57
TH59
TH52
TH47
TH25
TH20
TH42
TH55
TH54
TH37
TH67
TH33
nna
TH6R
THO')
1'1151
1'1160
TIl2'J
TIlt";
TH6~

Krung Thep·
Lampang
Larnphun
Loei
Lop Buri
Mae Hong Son
Maha Sarakham
Nakhon Nayok
Nakhon Pathom
Nakhon Phanom
Nakhon Ratchasima
Nakhon Sawan
Nakhon Si Thammarat
Nan
Narathiwat
Nong Khai
Nonthaburi
Pathum Thani
Pattani
Phangnga
Phatthalung
Phayao
Phetchabun
Phetchaburi
Phichit
Phitsanulok
Phra Nakhon Si Ayutthaya
Phrae
Phuket
Prachin Buri
Prachuap Khiri Khan
Ranong
Ratchaburi
Rayong
Roi Et
Sakon Nakhon
Sarnut Prakan
Sarnut Sakhon
Salllut Songkhram
Saraburi
Satun
Sing Buri
Sisakct
Songkhla
Sukhothai
SlIphan Buri
Surat Thani
Smin
Ta~

lr,lng

43

TH49 Trat
TH71 Ubon Ratchathani
TH 19 Udon Thani
TH 15 Uthai Thani
THto Uttaradit
TH70 Yala
TH72 Yasothon

TO TOGO

circumscription/circonscription

TOOl Amlame
Too2 Aneho
Too3 Atakpame
TOl5 Badou
TOO4 Bafilo
Too5 Bassar
TOO6 Dapaong
Too7 Kante
Too8 Klouto
TOl4 Kpagouda
TOO9 Lama-Kara
TOto Lome
TOll Mango
TOl2 Niamtougou
TOn Notse
TOl6 Sotouboua
TOl7 Tabligbo
TOl9 Tchamba
T020 Tchaoudjo
TOl8 Tsevie
T021 Vogan

TL TOKELAU

Scope Note: New Zealand island territory, On
December 2, 1980, the United States Government signed
a "Delimitation of Maritime Boundary" treaty with New
Zealand for Tokelau. Under provisions of the treaty the
U.S. relinquishes its claims to the following
atolls: Ataru, Fakaoru, and Nukunonu. The treaty wa'i
ratified by the U.S. Senate in June, 1983.
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TABLE 1. Geopolitical Entities and Their Codes-Continued
(l8-Va: 7)
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Code Name (COli ~'entiollQI Names)
{Former Names}

Code Name (Conventional Names)
{Former Names}

TN TO~GA TS TUNISIA

island group governorate/witiyah

TNOI Ha'apai
TN02 Tongatapu
TN03 Vava'u

TO TRINIDAD AND TOBAGO

county
·municipality
··ward

TOOl Arima·
Too2 Caroni
Too3 Mayaro
TOO4 Nariva
TooS Port-of-Spain·
TD06 Saint Andrew
Too7 Saint David
TooS Saint George
TD09 Saint Patrick
TO lO San Fernando •
TOll Tobago··
TOl2 Victoria

TSl4
TSl5
TSI6
TS02
TS03
TSl7
TSI8
TS06
TS28
TS19
TS29
TSI0
TS32
TS33
TS22
TS23
TS36
TS26
TS27
TS31
TS34
TS35
TS37

Al Kat'
AI Mahdiyah
AI Munao;tir
AI Qa~rayn

AI Qayrawan
Raj~h

Danzart
Jundubah

Madanin
Nabul
Qabis
Qafsah
Safaqis
Sidi Bu Zayd
Silyanah
Susah
Tunis
Aryanah
Bin Arus
Qibili
Tatawin
Ta\'1zar
Zaqhwan

~"' '.;iW

TE TROMELIN ISLAND TU TURKEY

*
Scope Note: French possession.

PS TRUST TERRITOR.Y OF THE PACIFIC
ISLANDS

administrative arca

Scope Note: The Republic of Palau, U.S.
administered. Includes the islands of
Kayangel, Babelthaup, Peleliu. Koror,
An9aUr, Sonsorol, Pulo Anna, Merir. Tobi,
and Helen.

PS20 Marshall Islands
PS25 Micronesia, Federated States of
PS30 Palau

* Rev; sed
44

province/iii

TUOI Adana
TU02 Adlyaman
TU03 Aryon
TU04 Agn
TUOS Amasya
TU06 Ankara
TU07 Antalya
TUOS Artvin
TU09 Aydm
TUlO Baltkesir
TU II Bilecik
TUI2 Bingol
TUI3 Bidis
TUI4 Bolu
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(lS-Va: 7)

UG UGANDA

TV TUVALU

45

TK TURKS AND CAICOS ISLANDS

(Can ~en';onal Namt't)
{Former Namts!

*

Busoga
Karamoja
South Buganda
Central
Eastern
Nil e
I~orth Buganda
Northern
Southern
Western

TU63 Urfa
TU64 U$llk
TU6S Van
TU66 Yozgat
TU67 Zonguldak

province:

UG05
UG08
UG12
UG18
UG20
UG21
UG22
UG23
UG24
UG25

UKOI ArmyanslaYll SSK
UR02 . Azcrhaydlh;lllskaya SSR

Scope: Note:: Include:s the: islands of Nanumanga.
Nanume:a, Nui, Niutao. Vaitupu, Funafuti, Nukufe:tau.
Nukulailai, and Nurakita. The Gove:rnme:nts of the:
United StateS and Tuvalu signed a '"Treaty of
Frie:ndship" on February 7, 1979. Unde:r provisions of
the treaty. the: United States relinquishes its claims to the:
following islands: Funafllti. Nukufe:tau, Nukulailai, and
Nurakita. The: tre:aty was ratifie:d by the: U. S. Senate: in
June:, 1983.

Scope Note: British Colony.

UR UNION OF SOVIET SOCIALIST REI'URI.lCS

·soviet fedenativc sociI'list republic/sovetskaya
federativllap sotsiali!>tichcskaya respublika

soviet socialist n:public/sovetskaya
sotsialistiche:skaya rCSIJublika

Scope Note: Includes the de facto areas of Estonia,
Latvia, Lithuania, southern Kuril Islands; Habamai
Islands, and 1I0rthcrn EAst Prussia.

COOt' Namt'(Con~t'r";onalName.l)
{Former Names!'-', Cedt Nomt'

TUIS Burdur
TUI6 Bursa
TUI7 <;anakkale
TUI8 0uWn
TUI9 <;arum
TU20 Denizli
TU21 Diyarbakar
TU22 Edime
TU23 ElllZlA
TU24 Erzincan

V TU2S Erzurum
TU26 EskiIebir
TU27 Gaziantep

TU28 Giresun
TU29 Giimii$hane:
TU30 HaUiri
TU31 Hatay
TU32 1~c:1

TU33 Isparta
TU34 Istanbul
TU3S tzmir
TU46 Kahraman Marq

'-'
TU36 Kan
TU37 Kastamonu
TU38 Kayseri
TU39 KJrkJarc:li
TU40 Ktr$Chir
TU41 Kocae:li
TU42 Konya
TU43 Kiitahya
TU44 Malatya
TU4S Manisa
TU47 Mardin
TU4R Mugla
TU41J MU$

~
TU~ Nev$Chir
TUSI Nijde
TUS2 Ordu
TUS3 Rize
TUS4 Sabrya
TUSS Samsun

TUS6 Siirt
TUS7 Sinop
TUS8 Sivas
TUS9 Tekirdal
TU60 Tokat
TU61 Trabzon
TU62 Tunceli

~
,.. Revised
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TAlIl.f I. Cl:llp,,'itkllJ Entitil:s lInd Their Codes ·Continued

Code l\'ume (CUI/ nlllioflUl .\'lImes)

/ Furmer SlIlIIesJ

("ode Same (CUll venT/vl/al '\'lillle,i)

IFormer Names]

(England: 01 through 46, inclusive)

UR03
UR04
UROS
UR06
UR07
UR08
UR09
URIO
URIJ
URI2
URI3
URl4
URIS

TC

emirate

TCOI
TC02
TC04
TC06
TC03
TCOS
TC07

UK

Bdorusskaya SSJ{
Estonskaya SSR
Gruzinskaya SSR
Kazakhskaya SSR
Kirgiz~kaya SSR
Latviyskaya SSR
Litovskaya SSR
Moldavskaya SSR
Rossiyskaya SFSR 
Tadzhikskaya SSR
Turkmenskaya SSR
Ukrainskaya SSR
Uzbekskaya SSR

UNITED ARAB EMIRATES

Abu ~by

'Ajmin
AI Fujayrah
Ash Shiiriqah
Dubayy
Ra's al Khaymah
Umm aI Qaywayn

UNITED KINGDOM

UK17 Greater London 
UK 18 Greall:r Mam:hester 
UK 19 Hampshire
UK 20 Hereford and WOI~estcr

UK2r rrcllford
UK22 Humberside
UK23 hie of Wight
UK24 Kent
UK2S Lancaster
UK26 Leicester
UK27 Lincoln
UK28 Merseyside
UK29 Norfolk
UK31 Northampton
UK32 Northumberland
UK30 North Yorkshire
UK33 Nottingham
UK34 Oxford
UK3S Salop
UK36 Somerset
UK37 South Yorkshire 
UK38 Stafford
UK39 Suffolk
UK40 Surrey
UK41 Tyne and Wear •
UK42 Warwick
UK43 West Midlands •
UK44 West SUSSCll.

UK4S West Yorkshire 
UK46 Wiltshire

county
-metropolitan county

UKOI Avon
UK02 Bedford
UK03 Berkshire
UK04 Buckingham
UKOS Cambridge
UK06 Chester
UK07 Cleveland
UK08 Cornwall
UK09 Cumbria
UKIO Derby
UKII Devon
UKl2 Dorset
UK13 Durham
UK 14 East Sussex
UKlS Essex
UK 16 Gloucester

46

(Northern Ireland: S2 through 77, inclusive)

district

UKS2 Antrim
UKS3 Ards
UKS4 Armagh
UKSS BaJlymena
UKS6 BaJlymoney
UKS7 Banbridge
UKS8 Belfast
UKS9 Carrickfersus
UK60 Castlereagh
UK6I Coleraine
UK62 Cookstown
UK63 Ccaigavon
UK64· Down
UK6S Dungannon
UK66 Fermanagh
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TABLE 1. Geopolitical Entities and Their Codes-Continued
(l8-Va: 7)

Code Name (Conventional Names)
{Former Names!

Code Name (Conventional Names)
{Former Namesj

US UNITED STATES

-district
state

Scope Note: Includes only the States and the District
of Columbia; each outlying area is separately identified.

UK67 Lame
UK68 Limavady
UK69 Lisbum
UK70 Londonderry
UK71 Magherafelt
UK72 Moyle
UK73 Newry and Mourne
UK74 Newtownabbey
UK75 North Down

V UK76 Omagh
UK77 Strabane

(Scotland: 78 through 89, inclusive)

-islands area
region

UK78 Borders
UK79 Central
UK80 Dumfries and Galloway
UK81 Fife
UK82 Grampian

\.I UK83 Highland
UK84 Lothian
UK8S Orkney -
UK86 Shetland -
UK87 Strathclyde
UK88 Tayside
UK89 Western Isles -

(Wales: 90 through 97, inclusive)

county

UK90 Clwyd

\.i UK91 Dyfed
UK92 Gwent
UK93 Gwynedd
UK94 Mid Glamorgan
UK95 Powys
UK96 South Glamorgan
UK97 West Glamorgan

47

USOI
US02
US04
USOS
US06
US08
US09
USIO
US II
USI2
USI3
USIS
USI6
USI7
USI8
USI9
US20
US21
usn
USB
US24
US2S
US26
US27
US28
US29
US30
US31
US32
US33
US34
US35
US36
US37
USJ8
US39
US40
US41
US42
US44
US45
US4!J

Alabama
Alaska
Arizona
Arkansas
California
Colorado
Connecticut
Delaware
District of Columbia 
Florida
Georgia
Hawaii
Idaho
lIIinois
Indiana
Iowa
Kansas
Kentucky
Louisiana
Maine
Maryland
Massachusetts
Michigan
Minnesota
Mississippi
Missouri
Montana
Nebraska
Nevada
New Hampshire
New Jersey
New Mexico
New York
North Carolina
North Dakota
Ohio
Oklahoma
Oregon
Pennyslvania
Rhode Island
South Carolina
South Dakota
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IFOfllla Xllllln}

Cpde Na III I? (COl/ \'('1/ liol/o/ ,YliII/t'\)

IForma NUlllf'S}

department/departamento

UYOI Artigas
UY02 Canelones
UY03 Cerro Largo
UY04 Colonia
UYOS Durazno
UY06 Flores
UY01 Florida
UY08 Lavalleja
UY09 Maldonado
UYIO Montevideo
UYll Paysandu
UYl2 Rio Negro
UY13 Rivera
UYI4 Rocha
UYIS Salto
UY16 San Jose
UY 11 Soriano
UYl8 Tacuaremb6
UYl9 Treinta y Tres

US47
US48
US49
USSO
USSI
USS3
USS4
US55
US56

UY

T t.: IIl1c~see

TCllas
Utah
Vermont
Virginia
Washillgtoo
West Virginia
Wisconsin
Wyoming

URUGUAY

VE VENEZUELA

·"federal dependencies/dependencias fed(:ralcs
··fedcral district/distrito federal
state/estado
·territory/territorio

VEOI Amazonas·
VE02 Anzoategui
VE03 Apure
VE04 Aragua
VEaS Darin..
VEQ6 Bolivar
VE01 Carabobo
VE08 Cojedes
VE09 Delta Amacuro •
VE24 Dependencias Federales ...
VEIO Distrito Federal ••
VEIl Falc6n
VE12 Guarico
VE13 Lara
VEl4 Merida
VE1S Miranda
VEl6 Monas..
VE17 Nueva Esparta
VE18 PortugUe5t
VE19 Sucre
VElO T6chira
VEl1 Trujillo
VEl2 Yaracuy
VE23 Zulia

NH VI\NUATU

S,opc NOle: FOllllcrly New lIebridl"S, BeGIJllc
illdq"'llIkllt July 30, )9HO,

di~lricl

~1I01 Ct'Jltral Di~(rict Number I
Nl102 C.-lIlral Di~(rict Number 2
~1I03 Northern
~1I04 Southern

vr V ATICI\N CITY

48
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TABLE 1. Gei>political Entities and Their Codes-Continued

~ Code Name (Conyentional Names)
{Former Namesl

Code Name (Conyentional Names)
{Former Namesl

VM VIETNAM WQ WAKE ISLAND

province/tlnh Scope Note: US. territory_

VMOJ
VM02
VMOJ
VM04
VMOS
VM06

U.~~~7
VM09
vrno
VMJI
VMI2
VMI3
VMI4
VMIS
VMI6
VMI7
vr141
VMI9

\-/ ~~~~
VM22
VM23
VM39
VM24
VM25
VM26
VM27
VM28
VM29
VM30
VMJI

'-' ~~~~
VM3S
VM34
VM36
VM37
VM38
Vt·142

VQ

An Giang
Bic Thai
Bin Tre
Binh Tn Thien

~ .
Cao Bang
Cu-u Long
Dic Lic
Donq Nai
Dbng Thap
Gia Lai-Kon Tum
Hil B&c
Hai HlYTlg
Hai Phong
Ha Nam Ninh
Ha Noi
Ha S011 Rinh
Hil Tuycn
Hau Giang
Hoang Lien SO'll
H6 Chi Minh
Kie'n Giang
Lai Chau
Lam D6ng
L~ng Stm
Long An
Minh Hai
Ngh~ Tinh
Nghia Binh
Phil Khanh
Quang Nam·Da NKng
Quang Ninh
Song Be
S011 La
Tay Ninh
Thai Binh
Thanh Hoa
Th~~n Hai
Ti~n Giang
Villh Phu
Vung Tau-Con Dao

VIRGIN ISLANDS

WF WALLIS AND FUTUNA

Scope Note: Overseas territory of FRANCE (FR). in
cludes iJes de Horne. ile Uvea. and lie AJofi.

WE WEST BANK

Scope Note: All of the area west of the Jordan River
under Jordanian administration before the 1967 Arab
Israeli war.

WI WESTERN SAHARA

Scope Note: Fonnerly Spanish Sahara. Now under de
facto control of Morocco.

WS WESTERN SAMOA

district

WSOI A'ana
WS02 Aiga-i-Ie-Tai
WSOJ Atua
WS04 Fa'asaleleaga
WS05 Gaga'emauga
WS07 Gagaifomauga
WS08 Palauli
WS09 Satupa'itea
WS 10 Tuamasaga
WS06 Va'a-o-Fonoti
WSII Vaisigano

Scope Note: U.S. territory.

*Revised
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('nde :Vallle (Conyenliol/a/ .\'u/1/cs)

IFormer NOllles]

Code Name (Convel/liul/<J/1\'1I111I'5)

[Former Names}
-- - ------ ·H---- --------------.-----

YEMEN{SANAA)

Scope Note: Comprises the former Yemen
Arab Republic and the former People's
Democratic Republic of Yemen.

governorate/muhafazah

Yr~Ol Abyan
Yt·102 Adan
nl03 A1 r·1ahrah
Ytl04 Hadramawt
YMOS Shabwah
yr106 Lahij
Y'107 A1 Bayda
mOB Al Hudaydah
YtlO9 A1 Ja\oJf
YiUO A1 Mahwit
Y~1l1 Dhamar
YM12 Hajjah
yr113 Ibb
Y~H4 r~a'rib

ymS Sa'dah
Y1'116 San I a
YM17 Ta 'i zz ,..
YO YUGOSLAVIA

socialist republic/socijalisticka republika

yool Bosna i Hercegovina
Y002 Crna Gora
y003 Hrv"atska
YOOS Makedonija
YOO6 Slovenija
y001 Srbija

CG06 Kinshasa·
c007 Kivu
COOS Shaba

ZA ZAMBIA

province

ZA02 Central
ZA08 Copperbelt
ZA03 Eastern
ZA04 Luapula
ZA09 Lusaka
ZAOS Northern
ZA06 . North-Western
ZA01 Southern
ZAol· Western

ZI ZIMBABWE

Scope Note: Became independent April
Former British colony of Southern Rhodesia.

province

ZIOI Manicaland
ZI03 Mashonaland Central
ZI04 Mashonaland East
ZIOS Mashonaland West
ZI06 Matabeleland North
ZI07 Matabeleland South
ZI02 Midlands
Zl08 Victoria

TW TAIWAN

18, 1980.

CG ZAIRE
Scope Note: Includes island of Taiwan, and P'eng-hu
Ch'w-tao (Pescadores).

region/region
-town/ville

CGOI Bandundu
CG08 Bas-Zaire
CG02 ~uateur

CG09 Haut-Zaire
c003 Kasai-<>Ccidental
CG04 Kasai-Oriental

"Ie Revised

-municipality/shih
province/sheng

TWOI Fu-chieo
TW02 Kao-hsiung·
TW03 T'ai-pei·
TW04 T'ai-wan

.-.
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Bule Geopolitical Eattda ~ueaced by Country U>dr ..lIh Hbtorl...1R~ o( t 'banrea to Coda and Nama
NOTE: Codes currently in u~ are only thO'<' a....OClalaJ Wllh ("nllly names In capitAl lellen.

Ow.try
Cotir Nomr o"d Cltollgr Drscriptioll

Cltollgr
NwmMr

Country
Cod~ Nom~ and CltOllg~ Drscriptioll

Chollgr
Num!:or,

AC ANTIGUA AND BARBUDA: changed (rom
Anllgua (AC)

AF AFGHANISTAN
AG Al.GERIA
AL ALBANIA
AN ANDORRA
AO ANGOLA
AQ AMERICAN SAMOA

. AR ARGENTINA
AS AUSTRALIA

t. ; AT ASHMORE AND CARTIER ISLANDS: added,
"'-' ~parated (rom AUSTRALIA (AS)

A T Ashmore and Cartier Islands: deleted,
included in AUSTRALIA (AS)

AU AUSTRIA
AV ANGUILLA' added. separated (rom

St Chr;stopher-Nevi~-Angui1la(SC)
AY ANTARCTICA
BA BAHRAIN
BB BARBADOS
BC BOTSWANA
BD BERMUDA
BE BELGIUM
BF BAHAMAS, 1 HE: changed (rom Bahamas (BF)
BG BANG( ADESH: added,

~parated (rom PAKISTAN (PK)
~ BII BELIZE: changed (rom British Honduras (8H)

BL BOLIVIA
BM BURMA
BN DFNIN: added, replaced Benin (OM)
BI' SOlOMON ISLANDS: changed from'

Briti.h Solomon Island~ (BP)
BQ NAVASSA lSI AND: added, ~parated from

U.S. Miscellaneous Caribbean hlands (BQ)
BQ U.S Mi-eel1aneous Carihbean hlands: deleted.

repbced by NAVASSA ISLAND (DQ)
and other islands included ill COLOMBIA (CO)

DR BRAZil.
BS BASSAS DA INDIA: arlMd.

~parated from REUNION (RE)
RT BHUTAN

~
"" BlI BUl.GARIA

BV HOl/VET ISLAND: ch"nged from Bouvetoya (HV)
BX BRtlNFI
BY BURUNDI
B7. GERMANY. DERI./N: arld"d, rcplac.::d

Germany, Berlin (WB)
CA CANADA*Cit CAMBODIA: changed frolll Kar:lpuchea (CB) *
CD CHAD
CF. SRI LANKA: chang,·J fron, Cryl.,,, «'I-'.)
CI- CONGO: changed from COllgo (lIr,".7avilk) (CF)
C(i ZAIRE: changed (rom CO/IL" (Kill\hasa) (CG)
CH CIfINA: changed from Chill.,. !',oples

Republic of (CH)
CH Chill3, Peoples Repuhlic 0(: ch.,"ged from

Chilla, Communist (CIf)

2-12·{)\

2·IH12

2-00-21

1-00-01

2-00-09

1-00-02
1-00-03

2-13-01

I-m-OI

1-00-18

1-00-18

2·12-04

2-04-02

2-00·12

2-O~-O1

1-00-05

1-00·08
1-00-09

2-0114

1-0006

CI CHILE
CJ CAYMAN ISLANDS
CK COCOS (KEEliNG) ISLANDS: changed (rom

Cocos Islands (CK)
CL untral and Southern Line Islands: deleted,

included in Gilben and Ellice Islands (GN)
CM CAMEROON
CN COMOROS: changed (rom Comoro Islands (CN)
CO COLOMBIA
CQ NORTHERN ~fARIANA ISLANDS: added, separated

(rom Trust Territory of the Pacific Islands (TQ)
CR CORAL ~EA ISLANDS added,

~parated from AUSTRALIA (AS)
CR Corll1 Sea Islands Territory: deleted,

included in AUSTRALIA (AS)
CR Coral Sea Islands Territory: added,

~parated (rom AUSTRALIA (AS)
CS COSTA RICA
CT CENTRAL AFRICAN REPUBLIC: changed (rom

untral African Empire (CT)
CT untral A(rican Empire: changed from

unlral African Republic (CT)
CU CUBA
CV CAPE VERDE: changed (rom

Cape Verde, Republic o( (CV)
CV Cape Verde, Republic 0(: changed from

Cape Verde (CV)
CW COOK ISLA NDS
CY CYPRUS
CZ CZECHOSLOVAKIA
DA DENMARK
OJ DJIBOUTI: added, replaced

French Terrilory o( the A(a~ and Issas (FT)
OM Benin: deleted. replaced by BENIN (BN)
DM Benin: changed from Dahomey (OM)
DO DOMINICA
DQ JARVIS ISI.AN[': added, separated from

U.S. Mi~cel1allcou\ Pacific Islands (IQ)
DR DOMINICA)\; REPUBliC
EC ECUADOR
EG EGYPT: changed from Uniled Arab Republic (EG)
EI IRELAND
EK EQUATORI-\1. GUINEA
EQ CRnlnll and Enderbu. y Islallrl.: delete,I,

included in KIRIIIATI (KR)
ES FL SAI.VADOR
El 1'.111101'1"
Ell EUROPA lSI ANn added,

separaled frolll RLUl'ION (RF)
FA FALKLAND ISLANDS (ISLAS MALVINAS):

challged (rom Falkl;tII<l hlands (FA)
Hi f-RLNCII GUIANA
FI FINI AND
FJ FIJI
Fll !-,\f{O!': 151 "~1l5> ch"nged (rom

Faeroe hlalld\ (Fa)

1-00..07

1.{)f)...()4

2-00-10

2'{)3-O1

2-12'{)8

2-00-23

1-00-10

2-00-20

2·12'{)~

1-08-.(JI

HlI·OI
2-IJ-OJ

1-12-01

2-12·14

I"()()·lt

2-07-02

2-1209

1-00 17

2-00 "
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ru" I 2. 11.,ie C,op("ili"~1 Enlilics ScqutllCl'd b)' Coulllr) C"de .. ilh lIi,''',ic.1 Rtco«" of Chan\:<'s to Codes and :-.'"mt'5 C",,:', \I,'d

NO IE· C"d..s eurrclIll)' In u,~ arc ,,"I)' th"" a""e;ar ....! '\llh clllil)' llalllCS in capilal Ictl~rs,

2·12-13

21lO16

1'/ :gt

.\':" ·,I·t"

2.()().2S

2-11'()1

200-04

2-00'()7

2·12·16

212·' 5

2·12-13

2·00-06

2-12-17

2-12-20

2'()1'() I

1'()()'21
2·12·19

o III A 11(C), App D, HB lH

(IB-Va::?)

.\'ame ,wd Change D"iUiplioll

CUIII/Iry

Code

IT ITALY
IU Israel-Syria [)emililarlled Zone: ddded,

incluiI"d In ISRA J-'L (IS)
IV IVORY COAST
IW r" ael·Jordan Demililal ilcd Z, "Ie: t1ektcd,

inc-Iuded in ISRA EL (IS)
IY IRAQ SAUDI ARAUIA NEU I RAL /.ONE
IZ IRAQ
JA JAPAN
JE JERSEY: addcd,

separaled from UNITED KINGDO~1 (UK)
JM JAMAICA
JN JAN MAYEN: added, separaled from

Svalbard and Jan Mayen OS)
JN Jan Mayen: deleled, included in

Svalbard and Jan Mayen OS)
JO JORDAN
JQ JOHNSTON ATOLL
JS Svalbard and Jan Mayen: deleted, !>eparated

into JAN MAYEN (IN) and SVALBARD (SV)
JS Svalbard and Jan Mayen: added. replaced

Svalbard (SV) and Jan Mayen (IN)
JU JUAN DE NOVA ISLAND: added.

separated from REUNION (RE)
KE KENYA
KN KOREA, DEMOCRATIC PEOPLE'S REPUBLIC OF:

changed from Korea, Nonh (KN)
KQ KINGMAN REEF: added, separated from

U.S. Miscellaneous Pacific Islands (lQ)
KR KIRIBATI: added. replaced Gilben Islands (GS)

and Canton and Enderbury Islands (EQ)
KS KORF.A. REPUBLIC OF
KT CHRISTMAS ISLAND
KU KUWAIT
LA LAOS
LE LEBANON
LI LIBERIA
LQ PALMYRA ATOLL: added. separated frOID

U.S. Miscellaneous PacifIC Islands (IQ)
LS LIECHTENSTEIN
LT LESOTHO
LU LUXEMBOURG
LY LIBYA
MA MADAGASCAR
MB MARTINIQUE
MC MACAU: changed from Macao (Me)
ME Spanish Nonb Africa: deleted.

included in SPAIN (SP)
ME Spanish Nonb Africa: changed from

Spanish Territories in Nonhem Morocco (ME:)
MF MAYOTTE: added. ICparated from FRANCE (F.R)
MGMONGOLIA
MH MONTSERRAT
MI MALAWI
MLMAU
MN MONACO

2·12·OJ

2-01-01
2-00-01

100-13

2-12-11

Chul/gt

.\'"mbu

I-II'()I

I-II'()I

2-12-10

2-()1.()1

I.()().I S

2-12-12

2·12-18

2·12.()7

Name and Challl!le Del' riplioll

II'" I" II II) J

foP FRENCH POLYNESIA
IQ BAKER ISLAND. add~d, c<jMralcd from

US M"cellaneous PaCIfic r,lallds (IQ)
I:R FRA~CE

loS I·RENCII SOUTHERN AND A~TARCTIC lANDS
f- r Frellch Territory of Ihe Afars and Iss&5:

deleled, replaced by DJ I BOUTI (DJ)
<lA GAMBIA, THE changed from Gambia (GA)
GB GABON
GC GERMAN DEMOCRATIC REPUBLIC: changed from

Germany, Soviet Zone of (GC)
(iE GERMANY, FEDERAL REPUBLIC OF
GH GHANA
GI GIBRALTAR
GJ GRENADA
GK GUERNSEY: added,

separaled from UNITED KINGDO~ (UK)
GL GREENLAND

GM GERMANY: added, replaced Germany, Federal
RepUblic of (GE), German Democratic Republic
(Ge), and Germany, Berlin (BZ)

GN Gilbert and Ellice Islands: deleled, replaced
by TUVALU (TV) and G,lben Islands (GS)

GO GLORIOSO ISLANDS: added,
!>eparaled from REUNION (RE)

GP GUADELOUPE
GQ GUAM
G~ GREECE
GS Gilben hlands. deleted,

replaced by KIRIBATI (KR)
OS Oilben Islands: added, separated from

Gilben and Ellice Islands (GN)
GT GUATEMALA
GV GUINEA
GY GUYANA
GZ GAZA STRIP
HA HAITI
HK HONG KONG
HM HEARD ISLAND AND MCDONALD ISLANDS

(HM): changed from Heard and
McDonald Islands (HM)

HO HONDURAS
HQ HOWLAND ISLAND: added. separaled from

U.S. Miscellaneous Pacific Islands (IQ)
HU HUNGARY
IC ICELAND
10 INDONESIA
1M MAN. ISLE OF: added,

separated from UNITED KINGDOM (UK)
IN INDIA
10 BRITISH INDIAN OCEAN TERRITORY
IP CLIPPERTON ISLAND: added.

separated from FRENCH POLYNESIA (FP)
IQ U.S. Miscellaneous Pacific Islands: delclCd.

replaced by BAKER ISLAND (FQ). HOWLAND
ISLAND (HQ), JARVIS ISLAND (00), KINGMAN
REEF (KQ), and PALMYRA ATOLL (LQ) 2-12·23

IR IRAN
IS ISRAEL

'~

II
J
i

··f
:;
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TABltl.

:" il P i', i Ifj
(l8-Va: 7)

B..,ic (d-opolitkal Entitie~ Sequenced by Country Code "itb Historical Records or ChanK.... to t·.o<1.... and '-am,', t·. 'IltlnUt'O
NOTE Code<> currently In u~ are only lho~ .....S{)(;laled With entlly nam", '" 'Jl'ilal I.,tlc',

Country

Code Name and Change DeJa/ptlOn

Change
Number

Country

Code
Chl1.'I<"
Sum/'J",

1-{)4-()1

2·14-01

2-O2·{)2

2-12·2(

2·00-01

1·11-02

2,00 o~

1,.QO.!1

1-0024

2-12·71

2-0102

I ~ II 01
2~ 12 I II,

2·00 I'

2-00 I~

SC S1'. CHRISTOPHER AND NEVIS challg..d from
SI. ChllSlopher·NevI\ (SC)

SC SI. Christopher. NevI' changed flo",
St. ChnSloph.. r "Je\'''~ A.ngudla 1St ')

SE SEYCHELLES
SF SOUTH AFR ICA
SG SENEGAL
SH ST HELENA
SK Sllr.lr.im: deleted. IIlciuded III INfJlA n:,,)
SL SIERRA LEONE
SM SAN MARINO
SN SINGAPORE
SO SOMALIA
SP SPAIN
50 Swan Islands deleted,

included In HONDURAS (HO)
SS Spanish Sahara: deleted.

replaced by WESTERN SAHARA ,WI)
ST SI. LUCIA
SU SUDAN
SV SVALBARD: added, ~pa,ated from

Svalbard and Jan Mayen (lS)
SV Svalbard: deleted, IIlcluded In

Svalbard and Jan Ma~t'n (lSI
SW SWEDEN
SY SYRIA
SZ SWITZERLAND
TC UNITED ARAB EMIRATES changed fro",

Trucial States (TC)
TD TRINIDAD AND 'rOIlAGO
TE TROMEI.IN ISLAND: added.

separated from REUNIO"i (RI )
TH THAILAND
TK TURKS AND CAICOS ISI.ANDS
TL TOKELAU: changed from Tokelau hland~ (T1.)
TN TONGA
TO TOGO
TP SAO TOMF AND PRINCIPE
TQ Tru~t Territo,) of the Pacilic 1,land, dl'1eteo.

replaced by NORTHFRN MARIANA lSI ANDS (CQ)
and TRUST TERRI fOR Y OF 1 HI
PACIFIC ISI.ANDS (NQ)

TS TUNISIA
TU TURKIY
TV ·I')VAI.II· add,·d. s<p.I/i1lnl f",,"

G,II>.:,t alld FIl", I-h,,", «(;"i)

TW 1 AIWAl'I: ch,"gt'.1 [10111 Chill., (l a'\\oJIl) (l W)

T"" Chi,,,, (1 a1\\ all) ch,"£ctl f"""
Chona, RepuhlK of (1 W)

TZ lANZANIA, Ul'i1l1'11 RU'l;m.IC 01· ch''''bt'd(''"1l
Talllalli., (T7.)

UG UGANII"
UK UNIITI) KI:--;(;IJ()\l
UR UNION OF SaVill sonAr IS'I RI PUIlI ICS

challg"'! r"'11\ Sovit't lIn;'"1 (t IR) 2-00 OX

US UNll U I STAll S

UV BURKJNA (~o~!"l:.· '~:::".T1 1'..5 (,per':olta) *

1-00-/6

2-02-01

2-00-13

2-10-01

*

2-04-01

2-03-02

1-00-22

2-09-01

2-09-01

1-00-17
2-0704

1-1~01

1-01-01

2-08-01

MO MOROCCO
MP MAURITIUS
MQ MIDWAY ISLANDS
MR MAURITANIA
MT MALTA
MU OMAN changed from Muscat and Oman (MU)

MV MALDIVES
MX MEXICO
MY MALAYSIA
MZ MOZAMBIQUE
NA NETHERLANDS ANTILl ES
NC NEW CALEDONIA
NE NIUE
NF NORFOLK ISLAND
NG NIGER
NH VANUATU: changed from New Hebndes (NH)
NI NIGERIA .

NL NETHERLANDS
NO NORWAY
NP NEPAL
NQ TRUST TERRITORY OF THE PACIFIC ISLANDS

added, ~parated from
Trusl Territory of Ihe Pacilic Islands (TQ)

NR NAURU
NS SURINAMI changed from Surinam (NS)

NU NICARAGUA
NZ NEW ZEALAND
pA PARAGUAY
PC PITCAIRN ISLAND~ changed from Pitcairn (PC)
PC Pitcairn: changed from Pltcairnhland (PC)

PI: PERU
pi PARACEL ISLANDS
PG SPRATLY ISLANDS changed from

Sprally hland (pG)
pK PAKISTAN
PI. POI AND
PM PANAMA added, replaced Panama (PN)

and Canal Zone (pQ)
pN Panama dekled, inch"led in PANAMA ()'M)

PO PORTUGAL
PI' PAPUA NEW GUINFA: changed frolll

Papua and New Guinea (1'.')

PQ C.n.I7.0111· deleted, included ill PAl'iA\IA (PM)
1'1 )'",Iugue,e Tlnlor deleted,

included ill INDONESIA (II I)

PU GUINI A-BISSAU: change<lJro'n
Portuguese Guillea (pU)

QA QA1AR
RI: RHINION
RII Soulherll Rhodesia: deleted,

replaced by 7.IMAABWE (7.1)
RO ROMANIA
RI' 1'11/1 JI'\'INI.S
RV l'IT.nO R1(0

RW RWANI>A
SA SAUDI ARArHA
51! ST. PIFRRF AND MIQUI'ION
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I II'S 1'1 II IU-J

D III A lI(C), App 0, HH 18

(lB-'va: 7)

T", Hl.: 2. ny.,ic Gl~opolitical Fntitit., S('~'Io'n\ (II h) ('.. I' :111) ('"ttl' '\ jrh II i ... II" i'"MI Rl i "nh "r (11.II'gl·~ to Cndcs and Sames Cj)I\I'rll.l~d

NOTE Codt''\ "-ltrrt·::t1~ ;11 11'l.-' ,lie 'J!} dHl\C l'."\i.. i:lh'd \\ilh tl1ril}' 11.111"" in cltp,lalletlers.

("VlJnlry

Codt

, '/:""sr

.\".rlln('r SUllie a"d Changt De.len/,lla"
Ch""8 t

.\'II.",,/wr

------------------ ----- ---

UY URUGUAY
vc ST. VINCENT AND THE GRENADINI,S

ch~ng...d (rom SI Vin(l"nl (VC)
VE VENE/.UELA
VI UKIIISH VIRGIN ISLANDS
VM VIETNAM: .dded~repla(...d Vi... lna,", 1'"rth lV~

and Vietnam, Republic of (VS)
VN Vietnam, North: deleted,

included in VIETNAM (VM)
VQ VIRGIN ISLANDS: changed (rom

Virgin Islands of the U.S. (VQ)
VQ Virgin Islands of the U.S,: changed from

Virgin Islands (VQ)
VS Vietnam, Republic of: deleted,

included in Vietnam (VM)
VT VATICAN CITY
WA NAM IBIA: changed from South· West Africa (WA)
WB Germany, Berlin: deleted. replaced by

GERMANY, BERLIN (BZ)
WB Germany, Berlin: changed (rom

West Berlin (WB)
WE WEST BANK: added
WF WALLIS AND FUTUNA
WI WESTERN SAHARA: added. replaced

Spanish Sahara (55)
WQ WAKE ISLAND
WS WESTERN SAMOA
WZ SWAZILAND
YE YEMEN (SANAA): changed from

Yemcu (Sana) (YE)
YE Yemen (Sana): changed from Yemen (San'I) (YE)* YE Yemen (San'a): changed from Yemen (YE)

YM YEMEN: added. repiaced Yemen (Sanaa)
(YE) and Yemen (Aden) (YS)
YO YUGOSLAVIA -It
YQ Ryukyu Islandl, Southern: deleted,

included in JAPAN (JA)
YS YEMEN (ADEN): changed from

Southern Yemen (YS)
ZA ZAMBIA
ZI ZIMBABWE: added,

replaced Southern Rhodesia (RH)

* Rev; sed

2 u705

I 14-01

1-14-01

2·12-24

2-00-24

!-14-O1

2-00-19

2·00-22

1.()().14

2-IS-01

2~2

2-11-0)
I-OS-OI
1.()().2S

1'()()'19

1.()().20

2.()ll-O\
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, "':-' 1'1 H 10, \

/lpp U, IH) Iii

APPENUIXA (18-Va:7)
Findinll USI for 1'1...rs., Fr.lur~ and Former Nam"" Associalt'd "ith Entities nol Lislrd In Ih.. Slandard

form,' Na,"~ OT

It,dud,J AfWJ Nom..:
BaSIC £,,1//1;

Nom..:
I-'um..' Nom.. 0'

{ndud,J AfWJ Nom..:
Ba..,C Entltv

Nom..:

TURKS AND CAICOS ISLANDS (TK)

GUERNSEY (GK)

BELIZE (BH)
SOLOMON ISLANDS (BP)
PAPUA NEW GUINEA (PP)

NEW ZEALAND (1'00/)

CAPE VERDE (CV)
GUERNSEY (GK)

PAPUA NEW GUINEA (PI')
SVALBARD (SV)
CAPE VERDE (CV)
NETHERLANDS ANTILLES (NA)
JAPAN (JA)
BRUNEI (BX), INDONESIA (ID).

and MALA YSIA (MY)
DENMARK (DA)
PAPUA NEW GUINEA (PI')

SEYCHELLES (SE)
MARSHALL ISLANDS (RM)

NEW CALEDONIA (NC)

GERr1Af~Y (G~·'1)

GERf1ANY (Gfl)
GUINEA,BISSAU (PUI

INDONESIA (ID)

EQUATORIAL GUli'oOEA (EK)
KIRIBATI (KR)

Bdc:p. lies
Berlin. Easl
Berlin. Wesl
BiJagos.

Arquipelago dos.
Bijoulier Island
Bikini Aloll

(Marshall Islands)
Billilon (island)
Bloko (island)
Bimi.. Island

(Phoeni~ Islands)
Bismarck Archipelago
Bjomoya (island)
Boa Visla (island)
Bonaire (island)
Bonin Islands
Borneo (island)

Bomholm (island)
Bougainville (island)

(northern Solomon
Islands)

Bounty Islands
Brava (island)
Brecqhou (island)

(Channd Islands)
Brilish Honduras
Brilish Solomon Islands
Buka (island)

(norlhern Solomon
Islands)

Burhou (island)
(Channel Islands)

Caicos Islands

UNITED ARAB EMIRATES (TC)
YEMEN (ADEN) (YS)
PAPUA NEW GUINEA (PP)

UNITED STATES (liS)
SPAIN (SI')
WALLIS AND FUTUNA (WF)

SEYCHELLES (SE)
JAPAN (JA)

GREECE (GR)
MAURITIUS (MP)
NORTHERN MARIANA ISLANDS (CQ)
NORTHERN MARIANA ISLANDS (CQ)

MARSHALL ISLANDS (Rr1)
NORTHLRN MARIANA ISLANDS (CQ)
FINLAND (FI)
SEYCHELLES (SE)
GUERNSEY (GK)

Abu Dhab,
Adc:n
AdmITally Island,

(BISmarck Archlprlago)
Aegean hland~

Agalega Islands
Agrihan (island)

~ Aguijan (Islands)
A";nglapalap Aloll
'Iamagan (i~land)

-u. jind hlands
~dabra Islands

Aldemey (island)
(Channel Islands)

Aleulian Isla"ds
Alhucema~. Penon d..
Alofi. 11..
Alphon~ Island
Amami GunIa

(archipelago)
Amindivi Islands
Amiranr.. Isl..~
Am,rcrda",. 11..

INDIA (IN)
SEYCHELLES (SF)
FRENCH SOUTIIERN

AND ANTARCTIC LANDS (FS)
"nalahan (i5Ia/ld) NORTHERN MARIANA ISLANDS (CQ)

." .ndamon Island~ INDIA (IN)
~n..gada (island) BRITISH VIRGIN ISLANDS (VI)

Angaur (island) TRUST TERRITORY OF THE PACIFIC

(Carolin.. Island~) ISLANDS (PS)
Anjollon (i~land) COMOROS (CN)
Anu<lh,lD (isl3nd) EQUATORIAL GUINFA (EK)
Anlipod .., hlands NEW ZEAI.AND (NZ)

Arno Atoll MARSHALL ISLANDS (RM)
(M'arshall Islands)

As<:c·,,,irm Island
As",n.•(,' Island.,

A""'"I,lioll 1~I""d

ASUI" ;,'11 (i,'and)
Alafu Aloll

t.. /'''''0. !lha de
~uckhll<! "Ia/ld,

AU/l ,,(;·,1. ...11)
A,,,,,,I,,',.IIe\

A 1<'to , (i\la nd')
11..1" IIi " 1' (isla/ld)

(C; "",· 1s1./lI(I\)
11.,( I 1 I·' .I "I
H,d, ,'II hblh.h

Ii.," ', .• (.,land)
H· ,\' (j" 11·,1)

B.tll~ '. II- "

11.1 'I," ".' (, ..1.'11")
Itl'.', hJ.llhl

51'. HU ENA (SH)
ASII~Okl;. AND CARTIER

ISLANDS (AT)
SEYCHU LFS (SF.)
NOIU HERN MARIANA ISI.ANDS(CQ)
TOKEI.AlI (TI.)
INDONESIA (10)
NEW ZEAl AND (NZ)
AMERICAN SAMOA (AQ)
5('(':Tul,,,oi 1~land\. FRENCIf

POLYNLSIA (H')
PORl UGAI. (1'0)
TRUST n·.RI< nUR Y OJ· 1 HE PACIFIC

ISLANDS (PS)
CANADA (CA)
SPAIN (SI')
KIRII3ATI (KR)
INn< )Nl.~IA (Ill)
VANUA'I U (Nil)

GUAIlFI.Olil'E (GP)
&c:: Djorno)';J (i.land), SVALBAIlD (SV)

Canal Zone
Canary Islands
Cannanore (islands)
Canlon Island

(Phoeni. Island\)
Cargad,,, Carajos

Shoals
Carol in.. Island

(I.in.. Islond\)
Costrolinr 1\1;1111,,1,

Calo Isla nd
Cayman Brae (isl"'I<I)
C..bu (i,"'nd)
e.. lel>..'\ (isbnd)
e..nlral an" S..uthclII

I.lllt' Island,
C..uL\

e.. )I"n

PANAMA (PM)
SPAIN (SP)
INDIA (IN)
KIRIBATI (KR)

MAURITIUS (MP)

KIRIBATI (KR)

FEDERATED STATES OF MICRO~ESIA

(PS)
AllSl RALlA (AS) ~

CA YMAN lSI ANUS (CJ) T

PHILIPPINI'S (RP)
INDONLSIA (10)

KIRIIIATI (KR)
SI'AIt' (SI')
SRI LANKA (CE)
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!i ",

o I I I A 11 (C), App l), II ~ lB

(l8-Va: 7)

\ I'," '1'1 \ A

I il1{ljll~ I i ..1 for P1.lI.l·~. Ft·:lfllrni. 'I'll I ,.; 'Ill r , I' ;,., \,' '~I ,kcl "" 1f t! rnIJlil" lint Li'h'd in the St~nrl;,rd \nlllilllll'd

FEDERATED STATES OF MICRO~ESIA

( FI'·1)
SEYCHELLES (SE)
BRAZIL (BR)

/','f'lIfr .\'jJI/It' or

l,.', /",I.d ·frt'(} .\',}IlJe:

I 'luflllll,t\, 1·l.ls

f ')I,lgllf) /\'1 hljW}.lgO

t h:'lllcl rd.HHJs
1"'1 .,h,t1n 1'!.Hlds

('I"'Judo ("l.ll1d)
I 'h,''''rr",lrl, lies
( 'h""cul (r,I,,"d)
(h, ,'Im"~ I'I.JOd

«( II1C 1,lal1lh)
C"cn, r,Ia <.lcl
( ,)Ion, Archrpldago de
(\HlllllO ("I.nd)
('ol1go (Ilrallaville)
('"ngo (Kinshasa)
,o"nga Islets
Cor"co (1~land)

Corn Islands
C"lr\ICa

,o"naledo Group
(Islands)

Cr~(e (,~Iand)

,ro~el, lies

Curacao (island)
Dailo,lima
naman
namao
Dangh Atoll

Danzig
D"Enlrecastuull

Islandl
Desirade, La (island)
Desroches. lie
Diamond Islets
Diego Garcia (island)

(Cbagos Archipelago)
Diu
Dodecanese (islands)
Dubai
Ducie Aloll
Easler Island
East Falkland

(island)
Easl Germany

\' uuripik Aloll
(Caroline Islands)

Ebon Aloll
(Marshall Islands)

Elba (island)
Ellesmere Island
Ellice Islands
Elobey, Islas de
Enderbury Island

(Phoenill Islands)

* Rev; sed

nalle !:-"'Ily

,"ami':

SI'AI~ (SI')
IlIUll'iIlI:"JDI."" ()( I AN

(IRRIIORY (10)

(;1'1 R:"SFY ((iK) and JI 1l"IY \11')

:'o-LW /1,.\\ A"() (!'IZ)

KIHU'A, RI-l'lill IC IlF (KS)
:"LW C,.\I F[)O"IA (i'olC)

SO!.O~IO:-i ISLA:o.;OS OlP)
KIRIAATI (KR)

COSTA RICA (CS)
ECUADOR (EC)
MALTA (Mn
CONGO(CF)
ZAIRE (CG)
AUSTRALIA (AS)
EQUATORIAL GUINEA (EK)
See: Maiz. 1$la~ del. NICARAGUA (NU)
FRA~CE (FR)
SEYCHELLES (5E)

GREECE (UR)
FRENCH SOUTHERN AND

ANTARCTIC LANDS (FS)
NETHERLANDS ANTILLES (NA)
IAPAN (JA)
INDIA ([N)
See: Daman, INDIA (IN)
See: Pukapuka Atoll. COOK

ISLANDS (CW)
See: Gdansk. POLAND (PL)
PAPUA NEW GUINEA (PP)

GUADELOUPE (GP)
SEYCHELLES (SE)
AUSTRALIA (AS)
BRITISH INDIAN OCEAN

TERRITORY (IO)
INDIA (IN)
GREECE (GR)
UNITED ARAB EMIRATES (TC)
PITCAIRN ISLANDS (PC)
See: Pascua. Isla dc. CHILE (CI)
FALKLAND ISLANDS (ISLAS

MALVINAS) (FA)
GERMAN ( G~l)

FEDERATED STATES OF
ruCRONESIA (FM)

MARSHALL ISLANDS (RM)
ITALY (rn
CANADA (CA)
lVVALU (TV)
EQUATORIAL GUINEA (EK)
KIRIBATJ (KR)

S6

"~""'('r .\'t.""'i' or
"J' ,';,,/.,d "'I'fJ ,"d/"~:

'-nn,,',,~ ,\'011

<\1:o"h,,11 ""'nds)
'-ngbnd
Fill" ,ttl\( Alnll

F,itlca
r,,,.>nia

Fa.s (i""nd)
(CHoline '-lands)

F;,k:lOfu AIOIl
'""'II,ing Aloll

(I in" hl.nds)
Faraulcp Aloll

(Caroline Islands)
Farquhar Group
F... rnando de Noronha,

Ar4uipdago de
Fernando Po (island)

Flinl Island
(Line Islands)

Fogo (island)
Formosa
Franz J~f Land

(island)
Friendly Islands
Funafuti (aloll)
FUluna (island)
Gaferul (island)

(Caroline Islands)
Galapagos 1,lands
Gambier. lies

(Tuamolu Archipelago)
Gardner Island

(Phoenill Islands)
Gdansk
Gilbert Islands
Goa
Gotland (is[and)
Gough Island
Gozo (island)
Grand Cayman (island)
Grande Comore (island)
Grande-Terre (island)
Green [slands

(Solomon Islands)
Gr~nadines (northern)

G renaclincs (southern)
Guadalanal (island)
Guguan (island)
Haapai Group (islands)
Habomai Islands

Baric F."rity
.'Vf1m~:

tvlARSHI\LL ISLAr![)S (Rr1)

U~ITt-:D KI:'oJI;l)O~f (UK)

MARSHALL ISLANDS (R!1)

ETIlIOPIA (lon
U:-i[ON OF SOVIET SOCIALIST

REI'UIlLlCS (UR)fde faclQ)
FEDERATED STA ES OF

j'lICRONESIA (Fr,1)
TOKELAU (TL)
KIRIBATI (KR)

See: Rioko (island). EQUATORIAL
GUINEA (EK)

KIRIBATI (KR)

CAPE VERDE (CV)
TAIWAN (TW)
UNION OF SOVIET S()(:.-IALIST

REPUBLICS (UR) (de IraclO)
TONGA (TN)
TUVALU (TV)
WALLIS AND FUTUNA (WF)
FEDERATED STATES OF

tlICRONESI.A, (FI1) ...
ECUADOR (EC) -.-
FRENCH POLYNESIA (FP)

KIRIBATI (KR)

POLAND (PL)
KIRIBATI (KR)
INDIA (IN)
SWEDEN (SW)
ST, HELENA (Sm
MALTA 00fT)
CAYMAN ISLANDS (el)
COMOROS (cN)
GUADELOUPE CGP)
PAPUA NEW GUINEA (PP)

ST, VINCENT AND nu~

GRENADINES (Ve)
GRENADA(GJ)
SOLOMON ISLANDS (81')
NORTHERN MARIANA IISLANDS (CQ)
TONGA (TN)
UNION OF SOVIET SOC1ALlST

REPUBLICS (UR) (de facto)

d,'·' .••.,.'.'...,
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APPENDIX A (l8-'.'a: 7)
f"lndlnll LIst for Places, Futures, and Former Names Associated with F..IItities Dot Ll5ted In the StandArd C"nILO'It-,j

Forma Nam~ or

'"c1udM Arf'a Nam~:

lJaJic Entity

Nam~:

Forma Nam~ or

1"c1ud~d Af't'a Nam~:

Baril' Fnt,fr

.'Vami"

---------------------lr----------------------------'

*

Hlman Dao
Hall Islands

(Caroline Islands)
Halmahera (island)
Hden Island

(Carolina Islands)
Hende~n Island
Herm (island)

(Channrl Islands)
Hn•••"h, (island)
Homhu (ISland)

Horne. II" de
Hull Island

(Phoenix Island~)

Huon, lie
Ifahk Alol

(Caroline Islands)
Inaccessiblo Island
Ionian Islands
Irian Jaya
Iwo Jima

(Volcano Islands)
hu-sholo (islands)
Jaco, I1hn, do
Jaluil Atoll

(Marshall Islands)
Jam'llu and Kashmir
Java hland
Jethou (island)

(Chann.. l hlands)
Jml Van Dyh (i~land)

Juan fernandt" I.

Archiridago
Juvrnllld, Isla de la

Kallllianla"
(Borneo Island)

Kaillaran (id .• nri)

~lIlpuchea

Kal'ill~.H!1a"ngi Atoll
(Carl,line Islands)

Karafulo

(Salchalin. "'''Ihorn)
Kerguelen. IIr,

Kermadec "lands
Khn,,-r Rcpublic
Khuri)'a Muri)'.1 hl~ ..d,
Kll, (i_I.. 11.1)

(Mar,hJIl "bnd,)
Kowloon
K0\rae (i.lafld)

(Caroline hlands)
Kuria Muria "land,

Kutil hblld\
(southern)

Kuuic (island)

Revised

CHINA (CH)

FEDERATED STATES OF
HI CROIJES 11\ (Fr·!)

INDONFSIA (ID)

TRUST TERRITOR Y OF THE PACIFIC
ISLANDS (Ps)

PITCAIRN ISLANDS (PC)
GUERNSEY (GK)

JAPAN (JA)
JAPAN (JA)
WALl.IS AND r·UTUNA (WI')
KIRIBATI (KR)

NEW CALEDONIA (NC)

FEDERATED ST~TES OF
r4ICRONESIA (m)

ST HELENA (SH)
GREECE (GR)
INDONESIA (10)

JAPAN (JA)

JAPAN (J <\)

INOONFSIA (ID)

MARSHALL ISLANDS (RM)
INDIA (IN) and PAKISTAN (PK)
INDONESIA (ID)

GUERNSEY (GK)

BRII ISII VIRGIN ISI.ANDS (VI)

CHILI (CI)

CUBA (Cli)
INDONESIA (ID)

YEMFN (ADEN) (YS)

CAMBODIA {CB}

FEDERATED STATES)OF
t4ICRONESII\ tFM

UNION OF SOVIET SOCIALIST
REPUBLICS (UR) (de facto)

FRF"'OI SOUTHERN AND
ANTARCTIC LANDS (FS)

NLW ZEALANO (NZ)

KAMPUCHEA (Cn)
OMAI': (MU)

1·1ARSHALL ISLANDS (Rr1)
HOMi KONG (HK)

FEDERATED STATES nF
1'1ICROIJESIA (Fr1)

See, Khllri) .. Muri)a "hnch

(OMAN (MU»
UNlor-; or SOVIET SOCIALIST

REI'UBLICS (UR) (d(' (a<:to)

FEDERATED STATES OF
r,n CRONESIA (Fr1)

S7

Kwajalein Atoll
(Marshall Islands)

Kyushu (island)
Labrador
Laccadive Islands
Lakshadweep islands
Latvi.o

Lau Group
u('ward Islands

uyle (island)
Lihou (island)

(Channel Islands)
Line blands
Lilhuania

Lillk Cayman
(island)

Lord Howe Island
Louisiade

Archi~lago

Loyaute, lIes
Luzon (island)
Macao
Macias Nguema Biyogo

(island)
·Macquari(' Island

Mal"'ira Islands
Maio (island)
Mail, Isla, dd
Majuro Atoll

(Mar~hall Islands)
Ma1<.gasy Repnblic
Malaita (island)
Malden Island

(Line Islands)
Mallar..:a (island)

(Balearic Islands)
Maloe1ap Aloll

(MM>h"1I Island,)
Malpclo. Isla de
M .• ', in... Isla,

Mallihiki At"l1
Manu" Island,
M:lrl'n' Island
M", iana "I.,"ds

Maric·G"!""lr (i,la',J)
Marilin hlalld
Marqni,~s. lies

MdPSHI\LL ISLf\.NDS ( RM)
JAPAN (JA)
CANADA (CA)

See Cannanore (ISland,), INDIA (11'0)

INDIA (IN)
UNION OF SOVIET SOCIALIST

REPUBLICS (URl (do facIo)
FIJI (FJ)
ANGUII.LA (AV), ANI l(iUA AND

IlARIlUDA (AC), CiUADFI nul'!
(GP). MONTSERRAT (MH).
NETHERLANDS AN'I ILLES (NA).
and ST CHRISTOPHER AND
NEVIS (SC)

PHILIPPINES (RP)
GUERNSEY (GK)

KIRIBATI (KR)
UNION OF SOVIFT SCX'IAUSl

REPliBI.ICS (UR) (de facto)
CAYMAN ISIA~';[)'> (CJJ

AUSI RALIA (AS)
PAPUA NEW (iUINLA (1'1')

NEW CALEDONIA (NC)
PHILIPPINES (R.P)

Seo Macau. MACAU (Me)
See 81Oko (i.land). FQUA TORIAI.

GUINEA WK.)
AUSTRAI.IA (AS)

PORTUGAl (PO)
CAPE VERnl' ICV)

NICARAGUA (NU)

MARSHALL ISLANDS (RM)
MADAGASCAR (MA)
SOLOMON ISLANDS (BI')
KIRIBATI (KR)

SPAIN (SP)

r1ARSHALL ISU\I'ms (RM)*
COLOMUIA (el l)

FAIKI A)'>;f) iSI ANI IS (ISLAS
MAlVINAS) (fA)

COOK ISLA~-:nS (CW)
AMrRICAN SAMOA (AQ)
See; Minamilori,hirn. (.IAPA'" (JA))
GUAM (GQ) and NOlO fllRN

MARIANA ISLANDS «'Q)
GUADELOUPE (Cd')
SOUTH AFRICA (SF)
FRENCH POI YNI.'oIA (11')
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------'----------- -------

J.' ..... ',.'~V

RUlle 1':ntiry
/Vl1me:

VIETNA~ (VM)
UNION OF SOVIET SOCIALIST

REPUBLICS (UR) (de r•.:lo)
rUVAI.U (TV)
TUVALU (TV)
IUVALU (TV)
rOK FLAU (TL)

FEDERATED STATES OF
MICRONESIA (FI·1)

TUVALU (TV)
~e: Banaba (island), K IRI BA'" (K R)
INDONESIA (10)
PITCAIRN ISLANDS (PC)
JAPAN (JA)
See: Chasos Archipelago (BRITISH

INDIAN OCEAN TERRITORY (10))
JAPAN (JA)
JAPAN (JA)
UNITED KINGDOM (UJC~)

FEDERATED STATES OF
MICRONESIA (Fro

TONGA (TN)
See: Annobon (island) (EQUATORIAL

GUINEA (EK»
NORTHERN MARIANA ISLANDS (CQ)
NORTHERN MARIANA KSLANDS(CQ)
TRUST TERRITORY OF THE PACIFIC

ISLANDS (PS)
PHILIPPINES (RP)
PHIUPPINES (RP)
ITALY (IT)
See: Okino-tori-shima. JAPAN (JA)
CHILE (CI)
JAMAICA (JM)
TRUST TERRITORY OF THE PACIFIC

ISLANDS ( PS)
TANZANIA. UNITED REPUBLIC OF

(I'Z)
COOK. ISLANDS (CW)
YEMEN (ADEN) (YS)
TAIWAN (TW)
ANTARCTICA (Ay)
GUADELOUPE (OP)

NORFOLK ISLAND (NF)
KIRIBATI (KR)

KIRIBATI (Kll)
See: JuvCRt1Id, Ilia de la, CUBA (CU)

FE:Hr~~1~~SHAl~)OF
NEW CALEDONIA (NC)

FEDERATED ~TATE}S OF
MICROllESIJ'. (n1 tit.

GUINEA-BISSAU (pu) .....
INDONESIA (10)
SOUlll AFRICA (SF)

Former .\'iJrnf or

l"rI:,,!.·d A rea N"me:

Okinawa (island)
Okino-lori-shima
Orkney Islands
Oroluk AlolI

(Caroline Islands)
Olu Tolu Group
Pagalu (island)

Penrb)'ll Atoll
Perim (island)
Pesc:adores (islanda)
Peter I IlIaad
Petite Terre,

Dade ..
Philip IJIaad
Phocnil Island

(Phoenjll' bIanda)
Phoenill IIIanda
Pines, Isle of
Pin.cIap Atoll

(Caroline bIanda)
Pins, lie dca
Ponape (aIIaad)

(CarOline Islands)
Portll8uese Guinea
Portuauese Timor
Prince Edward IIIaDd

Pagan (island)
PajafOl, Farallon de
Palau Islands

(Caroline" Islands)
Palawan (island)
Panay (ISland)
Pantdleria, Ida eli
Pareoe Vela (JIIand)
Pascua. Isla de
Pedro Cays
Pe1eliu (island)

(Caroline lsi....)
Pemba Island

:-;,)fth Vidnam
No' aya 7nnlya

(i<l.nd)
Nui
Nulufcldu (;~Lt"d)

Nllhlallai (i,l;'nd)
Nukunonu Atoll
Nuk UOIO Aloll

(Caroline Islands)
Nu,akila (island)
Ocean Island
Oe-Cusse
Geno Atoll
°sasawua-Ilunto
Oil Islands

-----.__ .._---------

Basic 1':nlity
Name:

MARSHALL ISLANDS (RM)

IJRAZIL (BR)
MAl'RJTlllS (MP) and REUNiON (RE)
NORTIIl.RN MARIAN,\ ISI.ANDS(CQ)
"EARD ISLAND AND MCDONALD

ISLANDS (liM)
KIRIBATI (KR)

NORTHERN MARIANA ISLANDS (CQ)
SPAIN (SP)
TRUST TERRITORY OF TilE PACIFIC

ISLANDS (PS)
i'1ARSHALL 'I SlANDS (RM)

JAPAN (JA)
PHILIPPINEs (RP)
PHILIPPINES (RP)
INDIA (IN)
COMOROS (CN)
JAMAICA (JM)
fEDERATED STATES OF

MICRnNESIA (ft.1)
OMAN(MU)
rEDERATED STATES OF
~'lICRONESIA (FI~)

rtARsHAlL ISLArmS (Rr·t)

JAPAN (JA)

UNION OF SOVIET SOCIAUST
REPUBLICS (U1t) (de facto)

FEDERATED STATE~ 0F
mCRONESIA (nl -

FEDERATED STATE nF
111 CRONESIA (ft.l)

INDIA (IN)
ST, HELENA (SH)
JAPAN (JA)
11JVAtU (TV)
UNITED KINGDOM (UK)
KOREA, DEMOCRATIC PEOPLE'S

REPUBLIC OF (ItN)

',1.'1:1' VOl, Ilhas
'.f:",.. .11 fOIl(' r... 1.lTlds

M.llg '''.'nds
"n 1.,101 1>1..nds

". Ke..n "I....d
(Ph,,,,n;. ',IAl\ds)

11-1 0<1 ""IIa. larallon de
Mdilla
"imr (1~land)

(Cdfoline Islands)
Mtli Aloll

(Ma~hall Islands)
Minami-lori-shima
Mindanao (island)
Mindoro (island)
Mmicoy Island
Moheh Island
Mo"onl Cays
Monlock Islands

(Caroline Islands)
Muscal and Oman
Namonuilo Aloll

(Caroline lslands)
Namorik Aloll

(Maohall Islands)
Nampo-shoto

(islanda)
Nanumanp (island) revALU (1V)
Nanumea (island) revALU (TV)
NellrOi (island) PHILIPPINES (RP)
Nevis (ISland) ST. CHRISTOPHER AND NEVIS (SC)
New Britain (island) PAPUA NEW GUINEA (PP)

(Bismarck ArchipdalO)
Newfoundland CANADA (CA)
New Quinea (island) INDONESIA (10) aad

PAPUA NEW GUINEA (PP)
New Hebrides VANUATU (NH)
New Ireland (island) PAPUA NEW GUINEA (PP)

(Bismarck ArchipelalO)
New PtovidaIoe BAHAMAS, THE (BF)

(1SIaod)
New Siberian Islands

Ngatik Atoll
(CarOline Islancb)

Nluiu Atoll
(Caroline Islanda)

Nioobar lalanda
Nightinple Island
Nishino-shima (island)
!'Iiutao
Nonhern Ireland
North Korea

*

". Revised
58
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I II'" I'LH 10 \
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Cnntinur-J

*

Forma Nam" 0'
It,cI..dM Art'IJ Nam,,:

Prim::.pc (island)
Provj<kneia (island)

-.L Pukapuka AIOIi
..... Pulap Aloll

(Caroline Islands)
Pulo Anna (island)

(Caroline Islands)
Pulusak (island)

(Caroline Islands)

Pulu",al Aloll
(CAroline Islands)V Queen Elizabeth
bland,

Queen Maud Land

Rakahanga Aloll
Ralik Chain (islands)

(Marshall Islands)
Ralak Chain (islands)

(Marshall hlands)
Redonda (island)

Revillagigedo. Islas
Rhodes (island)
Rhode-;ia

Rio de Oro
R,o Mum
Rocas, Alol das

~'" ,.I Rodrigues (island)
~ Roneador Cay

Rongelap AIOIi
(Marshall hJands)

Roo;ario Island

Ro>e "land
(Samoa hland»

Ro" Dependency
ROla (i,land)

Roltlrna (island)
R}ukYII hlalld,

Saha (i,land)

Sahah (Horneo hlaml)

Saguia eI Hamra
Sainl,Barthelemy

(i,land)

t; ,.i Salnlc" lie de,
~ Sl Francll;, "land

Saint Marlin (n')flli, In)

Sa,nl Marlin (!>Clulh"III)
SainI 1'.1ll1. lie

Sl, 1''''IIe Iskl

S'I\I'.I\\ (i,land)
Sakli"im Island

(nollll<"rn)
Sak 1:,,1111 Island

(,,",IIt"III)
S,d (i\IJ,,<I)
Sal.1 'j (iollll/, I\la

)fa Revi sed

Basic Entity
Nom,,'

SAO TOMF AND PRINCIPE rrp)

COLOMBIA (CO)
CeX)K ISI.ANDS (CW)

FEUERATEO STATES OF
MICR0NESIA (FM)

TRUST TERRITORY OF THE PACIFIC

ISLANDS (PS)
FEDER~TED STATES 0F
rHCRONESIA (Ff.1)

F~~t~B~t~I~Tf~~J nF
CANADA (CA)

ANTARLilCA (AY)
COOK ISl.ANDS (CW)

MARSHALL ISLANDS (RM)

MARSHALL ISLANDS (PM)
ANTIGUA AND BARBUDA (AC)

MEXICO (MX)

GREECE (GR)
ZIMBABWE (ZI)
WESTERN SAHARA (WI)
EQUA TORIAI. GUINEA (EK)
BRAZIL (BR)
MAURITIUS (MP)

COLOMBIA (CO)

MARSHALL ISLANDS (RM)
See Nishino-shima. JAPAN (JA)
AMERICAN SAMOA (AQ)

ANTARCTICA (AY)
NORTHERN MARIANA ISl.ANDS (CQ)

FIJI (FJ)
JAPAN (JA)
NETllFRI.ANDS AN'IIl.l.FS (NA)

MALAYSIA (MY)

WESTERN SAHARA (WI)
GUADFLOUPI. «(;1')

GUADE! OliPE (CrP)
SFYClIITI I'S (SF)

GUADII OUPI'. (Crl')
NFl HERI ANIlS ANrIJ IFS (NA)
FRENCH SOUl III RN AND

ANTARCTIC LA/,;I)S (I'S)
SEYCIlFlILS(SE)
NORTHERN MARIANA ISLANUS(CQ)

UNION 01- SOVIET SOCIALIST

REPUIlJlCS (UR)

See: KararulO (UNION 01' SUVIF.'I

SOCIAUST REPUBLICS (UR»
CAPE VERDI (CV)

CIIIIF. (eI)

59

Formtr Nom, or
l"cI..JM ArN Namt·

San Andres y
Prov,deneia.
Arehipt!lago de (island,)

San Crislob.al (island)

San Felix, Isla
SanlA Cruz Islands

SanlA Isabel (island)
SanIO AnlJlo (island)
Sao Nieolau (island)
Sao Pedro e Sao Paulo.

Penedos de

Sao Tiago (island)
Sao Vicenle (island)

Sarawak (Borneo
I,land)

Sarigan (island)

Sark (island)
(Channel Islands)

Scotland
Serrana Bank

Serranilla Bank
Shelland Islands
Sikkim
Sinl Euslal;us
Society Islands
Socolra (island)
Solomon Islands

(northern)

Solomon Islands
(southern)

Sombrero (island)
Sonsorol blands

(Caroline Islands)
Sou, Ie Venl, lies

(Sociely Island,)

Soulh Aral>ia
Southc", Grenadine,

Soulh Georgia (i,lond)

Soulh Korea
South Orl<ney hlands
Soulh Sandwich

Islands
South Shellan<1 Islands
Soulh Vieln.lm
Soulh·We,1 Africa
Spalli," Sah_,a

Spir-hng"n (isla lid)
Slarbuck hl.nd

(I ille Islallch)

SIc)'arl Islalld

Sulu AI<:hipdag
Sumalra (island)
SIIII<1,1 Islallds, le,,,,r

S", ain, Island
S", ,III Islands

Basil Hnlltf'

Nam"

COLOMBIA (CO)

SOLOMO"J lSI A, "IDS (HP)

CHILE ICI)
SOLOMON ISL.ANDS (BP)
SOLOMON ISLANDS IBP)
CAPE VERDE (CV)
CAPE VFRDE (CV)
BRA?!t (BR)

CAPE VERDE (CV)

CAPE VERDE (CV)

MALA YSIA (MY)

NORTHERN MARIANA ISLANDS (CQ)

GUERNSEY (GK)

UNITED KINGDOM (UK)
COLOMBIA (CO)

COLOMBIA (CO)
UNITED KING[XlM (UK)

INDIA (IN)
NETHERl.ANDS ANTILl.ES (NA)
FRENCH POI YNI-SIA (FP)
YEMEN (ADrS) (YS)
PAPUA NEW GUINFA (PP)

SOLOMON ISLANDS (BP)

ANGUILLA (A V)
TRUST TERRITORY OF THE PACIFIC

ISLANDS (DS)
FRENCH POLYN{SIA (FP)

YFMFN (AnrN) (YS)
GRFNA[);\ «(Il)

FA1K1A:-<n ISLANDS (ISLAS
MAl VINAS) (IA)

KOREA, RFPIIIlI Ie OF (KS)
ANTARCTICA (AY)
FALKLAND ISI.ANDS (ISLAS

MAl.VINAS) '(FA)
ANTARClICA (A Y)
VIETNAM (VM)

NAMIB'''- (WA)
WE:-.I ERN SAIIAR;\ (WI)

SV AJ.AAR I ) (SV)
KIRIBATI (KR)

NFW ZFA1AN[) \1'01')

PIlILIPI'INES (RI')
INDONI:SIA (ID)

INDONESIA (ID)
AMLKICAN SAMOA (AQ)

IJONI>UR AS (HO)



o III A Il(C), App 11, HB 18

(lS-Va: 7)

'.1'1'1 "lIX A
h:1I1ifl~ I h,t for Pbl('(''li., rl':.IhIH'\, }Ind ftlrlller '\'MIlH:~ :\'''(h'itth'd Mith t-'nlith·s not J i~'ed in the Slil.llthrd rontill\II'd

. - -----------

--~_.'--~-- - -._---- --
.~-_.,--,---~----- -----",----

HUIJ[ F:f1{lly

Sum/!:

ro,,,,. , ,Vam,. or

fl/c/IIJ.·a Ar.'O NOln/!:

n,nlf F"tay
.'Vame:

See: Iri~n Jaya, 1:'oil)ONESIA (10)
AUS rRAI.IA (AS)
ST. VINlI:NT AND '1 liE

GItENAOlNES (VC), DOMll"lCA
(00). MAItTINIQUE (M 8),
GRENADA «(>1), and ST. LUCIA (Sn

~EDERATED STATES OF
rlICROtIESIA

PAPUA NEW GUINEA (PP)

MI\.RSHALL ISLJ\f\lD'~ (Rr~)

Ii·.· ;a\..,F:\IKLM"I) ISLANDS (ISLAS
"fAL\ INAS) (FA)

~EDERATED STATES nF
'.1JCRONESIA

GLRMANY (Gr,1)

NEW CALEDONIA (NC)
SOU IH A FR ICA (SF)
KIRWAn (KR)

UNION OF SOVIET SOCIALIST
REPUBLICS (UR) (de faCiO)

FEDERATED STATES OF
r·1I CROI~ES IA

YE:1EfJ (m)
YEf1Erl (m)
TANZANIA, UNITED REPUBLIC

OF (TZ)

Wolcai Atoll

(Caroline Islands)
Woodlarlt (island)
WOlje Atoll

(Manhall Islands)
Wranael Island

Yap Islands
(Caroline Islands)

Yemen (Aden)
Yemen (Sanaa)
Zanzi bar

Wesl New Guinea
Willis Islets
Wind ....ard hlands

We,t fayu Aloll

(Caroline "lands)
Wesl Germany

W.lp"le, lie
Wah is nay
W",ltinglOn r,l.tnd

(Line "I..nds)
Wnl F.lkland ("IJnd)

INDONESIA (ID)
NORTHERN MARIANA ISLANDS (CQ)
fRINIDAD AND TOBAGO (TD)
TRUST TERRITORY OF THE PACIFIC

ISLANDS (PS)
TONGA (TN)

FRENCH POLYNESIA (FP)

WALLIS AND FUTUNA (WF)
TUVALU (TV)
FIJI (FJ)
TONGA (TN)
SPAIN (SP)

UNITED KINGDOM (UK)

KIRIIlA J I (KR)

BRITISH VIRGIN ISLANDS (VI)
FIJI (PJ)
JAPAN (JA)
KIRIBATI (KR)

ALSTRAlIA (AS)
ANTARCTICA (AY)
CHINA (CH)
ARGENTINA (All.) and CIHLE (CI)

VANUATU (NH)
BRITISH VIRGIN ISLANDS (VI)
BRAZIL (8R)
S1' HELENA (SH)

PAPUA NEW GUINEA (PP)
UNITED ARAB EMIRATES crC)

FEDERATED STATES nF
r'lICRONESIA

FRENCH POLYNESIA (FP)
FRENCH POLYNESIA (FP)
TURKS AND CAICOS ISLANDS (TK)
AMERICAN SAMOA (AQ)

t1ARSHALL ISLANDS (Rt~)

FEDERATED STATES OF
rlIcp.nr~ESIA

KOREA, kEPUBUC OF (KS)
TOKELAU (TL)
WESTERN SAMOA (WS)

MARSHALL ISLANDS (RN)

TANZANIA, UNITED REPUBLIC
OF (TZ)

MARSHALL ISLANDS (RM)I ,I< ':l~l \ 11111

. \1" ,i.,tli "l.ltld~)

J',kl

rlL'I;~' del Fuego.

i \JJ (j I JlhJe de

I'll'"'' ("land)
r".",n ("hnd)
r,. ,t.:tgo ("land)

I"", ('·,:,If.d)

(l'Mdl'tlt" blands)
f"ngalapu Group

("Iallds)
rorr"s. lies
fOrlola ("land)

Tn~d.de. IIha da
TI1~lan da Cunha

C,our ("lands)
r,,,bn:t!1,l 1,la~ds

rn"'I~1 <;tates

Truk Islands
(Caroline Islands)

Tuamotu. lin
Tubuai Islands
Turks Island
TUlUita (island)
Ujelang Atoll

(Marshall Islands)
11lithi Atoll

(Caroline Island5)
Ullung~o (island)
lJnlon Gr.mp (islands)
U polu (island)
Utirik Atoll

(Marshall Islands)
l've.. Ik
Vaitupu (island)

Va"'" Levu (island)
Vavau Group (islands)
Velez d.. la Gomer..

Pen"" .Ie
Ven:. lie;, du

(S<>cie;} lsi !lI1ds)

V"gin '-',rda (island)
VIli i ~V;j (island)

Vf)lcano hlands

V,,"ok hland

(Lif'" "lands)
W.ks

"" -1111) 1... ,rid
11'\ .. hI.1rld"i)

I I! ,i 1 (i',:" ;II)

(\~" •. , 1\ r... L,nd\)

, " : ' \ ~ a

*Revi sed
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APPENDIX B (l8-Va:7)
CrOS$·R~(~rntt to FlPS PUB 104 Cod~ ["tity Names, and Entity lnfinitions

\..I Entity Nom~ and/or Entity ,'110m, and/"r
Efttity Nom~ and Cod~ in JAfinition in Entity Nom~ and Cod~ in lkfinlllOn 1ft

FIPS PUB J().J FJPS PUB J04. FlPS PUB J().J FIPS PUB J(U.
(···Entity not u~ in FIPS PUB J04 If DifJ~rrft/ from (···Entity not ILJfti in FIPS PUB J04 If DljJ~rrnt from

FIPS PUB ,*,J) AJpho·] Cod, FJPS PUB J().J FlPS PUB J().J) AJpho·} Cod, FlPS PUB J().J

AFGHANISTAN AI' AF CHINA CH CN
ALBANIA AL AL CHRISTMAS
ALGERIA AG 07 ISLAND KT CX
AMERICAN CLIPPERTON

SAMOA AQ AS ISLAND IP Included In FRENCH
ANDORRA AN AD POLYNESIA
ANGOLA AO AO COCOS (KEELING)
ANGUILLA AV AI ISLANDS CK CC
AI'ITARCTICA AY AQ COLOMBIA CO CO

~
A/IITIGUA AND COMOROS CN KM

BARBUDA AC AG CONGO CF CG
ARGEI'>ITINA AR AR COOK ISLANDS CW CK
ASHMORE AND CORAL SEA

CARTIER ISLANDS CR Included in AUSTRALIA
ISLANDS AT Included in AUSTRALIA COSTA RICA CS CR

AUSTRALIA AS AU Includes ASHMORE AND CUBA CU CU
CARTIER ISLANDS and CYPRUS CY CY
CORAL SEA ISLANDS CZECHOSLOVAKIA CZ CS

AUS1RIA AU AT DENMARK DA DK
BAHA\tAS. THE BF BS DJIBOUTI DJ DJ
BAHRAIN BA BB DOMINICA DO DM
BAKER ISLAND FQ Included in UNITED DOMINICAN

STATES MISe. REPUBLIC DR DO
PACIFIC ISLANDS ECUADOR EC EC

\.I
BANGLADESH BG BIl EGYPT EG EG
BARBADOS BB BB EL SALVADOR ES SV

BASSAS DA II"OIA BS Included in REUNION EQUATORIAL
BFI GlUM BE BE GUINEA EK GQ

BEl IZF. BH BZ ETHIOPIA ET ET

BFNI~ BN BJ EUROPA ISLAND EU Includnl in RFli N10:-1

BFRML;DA BO BM FALKLAND

BIIUTAN B1 BT ISLANDS
BOliVIA BL BO (ISLAS

BOTSWANA BC BW MALVINAS) FA FK

BOli\T r ISLAND BV BV FAROE ISLANDS 1'0 FO
BI(AZII. BR BR FIJI FJ FJ

BRI1ISIIINOIAN FINI.AND FI FI
OCEAN FRANCE FR FR
TfJ{RITORY 10 10 FRENCH GUIANA FG GF

BRIlISII VIRGIN FRENOI
lSI ANOS VI VG POIYNI·:SIA FP PF Include> CI.IPI'I.R10N

\.-t BRl:~1:I BX Dr-; IS1A"n
IIIJIGARIA BU BG FRINCI/ SOU"IIILRt'

BURKINA UV SF Named BURKINA AND AN"IARCTIC

FASO LANDS FS TI'
GARON GO GA

BUK\lA BM BU ~ GAMAI <\. HIF GA GM
BUKIIND\ BY BI GAZA ~"I RIP GZ Inclu(k<1 ill ISRAI I

CAMBODIA CB KH Named KAMPUCHEA" GERMAN
DEMOCRATIC DEMOCRATIC

CAMFRooN CM CM Named CAMEROON, RF.PUllI IC GC Df) InL'luctt'~ R \1";.111 St" It.r

UNITED REPUBLIC OF ofGERMi\t'y. IIt.RI I~

CANADA CA CA
CAl'£' VERDE CV CV
CA\'MAN ISLANDS CJ KY

~
COil RAL AFRICAN

REPUtU.lC CT CF
CUM) CD TD

61CUll r. CI CL

* Revised
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\J

11'1'1 '1l1X 8

("r",,·R,'f,·,,'ncc 10 I'll'S 1'\ 1\ I\I~ ('''~I'', 1'1";1) ~;"n,'\. and Entil} Ddi"it;',ns ClllllillOl'd

=======._:---=----=--------.-._-.---- .
I :11)' .\'III11l· 'ind Code i'n

! Ii'\ I'LB 10·J
t·· -'."llllly #/.;( ""t'd in
! 1/'\ /'11/ 10Jl

I-I/'S rCB 10.

411'''0) eM'

F:ntity \'.JI"C lJ 1,J/u'
/)l/i"illl.J1J in

1'1/'S 1'1. B 104,

'f I>lff,', ,,' f'o,"
UPS PIli 10-J

r,"il)' .\'amt> IJII" ("o"J~ in

I II'S /'I'H 10·J
( •• -J-,'Ilrdy /lot In~'d in

1·1/'\' I'f '8 10J)

I II'S /'CB 104
. tlpl'lJ ,} ('"J~

f.~nlil)' .\·(JIPlt' ';'/1//01

Dtjitll'ion m
flPS /'I'B 104.

if /).fF','"' f''''"
I- II'.~ /'I 'R 10·J

ITALV IT
IVOR V COAST IV

GUINEA GV
GUINEA-BISSAU PU
GUYANA GY
HAITI HA
HEARD ISLAND

AND MCDONALD
ISLANDS flM

HONDURAS flO
HONG KONG Hk
HOWLAND

ISLAND HQ

HUNGARY HU
ICELAND IC
INDIA IN
INDONESIA ID
IRAN IR
IRAQ IZ
IRAQ·SAUDI

ARABIA
NEUTRAL ZONE IY

IREl.AND EI
,,,RAFL IS

(jIlANA GH
GIHRALTAR GI
GLORIOSO

ISLANDS GO
GREECE OR
CiREENLAND GL
GRENADA OJ
Gl:ADELOUPE GP
CiCAM GQ
GL'AfEMALA GT
GUERNSEY GK

1/lCludcd in UNITED
KINGbOM

Named LAO PEOPLE'S
DEMOCRATIC
REPUBLIC

KP

Induded "' L~IIl.D
OS I'A I ES MISC.
I'AClHC 1-;1.:\:"I)S

Ind... ted 1II1.::"'IlI'.D
KIN(jDO",1

KE

MQ
MR
MU
YO
MX
MI
MC
MN
MS

JT
JO

tII, Lidn! III ~) \' .\ 1.11.\ I{ D
":"011) JAr-; \1.0\ YFN
Isr"!"I)S

JP

KR
KW
LA

KI

Included In UNITED
STATES MISC.
PACIFIC ISLANDS

Jncl"d~d in RI-:UNION

LB
LS
LR
LY
LI
LU
MO
MO
MW
MY
MV
ML
MT

JM

MARTINIQUE MB
MAURITANIA MR
MAURmUS MP
MAYOTTE MF
MEXICO MX
MIDWAY ISLANDS MQ
MONACO MN
MONGOLIA MO
MONTSERRAT MH

),\'"II\ICA JM

11\:"01 :\1 A YEN IN

JERSEY JE

LEBANON LE
LEsoTHO LT
LIBERIA U
LIBYA LV
LIECHTENSTEIN LS
LUXEMBOURG LV
MACAU MC
MADAGASCAR MA
MALAWI MI
MALAYSIA MY
MALDIVEs MV
MALI ML
MALTA MT
MAN, ISLE OF 1M

KIRIBATI KR
KOREA.

DEMOCRATIC
PEOPLE'S
REPUBLIC OF KN

KOREA.
REPUBLIC OF KS

KUWAIT KU
LAOS LA

KENYA KE
KINGMAN REEF KQ

JAI'AN JA
J.o\RVIS lSI AND DQ

JOII 1"15"1 ON A lUI. L JQ
JORDAN JO
JUAN DE NOVA

ISLAND JU

Included in UNITED
KINGDOM

R\I""l:1t1 't"\. !\.lr ill\. huh·d in
lil:R~!AN

nF~1lX'RA IIC RE·
l'U\lI.l~, :'"wri,'an,
Brili~h, and F"'IIt:h
"",'lors i"d lId~d ill
(iERMANY,II·.UFRAL
RU'vlll.IC OF

Included In UNITED
STATES MISC,
PACIFIC ISLANDS

IndudcJ Anh:rion, Brilish.
lind Frene h scdors or
GERMANY, IiERLlN

Includes GAZA STRIP
and WEST BANK

Included in REUNION

HM
HN
HK

NT
IE
IL

DE

IT
CI

ON
OW
OY
HT

uH
01

HV
IS
IN
10
IR
IQ

GR
ot
GD
GP
GU
GT

GE

(" K\!/\:-.IY,
III Il.IIN

GERMANY.
FEOERAL
REPUBLIC OF

62
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APPENDIX B (IS-Va:?)
Cross·Rderen~1o FlPS PlJB 104 Codes. F:nlil)' Names. IUId Eatity Definitions ··Contlnued

~ En/,ry fVam~ and/or Enltl.y ,...·Gm" alld/or
£,tliry Nam~ and Cod~ in Drfini/ion in En/iry Nam~ and Cod~ In ~finlllOfl ,n
FfPS PUB 10-1 FfPS PUB 104. FfPS PUB 10-1 fJPS PUB I().I.
(OOoEn/ily no/ ~s~d in FfPS PUB 104 ,f DiJJrr~n/from (..oEnl;ty nOI IIW in FIPS PUB J().I 'f D,jJ~rrn/ from
FIPS PUB 10-1) Alplta·] Cod~ FJPS PUB 10-1 FJPS PUB 10-1) Alplta.] COOl' FJPS PUB IO-J

MOROCCO MO MA ST. PIERRE AND
MOZAMBIQUE MZ MZ MIQUELON S8 PM
NAMIBIA WA NA ST. VINCENT AJ\m
NAURU NR NR THEGRENA·
NA VASSA ISLAND BQ NY DINES VC VC

NEPAL NP NP SAN MARINO SM SM
NETHERLANDS NL NL SAO TOME AND
NETHERLANDS PRINCIPE TP ST

\...i
ANTILLES NA AN SAUDI ARABIA SA SA

NEW CALEDONIA NC NC SENEGAL SG SN

NEW ZEALAND NZ NZ SEYCHELLES SE SC

NICARAGUA NU NI SIERRA LEONE SL SL

NIGER NG NE SINGAPORE SN SG
NIGERIA NI NG SOLOMON
NIUE NE NU ISLANDS BP S8

NORFOLK ISLAND NF NF SOMALIA SO SO
NORTHERN SOUTH AFRICA SF ZA

MARIANA SPAIN SP ES
ISLANDS CQ Included in TRUST SPRATLY

TERRITORY OFTHE ISLANDS PG SI
PACIFIC ISLANOS SRI LANKA CE LK

l"ORWAY NO NO SUDAN SU SO

OMAN MU OM SURINAME NS SR

i·; PAKISTAN PK PK SVALBARD SV Included in SVALBARD

V PALMYRA ATOI.l LQ Included in UNITED AND JAN MAYEN

STATES MISe ISLANDS
PACIFIC ISLANDS .00 S} Named SVALBARD AND

PANAMA PM PA JAN MAYEN ISLANDS,

PAPUA comprises SVALBARD

NLW GUINEA PI' PG and JAN MA YEN

PARACH SWAZILAND WZ SZ

ISI.ANDS PF PI SWEDEN SW SE

PARAG{'''Y PA PY SWITZERLAND SZ CH

PUUI PE PI: SYRIA SY SY Named SYRIAN ARAR

PIlILII'I'INFS RI' Pfl REPUBLIC

PITCAIRN TANZANIA,

ISLANDS PC PN UNITED

POI.Ai'iD PI PI. REPUBLIC OF TZ TZ

PUR IUGAL PO PT THAILAND TH TH

PlillUO RICO RQ PR TOGO TO TG

~
QATAR QA QA TOKELAU TI TK

RFUNIOS RI. RI: Inclndl" nASSAS DA TONGA TN TO
INDIA, EUROI'A TRINIDAD Al"D
ISlAND, GLORI(ISO TOflAGO TO TT

ISI.ANDS, JUAN liE TROMEIIN
NOVA, TROMEI.IN ISLAND TE Induded in REUNION

lSI AND TRUST 1 FI<KITORY

RO\l,\ :"IA RO RO OF THE PACIFIC

RWAl"I>A RW RW ISLAl"nS NQ PC Includes NORTHERN

S'I CIIHI, (OI'III'R MARIANA ISI.ANDS

Al"IINI\"h SC KN TUNISIA TS TN

51 III I I -";,\ SII SII TURKEY TU TR

51 I {Il\·\ ST LC TUKKS AND CAICOS
ISLANDS TK TC

~I
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\1'1'1' '111\ H

C"",·!!,",·,,'ncc 10 HI'S 1'1'11 HH ('",1,,\. 1'1l"I~ ".''''''\, ,,,,d rnlit}' Definitions Conlinued

------ -_._.- .

.,

f 111,/) \',. -,.," '/I,d (-,·,/1' at

I /1'\ 1'/ /I /OJ

/···/"J[II; "ul U\f·J III J.II·S 1'{lH 104

I 1/'\ /'/ 1J IOJ) . "plIO'} C"d~

rlJ1ll)' .'·(.lfIU' "lid,'OT

01'fi/llillm III

/ 11'\ /'/ /I 104.

'1 /l,fF" fli [0,,,,,
rII'S /'( [I /11..1

rill")' \"11'1/1' I1l1d r"J~ ill

111'.\ I" H IO·}
( •••F'lll'Y flul IHl'd in

I ").~ /'(,'B IO·)}

I-II'S I'(.IB 104
Alpha.] Cod~

Er.rlity ,\'(In,c' filld fur

D~fin;I;on In

I·n~s rUB /04.
if lJ,lJr'rnl f'om
Hi'S PUB IO·}

IIVAl,lJ IV
I (;""DA IIG
L,IU:--; ()I- "U\iIE r
"t)( L\I.IS r
Kll'lllllCS UR

V'IIII () "RAB
IR""RAIES TC

L:-'1 II· D I( I:"GDOM UK

UNITED STATES US...

IV
I'G'

SU

AE
GO

US
PU

I"dudes (ill 1:1{~SEY,
JFRSEY. illld ~AN.

ISLE OF

Named UNITED
STATES MiSe
PACifIC !SLA:-lDS;
cllmpr;<,t·\ I)AKH~

ISlAND. JARVIS
ISLAND. HOWLAND
ISLAND, KINGMAN
!!-EEF. a~d " . '

PAL~YRA ATOL,-

~., :ll
~

URUGUAY UY UY
VANUATU NH VU
VATICAN CITY VT VA
VENEZUELA VE VE
VIETNAM VM VN
VIRGIN ISLANDS VQ VI

WAKE ISLAND WQ WI'
WALLIS AND

f'UTUNA WF WF
WEST BANK WE
WESTERN SAHARA WI Etl
WE~TERNSAMOA WS W$
YEMEN (ADEN) YS YO
YEMEN (SANAA) YE YE
YUGOSLAVIA YO YU
ZAIRE CO ZR
ZAMBIA ZA Z~

ZIMBABWE ZI zw
TAIWAN TW TW

Named VIRGIN ISLANDS
'OF THE U.S. '

hleluded in ISRAEL.

.-
U
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TRANSMITTAL MEMORANDUM CHECKSHEET
FOR HANDBOOK 18 - INFORMATION SERVICES

GEOGRAPHIC CODE BOOK

18-Va:1 18-Va:25 18-Va:49
\.-l 18-Va:2 18-Va:26 18-Va:50

18-Va:3 18-Va:27 18-Va:51

18-Va:4 18-Va:28 18-Va:52

18-Va:5 18-Va:29 18-Va:53

18-Va:6 18-Va:30 18-Va:54

18-Va:7 18-Va:31 18-Va:55

\....I
18-Va:8 18-Va:32 18-Va:56

18-Va:9 18-Va:33 18-Va:57

18-Va:IO 18-Va:34 18-Va:58

18-Va:ll 18-Va:35 18-Va:59

18-Va:12 18-Va:36 18-Va:60

18-Va:13 18-Va:37 18-Va:61

18-Va:14 18-Va:38 18-Va:62
~.

18-Va:15 18-Va:39 18-Va:63

18-Va:16 18-Va:40 18-Va:64

18-Va:17 18-Va:41 18-Va:65

18-Va:18 18-Va:42 18-Va:66

18-Va:19 18-Va:43 18-Va:67

18-Va:20 18-Va:44 18-Va:68

\....,;
18-Va:21 18-Va:45 18-Va:69

18-Va:22 18-Va:46 18-Va:70

18-Va:23 18-Va:47 18-Va:71

18-Va:24 18-Va:48 18-Va:72



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App 0 18-V:29 Oct. 31, 1990 A11(D)-l

ATTACHMENT A 11(0)
BUREAU/OFFICE AND REGION CODES

A Bureau/Office code represents an administrative organization for management
purposes. A Bureau/Office code will cross Geographic Regions, i.e., Asia
Bureau contains two regions.

A Geographic Region denotes geographic related entities.

The coding structure is used by the Country Program Data Bank (CPDB), Program
Budget Data System (PBDS), Loan/Grant File, Project Accounting Information
System (PAIS), and the Flash Report supplemental.

Numerical List of Current Bureau/Office and Region Codes

NAME
BUREAU/OFFICE

01
02
03
04
05
06
07
08
09
10
11
12
14
15
16
17
18
19
20
21
22
23

.... 24
'7' 25

26
27
28
29

Bureau for Program and Policy Coordination
Trade and Development Program
Office of International Training
Bureau for Asia/Near East and Europe
Bureau for Latin America and Caribbean
Bureau for Africa
(Superseded)
(Superseded)
Bureau for Management
(Superseded)
(Superseded)
Europe and Other
(Superseded)
Bureau for Science and Technology
Office of the Administrator
Office of the Executive Secretary
(Superseded)
(Superseded)
(Superseded)
Office of the Inspector General
Office of Legislative Affairs
(Superseded)
Office of General Counsel
Bureau for Personnel and Financial Management ic
Office of Equal Opportunity Programs
Office of Financial Management
Bureau for Food for Peace and Voluntary Assistance
Bureau for Private Enterprise

¥ Revised



DIII-

Page No. Effective Date Trans. Memo. No.
All(D)-2 Oct. 31, 1990 18-V:29 AID HANDBOOK 18, App D

CODE NAME
BUREAU/OFFICE

Regions

'* 3031
34
40
48
50

1.
2.
3.
4.
5.
6.
7.
8.
9.

Office of U.s. Foreign Disaster Assistance
Office of Small and Disadvantaged Business Utilization *
Office of Science Advisor
Bureau for External Affairs
BIFAD Support Staff
Nonregional Overseas

Europe
Near East
South Asia
East Africa
latin America
Africa
Canada
Oceania and Other
Interregional Activities

~ .....j'V

I..:.·.......•'\"I

* Revised
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Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App D 18-V:29 Oct. 31, 1990 A11(E)-1

ATTACHMENT A II(E)

DECISION UNIT CODES

A Decision Unit represents a decision making unit at a level below the Bureau
within the AID organization. The Decision Unit codes are used in the PPC
computer-based systems; e.g., the Program Budget Data System (PBDS). The
codes are used to generate names from the DECNAME list of the INQUIRE decode
table.

Decunit Decname

Bureau for Program and Policy Coordination

906 Women in Development

JI. 908 Development Information

909 Policy Development/Program Review

914 Evaluation

915 Economic Affairs

916 Agency Wide Programs

917 Donor Coordination

918 Human Rights

990 Strategic Planning

993 UNICEF

994 Peace Corps

996 U.S. - Israel Cooperation

Bureau for Science and Technology

011

014

021

023

032

". Revised

Program Office

Institute Support Grant

Agriculture

Nutrition

Forestry and Environment Natural Resources



DIII-

Page No. Effective Date Trans. Memo. No.
All(E)-2 Oct. 31, 1990 18-V:29 AID HANDBOOK 18, AplP D

Bureau for Science and Technology (cont.)

Decynit Decname

034 Engineering

035 Energy

041 Education

042 Health..
043 Population

061 Research and University Relations

063 Rural and Institutional Development

995 CGIAR

Bureau for Food for Peace and Voluntary Assistance

u~

I

903

904

907
,

913

920

Private and Voluntary Cooperation

Food for Peace

labor Affairs

American Schools and Hospitals Abroad

Program Management Support Office

Bureau for Private Enterprise

033

939

940

943

945

Housing and Urban Development

Investment

Project Development

Amsel, Miao and Informational Enterprise

Development Planning

Office of U.S. Foreign Disaster Assistance

902

-l' Revised

Foreign Disaster

u
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Office of Science Advisor

942 Science Advisor

Office of International Training

Other

044

999

International Training

Special Requirements Fund
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TABLE 12

PIO DOCUMENT CODE

General Purposes: This one-digit number identifies each type of document and
general reason for its issuance.

Responsible Office: PPC/PB/PDS

1
2
3

,. 4
5

PIO/P:
PIO/T:
PIO/T:
PIO/C:
PIO/C:

* Revised

Type of Implementing Documents

Participant Training
Participating Agency Service Agreement
Contract for Services
Commodities - Mission issued
Commodities - AID/W, MS/OP issued ~

Ii I!

"'"
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TABLE 13

SPECIAL COMMODITY CODES

DEVELOPED FOR AID PURPOSES

General Purposes: Special commodity code numbers have been developed
specifically for use by AID. Although each number is of seven digits (for
convenience in the machine encoding system used with commodity statistical
identification), the AID code numbers are not Schedule B numbers and are not a
part of the Department of Commerce classification system. Some AID code
numbers may be included in implementing documents, as appropriate; others are
only for AID internal use. In either case, the AID code number serves to
authorize and/or identify special transactions or specific expenditures which
are not identifiable under Schedule B classifications but which are
attributable to an AID program.

~ Responsible Office: MS/OP
Advisory Offices: FM/FSD and FM/CARD/EA

\..,,1

.1f. Revised
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TABLE 13

ADMINISTRATIVE SCHEDULE B CODES
IN THE ZERO BALANCE PROGRAM
DEVELOPED FOR AID PURPOSES

General Purposes: Administrative code numbers have been developed
specifically for use by AID. Although each number is of seven digits
(for convenience in the machine encoding system used with commodity
statistical identification), the AID code numbers are not Schedule B
numbers and are not a part of the Department of Commerce classification
system. Some AID code numbers may be included in implementing documents,
as appropriate; others are only for AID internal use. In either case,
the AID code number serves to authorize and/or identify special
transactions or specific expenditures which are not identifiable under
Schedule B classifications but which are attributable to an AID program.

~ Responsible Office: MS/OP
Advisory Offices: FM/FSD and FM/CARD/EA "

*Revi sed

~' ... j"
,."
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TABLE 13

ADMINISTRATIVE SCHEDULE B CODES
IN THE ZERO BALANCE PROGRAM
DEVELOPED FOR AID PURPOSES

All codes, other than those with an asterisk (*), are for AID use only.
Those with an asterisk may be included in implementing documents, as
appropriate.

Description Schedule B Code No #

FAA Overhead
Domestic US Excess Property
Foreign US Excess Property
Banking Charges
Interest Charges
Cable Payments
Private Enterprise
PASA
Technical Services
Inspection
Cash Transfers
Advance Commodity Financing
Progress Payments
Inland Transportation
US Government Participating Agency Overhead
Cargo Insurance
War Risk Insurance
Forwarding &Inspection Fees
Air Freight

~ Ocean Transportation
~ Dispatch Earnings

Ocean Freight Volag only (Tramp)
Ocean Freight Volag only (Liner)
Ocean Freight Volag only (Tanker)
Participant Costs Under L/A
Mission Loan Disbursement Against AID/W Allotment
Disbursements Administered by the Export-Import Bank

~Revi sed

9891133
9895000 *
9895100 *
9897000
9897100
9897200
9897300
9897400
9899300 *
9899301
9899350
9899370
9899390
9899400 *
9899401
9899403
9899404
9899405
9899406
9899500 *
9899503 ..A.
9899505 ~

9899506
9899507
9899650
9899660
9899670
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TABLE 14

PRIVATE AND VOLUNTARY AGENCY (PVO)

CODES

General Purpose: The codes are used to identify U.S. and other
organizations that are philanthropic or service oriented in purpose, as
well as non-profit, non-political, and non-governmental in nature. Not
included are universities and other primarily educational institutions
and research organizations.

Responsible Office: FYA/PYC

Code Stryctyre/Composition:

Code Structure:

DECODE - Five-digit alphanumeric code composed of
one alpha character followed by four
numeric characters.

Code Composition:

~
I , Unique four digit numeric identifier, see
I Table 14.

, DECODE: The single alpha character for classifying
PYOs.

A - U.S. Registered PYOs
B - U.S. Cooperatives
C - U.S. Population/Family Planning

Organizations
D - U.S. Labor Institutes
G - Registered Third-Country PYOs
H - Non-Registered U.S. PYOs
I - Registered International PYOs
L - Registered Indigenous or Local PYOs

• Revised



lit. "
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Table 14

ORGANIZATIONS BY THEIR DECODE

Key to PVO Classification by decode letter:

A - U.S. Registered PVO.
B - U.S. Cooperatives.
C - U.S. Population / Family Planning Organizations.
D - U.S. Labor Institutes.
G - Registered Third-Country PVOs.
H - Non-Registered U.S. PVOs.
I - Registered International PVOs.
L - Registered Indigenous or Local PVOs.

DECODE PVO Name

AOHO

A0050
A0055

A0060
AOOlO
AOOn
AOOBO
A0120
A0122
A0125
A0130
A0140
A0145
A0155

~'

~i

U.S. Registered PVOs.
A0010 Accion International
A0020 Adventist Development and Relief Agency International
A0026 African Food and Peace Foundation
A0030 African-American Institute
A0031 African-American Society for Humanitarian Aid &

Development, The
African Medical and Research Foundation
African Methodist Episcopal Church Service &Development

Agency, Inc.
African Wildlife Foundation
Africare
AFS Intercultural Programs, Inc.
Aga Khan Foundation, USA
Aid to Artisans, Inc.
Air Serv International
America's Development Foundation
America-Mideast Educational &Training Services, Inc.
American Association for Bikur Cholim Hospital, Jerusalem
American Association for International Aging
American College of Nurse Midwives (Special Projects

Section)
American Dentists for Foreign Service

~ Revised
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~ DECODE

AOI72
A0175
A0180
A0190
A0210
A0216
A0220
A0230
A0240
A0250

A0260
A0261
A0270
A0275
A0289
A0295
A0296
A0298
A0300

A0302
A0304
A0305
A0310.
A0312
A0345
A0357
A0360
A0365
A0370
A0397
A0399
A0400
A0410
A0415
A0420
A0423
A0430
A0435
A0440

". Revised

PVO Name

American Farmland Trust
American Friends of Action Internationale Contre 1a Faim
American Friends of Kiryat Sanz Hospital
American Friends Service Committee
American Jewish Joint Distribution Committee
American Jewish World Service, Inc.
AlM International
American National Red Cross
American Near East Refugee Aid
American Organization for Rehabilitation and Training

Federation
American Red Magen David for Israel, Inc.
American Refugee Committee
American Schools of Oriental Research
AmeriCares Foundation, Inc.
Institute for Development Research, Inc.
AMIT Women
Andean Children's Foundation, The
Andean Rural Health Care
Armenian General Benevolent Union Central Committee of

America
Armenian Assembly of American Relief Fund, Inc., The
Armenian Relief Society of North America, Inc., The
Armenian Relief Society, Inc., The
Asia Foundation, The
Assistance International, Inc.
Books for the World, Inc.
Phillips Brooks House Association, Inc./World Teach
Brother's Brother Foundation
Brother to Brother International, Inc.
Pearl S. Buck Foundation
Caribbean/Central American Action
Caribbean Conservation Corporation
Catholic Relief Services - USCC
Center for Marine Conservation
Center to Prevent Childhood Malnutrition
Centre for Development and Population Activities, The
Child and Family Services
Chol-Chol Foundation for Human Development
Christian Blind Mission International
Christian Children's Fund, Inc.
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".
DECODE

A0444
A0445
A0447
A0450
A0455
A0465
A0470
A0475
A0485
A0486
A0500
A0540
A0550

A0554
A0560
A0570
A0575
A0580
A0600

A0610
A0620
A0630
A0645
A0650
A0660
A0665
A0666

A0670
A0672
A0674
A0675
A0677

A0678
A0680
A0685
A0690
A0697

*Rev; sed

PVO Name

Christian Eye Ministry
Christian Outreach Appeal
Christian Reformed World Relief Committee
Church World Service
Cincinnati Reaches Out
Community of Caring
Community Systems Foundation
Compassion International, Inc.
Conservation Foundation, The
Conservation International Foundation, The
Cooperative for American Relief Everywhere
Coordination in Development
Council of International Programs for Youth Leaders &

Social Workers
Covenant House, The
Daytop Village Foundation
Dental Health International
Digit Fund, The
Direct Relief International
Domestic/Foreign Missionary Society of the Protestant

Episcopal Church
Thomas A. Dooley Foundation/INTERMED-USA, Inc.
Tom Dooley Heritage, Inc.
Doulos Community
Elwyn Institutes
Esperanca, Inc.
Experiment in International Living
Tissue Bank International
Evangelical Association for the Promotion of Education,

The
Eye Care, Inc.
Fair Trade Foundation
Feed My People International, Ltd.
Feed the Children
Florida Association for Voluntary Agencies for Caribbean

Action
Food Corps, USA
Food for the Hungry, Inc.
Food for the Poor, Inc.
Plan International USA
Foundation for Educational and Social Development in the

Americas, The
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". DECODE1

A0699
A0700
A0705

A0710
A0715
A0725
A0726
A0760
A0763
A0765

A0769
A0770
A0777
A0779
A0780
A0788
A0790
A0800
A0810
A0820
A0827
A0828
A083,0
A0831
A0835
A0837
A0850
A0887
A0888
A0890
A0900
A0915
A0920
A0930
A0935
A0938
A0948
A0950
A0960

*Revi sed

PVO Name

Foundation for International Community Assistance, Inc.
Foundation for the Peoples of the South Pacific, Inc., The
Freedom Medicine Int'l Health and Development Services,

Inc.
Friends of Children, Inc.
Friends of Our Little Brothers
Friends of the Shanta Bhawan
Gifts-in-Kind America, Inc.
Goodwill Industries of America / National Office
Grace Ministries, Inc.
Greater Caribbean Energy and Environment Foundation,

Inc., The
Green Library, The
Hadassah
Haitian Health Foundation, The
Health Volunteers Overseas, Inc.
Heifer Project International, Inc.
Hermandad, Inc.
Hebrew Immigrant Aid Society, Inc., The
High Scope Educational Research Foundation
Holt International Children's Services
Children International
Indus Medical Foundation
Institute for Development Training
Opportunity International
Institute for Transportation and Development Policy, The
Organization for Tropical Studies
Industrial Cooperative Association, Inc.
Institute of International Education
Interamerican Foundation of Cities, Inc.
Interchurch Medical Assistance, Inc.
International Agency for Apiculture Development
International Alliance for Children, Inc.
International Child Care/USA, Inc.
International Executive Service Corps
International Eye Foundation, Inc.
International Federation for Family Life Promotion
International Foundation for Education and Self-Help
International Health and Biomedicine U.K. and U.S.A.
International Institute of Rural Reconstruction
International Lifeline, Inc.
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)I- DECODE

A0977
A0978
A0980
AIOIO
AIOl5
AI021

AI030
AI040
AI045
AI050
AI055
AI060
AI070
AI075
AI080
AI090
AllOO
Al105
AIllO
Al1l5
Al120
A1l21
A1l25
A1l27
A1l30
A1l31
Al132
A1l35
Al137

A1l39
A1145
Al150
A1170
Al180
Al215
Al220
Al228
Al229
Al230

pva Name

International Medical Corps, The
International Medical Services for Health
International Nursing Service Association for Health, Inc.
International Rescue Committee
International Services of Hope, Inc.
Int'l Union for the Conservation of Nature &Natural

Resources, U.S.
International Voluntary Services, Inc.
Island Resources Foundation, Inc.
Katalysis Foundation, The
Helen Keller International, Inc.
Hospital Relief Fund of the Caribbean, Inc.
La Leche League International
Laubach Literacy International
Life Link, The
Lutheran World Relief
MAP International
Freedom from Hunger Foundation
Medical Benevolence Foundation
Medical Care Development, Inc.
Medical Education for South African Blacks, Inc.
Mennonite Central Committee
Mennonite Economic Development Associates, The
Mercy Corps International
Mercy International Health Services
Ministry of Jesus, The
Missions of Mercy, Inc.
Council for International Development
Minnesota International Health Volunteers
Missions for Africa Self-Help Rural Community

Development, Inc.
Missouri Botanical Gardens
National Association of the Partners of the Americas
National Council for International Health
National Council of Negro Women, International Division
National 4-H Council
Nature Conservancy, The
Near East Foundation
New Israel Fund
New York Zoological Society
New York Botanical Garden, The ~

*Revised
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* DECODE

A1235
A1236
A1240
A1245

A1250
A1252
A1255
A1260
A1265
A1267
A1270
A1275
A1280
A1286
A1310
A1312
A1313
A1315
A1320
A1350
A1352
A1353
A1360

A1366
A1370
A1375
A1390
A1398
A1400
A1430

A1435
A1436
A1440
A1446
A1450
A1453
A1460
A1474

* Revised

PVO Name

Medical Teams International, Inc.
Nitrogen Fixing Tree Association
OBOR
Operation Blessing International Relief &Development

Corporation
Operation Bootstrap Africa
Operation USA
Operation Smile, Inc.
Opportunities Industrialization Centers International
Our Little Brothers and Sisters
Outward Bound, Inc.
OEF International
Pacific Ministries Developments
Pan American Development Foundation
Park West Children's Fund
People-to-People Health Foundation
Rodale Institute
Peregrine Fund, Inc. World Center for Birds of Prey, The
Trustees of The Phelps-Stokes Fund, The
NA'AMAT USA
Planning Assistance, Inc.
Polish American Congress Charitable Foundation, Inc.
Polish Welfare Association
National Parents Resource Institute for Drug Education,

Inc.
Philippine Good Shepherd, Inc.
Private Agencies Collaborating Together
Program for Appropriate Technology in Health
Project Concern International
Project Mercy, Inc.
Project Orbis, Inc.
Dr. Jose P. Rizal/Gen Douglas MacArthur Memorial

Foundation
Rotary Foundation of Rotary International
Sabre Foundation, Inc.
Salesian Missions
Salvadoran American Foundation
Salvation Army World Service Office, The
San Diego State University Foundation
Save the Children Federation
Childcare International

u
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1C DECODE

A1475

A1476
A1480
A1489
A1490
A1491
A1492
A1500
A1520
A1526
A1528
A1530
A1557
A1560
A1570
A1575
A1577
A1580
A1600
A1609
A1620

A1635
A1636
A1637
A1640
A1649
A1650
A1651
A1670
A1680
A1682
A1686
A1690
A1700
AI708
A1710

A1740
A1741

., Revised

PVO Name

Sovereign Military Order of Malta Federal Association,
U.S.A.

Share and Care Foundation for India
Southeastern Massachusetts SER - Jobs for Progress
Sudan-American Foundation for Education
Summer Institute of Linguistics
Support Centers of America
Surgical Eye Expeditions International
Technoserve, Inc.
Town Affiliation Association of the U.S.
Transformation International Enterprises, Inc.
Trees for Li fe
Trickle-Up Program, Inc.
United Board for Christian Higher Education in Asia
United Israel Appeal
U.S. Foundation for International Scouting
United Palestinian Appeal
United Ukranian American Relief Committee
United Way International
Volunteers in Technical Assistance, Inc.
Maranatha Volunteers International
Winrock International Institute for Agricultural

Development
Witherspoon International Corporation
Woodlands Mountain Institute
Worldcare, Inc.
World Concern Development Organization
World Emergency Relief
World Education, Inc.
World Mercy Fund
World Rehabilitation Fund
World Relief Corporation
World Resources Institute
World SHARE, Inc.
World Vision Relief and Development Organization
World Wildlife Fund, U.S.
Yirawah International
Young Men's Christian Association of the USA, National

Board
Mercy Ships
American Youth Work Center ~



-It DECODE

A1742
A1743
A1744
A1745
A1746
A1747

A1748
A1749
A1750
A1753
A1756

,---
!
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PVO Name

RARE Center for Tropical Bird Conservation
Resource Foundation, The
International Book Bank, Inc.
International United Black Fund
International Church Relief Fund
National Rural Electric Cooperative Association -

International Fnd.
Financial Services Volunteer Corps
Council of International Public Affairs
Trust Through Health
Medical Outreach for Armenians, Inc.
Armenian Assembly of American Relief

U.S. Cooperatives.
B0090 Agricultural Cooperative Development International
B0510 Cooperative Housing Foundation
B0530 National Cooperative Business Association
B0555 Credit Union National Association, Inc.
B1200 National Rural Electric Cooperative Association
B1590 Volunteers in Overseas Cooperative Assistance

U.S. Population / Family Planning Organizations.
C0990 International Planned Parenthood Fed/Western Hemisphere

Region, Inc.
C1300 .... Pathfinder Fund
C1330 Planned Parenthood Federation of America
C1355 Population Council, The
C1358 DKT International, Inc.
C1364 Population Services International

U.S. Labor Institutes.
00040 African-American Labor Center
00200 American Institute for Free Labor Development
00320 .... Asian-American Free Labor Institute

*Revised
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,., DECODE PVO Name

H5006
H5007
H5008
H5009
H5010
H5011
H5012
H5013
H5014
H5016
H5017
H5018
H5019
H5020
H5021
H5022
H5025
H5027
H5028
H5029
H5030
H5031
H5032
H5033
H5034

Non-Registered U.S. PVOs.
H5000 American Forum for Global Education, The
H5002 Atlantic Council
H5003 Citizens Network for Economic &Security Assistance
H5004 American Association of School Administrators
H5005 Consortium for International Cooperation in Health

Education
End Hunger Network
Global Learning
Global Tomorrow Coalition
Independent Broadcasting Association
Institute for International Research
InterAction
International Fund for Agricultural Research
National Association of Social Workers
National Committee for World Food Day
National Council of Returned Peace Corps Volunteers
Public Interest Video Network
Society for International Development, Washington Chapter
WGBH TV, Boston
Women Historians of the Midwest
South Carolina Educational T.V.
National Governors' Association
Land O'Lakes
LTS Corps
Interfaith Hunger Appeal
Panos Institute
Young Women's Christian Association
NA Wheat Growers
Population Reference Bureau
Cornell University
American Forestry Association

Registered International PVOs.
10006 International Catholic Migration Commission
11630 .... Women's World Banking

• Revised
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DECODE PVO Name

LOOIO
LOOll
LOOl2
LOOl3

LOOOS
L0006
L0007
L0008
L0009

L0028
L0029
L0030
L0031
L0032
L0033
L0034
L003S
L0036

1, ,i;',*,

LOOl4
LOOIS
LOOl6
LOOl7
LOOl8
LOOl9
L0020
LOQ21
L0022
L0023
L0024
L0025
L0026
L0027

Registered Indigenous or Local PVOs.
LOOOI Institute for Liberty and Democracy
L0002 Chamber of Commerce &Industry of Cortes
L0003 Association Burkinabe pour le Bien Etre Familial
L0004 Society For Project Implementation, Research Evaluation &

Training
JTS National Youth Association
Bangladesh Birth Control and Family Welfare Association
Family Development Services and Research
Family Planning Association of Bangladesh
International Center for Diarrhoeal Disease Research,

Bangladesh
Interfaith Relief Committee of Burma
Secretariate For Village Guidance, The
Foundation For Self-Reliance Guidance, The
Institute for Social &Economic Research Education &

Information
Institute for development Studies
Institute for Education &Management Guidance
Agribusiness Development Center
Indonesian Environmental Forum
Foundation for the Welfare of Indonesia
Functional Cooperative Center for Women, East Java
Christian Foundation for General Health
Kusuma Buana Foundation
Light of the Village Foundation
Indonesian Institute for Legal Assistance
Maha Bhoga Marga Foundation
Jordan Association For Family Planning &Protection, The
East Timor Agricultural Development Fdn
Industrial Foundation for the Prevention of Occupational

Hazards
Honduran Family Planning Association
Foundation for Village Community Development
Coptic Evangelical Organization for Social Services
Nepal Red Cross Society
Nepal Pediatric Society
Mrigendra Medical Trust
Business and Professional Women's Club
Nepal Law Society
Actuator for Socio-Economic Progress, Inc. ~

-Ie Revised
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* DECODE

L0037
L0038
L0039
L0040
L0041
L0042
L0043
L0044
L004S
L0046
L0047
L0048
L0049
LOOSO
LOOSI
LOOS2
LOOS3
LOOS4
LOOSS
LOOS6
LOOS7
LOOS8

LOOS9
L0060
L0061

L0062
L0063

L0064
L006S
L0066
L0067
L0068
L0069
L0070

LOOn
L0072
L0073

-Ie Rev; sed

PYO Name

Andres Soriano Foundation, The
Boy Scouts of the Philippines
Catholic Educational Association Of The Philippines
Communication Foundation for Asia
Dansalan College Foundation
Development of People's Foundation, Inc.
Economic Development Foundation
Ecumenical Development Center for Youth Foundation, Inc.
Ecumenical Foundation for Minority Development
Federation of Electric Cooperatives of the Philippines
Fdn for Educational Evolution &Development
Foundation for Youth Development
Francisco Tirona Benitez Rurban Dev. Fdn.
Freedom to Build, Inc.
Girl Scouts of the Philippines
ILAW International Center
Innovative Services Specialists Development Inc.
Innovators For Rural Development
Jaime Y. Ongpin Foundation, Inc.
Judge Isaac Puno, Jr. Memorial Foundation Inc
Kalahan Educational Foundation, Inc.
Kapwa Upliftment Foundation, Inc. Ateneo De Davao

University
Manila Seedling Bank Foundation, Inc
Medical Ambassadors Philippines
Mother Rosa Memorial Foundation, Assumpta Technical High

School
Negros Economic Development Foundation
Notre Dame Educational Association - c/o Notre Dame Of

Dadiangas College
Notre Dame Foundation For Charitable Activities
Nutrition Center Of The Philippines - South Super Highway
Pagtambayayong Foundation
Paninindeg Sa Ranao Of Rural Workers, Inc.
Philippine Association For Intercultural Development, Inc.
Philippine Business For Social Progress
Philippine Foundation For Cultural &Educational

Development, Inc.
Philippine Relief And Development Services, Inc.,
Pilipinas Shell Foundation, Inc., Shell Home Makati
Population Center Foundation
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~ DECODE

L0074
L0075
L0076
LOOn
L007S
L0079
LOOSO
LOOSI
LOOS3
LOOS4
LOOS5
LOOS6

LOOS7
LOOSS
LOOS9

L0090
L0091
L0092
L0093
LOO94
LOO95
L0096
L0097
L009S
L0099
LOI00
LOIOI
LOI02
LOI03
LOI04
LOI05
LOI06
LOI07
LOIOS
LOI09
LOIIO
LOllI
LOII2
L01l3

.. Revised

PVO Name

Ramon Aboitiz Foundation, Inc.
Ranaw Development Foundation, Inc.
Funza
Asociacion de Gerentes de Guatemala
Sama International Trust
Grassroots Educare Trust
AVOTRA
Habitat Foundation
Organizacion Nacional Agraria
Royal Society for the Conservation of Nat, The
Saint James Foundation, Inc.
St. Louis University Extension Institute For Small Scale

Industries Fdn.
Santa Cruz Mission
Sariling Sikap, Inc.
Small Enterprises Research &Development Foundation of

the Phil ippines
South Cotabato Foundation, Inc.
Tahanan Outreach Project And Services, Inc.
Tahanan Walang Hagdanan Marick Subdivision
Tulay Sa Pag-Unlad, Inc.
Ugmad Foundation, Inc
Videre, Inc.
Women In Finance &Entrepreneurship Philippines, Inc.
Xavier Science Foundation, Inc., Xavier University
Young Men's Christian Association
Young Women's Christian Association
Sri Lanka Technical Institute
Yahapath Endera Farming Center
Lanka Mahila Samithi
Marga Institute
Sukitha Welfare Society
Lanka Jathika Sarvodaya Sangamaya
National Builders Association
All Ceylon Buddhist Congress
National Council Of YMCA'S Of Sri Lanka, The
Fridsro Childrens's Home, The
Lasallian Community Education Services, The
Central Council Of Social Services
Ootru Organization, The
Lanka Evangelical Alliance Development Servo ~

~,~.-."
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L01l4
L01l5

L01l6
LOII7
LOII8
LOII9
LOI20
LOI21
LOI22
LOI23
LOI24

LOI25

LOI26
LOI27
LOI28
LOI29
LOI30
LOI31
LOI32
LOI33
LOI34
LOI35
LOI36
LOI37
LOI38
LOI39
LOI40
LOI41
LOI42
LOI43
L0144
LOI45
LOI46
LOI47
LOI48
LOI49
LOISO
LOI51

,.. Revised

PVO Name

Wild Life And Nature Protection Society Of Sri Lanka
Welfare Society Of The School For The Mentally Sub-Normal

Chil d, The
Planned Parenthood Association Of Thailand, The
YMCA Bangkok
Mae Fah Luang Foundation
National Council Of Women Of Thailand, The
Population &Community Development Assoc.
Svita Foundation
National Young Women's Christian Association Of Thailand
Friends Of Women's World Banking Association Of Thailand
Christian Womens Department, The Foundation Of The Church

Of Christ In Thaila
Pan Pacific And South-East Asia Women's Association Of

Thailand, The
National Council Of Social Welfare Of Thailand, The
Women Lawyers Association Of Thailand
Wildlife Fund Thailand
Duang Prateep Foundation
Rural Friends' Association
Thai Environmental And Community Development Association
Foundation of Education for Life &Society
General Union Of Voluntary Societies
Noor Al Hussein Foundation, The
Moroccan Family Planning Association
Happy Hour, The
Horumarin
Ethiopian Orthodox Church
Mazingira Institute
Kenya Freedom From Hunger Council
Kenya Management Assistance Program
Kenya Rural Enterprise Program, The
Kenya Society For The Blind, The
PGHA Choboria Hospital
Christian Organizations Research Advisory Trust
Family Planning Association Of Kenya
Christian Health Association Of Kenya
Christian Industrial Training Centers
Christian Community Services
Voluntary Agencies Development Assistance
Christian Health Association Of Liberia
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* DECODE

LOIS2
LOIS3
LOIS4
LOISS
LOIS6
LOIS7
LOIS8
LOIS9
LOI60
LOI61
LOI62
LOI63
LOI64
LOI6S
LOI66
LOI67
LOI68
LOI69
L0170
LOI71
L0172
L0173
L0174
L017S
L0176
LOI77
L0178
L0179
L0180
LOI81

LOI82
LOI83
LOI84
LOI8S
LOI86
LOI87
LOI88
L0189
LOI90
L0191

'" Rev; sed

PVO Name

Partnership For Productivity/Liberia
West Point Community Development Cooperative
Liberia Opportunities Industrialization Center
Cooperative Training And Research Center
Haqabtir "Meeting Needs"
Sudanaid
Manzini Industrial Training Centre
Council Of Swaziland Churches
Water For Life
Family Life Association Of Swaziland
Asociacion Peruana para la Conservacion de la Naturaleza
Carvajal Foundation
Columbian Solidarity Groups Association
Foundation For Higher Education
Profamilia
Santa Fe De Bogota Foundation
Second Botanical Expedition Foundation
Solidarity Action Foundation
Costa Rican Association For Development Organizations
Costa Rican Demographic Association
Neotropica Foundation
Foundation For The Economical And Social Development
Church World Service
Popular Culture Association, Inc.
American Development Foundations Council
Dominican Development Foundation
Action Pro-Education And Culture
Development Association, Inc
Social Action For The Promotion Of Rural Dwellers
Dominican Association For The Well Being Of The Family,

Inc. ,
Community Development Foundation
Dominican-American Cultural Institute
Micro-Business Development Association
San Jose Foundation, Inc
Foundation For The Development Of Rural Youth
Dominican University Foundation
Inter-Institutional Coordination Of Housing Program
Association For The Development Of The Prof. Of Espaillat
Women In Development
Dominican Institute Of Integral Development
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PECODE

L0192
L0193
L0194
L019S
L0196
L0197
L0198

L0199

L0200
L0201
L0202
L0203
L0204
L020S
L0206
L0207
L0208
L0209
L0210
L021I
L0212
L0213
L0214
L021S
L0216
L0217
L0218
L0219
L0220
L0221
L0222
L0223
L0224
L022S
L0226
L0227
L0228

L0229

* Revised

PVO Name

National Council Of Businessmen
Dominican Scouts Association
Dominican Center Of Social Interest Org.
Dominican Association Of Univ. Presidents
Natura Foundation
Center For Counseling And Motivation
Ecuadorian Cooperative Institute For Education And

Development
National Federation Of Savings And Loan Cooperative Of

Ecuador
Eugenio Espejo Foundation
Working Boy's Center, The
Ecuadorian Society Of Public Health
Foundation For Education Genoveva German
National 4-F Foundation
Ecuadorian Private Banking Association
Institute Of Banking And Financial Practices
Jose Joaquin De Olmedo Foundation
National Institute For The Child And Family
San Patricio Youth Center
Guayaquil Chamber Of Commerce
Guayaquil Board Of Beneficence
Private Foundation Wilson Popenoe
National Federation Of Coffee Cooperatives Of Ecuador
Science Foundation
Chamber Of Small Industries Of Guayas
Our Youths Foundation
Chamber Of Small Industries Of Pichincha
Foundation For Agricultural And Livestock Development
National Association Of Enterpreneurs
Institute For Agricultural Studies
Salvadoran Demographic Association
Salvadoran Foundation For Economic And Social Development
Foundation of Entrepreneurs for Education Development
Foundation Pro-Rehabilitation
National Association Of Knights Of Malta
Association For Juvenile Development
Center For Technological And Scientific Research
Salvadoran Evangelical Committee For Development And

Assistance
Salvadoran Maternal Lactation Promotion Center ;r
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* DECODE

L0230
L0231
L0232
L0233
L0234
L0235
L0236
L0237
L0238
L0239
L0240
L0241
L0242
L0243
L0244
L0245
L0246
L0247
L0248
L0249

L0250
L0251
L0252
L0253
L0254

L0255
L0256
L0257
L0258
L0259
L0260
L0261
L0262
L0263
L0264
L0265
L0266
L0267
L0268

,.. Rev; sed

PVO Name

Opportunity Industrialization Center
Association of Private Health Organizations
Association for the Prevention of Alcoolism &Dr~g Abuse
Center for Development &Health
Haitian Research Center for Women Promotion
Medico Social Complex of Cite Soleil
Baptist Convention Of Haiti
Haitian Christian Community Development
Haitian Foundation for Health &Education
Haitian American Chamber Of Commerce
Haitian Health Foundation
Haitian Association Of Voluntary Agencies
Haitian Development Foundation
Human Resources Development Center
Integrated Rural Development
Child Health Institute
Management Productivity Center
Total Reforestation
Organization for the Rehabilitation of the Environment
Haitian Society for Studies &Implementation of

Agriculutral Project
Union of Cooperatives for the South
Haitian Red Cross
lin D'Art
National Development Foundation, The
Council Of Voluntary Social Services, United Way Of

Jamaica
Northwest Medical Teams
Dynamic Tech. Assistance for Microenterprises
Mexican Family Planning Foundation
Youth Family Planning Council
Mexican Health Foundation
Development &Research in Family Planning
Miguel Aleman Foundation
Mexican Federation of Private Family Planning Association
Orientation Center for Young Adults
Mexican Entrepreneur Development
Youth Center in San Miguel De Allende
Mexican Academy for Research in Medical Demography
Mexican Family &Population Institute
Private Voluntary Association (PVO-Mexico, A.C.) if



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App D 18-V:29 Oct. 31, 1990 OIl I-A14-17

*

* DECODE

L0269
L0270
L0271
L0272
L0273
L0274
L0275
L0276
L0277
L0278
L0279
L0280
L0281
L0282
L0283
L0284
L0285
L0286
L0287
L0288
L0289
L0290
L0291

L0292

L0293
L0294
L0295
L0296
L0297
L0298
L0299
L0300
L0301
L0302
L0303
L0304
L0305
L0306
L0307

* Revised

PVO Name

Murrieta Foundation
Cortes Chamber Of Commerce &Industry
Hermandad De Honduras
Honduras Family Planning
Hounduran Federation Of Private Voluntary Organizations
Partners of the Alliance
National Association of Industrialists
Advisors For Development
National Foundation For The Development Of Honduras
Association For Socio-Economic Promotion And Development
Consejo Del Sector Privado Para La Asistencia Educacional
Patronato Nacional De La Juventud Rural Panamena
Cruz Blanca Panamena
Centro Paraguayo De Estudios Sociologicos
Partners Of The Americas-Comite Paraguay- Kansas
Liga Paraguaya De Los Derechos De La Mujer
Asociacion Cristiana De Jovenes
United Christian Missionary Society, The
Fundacion Paraguaya De Cooperacion YDesarrollo
Caritas of Peru
Faith and Happiness
Projects in Information, Health, Medicine and Agriculture
Center for Information and Education on the Prevention of

Drug Abuse
Institute for Education Services and Environmental

Development
Community Action of Peru
Association for Cooperation with Campesina Women
Movement for Women's Rights
Halfway Home for Youth Rehabilitation
Asociacion Obras De Bien Comun
Marcelino Institute
Hipolito Unanue Institute
Research &Rural Development Center
Association for Rural Development of Cajamarca
Population Programs Support
Peruvian Evangelical Service for Social Action
Peruvian Institute for Educational Developemt
Peruvian Foundation for the Conservation of Nature, The
Barbados Institute Of Management And ProductiVity
National Development Foundation Of Dominica
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ic DECODE

L0308
L0309
L0310
L0311
L0312
L0313
L0314
L031S
L0316
L0317
L0318
L0319
L0320
L0321
L0322
L0323
L0324
L032S
L0326
L0327
L0328
L0329
L0330
L0331
L0332

L0333

L0334
L033S

LOSOO
LOSOI
LOS02
LOS03
LOS04
LOSOS
LOS06
LOS07
LOS08
LOS09

*Rev; sed

PVO Name

Caribbean Conservation Association
Caribbean Association Of Industry &Commerce
National Development Foundation Of Belize
Breast Is Best League
Belize Family Life Association
Council For Voluntary Social Services
Belize Chamber Of Commerce &Industry
Belize Enterprise For Sustained Technology
Foundation For Micro Enterprise Promotion And Development
Faith And Happiness
Center for Research of Greater Land use Capacity
Church Of Christ In Zaire
Diocese Of Idiofa
United Methodist Community Of Southern Zaire
Diocese Of Kisantu
Society Of Jesus
Diocese Of Dungu-Doruma
Diocese Of Butembo Beni
Catholic Social Welfare Of Bunia
Diocese Of Kole
International Association For Rural Development In Zaire!
Diocese Of Kabinda
Chamber of Entrepreneurs
Penny Foundation
Foundation For The Integral Development Of Socioeconomic

Programs
Federation Of Private Entities Of Central America And

Panama
Fundacion Mexicana Para El Desarrollo
Fundacion Chiapaneca Miguel Alvarez Del. Toro La

Proteccion Be La
Caribbean Family Planning Affiliation Ltd
Operation Hunger
Zimbabwe Trust
Fundacion Para El Desarrollo Del Agro
Honduran Council For Private Enterprise
Liberia Credit Union National Association
Chilean American Cultural Institute
Christian Foundation For The Blind In Thailand, The
Centre De Foundation Et. De Recherche Cooperative
Belize Institute Of Management
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*

DECODE

LOS10
LOSll
LOS12
LOS13
LOS14
LOS1S
LOS16
LOS17
LOS18
LOS20
LOS21
LOS22
LOS23
LOS24

PVO Name

Fondation Tunisienne pour le D'eveloppement Communautaire
Sri Jinarathana Adhyapana Ayathana Pal aka Sabhawa
Yayasan Lembaga Konsumen Indonesia
Association For Craft Producers
Yayasan Mandiri
Tenwek Hospital
Hindu Board of Education, The
Yayasan Swadaya Membangun
PRONATURA
Family Planning Association of Liberia
Funda Famil ia
Fundacion Universo Veintiuno
CETEI
Caderh

it Revised



Bureau for Program and Policy Coordination
Office of International Training
Bureau for Asia/Near East and Europe
Bureau for Latin America and the Caribbean
Bureau for Africa
Bureau for Management Services
Bureau for Science and Technology
Office of the Administrator
Office of the Executive Secretary
Office of Inspector General
Office of Legislative Affairs
Office of General Counsel
Bureau for Personnel and Financial Management
Office of Equal Opportunity Programs
Office of Financial Management
Bureau for Food and Peace and Voluntary Assistance
Bureau for Asia and Private Enterprise
Office of US Foreign Disaster Assistance
Office of Small and Disadvantaged Business Utilization
Office of the Science Advisor
Bureau for External Affairs
Other

Trans. Memo. No. Effective Date Page No.
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TABLE 15

BUREAU NAME AND BUREAU SYMBOL

General Purpose

These codes are contained in the Decode File and used by many of the automated
data Bases that support Agency project and budget activity.

Responsible Office

~ PPC/PB/PDS

• Part I

BURNAME 01
BURNAME 03
BURNAME 04
BURNAME 05
BURNAME 06
BURNAME 09
BURNAME 15
BURNAME 16
BURNAME 17
BURNAME 21
BURNAME 22
BURNAME 24
BURNAME 25
BURNAME 26
BURNAME 27
BURNAME 28
BURNAME 29
BURNAME 30
BURNAME 31
BURNAME 34
BURNAME 40
BURNAME 99

Part II

BURSYMBLOI
BURSYMBL03
BURSYMBL04
BURSYMBL05
BURSYMBL06
BURSYMBL09
BURSYMBLl5
BURSYMBLl6
BURSYMBL17
BURSYMBL21
BURSYMBL22

PPC BURSYMBL24 GC
on BURSYMBL26 EOP
ANE BURSYMBL27 FM
LAC BURSYMBL28 FVA
AFR BURSYMBL29 APRE
MS BURSYMBL30 OFDA
S&T BURSYMBL31 SDBU
A/AID BURSYMBL34 SCI ADV
ES BURSYMBL40 XA
IG BURSYMBL99 OTHER -IeLEG

-Ie Revi sed
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TABLE 16

AID/WASHINGTON ORGANIZATION/COST CENTER CODES

GENERAL PURPOSE: This table is used in the Budget Plan Code and will allow
for budgeting and management of funds as low as the "Division" level. In
those few instances where management of funds or identification of costs is
required below this level, the function code may be used to identify these
cost centers. The five-digit organization code for the most part is identical
to the first five digits of the AID/W organization codes and the AID overseas
organization codes as listed in Appendix 1 and Appendix 4 of AID Handbook 17,
respectively.

~ RESPONSIBLE OFFICE: Financial Systems Division, Office of Financial
Management (FM/FSD) ~

The Organization Code Segment of the Budget Plan Code is structured as follows:

10000 AID/Washington

20000 USAID managed funds

V 30000 AID/Washington managed funds
benefiting a USAID

40000 Allocations to other Agencies

70000 Other Agency Funds managed in AID/W

80000 Other Agency Funds managed by a USAID

90000 Other Agency Funds managed in AID/W but
benefiting an overseas location

\...-Ii

*Effective October 1, 1981

,.. Revi sed
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TABLE 17

FUNCTION CODES

GENERAL PURPOSE: The function code is a four position alphanumeric code. The
code provides a classification system for Program Funds, Unappropriated Funds,
AID Operating Expenses, and AID operating expenses for the Office of the
Inspector General.

" RESPONSIBLE OFFICE: Projects: Funds Control Division, Office of Financial
~. Management (FM/FCD), Budget: OE: (PPC/SB) ~

STRUCTURE:

Program Funds will be classified as follows:

x xx

L 1--- A two digit specific purpose code.

Will indicate "L" or "G" for Loan or Grant funds.

*

*

Major category or Function. A through K are reserved for Program funds:
A through G, when used in conjunction with the Development Assistance
(DA) appropriation, will identify the major "Functional" categories of
the Foreign Assistance Act for FY 1986 and prior years *

For Program Funded Local Support (Operating Type Usage) the Function Code
will Be UOOO in FY 87 and subsequent years. Other DA allowance codes for
FY 87 will begin with a K - no function specified.

Program Funded Local Support and
Operating Expense Funds will be classified as follows:

~I
x xxx
~ A three digit specific purpose. The code will be exclusive

within each major functional category. The codes will
"chain-up" to the next more general category of expense until
it reaches the major functional category.

Major Functional category. N through Ware normally used only for OE
funds. However, these functional categories may also be used with other
appropriations when suitable for identifyinq administrative or operating
type expenses: e.g., management or other Agency funds.

~ Revised
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Unappropriated/Revolving Funds will be identified as follows:

x XXX

L- ~ A three digit specific purpose or program

MManagement, Unappropriated or Dollar Trust Funds
X Excess Property

FUNCTION CODES
PROGRAM FUNDS

identification code.

The first

A.

B.

C.

D.

E.

F.

G.

H.

J.

K.

position of the function/code is assigned as follows:

Agriculture, Rural Development and Nutrition, Fiscal Years 1986 and
prior

Population Planning, Fiscal Years 1986 and prior

Health Development Assistance, Fiscal Years 1986 and prior

Technical Assistance, Energy, R & R, Fiscal Years 1986 and pr'ior

Education &Human Resources, Fiscal Years 1986 and prior

Child Survival, Fiscal Years 1986 and prior

Unassigned

Humanitarian Assistance

Unassigned

No function specified

i...,...•.'

'-'



~'
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FUNCTION CODES
PROGRAM FUNDS

(Cont. )

Position 2 is assigned as follows:(*}

G. Grant

L. Loan

(*) Program Supported "Local" Costs of an Operational Nature i.e., OE will
use the appropriate function codes in the section on Operating Funds.

Positions 3 and 4 are used for various specific purpose codes as follows:

00 Not classified

10 Project Assistance (*)

11 Interregional Projects (*)

12 Regional Projects (*)

13 Country Projects (*)

14 Sub-Regional Projects (*)

15 Country Projects (Grant), AID/W Accounting Station (*)

17 Regional Projects

18 Technical Assistance Projects, Fiscal Years 1981 and prior

19 Capital Assistance Projects, Fiscal Years 1981 and prior

30 Nonproject (Program) Assistance

31 Cash Transfers

32 Commodity Import Program

33 Ocean Freight - PVO Donated Commodities

34 Ocean Freight - P. L. 480 COlllmodi ties

35 Inland Freight - P.L. 480 Commodities

(*) Project Number required
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36 Freight - World Food Program

37 Freight, IEFR

38 Internal Transportation Distribution

39 Nonproject - Miscellaneous

3A Ocean Freight

3B Farmer to Farmer

40 Disaster. Reconstruction. Refygees

41 World-Wide Disaster Assistance

42 Assistance to Refugees

43 Reconstruction &Rehabilitation

44 Disaster Assistance Stockpile

45 Disaster Assistance Preparedness

46 Disaster Assistance Early Warning

50 International Organizations

51 Technical Assistance - Int'l Organ.

52 Contributions to Int'l Organ.

60 Support Activities

61 Program Development &Support

62 Evaluation

63 PD&S - Country Projects

64 PD&S - Subregional Projects

70 Special Activities

71 TDP (Sec 661)
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72 Cl ass ifi ed

80 Miscellaneous

81 Closeout Activities

82 Reserve for Claims

83 Rescheduled Loan Receivables

90 Undistributed

~' Note: Codes 10, 30, 40, 50, 60, 70, 80, &90 will not be used to code an
obligation or budget allowance, but will be used for subtotaling of
specific purpose codes within the more general category.

FUNCTION CODES
OPERATING EXPENSES

The first position of the function code is assigned as follows:

N Payroll Related Costs

p IRM Support Services

Q Undistributed Expenditures

R General Support Services

S Staff Training

T AID/W Funded Travel

U Overseas Mission Allowances

V All Other Categories

W Unassigned

The remaining 3 positions are assigned within each alpha code to provide
budget details necessary for management and reporting of specific
functions.
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OPERATING EXPENSE FUNCTION CODES

Activitv

* Summary level Function Code. Not to be used on Obligating Documents.

Payroll Related Costs

F.S. Retirement &Disability Fund

Salaries and Benefits

IPAs/Details-In

Joint Career Corps

IBM Support Services

Contractual Support Services

System Analysis Services
CORE - AID/W
CORE - Overseas
IRM Studies &Evaluations
Other Requirements

System Maintenance Services
CORE - AID/W
CORE - Overseas
Other Requirements

Technical Support Services
CORE - System Program/User Help
CORE - Resources Center
ADP Security
Other Requirements

Operations Services
CORE - Computer Operations
CORE - AID/W Procurement
CORE - Overseas Procurement
Directives Management
Multi-Service Centers
Other Requirements

Noaa

NI00

N200

N300

POOO *

PI00 *

PlIO *
PIll
PIl2
PIl3
PIl9

PI20 *
PI21
P122
PI29

P130 *
PI31
PI32
PI33
PI39

PI40 *
PI41
PI42
PI43
P144
PI45
PI49

u
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Activity

Other Contractual Services
Microfilming
Computer Logistics
Card Sort

Commercial Time-Sharing

Equipment Lease &Maintenance

Central Support Equipment
Central Computer Configuration
WANG-VS Configuration
System Software

User Resources
Work Stations
Software

Equipment Purchase

Central Support Equipment
Central Computer Configuration
WANG-VS Configuration
System Software

User Resources
Work Stations
Software

Supplies and Materials

Telecommunications Services

Equipment

Software

Technical Support Services

Code

P1S0 *
P1SI
PIS2
PIS3

PI60

P200 *

P2IO *
P211
P2I2
P2I3

P220 *
P22I
P222

P300 *

P3IO *
P311
P3I2
P3I3

P320 *
P32I
P322

P400

PSOO *

PSIO

PS20

PS30

~I

* Summary Level Function Code. Not to be used on Obligating Documents.
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Activity

Undistributed Expenditures

Department of State Support Services
Foreign Affairs Admin. Support
Other Department of State Support

U.S. Dispatch Agent Fees

Dispatch Agent Fees for USAIDS

Dispatch Agent Fees for AID/W

Payment to the Department of labor
Employee Compensation Claims (BEC)
Unemployment Trust Fund

Payments to DOD - Postal Services

Claims
Medical Claims
Personal Property Claims
Tort Claims
Foreign National Health Insurance
Other Claims

Storage of HHE

Home Service Transfer Allowance

Interest Penalty

General Support Services

Communications &Records Mgt.

Telecommunications
Equipment
Maintenance
Supplies
Management Systems Development

Code

QOOO *

QI00 *
Q110
Q120

Q200 *

Q210

Q220

Q300 *
Q310
Q320

Q400

Q500 *
Q510
Q520
Q530
Q540
Q550

Q600

Q700

Q800

ROOO *

RI00 *

RllO *
RIll
R112
R1l3
R1l4

* SummarY level Function Code. Not to be used on Obligating Documents.
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v

Activity

Commercial Telegram Services

Agency Postal Fees

Internal Mail Operations
Equipment
Supplies
Courier Services
Equipment Maintenance
Multi-Service Center (GOCO)

Facsimile Transmission Network
Equipment
Supplies
Equipment Maintenance

Motor Pool Operations
Vehicle Rental
Gas & Oil

Records Management
Micrographics Records System
Records Skills Program
Contract Services
Records Filing Equipment
Records Declassification Svcs.
Micrographics Maintenance
Microfilm Equipment &Services

Travel &Transportation Mgt.

Transportation Management
U.S. Despatch Agent Fees
Transportation Data System
Packing &Inspection Services
Storage Services

Code

RI20

R130

Rl40 *
R141
R142
R143
RI44
R145

R150 *
RI5I
RI52
RI53

RI60 *
R161
R162

RI70 *
R17I
RI72
RI73
R174
R175
RI76
RI77

R200 *

R220 *
R22I
R222
R223
R224

* Summary Level Function Code. Not to be used on Obligating Documents.
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Activity

Publications Management

Gov't Document Procurement
Congressional Publications
Recurring Publications
Nonrecurring Publications
Small Business Publications

Commercial Printing
Congressional Presentation
AID Forms
AID Handbooks
Recurring Reports
Nonrecurring Reports

In-House Printing
Equipment
Equipment Maintenance
Paper and Other Supplies

Copy Machine Network
Equipment Purchase
Equipment Rental &Maintenance
Paper &Other Supplies

Contract Art and Graphics
Photo Services
Graphics
Awards and Certificates
Map and Picture Mountings

In-House Art and Graphics
Equipment Maintenance
Equipment Purchase
Supplies

Code

R300 *

R310 *
R311
R312
R313
R314

R320 *
R321
R322
R323
R324
R325

R330 *
R331
R332
R333

R340 *
R341
R342
R343

R350 *
R351
R352
R353
R354

R360 *
R361
R362
R363

* Summary level Function Code. Not to be used on Obligating Documents ..

It... ..,'1i
t

V
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Resources Management

*

Activity

Distribution
Equipment Maintenance
Equipment Purchase
Supplies

Rent &Utilities, Washington, D.C.
New State
Universal North
Col umbia Plaza
515 22nd St., N.W. (SA-2) (GSA Lease)
515 22nd St., N.W. (SA-2) (AID Lease)
New Bui 1d"j ng

Rent &Utilities, Va. &Field
Architects (SA - 8)
Rosslyn Plaza C
Rosslyn Plaza E
Warehouse
Twi n Towers II

Space Maintenance &Modernization
Maintenance
Modernization Program
Security Services
Floor Covering Purchase
Floor Covering Installation/Maint.
Overtime Utilities
Cabling &Equipment Moves
Space Mgt. Contract Services

Property Management

Code

R370 *
R371
R372
R373

R400 *

R410 *
R411
R412
R413
R414
R415
R416

R420 *
R421
R424
R425
R426
R429

R430 *
R431
R432
R433
R434
R435
R436
R438
R439

R440 *
~

~. * Summary Level Function Code. Not to be used on Obligating Documents.

~I

JI. Rev; sed
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Activity

Nonexpendable Property
Furniture Replacement
Furniture Rehabilitation
Typewriter Replacement
Other Equipment Purchase
Machine Repairs &Maintenance
Automation Support Equipment

Expendable Supplies
GSA Store Purchases
Commercial Purchases
Petty Cash
Books
Subscriptions
Automation Supplies

Miscellaneous Contractual Services
Health Services
Translation Services
Registration &Membership Fees
lounge Services
Shuttle Bus Service
Transportation of Things
Management Support
Other Services

~ Resources Management - Communications

GSA Charges
FTS Call s
GSA local Charges
WITS Charges
CENTREX Charges

System 85 - Charges
Long Distance Toll Call
Long Chg/Mess Units
Common Chg/Shared System Cost
DTU (shared) Overhead Cost

Code

R450 *
R451
R452
R453
R454
R455
R457

R460 *
R461
R462
R463
R464
R465
R466

R470 *
R471
R472
R473
R474
R476
R477
R478
R479

R500 *

R540
R541
R542
R543
R544

R550
R551
R552
R553
R554

~; .... ,j"
~

* Summary Level Function Code. Not to be used on Obligating Documents:..

*Rev; sed



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18 t App 0 18-V:29 Oct. 31 t 1990 DI II -A17 -13

Activity Code

* Equipment Lease/Purchase R556
Service Charges/Workorder Etc. R557
Working Capital Fund Overhead R558
Other System 85 Charges R559

C&P Charges R560
Long Distance/Credit Cards R561
Local Charges/Calls R562
Regular Service Charges R563

\.I CENTREX System for SA-8A R564
Modem/Data Line Charges R565
Equipment Lease/Purchase R566
Equipment/Maintenance R569

AT&T Charges R570
Long Distance R571
Local Charges R572
Regular Service Charges R573
Toll Free Services R574
Modem/Data Line Charges R575
Equipment Lease/Purchase R576
Equipment/Maintenance R579

V Other Telephone &Data Charges R580
IRM Equip. Purch-Non-AT&T/C&P R581
IRM Equip. Maint-Non-AT&T/C&P R582
METRO Call Beepers R588

Main State/SA-1 Renovation R900
Data Entry at 2nd-digit level

Jf. Revi sed



Page No. Effective Date Trans. Memo. No.

DIII-AI7-14 Oct. 31, 1990 18-V:29 A10 HANDBOOK 18, J~pp D

Activity Code

Staff Training SOOO *

-It Employee Entry Programs S100 *
Admin./Secretarial/Clerical SIlO *
101 Program S120 *
New Entry Programs S130 *
Area/Country Studies S140 *

Language Training &Testing S200 *
Language Training - FSI/W S210 *
Post-Language Training S220 *
Language Proficiency Tests S230 *
Commercial Language Training S240 *

Project/Program Management Training S300 *
Project Design S310 *
Project Implementation S320 *
Middle Management Skills S330 *

Technical Training Programs S400 *
Agriculture - Food Production S410 *
Nutrition Strategies S420 *
Health and Population S430 *
Private Enterprise S440 *
Economic Training S450 *
Energy and Development S460 *
Human Resources/Rural Development S470 *
Financial Management &Analysis S480 *
Agro-Forestry Training S490 *

FSN Training S500
GSO Seminars for FSNs S510 *
FSN Personnel Management S520

Self Study Programs S600 *

* Summary Level Function Code. Not to be used on Obligating Documents~

-Ie Revised
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Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App D 18-V:29 Oct. 31, 1990 DIII-A17-1

\.,'

Activity

Professional Development
Long-Term Training Program
Executive Development
Development Studies Program
AID Senior Management Course

Administrative Mgt. Training
Supervisor's Role in Pers. Mgt.
ADP Training
Word Processor Training
Administrative/Secretarial/Clerical
Short-Term Training
Contract Management
Performance Management
Professional Career Management

Support Services
Audio Visual Support &Production
Grants - Dependent Care
Evaluation of Training Program
New Project Design
Support to Overseas Missions
Resource Library &Learning Lab.

AID/W Funded Travel

Impact Evaluation Travel (Prior Years)

Disaster Assistance Travel (Prior Year)

Personnel Support Travel

Pre-Employment Invitational Travel
IDI Travel
IMI Travel
Retirement Travel

Code

S700 *
5710 *
5720 *
5730 *
5740 *

5800 *
5810 *
5820 *
S830 *
S840 *
5850 *
5860 *
5870 *
5880 *

5900 *
5910 *
5920 *
5930 *
5940 *
5950 *
5960 * )fa

noo *

T200 *

T300 *

T310
T320
T330
T340

* Summary Level Function Code. Not to be used on Obligating Documents .

• Rev;sed



Page No. Effective Date

DIII-AI7-16 Oct. 31,1990

Activity

Trans. Memo. No.
18-V:29 AID HANDBOOK 18, App D

Assignment to AID/W Travel
FS Evaluation Panel Travel
Language Training Travel
Other Personnel Support Travel

Taxis

AID/W General Travel

. Site Visits - Proj /Prog/ Support
Project/Program Design/Development
Project/Program Implementation
Project/Program Review/Evaluation

Site Visits for Admin. Support

Conferences/Seminars/Meetings
Project/Program Meetings
Nonproject/Program Meetings
Speeches and Presentations
Project/Program Conferences
Nonproject/Program Conferences

Invitational Travel

Non-Advisory Committee Exp /Consult

Advisory Committee
Travel by Expert/Consultants
Other Advisory Committee Travel

Other General Travel
Orientation Travel
All Other Travel

Reserved

Africa Drought (Prior Years)

Reserved

T350
T360
T370
T380

T400

T500 *

T510 *
T511
T514
T517

T530

T550 *
T551
T552
T553
T554
T555

T560

T570

T580 *
T581
T582

T590 *
T591
T592

T600

T700

T800

* Summary Level Function Code. Not to be used on Obligating Documents.



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App D 18-V:29 Oct. 31, 1990 DIll-AI7-I7

Activity

Special Travel

Site Visit
Information Meetings
Speeches and Presentations
Conference Attendance
Invitational Travel
Other Special Travel

Overseas Mission Allowance

U.S. Direct Hire Costs

u.S. Full Time Basic Pay
PT/Temp U.S. Basic Pay
Differential Pay
Other AID/W Funded Code II
Other Mission Funded Code II
Education Allowances
Retirement - U.S.
Living Allowances
Other AID/W Funded Code 12
Other Mission Funded Code 12
Post Assignment - Travel
Post Assignment - Freight
Home Leave - Travel
Home Leave - Freight
Education Travel
R & R Travel
Other Code 215 Travel

Foreign National Direct Hire Costs

F.N. Basic Pay
Overtime, Holiday Pay
All Other Code II - F.N.
All Other Code 12 - F.N.
Benefits for Former F.N. Personnel

Code

T900 *

T910
T920
T930
T940
T950
T960

UOOO *

UIOO

UIOI
UI02
UI03
UI04
UI05
UI06
UI07
UI08
UI09
UllO
Ulli
U1l2
U1l3
U1l4
U1l5
U1l6
U1l7

U200 *

U201
U202
U203
U204
U205

* Summary Level Function Code. Not to be used on Obligating Documents.



Page No. Effective Date Trans. Memo. No.
DIlI-A17-18 Oct. 31, 1990 18-V:29 AID HANDBOOK 18, App D

Activity

Contract Personnel

u.s. PSC - Salaries and Benefits
All Other U.S. PSC Costs
F.N. PSC - Salaries and Benefits
All Other F.N. PSC Costs
Manpower Contracts

Housing Costs

Residential Rent
Residential Utilities
Renovation and Maintenance
Quarters Allowance
Security Guard Services
Official Residence Allowances
Representation Allowances

Office Operations Costs

Office Rents
Office Utilities
Building Maintenance and Renovations
Furniture/Equip /Vehicle Repair/Maint.
CORll1unications
Security Guard Services
Printing
Site Visits - Mission
Site Visits - AID/W Personnel
Information Meetings
Training Attendance
Conference Attendance

Code

U300 *

U302
U303
U304
U30S
U306

U400 *

U401
U402
U403
U404
U407
U408
U409

USOO *

USOI
US02
US03
usoa
US09
USI0
USll
US13
US14
USlS
US16
US17 -Ie

* Symmary Level Function Code. Not to be used on Obligating Docyments.

*Rev;sed



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App D 18-V:29 Oct. 31,1990 DIII-AI7-1

Activity Code

Other Operational Travel US18
Supplies and Materials US19
FAAS US20
Consulting Services - Contracts US21
Mgt. &Professional Svcs. - Contracts US22

*
Special Studies &Analyses US23
ADP Hardware Leases/Maint. US2S
ADP Software Leases/Maint. US26
Trans Freight - All USOO US98
All Other Code 25 US99

NXP Procurement U600
Vehicles U601
Residential Furniture U602 *
Residential Equipment U603
Office Furniture U604
Office Equipment U60S
Other Equipment U606
ADP Hardware Purchases U607
ADP Software Purchases U608
Trans/Freight - U600 U698

636C U900

*All Other Categories

Security Equipment VI00 *
Office Security Systems V110
Residential Security Systems V120
Radios V130
Vehicle V140
Storage Facility VlS0
Shipping and Receiving Vl60
Other Miscellaneous Security Costs V190

Public Affairs Support Services V200 *

News Production and Support V210 *
Editorial Services V211
Equipment V212
Film Service V213
Clipping Service V214
Teletype Service V21S
Information Distribution V216
Video Cassettes V217

* Summary Level Function Code. Not to be used on Obligating Documents.

*Revised



Page No. Effective Date Trans. Memo. No.

DIII-A17-20 Oct. 31, 1990 18-V:29 AID HANDBOOK 18, App 0

Activity

Printing
Horizons
Front Lines
Other Publications

Typesetters

Design/Artwork

Photo Services
Freelance
Image
Other Photo Services

Postage

Consulting Contracts

Other Support Services
Registration and Fees
Books and Directories
Journalist Kits
Other Miscellaneous
Conferences/Seminars/Workshops

Entertainment

Confidential

Reimbursements to Other Accounts

Overseas WANG Maintenance Costs

Miscellaneous Services

Manpower Contracts
Data Entry and Retrieval
Clerical Services
Consultant Services
All Other Manpower Services

Code

V220 *
V221
V222
V223

V230

V240

V250 *
V251
V252
V253

V260

V270

V280 *
V281
V283
V284
V285
V286

V400

V600

V700

V800 *

V900 *

V910 *
V911
V912
V913
V919

( .....,1.;1Y

* Summary Level Function Code. Not to be used on Obligating Documents.



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18, App 0 18-V:29 Oct. 31, 1990 orr I-A17-2

Activity Code

Audits and Investigations V920 *
DCM Audits V921
HHS Audits V922
Other Federal Audits V923
Non-Federal Audits V924
OPM Background Investigations V925
Contract Background Investigations V926
All Other Audit/Investigation Contracts V929

V Conferences, Meetings, Seminars V930 *
Conferences V931
Meetings/Workshops V932
Seminars V933
All Other Conferences/Meetings/Seminars V939

Special Studies and Analysis V950 *
Internal Studies &Analysis V951
Congressional Studies V952
aMP Studies V953
All Other Studies/Analysis V959

Personnel Support Activities V960
~I Boards - Review V961

Recruiting - Advertising V962
Recruiting - All Other V963
Grievances V964
Outplacement V965
FSN Activities V966

All Other V969

All Other Miscellaneous Services V990

* Summary Level Function Code. Not to be used on Obligating Documents.
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A.I.D. HANDBOOK INDEX

Preface

This Index is derived from the Master Index to the AID Handbook series issued
under TM HI:5. It has been updated in order to incorporate recent changes
made in the revised version of this Handbook.

The underlying approach to the Master Index is one of Unity, with the series
of AID Handbooks considered as a single entity in which topics m~ appear in
one, or more than one of the component volumes.

Each entry in the Master Index that includes a reference to this Handbook is
reproduced here in its entirety, thus providing both a guide to this Handbook
and useful references to other Handbooks.

The fonnats for location citations are intended to match their appearance on
the Handbook pages. Beyond the standardized Handbook numbe r with its
following colon, the citations used in the index reflect the different fonnats
used in the individual Handbooks themselves.

UNDERSTANDING THE CITATIONS

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

LOCATION CITATIONS

The location citations are grouped in the following patterns:

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

The abbreviations such as ~. for Appendix; Att. for Attachment; and Sup. for
Supplement are also includea-in the citations wherever necessary.

Special cases and cross reference messages are described in the following page.

~j An example of the fonnat used is as follows:

A.I.D. Financed Export Opportunities lB:23A2a(3); 15:10C1a(1)

where the tenn IIA.J.D. Financed Export Opportunities ll is located in Handbook
No.1B, Chapter 23, Section A2a(3); and Handbook 15, Chapter 10, Section Clan).



SPECIAL CASES

Although the majority of the location citations foll ow the pattern descr"j bed
pre vi ously, there are these excepti ons:

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
1#' sign before the section number.

o A major portion of Handbook 14 is composed of the Federal Acqu'isi
tion Regulation (FAR). All citations to this pUblication are 'Iisted
as 14: FAR( secti on number).

o Three Handbook supplements that are basically separate volumes are
cited as, 1B: (Procurement Pol icy), 3A: and 3B: (Project r~anagers

Gui debook).

o In Handbooks which contain both Parts as well as Chapters, the Roman
nuneral Part number is separated from the Arabic Chapter number by a
dash (-). For example: 21:1-2AB, a citation to Chapter 2 of IPart I
of Handbook 21.

I.. .[,i·

'-'

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.

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

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

~,.... ;A:V



Trans. Memo. No. Effective Date Page No.

AID HANDBOOK 18 18:77 June 14,1988 Index-l

-A-

~i

Access to AID records
disclosure of personal information
Freedom of Information Act
Pri vacy Act

penalties for noncompliance

AI D code book

AID data coding

AID directives system
AID Handbooks
AID notices
AID regul ati ons
FAM sections(list)

j oi nt issuances
Pol icy Detenni nati ons (l i st)

x Directives system

AID Di recti ves System Issuance Request

AI D Handbooks
Handbook Circulars
handbook distribution
handbook format
handbook maintenance

author offices
handbook changes

AID not ices

AID Regulation No.l2

AID Regul ati ons

Amendment procedures
personne1 fol ders

Approval
new records systems

18:111; 21:III-1G
18: III-12J
18: II I -1 Dc
14:FAR24; 18: 111-12
18:III-12G

18:App.D

18: V-3

18:1
18: 1-2
18: I-6D
18: I -68
18:I-Att.6C; 18:I-Att.6D;
18:I-Att.6F; 18:I-Att.6G
18: I-6C
18: I -6A

18: I -Att.4D

18:1
18: 1-5
18: I-4N
18: 1-3
18: 1-2C; 18: 1-4
18: I -2Cl; 18: I -Att.2A
18: I-2F

18:I-6D

l8:III-Att.llB; Att.B

18:I-6B; 18:I-Att.6B

18:III-l2L; 32:1E4

18:V-Att.4A; 18:V-5G



Page No. Effective Date Trans. Memo. No.
Index-2 June 14, 1988 18:77 AI D HANDB()(J{ 18

,Audio-visual services see AV services

Author offices

Automatic Data Processing see ADP

AV services
x Audio-visual services

Bureau for Private Enterprise

Cancellation of forms

Classification review
see also Freedom of Information Act

Classified material
classification review

Clearances
ha ndbook cha nges
new record systems

Communications Review Board

Computer systems
security regulations

Congressional correspondence

Congressi onal del egati ons

Congressional information
see also Entries under U.S. Congress

Congressional inquiries

-B-

-C-

18:I-2Cl; 18:I-Att.2A

18:III-6; 20:1B

l:I-C; 17:21; 18: IV-3D15

18: V-5H

18:III-ll; 21 :I-2Ala

6:3#960; 6:3; 6:4
6:3#920; 18:III-ll; 21:I-2Ala

18:I-4B
18:III-120; 18:V-4Hl; 18:V-4I2;
18: V-Att.4C

18:III-13A

6:Att.1A
18:III-12M

18: II -1 E; 21: I-4

18: II-3

18: II

18: II-l

" j.l
~



Trans. Memo. No. Effective Date Page No.
AID HANDB()(J( 18 18:77 June 14, 1988 Index-3

Congressional/VIP visitors

Congressi ona1 witness

Contract data sources

Contractor data sources

Cooperatives

Correspondence types
Congressional correspondence

-D-

Data elements

Data management
AID data coding
data elements

Development Information Centers

Development information services

Development Information Utilization see DIU

Directives system see AID directives system

Disaster assistance
technical information services

x Foreign disaster assistance

Disclosure of personal information

DIU
x Development information utilization
x Office of Development Information and
Uti 1i zati on

18: II-3

18:II-2

18: IV -3E2

18: IV -3E1

18: IV -3D2

21:IE
18: II -1 E; 21: 1-4

18: V-2

18:ALL
18: V-3
18:V-2

18: IV -2C

18:IV-2

8:ALL
18: IV -3D8

18:III-12F; 18:III-12J

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



Page No. Effective Date Trans. Memo. No.

Index-4 June 14, 1988 18: 77 AID HANDBOOK 18

-E-

Economic and social data (sources)

Education programs
technical information services

Employee conduct see
Employee responsirni ties

Employee records see Personnel records

Employee responsibilities
disclosure of personal information

Energy usage analysis
technical information services

Exceptions
Freedom of Information Act
Pri vacy Act
publications review

-F-

FAM sections (list)

x Forei gn Affai rs r~anua1; Joi nt regu1 ati ons

Financial data sources

FIPS standards

Food and agriculture development
technical information services

Food for Peace Program see
Ii t1 e I I (PL 480) programs

Forei gn Affai rs l\1anua1 ~ FAM sections

Foreign disaster assistance see
Disaster assistance ---

18: IV -3B

18: IV -305

24:2
18:111-12F

2:Sup.F3; 3:3C7; 3:App.30
18: IX-3D5

18: II I -1 04
18:111-121
18:111-13B; 20:Att.1H

18:1-6C; 18:I-Att.6D; 18:I-Att.6F;
18:I-Att.6G

18: IV -3E6

18: V-2B3

1: II-A; 9:ALL
18: IV -301



Trans. Memo. No. Effective Date Page No.
AID HANDBOOK 18 18: 77 June 14, 1988 I ndex-5

Forestry
technical infonmation services

Fonlls catalog

Fonlls desi gn ~ New records systems

Fonms management
cancellation of fonms
fonlls catalog
fonms procurement
new records systems

Fonlls procurement

Freedom of Infonmation Act
exceptions
processing procedures

Geographic codes

Guidelines for Data Management Services

Handbook changes
clearances
transmittal memorandum

Handbook Circulars

Handbook distribution

Handbook fonmat

Handbook maintenance
author offices
handbook changes

-G-

-H-

1 : II-G
18: IV -309

18: App.A4

18: V-5; 18: Ap p. A
18:V-5H
18: App .A4
18: V-5 I
18:V-5G

18: V-5 I

14:FAR24.2; 18:11I-10C
18: 111-1 OH
18:11I-10E

11 :Att.1A; 11 :Att.2A; 11 :Att.3A;
18:App.0, Att.All

18:V-Att.1B

18:1-2F
18:1-4B; 18:I-Att.4B
18: I -2C'1 b; 18: I -At t. 2C

18: 1-5

18:1-4N

18:1-3

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



Page No. Effective Date Trans. Memo. No.
Index-6 June 14, 1988 18: 77 AID HANDBOOK 18

Health and nutrition programs
technical information services

x Nutri ti on

Home town newspapers

Human resources development
rural development
urban development

Information management
AID code book
forms management
reports management

Information services
AID directives system
Congressional information
development information services

Development Informati on Centers
information sources
1ibrary services
public information

Information sources
economic and social data
management information sources
program planning assistance
technical information services

Joint issuances

Joint regulations see FAM sections

Library services

1: II -C; 1: II -F; 9: 10
18: IV-3D10; 18: IV-3Dl2

18: 1II-7

1:Ann.AIV-3; 2:Sup.B; 2:Sup.E
2:Sup.C3; 18: IV-3D16

1:Ann.A,PD64; 2:Sup.F2; 18: IV-Dll

-1-

l8:ALL
l8:App.D
18:V-5; 18: Ap p. A
18: V-4

l8:ALL
18:1
18: II
18: IV-2
18: IV-2C
18: IV-3
18: IV-l
18: II I

l8:IV-3
18: IV -3B
18: IV -3D3; 18: IV -3E
18: IV -3C
18: IV-3D

-J-

18: I -6C

-L-

18: IV-l

d,. ,'la

"""



Trans. Mello. No. Effective Date Page No.

AID HANDBOOK 18 18:77 June 14, 1988 Index-7

-M-

Mailing lists

Management infonnation sources
contract data sources
contractor data sources
financial data sources

Mission operation
Congres si ona1IV IP vi si tors

x Overseas support

-N-

New records systems
approval
clearances

fonns management
reports management

x Fonns desi gn

News media contacts
home town ne ws pape rs
news releases

News releases

Nutrition see Health and nutrition Programs

-0-

~ Office of Development Infonnation and
Utilization see DIU

Office of Public Affairs

Official photographs

Overseas support see mission operation

18:III-12R; 18: IV-2C3g; 20:1C1

18: IV-3D3; 18: IV-3E
18: IV -3E2
18: IV -3E1
18: IV -3E6

23:ALL
18: II-3

18: V
18:V-5G
18:III-120; 18:V-4H; 18:V-4I2;
18: V-Att.4C
18:V-5F
18:V-4F

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

18: I II-5

17:13; 18:III-2

18:III-8



Page No. Effective Date Trans. Memo. No.
Index-8 June 14, 1988 18:77 AID HANDBOOK 18

-P-

~'" '':1

"'"

18: IV-3D14

14: FAR24. 1; 18: I II -12
18:111-121
18: 11I-12G
18: II I -12E6

18: 11I-12Lle V
18:111-12E6

l:I-C; 18:IV-3D15

Paperwork Reducti on Act

Participant training programs
technical information services

Penalties for non-compliance
Pri vacy Act

x Sanctions; Violations

Personnel folders
amendment procedures

Pe rson ne1 records
physical protection

x Employee records

Physical protection
personnel records

Policy Determinations

Policy statements
AID directives system
public information

Population Assistance
technical information services

Pri vacy Act
exceptions
penalties for non compliance
Privacy Liaison officer

Privacy Act Information Request

Privacy liaison officer

Private enterprise development

Private Voluntary Organizations see PVOs

18:V-4Il (a); 18:V-Att.4B

3A:IIC2F; 3B:VIIG; 10:ALL
18: IV -3D13

18:111-12G

18:111-12L

12:1C5; 32:ALL
18:111-12M

18:111-12M

1:ALL; 18: 1-6A; 18: I-Att.6A

18: 1-1
18:111-1

!i '..i!'-'



Trans. Memo. No. Effecti ve Date Page No.

AID HANDBOOK 18 18:77 June 14, 1988 Index-9

Processing procedures
Freedom of Information Act

Program planning assistance
education programs

technical information services
energy usage analysis

technical information services
food and agriculture development

technical information services
health and nutrition programs

technical information services
population assistance

technical information services
rural development

technical information services
urban development

technical information services

Program planning information sources

Proj ect documents (coll ecti ons)

Publ ic information
access to AID records
news media contacts
Office of Public Affairs
official photographs
policy statements
public inquiries
speaking, writing, teaching activities

Public inquiries

Publications review
Communications Review Board
excepti ons

Publ icity
public information

PVOs
technical information services

x Private Voluntary Organizations

18: llI-lOE

2:Sup.E
18: IV -3D4
2:Sup.F3

18: IV-D5
2: Sup.C

l8:IV-Dl
2: Sup.C

l8:IV-3DlO; l8:IV-3D12
2: Sup.D

18: IV-3D14
2: Sup.C3

l8:IV-3D16
2:Sup.F2

18: IV -3Dll

18: IV -3C

18: IV -2C5

18:111
18:111-10; 2l:III-1G
18: II 1-4; 18: I11-5
17: 13
18: II 1-8
18:111-1
18: 111-3
18:111-9; l8:III-Att.A

18: 111-3

18:111-13
18: III-13A
l8:III-l3B; 20:Att.1H

3:App.6F
18:111

1: I II -C3; 9: 11 A
18: IV-3D17



..

Page No. Effective Date Trans. Memo. No.
Index-10 June 14, 1988 18:77 AID HANDBOOK 18

-R-

ii... •'."'.'V

Reporting requirements
reports to Congress

Reports catalog

Reports costs

Reports management
paperwork reduction act

Reports to Congress

Rural development

-S-

Sanctions see Penalties for non-compliance

Security regu1 ati ons
computer systems

Speaking, writing, teaching activities

-T-

Technical information services
Bureau for Private Enterprise
di saster assi stance
education programs
energy usage analysis
food and agricultural development
Food for Peace program
forestry
health and nutrition programs
participant training programs

population assistance
PVOs
rural development
urban development
women in development

18: 11-4

18: App. B

18:V-Att.40

18:V-4
18:V-4Il; 18:V-Att.4B

18:11-4

2:Sup.C3; 18:IV-3016

6:ALL
6:Att.1A; 18: III-12M

18:111-9; 18:III-Att.A; 24:,Att.2E

18:IV-30
18: IV-3015
18: IV-08
18: IV -304
18: IV-05
18: IV -301
18: IV -307
18: IV -309
18:IV-3010; 18:IV-2012
3A:IIC2F; 3B:VIIG; 10:ALL
18: IV -3013
18: IV-3014
18: IV -3017
18:IV-3016
18: IV-Oll
18: IV-3018
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Telegrams

Title II (PL 480) programs
technical infonnation services

x Donation program
x Food for Peace program

Transmittal memorandum

-U-

Urban development

U.S. Congress
Congressional delegations
Congressional inquiries
Congressional witness
reports to Congress

-V-

Violations see Penalties for non-compliance

-w-
Women in development

18:I-6H; 21:1-20

9:7; 9:8
18: IV -307

18:I-2C2b; 18:I-Att.2C

l:II-P; 2:Sup.F2; 18:IV-Oll

18: II-3
18: II-l
18: II-2
18: II-4

1:III-B2; 2:Sup.B4; 18:IV-30l8




