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An effective records management program is indispensable 

to the proper functioning of the U. So Information Agency, 

both in the United States and overseas . 

This Records Management Handbook contains the information 

required to establish and maintain appropriate records, in

cluding: 

l~ 	 A standardized classification system 


for filing correspondence, reports, 


and other official Agency records, and 


2. 	 The basic principles and methods for 


the organization, maintenance and dis

position of records . 


Field personnel are urged to make full use of this Handbook 

as a continuing guide to effective records management o 

Richard Fo Cook 

Assis t ant Director for Administration 
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f90. tIP lseorcla Manageamt Harxibook 

"1 General 

59L 1 	 Purpose and Use 

591..11 	 The Records HanageI:lSnt Handbook (KlA sectiODB 590-595) 
provides basic pF."inciples and procedures for establish
ing and maintai.ning 911 effective l'Gcords management 
program within each field establil3hment. Because of 
the expansion of the Agency's programs, it is necessar.y 
that these basic procedlU-es :be adopted at all such esta)).... 
l1sbmenta to .ma.iJ.l.t~in ,-miformit y in an AgenC7 reoords 
system. However 9 VE,U"ia.tiona to lDo8at local requi.J:oements 
may be aut horized bY th0 PAO or officer in oharge. Fur
~er advice . and assts,·t.."Ulce 00 reco,..ds matters may- be 
requested b;r \n'iting to the Agen~. 

591,,12 	 Section 591 explallio:> the importance or an effectiTe 
records management progr.aIn and assigns respo1lBibility
tberefor within ' ea~h f ield estab~Bbment, SeotiOOs 592 
through 595 contain mstructio&l13 for the organization 
aDd maintenance of cur:i.·ent files and the retirement 
and dispost;U of inact&1-"'9 f iles , The limdbook is in... 
tended pr1msJr~ to;: use bY 'liGJld personnel responsible 
tor ma1ntailning ct.trl'eut files" regardless of whether 
or not such r U es are maintained on a Qentralizttd or 
deoentraU!ied oo.ai e p 'bflth1n £lelJi esta.b1i8hiDente. It 
should also pl'OV'GI useful as £I. training aid tor uew 
clerical or raeords pessonnelo 

I 

591.2 	 Relationship to state Depart.rC!6ut ForaigKl Sex-vice Records Manage
~nt Handbook (FSRMH ) 

This USIS Rec!>rcis &ns.gament He.ndoook i s baaed on stanQard pro

cedures 	provided:' f or 'tID. the S·ca.te Dapa,rtment.u·.s FOftign ~ce 
Records 	Management Handbook bv:t ·dO!9ra not supersede it. The 
principal difference 13 that the USIS ReC'!o.rd.51 Management Band
book;; contains a . revised classif1celtioD achema and condensed file 
pr~s tor use in individual ortic8S and small central. tUes o 

1m '~	cases ' the State Department!s RaIlO.book con~ more de
tailed 	1Dformation and should be consulted and ueed whenever 
necessarJ. Copies of the Depa:~tment o B HandboQk U'8 available 
in the 	post t 15 central fUe and additiona! copies JJ8':f be obta:j.ned 
by AgeJ:uq persa:me1 through Foxeign Service P.ost channels. 

59103 ' 	Classified Records 

Since securit7 regulat ions require special handling and storage 

http:ReC'!o.rd.51
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of a.ll security c4ssified materialp such material should be 
segregated from the ' nonclassified. , The extent of physical 
protec~ion and equipment available at the post will govern 
the locatio~ of the classified r~cords . In some posts, 
security requj,rements can only be met by utilizing the State 
Department';3 central files. ' Where se'cured facilities are 
available for USIS decentralized files, ,provision shQuld be 
made for ' the segregation of 'th~ classified and nonclassified ' 
records throughout the system. '£bis /3EIgregation ,will contri
bute to ~ximum. y.se of, local employees as file clerks. ' ' 

591.4 Importance of Record8Act~vitie8 

Tht:l efficient and ,economical management of field records 'is ' 
essential to the effective operation of the Agency's prog~ 
~~ce records -are basic a~strative tools by the use of 
w~cb pro~ objectives, are achieved and continuity and 
consistency are given to Agency policy. ,Field records not 
only contain acUn1nistrative and legal evidence that must be 
pr.~served to protect the Government but they also emb~ , 
information neces~ar,y to protect legal, ~operty, or 'other 
rights I of private citizens and Government employees. In 
addition, ~ of the recordsbave 'historical or research 
value for administrators, scholars, orepecial1sts in varioUs 

,fields of interest. 

591.5 Definitions 

591.51 Records Management Officer 

As used herein, the title "Records loimagement Officer" 
retersto the Records Management Officer ot the Agettc.r., 
who is responsible for staff supervision, cOQrdi~tion, 
and direction of the Agency's records management program. 

591.52 Records Supervisor 

As used herein, the title "Record~ Supervisor" "refers 
to the officer or employee deSignated by the Principal 
Officer of a Foreign Service post to exercise central 
staff supervision over all records and files at the post, 
including Agency's files maintained on a dece~tra1i~ed ' 
basis as well as Foreign ~ervice post·s central file. 

591.53 Records 

Records are determined by their physical nature, the pur
poses fo~' which they are produced or acqui!'ed~ and their 
value fo~ information and research purposes. They include 
books, pal*'rs, correspondence, mapsSl photographs, films, 

l'L-27F (10- 1-55) 
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filmstrips, and other documentary, graphic and ,audio
visual materialso Records are made or received by the 
field establishments pul'3'UE.l1t to Federal law, Jt«eeutiw 
order, ~ Agency instruction, or in connection .t.~ per... 
forming functions of t,oo ~t. l-h.terial:.:> are elasseQ as 
records becau.se they al-e appropriate for presenatLon as 
evidence of the organ1z.atia.'lal tunctioM, poliCies, de
cisions, operations, or other activities of fiel~ e~tab.. 
USbmer4ts9 or because they contaj;:\ information of value ' 
for various types of research or the protection Of civic, 
legal, aJld propert,.. rights ot citizens. 

Records as defined do ~ include: 

a. 	 Library material (Le. ~ publlcat1o~ iil printed or 
processed form that h~ve been prepareq fo~ ~t~p1e 
d1stribution or for Wo~tiQD or re1;~~~~ purposes), . 
except for one master set ot such publicatwllS pro
duced at the post, which should be ma.1nta.in~ for 
record purposes. 

b. 	 Ml$eum ~teria.ls acquilosd and preserved tor exhibition 
purposefl. 

c. 	 ~tra copies of printed, processed or typed m,aterials 
of which official copies have been ret&:iJled far pur
pos.es ot recoM. 

d. 	 stocks of publications and priJ:lt.ed do~nt's. pre~erved 
for supply pu,rpo.ses o 

'e. 	 Sul"plus stocks of b.l.ank 01" obsQlete ta:a.w. 

\ , 	
~ state Deperl;.m?rlLt l a Fo%·~J.gn Service Manual Vol~ 1-, 
Part II, Section .t15 .. f'oZ' other ae.fWtiQllfJ . ~~ 
records activitieso 

591.6 Ree~s Management Functions 

",. 	1e«~al Records AC"G of 1950 (P.Lo 754~ 8lat Congress) ~quJ.res 
the 	be8d of each Federal agency to establish and ~tain an active, 
oont.:lQuing program for the econolld.ee.l ,alld effioient 1IJ8llagement of 
the 	:rec~ c4 his agrm.cy. The Agene'1 "C~.j)\ ~~nt program 
has 	tbe following objectives: 

a. 	 Development of standards for the adequate documentation of 
Agenqy field activities to L~ure the preservati~ ot records 

http:Fo%�~J.gn
http:priJ:lt.ed
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USIS RroORDS MANAGEMENT HANDBOOK 

PART--.!.II 
MaDual of " 

OrgaDizatioD &AdministratioB591.7 

of enduring value 0 

b o 	 Provisi on of technical assistance and standards to improve 
eXisting methods of maintaining cttn"snt files o 
. ~ 	 . 

Co "Estaplishment of standards tor the t.ypes and quantlties of 
.' equipment and supplies to be used .in records creation and 

maintenance 0 

d. 	 Development of orderly and systematic plans ror the retire
ment of ina~tiva records and the disposal of recoms of only 
temporary value. 

The cooperation of all field personnel ia essential to the imple~ 
mentation of an effective records management program. 

591.7 Relationship of USIS Records to Post Cent~l Files 

591~71 Current Files 

While evel1r Foreign Service post is required to maintain 
a central file (Se~tion 202a~ Part I, FSRMH)>> there are 
certain types of fiies that can be maintained more effi 
CientlY and 6conomic~1ly on a decentralized basiso In 
many of the larger Foreign Service Po.sts ~ Agen~ records 
hawe been maintainedion a ~ecentralized basis because of 
the specialized nat ure of tpe information program and the 
physical loeation of lAgency installations . Since the 
majority of Agency r~cords are used principally b.Y the 
Agency staff at any POSt9 tpeir decentralization to the 
point of primar,y use "facilitat es re~erence ~d tends to 
~ecreas~ - t he " amo·~t ft duplication betwse~ the :ecords 
maintained in Agen~. fieId ofricas and the Fore~gn Ser
vice postvs central file. Record material containing " 
such subjects as polict~ procedures, legal matters, over
all administrative IDftters 1 a.dmi.n1strative support act i 
vities, relat'ttonsh.ip~ with ·other agencies and foreign 
governments)! should be sent t o the Forei.gn Service postl s 
cen:t.ral file after necessary a«.1ti"Qn has been compl eted 
to insure i ts preserwation as documentation of Agency 
activities 0 These documents ~~1l be incorporated in the 
"670" ~ategol"Y of the state Department Classification 
system. Classified Agency records should also be main
tained in the Foreign Service post's central file unless 
security reqt~ments can be m9t in the decentralized 
file locationo In many Foreign Service posts~ it has 
been the practice t o incorpo~te Agency records in the 
Foreign Service post os cen~al file and to classifY them 
UDder the "670" catego!'7 of t he state Department Foreign 

http:Forei.gn
http:relat'ttonsh.ip
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Service Records ClassificatiOl1 liJaz,sbeok. Where sooh a 
procedure has proved satisfactory and centralization 
appears more economical from the standpoint of the volume 
of records and personnel resources, it is reoommended 
that existing procedures for the maintenance of Agene;r 
records be continued. A cop,y of the new Agency records 
classification system should be provided the FG1reign Ser
vice post's records supervise.r as a guide :ill esta..bl..15aa..a 
appit'Opriate breakdowns of subjeot matter with;in the ~7e" 
category where the volume of records to be cl.aasif~ 
thereunder warrants the use of more subdivia1~ t.b.tm 
are available in the Clas~rieation Handbook (see See-. 
4.3, Part I, FSRMH) . . 

591.72 IDa.~tive Files 

. When deCelll'trallzed Agency fUe.s have became ilaactive, th&!>ae 
whi.ch are Ret yet eligible tor di~J.¥0Rl 'tllatder authorizatd.ou 
contained ila the Records Dis]>Ositicm Schetiule (see SectiOll . 
595.3) 8'ile:ulcl. be retiree. to a storage area 'Within tile Fore1gD 
Service post until they can be destroyed. AIry recerds ot 
eDdurila.g valUe among Agency decentralized files wkl.,ch have 
BOt previously been sent to the post t s cemtral files &~ 
he iBcorporated in the "670" category at the time tJae ee
Qe.ntralized Agency file is retired to the stor.ace~. 

59l. 73 Separation of USIJ Pos·i:, l\.c:ll'ninistratl\le Files 

'ifue:!:e a.dminj.stz-at i ve ::>e1""ricE:G are :oel"lorIl1ed f or USI S under 
Adminlstr~.tt::.V'e Support &.:rrangements, th .: USIS a drrj n j stJ."8.... 
tive or n Ol.lsekec];li..'rJ.g t:i~ reco:::-ds shc~D..rl ·be maintained 
separate f:rom those o:f the Departr.l1e'nt (;1' Sts.te and ' lOA. 
Record co:piel3 of d.oc1lInez.ts sett.ing i'o:(~t,h H~idnistrative 

pol icies shoo2cl be banlll e rl c:::: orcling to .l..he provis ions in 
591 .. '7l above. ry.ne hO'\t~;eke(:ping Tecords of a non-policy 
na t u r e, vm:Lch ai,'e bc:ing mainmi.neCi. sepa,T/:';te y, should be 
:retire<1. to st,oD;1.ge and. c1estroye(l ac:coroing t o procedures now 
f'oD_olred. 1_n h8nd~ing ]1'o ~:e i.gn Sc.'::"J :!. ce P08't records . 

TL..27,F (lO""l~J) 
'l'L- I09F. ( 5-17-·57) 

t ' .. . " " ,' , 
-~______--,-~,---______.....;;;..;..;....~ j...-.,- . . . ~.~ .........,;- ... . . _-'. ~.:.: '-.___.;.0.;........ ...... ; : .. . .,.~ ;_ 

http:1'o~:ei.gn
http:st,oD;1.ge
http:d.oc1lInez.ts
http:Adminlstr~.tt
http:authorizatd.ou


vers n.ccru>s 	r-WUGEMENT R'.XOBOOK 
PABT!ll 
M•••alof 

'rg••lzati••AAtI.i.istran. 
, . • ,-, ,ri' to .• 

592 Ci'pDizaUoa and Ma1l!tenance of Current !"11es 

~~l T,Jpee 	or Fi1ea to be Mainta1aed 

'92~ ll. Genertil Subj«lt F11e 

Each field 68tabli$~.at!l~ li tlbetMll." ~t&iiliJ1l i~. n~ 
_ • oentru:bed ... t'leen1t-....uized '&Mud.a ~ sboul4 *laeeift 
..a tile r.-t~ ,enaral corre!!lpOMeoo. j) program and ad!!11nl,tra
tift n~ord~ 1m a pHral subject ru. aecord1nc to ' t he AgeflCT 
ol&aait1oat1cc q~t_ ~o'fide4 tor ia Ieotioa 59'0 'tclleH..
....eti.cable trc:1i3 the .sts.ndpoint ref .... ~ l*'eollMl~ aD4 
op8ratlq aeea." it i$. 1".ne~m4ed tbat tbe ..inteDaJ1Ce or 
rUea w1thh tle~ <!:ltsbli~~nt. be _ft\rallzM vital tU 
...pt10D of the i!ptcial t1'P4l11 @t tilu _.u'W ill .....1"" 

..... 592 !J12 throqtl S~ .•16 H1CN~ 1ft l.u~ posta .... 
. .-tftl1UttiOill'M1 not 1be rMaible~ • r..CM'da a ..auld b4i 

.....JIIt.ihl1..... _3" pt"O~ ..~iM9 • . "g~p preae, racUieg-,1_ pin••5 9 etc.. , arc4 t ll.e4 aeeartimg to tile ~ . 
ela.s1t1catioil achse" ()~ ©'CfJIpl4!J't4 ..t (}t all illfol'llll\1~ 
_wriala pl'ed:tneeo. loca14 IIhould _ itiGrpOrLted in the 
."jMt filea ) wetDur lIA~irled .. II. eftthlised or Me_ 
WaJ.......,1a vithl1il1 t . potCIY.fj aaa plt'MMJrt. reed et .. 
~'a .et1Ylt1e2~ , 

., . 


,,*.12 Teo.taical Recer6.fi 


~.tila9 tilsatrll,lp uti., ¢;~UII'M» .14at1cplatH·t 
8oWa4 recordin«sy charta!> .lIg~Elar1nc drav:1n(r1J aDl otler 
.,. ., teelm1c.t\l ei" eftrsiu I"eoo-r.la .bQuld ,. aa1ntain&d 
Ilia t.te otfieo havin, ~ .. lIber.,.., 1*JU•., eqU1)J'.It
tw their' }roper 8tor.... ia a'ftila~o 

,.2033 lJaf'onaticn ad 'WwtlDc rU.ii 

.	n. ...mtelW'~ @t iDtOll'llatl0D and working tue..... 1DIti.fl4Ml ' 
ef'tioer. should b& ~8tri~t.d to thoSe ~t an a~l"~l7 
es..ntW tor: e..,ent Gperati nc purpo..s.o: r ....An"." 
oopie. ct Apn~'1 ~cc.tiCl. almU.d DGt be 1"8\a111ed t. 
.... 1'u.~ &fie!" ~sRtT ~~tl0........ ~o 

b2oJ4 · Beterence Filu 

hf.-.nee a.nd re'teU'Ch fUea ':) ~st,Ui.g tit unpaper elip
php.r prhte<l ud ~!!"~ M_WI _lit eat \l1 the W.4~ 
inltQaotfi~ .;; aD4 1nr~'Dl..'\>;~io1M;1 Mte!'b.l eoll.ecte4 tl'ca . 
___ aouroe~ for UN in preparlll1 OOIS bQUetw ~ J)eJ"iodk'al$p 

. , ...1ptl~ tmd other tnwa Qf Nl..~,i~ alaQ\lld. '* _in~u.l .t 
tilt J<>iat. ct priaq UIIIe to tut1i~ ..._.,." 

tL4l1 ().O-l..SS) 
TL-109F (5-17~57) 
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592.1' Distribution Filca 

Extra. or stock oopieo of USIS materiuiJ prepared by the 
l<rTashington ~ffi~ or produced loer..J.ly and intended solel)r 
tor d:t su-ibut i t}l\'il f1UI"poses ehould be uintsinoo !Beparate17 
from othe1" ~1~f{ li:"raco:x'd~ fl;.o ttH:d_.l11t~ta their distribution 
."hils cmT~~~t am their di~posiU ../hen obsolete or of no 
further valult) ., 

59202 	 Folders 

592...21 

592022 

Stencill! f) pihotogll"aphi© ple:iOO~ !) papeIt' wat.fl j hectograph 
maater e J l;iIt@ .., ~ remtit ing tE'0liIt the reproduction or USIS 
wf'o!'matioID.~l mt,(9F'W~ ~hould 00 m~i~taLned ~eP8rately 
&mn f~!s irG©olf'd~ t© ti1@l.lit~te t)}en- dispo:sal when of nc 
f"'.arther valUG" 

Use or 	GeOOr'al Yold~,~ 

Ind1vi duu f (f}ldelf'l3 fi:i~11 ~~'01!."ewed !.Q£_~ document 
that is riltl-d,~ -rlfi~te~d9 do~ents should be tiled ira gener~l 
subjeot ~ mia~ell~eou8 ~ph~betical rclder~ under the cl~s~i= 
flcatieD symbol s oot.il ~ix 01:' more paperlil llaft g!J,ccumulated 
on Ii given sub j ect or Olll an indivic:lval naJIlef) at which time 
~ Hpe.t"£te folde!" Il8.7 be estsblished for themo 

Selection of Fol~~i 

A W'dfem ~Ta.i'ilge1llEmt «:)Jt fcldeJt"~ should be fcllowdo Feldei"8 
with oM=tMJr'd ~ t~1\}f!1t with tfibs in tbrse positleD.S p are 
~srerabls s ro~ ~ene~~l ~ubj~©t f11e~~ (See E%bibit 592022). 

8.0 	 FoldEinj with tabs in fiFst positiolll should be used tor 
all primsry and ill GENEB,j.1. AND MISCELLANEOUS eategorieso 

be 	 Folder~ nth ta1b~ ilm (5e~oM ~~itiO'i1l I1Mw.d be used tor 
all $eqjo~~ w 1bljecte: ~~ suM!riaions of ~ genenU 
subje~t 

C o 	 F'oldtW's vitln ta1b~ 1..1fi tlhird pos;i,tieIDl should be used tor 
tert1alrY mubjeet~ .. ru~h d subjects arranged in alptw.
betical crde%' j) bf date j eteo 

do 	 Straight ICmt toldl9re (witbout tabs) should be u~ed tor 
lD8JPb files ~ faE' fUe~ vhl~h do lOOt require seco~ 
or terl1ar7 brsat.dcws9 tar example I> persoDTll81 and visa 
tiles" 

TL-27F 	 (10-1-55) 
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...7: ..:. . J . ~ 

592024 

59202' 

S92e3 	 Guides 

592031 

5·92,,32 
..... '.,.. 

'\ 

Under aJrO' subj.e~tv thl8 general subjeClt tol <iar should M 
p1a~d 	fh'rst g f@lloi:eOl by the seoo~ subje@t i@lde!:'o 
Terlitiy ~bje~t told@lfs should be pla©8d back @f the nlatecl 
se~o~dar.r t~~~o (S$e ~bit 592Q23) 0 

Prepawati~ 

!be ~~~'d~ ~l&38if1©at1on ~bol~ together with the 8Ubje©t 

~pti@lr! aOO alllkf quall~ designatioM5.I 8~uld be labeled 

uIiltolflDl~ <Olil ea@h f@ld®if<> Tbs typing ~hou1d bepn @ne=balf' 

iln@Jh tLoom tJhe left ed~ of the tabo 
.,.,. 

hpansi:Ollll @f '@1d~~ 

r @ld<elflS aif'e $©m'ed at the b@tt01D to allow f@'Jf e~fili@l!il. t@ 
a ~pa©ity I(j)f a1OO1mt 1 ~o ~ng the lil!.il~ aiJ the w@luu 
@f ~~~ia]. fu©'ifeases ~@rld$fj g)rea~~ risibility @f labab» 
kH~ f@Jl..d0:!'f1i 'Ullp1!"ight in the draw~» and pr8't'tell'1U! p&pe:!'f!1! frQll! 
ellldm~ oot @t f@JLde~~ <> Whelll the ©&pll©i t,. of II f\Olde~ :b 
rea©b8«!D the m©l1ll18i"ft dates ~r the material cbllltaiDad sbould 
~ ~d Ollr p1l?i1lrllled @illl the fCllde~ tab or lal;lel and a ney tcldelf 
shcWl.~ b$ pl"eparedo 'l'fule (Jpte @f the first dO©'mllent should b9 
t yped (i)Jr pl"illlted @ri the no f,<Q)~ I> lBllwUlg ~00IIl t~ add t~ 
(ll@sing oot.$ o S1lll.©~95~1'We flOlders «!lontaining material Olll the 
6lj8ltle subj~(lt rsh@uld 00 arrug4')d vith the moat current t@ildsr 
~ tm fio@lllt @ f:ltho -,. f 	 the 

Ge~~a1 Subje©t File 

~ the general sub!e©t tiles9 pl"ess~d gulde~ with @~=th~ 
wt t abs 9 either plaiin ~Jr' metal t:l1.pped:,) should be pla~*d 1ml 
tile~ t~ aff@rd readJ r eference to prln©ipal ~ D@re a~tive 
~l"tion5 @f' the f'ile~ ., B@t mtllre tlum (OJD9 .¢dl9 tcJr' everr t49!A 
t (OJl.delflS should be used.. Guidefi should be prepued acc~diDl 
to the ~neX'al pl~~ ootlined tor the use 01 fcldu>li o 

\ 
h ~oID.ol©g1©a1 FU~ 

m tlhe ©~@lOOl@gical t:il..Jl.slS :D guides should bE) prepared traJ"f' 
ea©h tXP8 or ©ommtmicati OD and then by _appropriate Jlonthy 

qWU"te~y m- other po~tio!G. (OJ! the year thereUl!1der A blreu= 
. dmm lOt thre cm'reXllt _l/tth b.r dqs 1118\1. ~ ne~ssSX7 bl Tery 
a©tiwe @~ very ~ge tile~Q (See Exhibit ~92032) o 

http:t:il..Jl
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C PARTICIPATION PROGRAMS 
General 

C3 Foreign L ib raries 

-4 

C3 _ ......H .. '.~'« Nationale 

Courier Service 

A 7-4 Communications and /or Record 

A 7 Administrative Services 

A-I Program Direction 

A ADMINISTRATION AND GENER AL 
OVERALL PROGRAM 

General 

OVERALL PROGRAM 

SUBJECT FILE 

A D 
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DESPATCHES 

FEBRUARY 

JANUARY 

FEBRUARY 

JANUARY 

CHRONOLOGICAL 
FILE--------l~5 

( outgoing) 

CHRONOLOGICAL FILE 
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Maaua1ef 

Orgallizatiell.i Ad.i.istratie. 

592.4 Filing Procedures 

592.41 Importance of Accuracy and Uniformity 

Filing procedures of the post should be written and followed 
uniformly and accuratel;yo Unauthorized deviations fran pro
cedure may result in disorganized files and inadequate refer
ence service " 

592.42 Filing Authorization 

Documents should ~ ~ filed unless .. specific filing authori
zation has been noted on each day by the action officer, indi
cating action taken, except duplicate copies whichare to be 
filed. in the serial or chronological ·file upon . receipt ~ When 
the filing authority is not indicated, the document should be 
returned to the ~~ion officer' for verification ~ 

592.43 Fastening Documents in Folders 

All documents comprising one action, including any attach
ments or enclosures, should be stapled together. Paper clips 
and pins should not be used" Documents filed in general sub
ject folders should not be fastened permanently since new 
folders will be set up when six or more papers accumulate 
on anyone subject. Documents relating to ease file (per
sonnel or claims files, for example) may be fastened to the 
folder by Acco, prong, or other available fastener o Papers 
sh6~d be fastened to the folder only at the time the file 
i~ charged out ., . 

,592 .~ 1ilin~~Documents 

~ll <;locuments to be filed should be sorted into filing 
sequence by records classification symbol, dates, names ~ ~tc . 
Within each folder, file all documents in chronological o~d ~ 
with the latest date to the front or in alphabetical , n~~i.- , 
cal,or other according to the established filing plan o I J,ll 
documents should be placed in the folder in the same position 
with the headings turned to the left 80 the records classi~ 
fication symbol, subject caption, and date are visible with= 
out having to remove the document from ,the folder or the 
folder from the drawer when making reference searches ... 

592 .45 New Folders 

~~~n in the process offil ing,all documents reqU1r1ng a 
new individual folder should be laid aside and kept in 
sequences , f or ease in reference , until all other filing i s 
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CGIIPletedo FoldSll"8 mq then .be prepared ill) ODe operation 
aDd retained in 8equen~s tor ease in tiling rererence~ 

S92e46 Marking Fils Drawelr'!5 

All tile drawers should 1b8 labeled to show the contents ", 
Each label ahould !Delma the name of the tilep the dates 
when pertinent ~. and the opelldng and closing alphabetical 
or numerical eaption~ o Fo~ example ~ 

Subject File or Stlbject FUe 
1955 19S5 

A7-'3 C-E 
Transportaticm VOUCh8jf8 

1 -= 999 

SCJ2"S Cbarge-<lut ·Procedure 

592.51 PurpoS(6 

! ~~~~t s.ystem vill provide control ot documents 
removed from fUe by' identif)ing the document and the 
person to whom ~hargedSi t~eb7 keeping the statf informed 
of the location of ~harged-cut papeTs Q 

The i57stem should be kept a~ simple as poslSible ", In a 
saall post Ol' crfi~ ~ Fora 00=1033 (Exhibit 5(2052) mq 
be sufficientr. FoX" luger polite or offices ba'fing 'Vert 
acti~ tiles .. a formal ~on~ol system mB7 b8 establishedv 
using Form DS=lO~3 1~ ©@mbimation with a follow-up 6,1stemo. 

,,~. : " ' 592~53 Preparation and Filing @t Chalr~=Out Forms 

If possible ~ cfulaJrg®=ou{\:, flOX"mi ~ould he prepared as requests 
are reeeivedc Charge~t f'M'IW should be substituted for loaned 
records at the ~ime the ~a~orda are ~emoved from the file , 
Charge~ut forms revealing t~ subject of classified records 
shall ba tJreated in a~«llClt"dan~8 with appropriate security 
regulations 0 S1lllcll foms eoould be stored in the front of 
the file ~awer containing the re~ordsG 

592.54 Con'tJrol ot teamed Re<elO~ 

All rUes Bhould be ~hal:'ged out tor a prescribed period of 
t1Jle - Those in charge of t he file. or the records control 

TL-27F (10-1-55) 
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EXHIBIT S92.52 Organization &Administration 
------------~---~----------~-------

OUT -\ 

DESeRlmOM OF ITEMS CHARGED 

(SubJect. ftJ. number or tlUe. t7ve of doeument. and date. 
.ecurtt)- eluelftcatlon. number of Item., etc.) 

OfTlCE AND PERSON 
TO WHOM CHARGED 

. ns-i038 ta-Wf) UK OTHIUI $IDE-CANCEl CHARGE dUT WHEN FILES RETURNED i&-700D0-1 d,o 
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unit should be adwlsed promptly when files need to be kept 
beyond the prssmoibed ~baJr>@9=out periooo ArI3 transtsl' of 
records from one individual ~ orri~e to another should be 
reported to the !"e~ord8 'WlitQ These ~hanges should be 
recorded on the cbrurga=lOOl~ tOH9 Ci" a inS\! form should be 
prepared and filed in pla~ ©f tbe Oll"lginal charge-cuto 
When se~UJr'it)" s'ttorage ie not a~'B.Uable 9 classified records 
must be returned to file ea~h sveningo Follov~up and 
overdue re~oro8 Bhoold be mad~ 1br peJI"iodi~lly checking the 
charge-cut fm'1!s in fil£e o More tol'Dlill pl'ccsdurea are out
lined in the Foreign Servi~ Records Management HaDdboo\c<:> 

592055 Transfer of I lMctiw Re~©:irMl 
.'1 

Cbarge~ fOHlS llhall ~ Itllealred fi'ca UDac'9;,i"" fUe2J b7 
retri eving IiJbarged out tOlooumants prior tc v aDSf'er ot such 
files to rs~0r9 dep©811:oolr'ies!) iQlJr Embal5q ~eJltral flleso 

592.6 RUlee tor AlphabetiziD« 8.lM. Fil~ 

To tUe alphabeti~~ it i s i'!le~~iS~ary to datermine what oonst1tutes . the 
pr1llar7 aDd 256COndary tiliDg ~ap1!l1on~ l) 10601) the one word in the DaJDe or 
title UDder which names of persona.9 C1"ganizatiollhS!) plal!S8s!) shiPSa gcrteR
_ate, conreren~ss l> ret©o rill b& fUedo Cs1t'tain rules are required to 
ma.ke this determination9 SOl that \Smilax> l!l8JD8S \Ilill be tiled uniformly~ 
thereby facilitating rereJren~ t@ t he rUeso 

S92.61 Individuals andNo~~~ent ~ganizationa 

&0 	 SURNAMES ~ Imdi:nd lL~ used to~ f'ili,ng purpoaes o AX'ranga 
(1) 	by la~t ~ (1Sm'lllam) § (2) first ns.JD8 (given) or initW3 
(3) mddle l18lM i1;))i" mith L The eame applies when I!lll indio. 
vidual ~ i:al emOOdied hi SID ol"ge.n1zatiorm nama 0 

~ 

Mlr o &lith 	 Smith ~o ) 
A., Smith 	 §lrdth~ A¢ 
~h'm'/!:' Smitlll 	 8m!thl> A1r'thuJr 
A2'thur Be Smith & C~ Smi:tllio Arthur B 0 (&) CompaJJ;1 

b o 	 PREF~~ Sull"1M'l8@ ~©Jl'j &fS Del) ~i) ~ll9 ~ 'l'C1Il!) LsD L~ l? Ma~l? 
Kl!!l~ Oil fj et©", an ©1Ol!llfdd~red pari, of the 18~ am tiled aa 
t.boqh Ol1llC!c M Ol' Ma© a.\llld M~ 0'8 fUed ilrA iS~'ict alphabetical 
8squellA~o Th8 .!Same r1lll1e appllel8 to <OJrgam.tiOl!l nama~o 
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6 ,0 

do 

8Q 

FranooiB Di Oliex: p soUewS) Fral!1i1llci~ 
duPcmt de Nemout's DuPAAt Ds Naom>8 
Cro=Operative Beaut,. SUPP17 C@:=Operatlft Bea1ri>7 &lppq 

Coapaq C01llpallV' 

'UJPI'l'ERMDDiD Surn'''o_". When it i8 l'IWt pQ8~ib18 " dete~ 
the surnaae of an indi'ridual9 partiC1lllar~ lmdJiaD allM1 
foreign lUES $' they' will' ba filed d ~1tWllh., @I'D it at 
a poets! in al!!:l!!:oll"dan~ with the eatabllibH pra~tliOl1a of 
the ~CUD~o 

D% hlp !t c,JPDIlW 

Bla*~~ _ ~,~ 

Blas Viws Mart1M~ !mI Mart1llle~ B1M 

mdw Jta1~Mk Cbi'R' Ea1=Sbet 

!all !a II 

IBM'S' El.::la8~_ 
 Ek.Jo,,. Jihad 
AW91ll\ ,ImMil 1",11 AbdOiUl 

COURTESY apd ABBREruTEp ;!9Ul"9, _&j_)ofaduh> Colonel!) ~O!) Ma,,1OOr'1J 
Monsipor!) Lord,} PhoDol) hop Sr0 D ~9 et@op", a@~ftiH 1llW a 
P'ftD DUe aDd BUHWI89 &r8 plalCled m parell1tbe,eli! f(OJll~ 
the name and diu'eprded illl fillDg9 , lW,•• thq an ~ @~ 
diBtinuM.olI bet__B otbendae identlea1 llDU88 0 

mm 
Dr 0 Charlies Co Brow ~9 Charles ~o (Dg>o)
Raw0 Charles Co Bl'OWl Brow9-~le8 Co (ReJwo) 
terd Iowa , ~, (~) 

T1tl.8D iin1.cl1 aM Fat_a Plfhces8D Saint (sto}!) Sistel'p fell~d 
.. Ollila ~ IlOn ...__t l'e~op.1..b16 U 8'U'DUl8li9 an filM 
1a ~ aa wlttno , 

mID 
Fatb.el> Piern 'atW PiUft 
~in@8S8 ,1licia Ruth PriJMu .Al1~1a lmtlll 
Saint Paul Sahit Paul 

HYPHENATED indi-yid1YAl orPI,e, and 9rcani.!!:Y&~n JlW!U, K! 
fUed &8 'one elQllplete na.me o 
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. }t jisr
; 

Air=SUk Mille Jdz>.sil~ Milla 
Blanche Duft-Gordolm putt·""Gordo)!l Blanche (cross 

r eference to Gordon) 

t <l> 	 COIlED ItA_a ot 1101ll-go-Wel!"1lmSnt organizations (firms, corpore.... 
tioDS . @ompude~ etc" ') iiltlludin!" trade !ll8JDeS composed ofb 

separate letters or a single VOlt-a. ... 8X-e filed as written 
except when thq e1lbody t he full lIl8m9 of individuals., 

FILED 
=-

All Chemical Coapaf!llT W Chemical Company 
Abbctttabora~or1~~ Abboa l..aooratories 
Aunt JeJIrl.D& t s Pancake Flo'W" ~Jemim& 'a Pancake FloW' 

J Ol o Brow 	 ~p Josepr. 
St 	 Louis DairT ~ipt !.Ouis Dairy0 

Eo S9th St" Garage 	 ~ Fift.;y-Ninth Street Garage 

b. 	 ARTICUS, COliJUlCTION§.D_..P! PREPOSITIONS!) au~h &15 the~ and!) &D 
Ot6 f O'ir9 Olll,9 'b71i vhell1 paJr't If:»t m-gamization names are enGlosed 
in parentbsses aDd di8!'sgarded in ftlln«o 

rlLE;J! 

Ameri~ ~1etl for Civi© ~iean Society (for) Cb1.© 
EducatiQIll Ed1lll©atio)ll 

The Cali~@, Cat ~iqiQi. Cat (The ) 

When "Yew tOni is usedlj it is tiled as writtsn" Old English 
and 	fo~~i.p ~~ ~t:i.~le~ a..'it'S ~ot t raMlated OX" transposedi) 
but 	 are fUed &IS W'itte2Ho 

n Progres2li1o !lPal@ 	 11 Proqesso l talo 
Ye Olde Tea ~h@ppa 	 ~: I!. ~ Tea Shop 

1 -:- BANKS p BOARDS rQ'l TRADE~ ~PAPERSD...sQC Sin«:l9 the names of 
boards of tirade 9 CClhmnbelr6 of ©cmme~~ and ll!!ewpaperl! are alike D 

the city is the ident~ ~o They 81"t8 therefore filed by 
locatlom.~ ~ity r~8t9 th® $tatts m parentbeees 9 followed bT the 
naae of the organizatlomi) st©o This ~,e"fIIB.Y also be applied. 

TL-27F (10=1=55) 
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_ .J . 	 . I59'··Q1'j 	 .. 

to ccaaereial bank naDl8l1 l/l 

~ ot 'Traa. p c~, ·m~ 

Dailt. Bewa$> Philadelph1al) l'ao 

F1r8t_.• t1.onal B.aDt ot . 


Westchester" 5" Y/ll 

jo ' 	 ftAJI;ATI01 .'" l)eg1rm,ni Vith such phJ'&ses as Association ofD 

Board Orb BUreau ot~ CODim1ss1oD f'or~ Ccaittee ..tor~ which do 
Dot r,ter to aiV" p~nt esta'bliehllent or fuD.ctionD are 
tiled a8 vrlttene 

Co.dttee tor Economic C2P"'tttl (tor) Economic 
Deftl.oJDent Development 

AsSociation..Qt. ....icaa . !~.Jlo,£iAtloD (of) .yer~cu 
CQllege!i · CoU.ps 

te· 	J!Vlr1'Y!Q rep .0_._or~iitiODi- o~ting .UDde~ two "ltles9 

sUb8idiaries ~r didiloDsi> f11e lIiIder itore act.1'" ~ taport-ant 
aad a ~t ero•• retere~ il ._de UD4e~ 'tlJe other JWmo 

np;Q 

lax· Eipld .reDBeD doiD« _ Van LU1ea 
bwtinell .. .lce· Van L.1DBti.. .. IIu l1,geld .reiuNm d/b/a 

Cr:eel-retereu-a l.OHA. Xu Z1geld d/b/a
see;-Ae!.'1'u UDell 

lnie_ ,__1 Cflo. DiY1,l_ '== .Stee)., Ccper.tlca 
ot 1epa.bt1'L~l_ c.,o .. ___ ~l Oc~ DinliOlli 

Cr08.~.terfmcei tl\Icmf s.t...l c~ !)lvi_1a
s.•.CO> InI,lW.p ' ~l eorporatiOlll 

'~~p ADd ~~zat10D .~8 vb1~h eontain the Ml IWD8I!l 
'II iND. fir ~. UJ41~.D' e.tU.4 liP,l..... ottha fU.t 
.~"'4.a -.ntiOlie4o ' . cro......t~' t1ae" ..c0aa4 __ vbb 
."-.'7~ . . 

.tPlP 
~le. IrovD. Ii .., 10MI . ' 1U.~~ber.le. (A B-.,. loneiJ) 

. ~i'et_",:g · .lmIIL · ~~ . l. ObarlAJ~ Br~)
see::1rwA!> m.rle. 

http:1U.~~ber.le
http:iaistr.ti
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1. ,IIiS'1'ITUTIOB ' 8"'9 ~~h as hospitus'p ' sohools~ collegeS $> uni~ 
ftrsit1es 9 o~h8~v hotels» cares ~ librarles9 e~Ol) are tUed 
UDder the first di$t1n~tive word or D8.ma in the titlee If the 
title is composed ©f the nsme ot an iDdiridualv transpose as 
in rule a .. 

Andrew , Crun:ae~e M br8l7 
sto Margant 9iEj ~~h 
st"Margaret 'a SlClbool 
Uldwrsity of Wssbinrton 
Hotel Statler 

592~62 Gowrmaent Organiz~ti,:",y 

Carnegi! Andrew Library 
S.aint Y..argaret li S Chwrch 
~ Margaret ~ s School 
WashillGa Uni1'erslty (of) 
~atl!l~ Hotel 

a~	 NATIONf. B9'VermDe~'\ts and deprurtment s . and .81,lbdi rlsion~ the!'eot 
are .tl ed under. the name cf the go'f'enDDEInt ~ and tha alpha.beti~ 
cal.l7 by department or other eubdiviaioJlt' without regard to 
parent ' agency or departmento The WuDe of the organizatic~ 
-.q ha'1i8 fo'!' the fb>8t word the name of a 01ty OX' placeo 

, Cross referen©s15 ~ be made vithin or bet ween government s oX' 
departmanta D a~ r®quiredo 

GoYel"nment ot ~at Brl.tab. 
MiDistlt'7 of 01ill Aviatioral 
Colonial Offi~ 
De~o of Health r~ ~@tlaltlt.l 

, ' K~ of Heal~~ 
Scottish ~atiom D~pt~ 

, 

Go'f'erllmlent (Of he©~ 
Hi.nistere des .Affairslj 

Estrangenfj 
Archives Naticmal(! 

GoWnDlerffit rof 1001<& 
M1Dis~ ot Hom !time 
M1nis~ ot latW'WL Re801ilr~8 
..,. 	SmentU~ R.gee8lt"~1ll 

BFitish Goyernman5l 
g,un ~~i.. MinistrJ 
Colonial Office 

, Health Depto to~ Seotlancl 
Health MiJds~ 
S©ct t i !h Educat ion Deptc 

!l:~ Govenment 
Uta ires Estrangeres Ministere 

;=ndi£i£!) Gowe1"l!Dlelmt 
Home. Atfairs Ministry. 
Nat _l Reso"~1Bl amd 
&lientUi~ ReseU'4Sh Ministw, 

~~iilcllN)f~nlIll~: ~ie!!ltifi© Resea:JrWl M!n!st.lr1' 
8M = Natural Bta!1O'W'~~ and Sc1eJltif'i~ 

Re8MZ'~h 

Governaent of N~them )Ireland 'orthern ! It''e1m Gove!i1~~ 
Nort ham h el.t.wd Pmrliuelllt PM'liameYi~ 

TL~27F (10-1=55) 
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$,' 	 P h . j ~ j . , . \ -l4 

Unlted S,tatea GoV8l"Me:it 
Department of Agri,oUl ture 
Bureau ot the BwS;et ' 
F...xeout1-ft "ottice o£ tll1e 
Prssident 

Gnat. 14kea Haft! .trsininl 
Stat,i. 

Dapsrtment ot State 

'bo 	 lOOAL ~,1qif!,1 MId-,political 8Ubi1:risio~ t hentOt an tl1ec! 
alPhab8tlCal.l7 br 'Daj ~ Without ·reprd to pUent --trT Qr 
diepartMato ,Offices of loc&l' p~e!DMIIIt an t1le4 1m&ter tbI 
pereat gOfiJa:aaat ~o Cross referencea .., be --9 .. 
~ 

wm 

1'~t0t7 of Alaska 
C1t)" ot.uelraDlri&9 ' EUPt 
CiV of 11elcandriav NW" 

State ot west Bengal~ bdia 

• 
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593 Records Classification System 

59.3-.1 General 

In order to standardize the maintenance of cl.llT.ent Agency records . 
to facilitate their eventual retirement~ and to simplify the tra~
ing of records and clerical personnel~ use of the revised Agency 
classificati on scheme (see Section 593 .6) is required in all field 
establishments maintaining files separate from the Foreign Service 
post's central files . Because of the varying scope of the"Agency's 
program$ at different posts , some of the smaller posts may not have 
need for all of the detailed subject breakdowns provided in the new 
classification scheme . It should be emphasized that a post should 
use only those subject breakdowns which are warranted by the volume 
of material , e.g. at least sL~ or more documents , to be filed under 
a specific breakdown • .No additional subject symbols should be added 
to the classification scheme vuthout authorization from the Agency 
Records ~anagement Officer . 

59).2 Installation and Blocking of Files 

In installing the ney filing systemD a new file should be established 
with guide cards prepared for t he major divisions of the file out
line and new folders for t he primary subject breakdowns under each 
of the major divisions of the outline. Folders for the secondary 
and ter tiary subject breakdowns should not be prepared until the 
need for them bas been established by the accumulation of at least 
a half dozen documents to be filed thereunder. The files should be 
maintained in three year blocks to f acilitate current operations as 
well as the retirement and disposal 0f inactive records. Exceptions 
,to this annual year blocking procedure may be authorized onl7 by tbe 
Agency Records Management Officer. 

593.3 Explanation of the System 

The Classification system is designed to br ing together related 
materials, within a framewor k t hat will reflect the organizat ion, 
administration and development of Agency programs. The symbols are 
used to keep material in its proper r elationShip, and to serve as 
eas.y means of identification. 

593031 Development of Catego2:ies 

a , Primary Categorie~ 

The subject matter is grouped into nine major categories 
beginning with "Administration and General Overall Pro
gram" followd by ootegories represent.ing the major fields 
within whicathe progr8JDl activities of the Agency are 
being developedo These categories are represented by 
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"BT..Ill 
1I••••lel 

.rpaiude.a4.41_i.18,...ti•• 
I ~ , 	 I' f . 

O$,pital letters. A pr:i.mal'y subject JI1&ht tJms be 
.u.ntified as tlAdainj stratton and Gcel"lll. Orwall 
.1'!ropa,aft 0 0 c • • • • • 10 	 0 

b. S8cOD4ar.1 Categories 

Belated apeci.tic subjects fall into lar,er group1Daa 
within the pri-.rT categories. Theae croups...- mown 
as " ••C0Ddar7 subjscte' aDd are D1DIbend. ..~. ·1· 
(lecoDISarT .subjeot UDder iJ\e beadi~1 cited &Date 1I1Cht, 
thue be identified u "cbrin1·8tratiw 8e1-ricee, ".0 

c . 'lertia!7 Categories 

VheD aec0ncia.r7 subjects require further diTision .tbe7 
fall into a "tertia!"1 subject". this is identified b7 
a daab(-) tOen a serial nuJlber. This third subject · 
'UDder the above heading would thuB become"travel·~-3. 

The whole citat ion of the subject mentioned above 
would be sUlIIIIa.rized 8 

Adlljnistration and General oYerall 
PrOgr&ll . • • • • .l0 • • . 0 • 

Ad., trt-trt.U.,.. Senioea • • • « • • 7 
',-

0 

!ravel • 	 • o .. •• 0 ~,0 • • • 

Complete ~l . • • • • 0 

59.304 IxpaDalob within Classification I1mbola , 
!he clasaifieatiOD system provides basiC I)'JIbols UDder which dOcu,... 
meDts are to be claas1f1*d ud tUed. '!'he c~onolOlical f1.l.tfJa& Of 
a lArp q1Wltity of papers under any one ~l -1' lead to ditf'l 
eul.t1 in locating a particular document . Although classification 
qmbols may not be add.ed, categories my be ~ded as require" unct.r 
aDt 6X1atiilg classitication symbol by the following methods~ 

59':3041 Alphabeti oal by Qualii'ying T:i't.le 

Certain symbols may be subdivi ded by the title of a specific 
secondary or tertiary subject. These subdivisiOns should 
be arranged alphabet:!.~ally under :the . classif'ication ~l. 

Examples ~ A3 	 Personnel 
A3.Per80DDe~ - Leave 
A3 lereonnel .- Local Eapl.o1eea 

TL - 27F (10- 1-,5$) 

http:T:i't.le
http:aec0ncia.r7
http:4.41_i.18


USIS RECORDS MANAGEMENT HANDBOOK 

PART-UI 
MaBoalof 

O..gaaization & AdministratioR, 	 593·42 
'ii.:f. 

;93.42 Alphabetical by Name of Individual, Organization, C-onfereace, etc. 

~ documents 	are written to, r eceived fro~ or relate to an 
'individual, organization, conference)) etc ~ or when a proper 
n&IIle will be the refel'ence medi~ the material sllotiLd be 
classified by the classification s~bol be~t representing 
the subject content, and t hen by the name. All such material 
ehould be filed under t·he appropriate classification sylIlbol 
and arranged alphabeti(l~ by name thereunder. 

Example.: C4 	 InQustria~~rticipatian . 
C4 Indusi~!'ial, Partiei~tion ~ ' rown Motor Gmp. 

59;3'.,43 . UpPabetical by., Geograpbical Loeatiot' 
. ~ ~ ~ ." : 	 ~ 

iaben the pl'imary subject is further i den.tU'ied by ' partie~:. 
geographical locations it should be c1assU"i~ under the .:. 
~~te ,$~l and subject and t~en by na,me of thee~trr, 
cj;tr, etc. the 9:oc}.UIIentsspoUld be 'filed under the clAssifi- . 
~tion symbol and alliliaootic~ thereunder by ~ designated 
eeographical looat;i.cn . 

Ry~le : Jl 'l"..:-a.de Fai rs 
Jl Trade Fairs - Vienna 

~:~ . ~ctioJ1S f or U::::5 of Records Classification Scheme 
, :. ,' . 	 . 

All cOJlW11~i('.ations lIfUS-t be read a,nd a.naJy~d to determ:i,De .tl,le 
most appropriate " cla$sir~c.aticn s;ytilbol applicable to itll prin

, .. . ..... t',,:" _ .. .., .... . ". '.' '" ,cipal' subject in~ accol'd~ae..l4th th~ .Recorda Cla.ssifica't1o.n .'I/" 

Scheme. Tlle qu8J.ity;.ng su~ject category, .if tmy, shou.l4 then 
be de~nnined" Frequent refer ence to the uphabetical, itldex 
of the Recotus Classific;ation Scheme will prove va1uabl~ also 
in selecting the most appropriate file classification. ~ . 
difficult or obscure cases it may be helpf'ul. at times to ~re4 
fer to pre~ious corr espondence in file to verifY a tentat1veif 
selected file des ignatio:tl.o 

593.52 Writing File Designat i ons 

The type of file designat ion to be ~T1tten on each do~ument 
will depend on the nature of the classification ~ymbol. When 

0~~ ~YJPbol cC)vers only Ollfl fJubject or pha~e ~f a ~ul>j't9~... (for 
exampl e ~ F2 ' Television , Programming or D- Exchallge 'of'· Persons 
.Program), only 	the symbol and the qualif'ying subtitle, if 8:lly 
neeq to be placed on the dOCtUDent. The general subject title 
does not Aeed to be included" 

Example:. F2 or D ~ Smith, John 

TL-27F (10-1-55) 
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.American Embass'y
OUTGOING TELEGRAM Guatemala 

UNCLASSIFIED 

,Action Control: 1000 
Rec 'd: 

E.F.'M. FROM: Guatemala City . 
Info 

R.l-. TO: United States Information Agency 

T.w.S. NO: TOUSI : 190" February 7 

J.KE 
J.A. VSIA .20, December 27· 

E~8. Expect favorable reception of plan for Sa vannah City concert 
salute to Guatemala, but Mayor has received no communication 
presenting idea; prospect s good for radio time to rebroadcast. 

BROWN 

JHH 

REPRODUCTION FROM THIS
UNciASS IFIED COPY, IF CLASSIFIED, IS 

?ROHIllITEO 
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t¢ . (i§ ' ; '; " 1 ~ :~ "f.' "f '	 : }f . "_ . 

If the classification sybmoI covers more than one subject 
(for example, .!7-4 - Communications and/or Records), the 
pertinent subject title must be included to avoid confusiono 

example: 	 '7-4 Co~~unications - Messenger Servioe 
'7-4 Records - Retirement 

The file designation should be written clearly and legibly 
on the right margin by colored pencil, or indelible pencil 0 

(See exhibit 593.52) 

593.53 Marking Duplicate for Chronol.ogical File 

The records classification s~bol and subject caption, if 
any, should be noted in the right-hand margin of the duplicate 
copy of all circulnr or serially numbered coBmun1oations 
which ~nll be filed in the chronological files. A carbon 
should be placed between the original and the chronological 
copy so that the records classification may be made on both 
copies at one writing .. 

n~27F (lO-l-$S) 



tJSIS [£CORDS J1ANAGEMEN'l' HANDBOOK 

PARTI!I 
Haaualof 

Organiza~io.1 Atlministrati•• 

593.6 Records and Classification Scheme 

A. S\l1IIlll8.I"Y 

Information and Cultural .Activitie~ of U. S . Government 
(United. States Information ,service) 

AdJninistration and General OVer-ali. !';r0gr8m 0 ~ A• 

Restrictions on USIS Activities o • • $ • • • B0 0 

• "0 Participation Programs . \.. 0 • .. -. " it <!I .. e C 

Exchange of Persons Program coo .. 0 ' .. .. . 1)0 It 

Press and Publications' e • • 0 • 0 ~ 0 ' . 0 .. e 0 E 

Radio and telev:i,.sion 00_ .0000 • • o 0 0 • • F 

Motion Pictures ? 0 o . c 0 Q 0 Q .. . • • 0 c· • G0 c 

Information Center Service O • • · o HO • 1to!: . oe 

Special Projects CI' & - 0 : 0 - 6 • .• ' 0 .0 .. . 0 eo. J 
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B. Subject Classification 

ADMINISTRATION AND GENERAL OVERALL PROGRAM 
" 0 0

0 0 •• • 0 

Program Directi on • • C ¥ • • ? O. , • • 0 0 0 e • A-l 

Country Plans , Global and Area Objectives and Plans Al-I0 

Informat ion Policy Guidance (Info Guides) 	 Al-2• • g Q G • 

Program Activities in Terms of Objective•• 	 Al-3• • 0 Q • 

Administration 0.. ... . Q 0 . . . .. . A2.• • • • .. 

(including coordination of information activities, 
public relations, official entertainment, official 
visits , legal etc.) 

PersOnnel " 0 • . ~ " . . " . . . . • 0 o " A3Q I) • 0 0• 0 

Securit~ and 	I...oya.lty O \)GtOQ IIil •• oeQoo" . Q A4 

Budget and Finance 	 A5• 0 • 

Budget and Financj,.8.l Plan 	 A5-l.OQ • • ~e.o.o • • 

Accounting and J:teports 	 A5-2QO.O~ "'.O&l ~ QOO" 

Contracts 	 . . Ail~ 0 " Q • 0 0 Q • u 0 0 • o II 0 • Q .aoo 

Administrative Services 	 A7o 0 0 • ~ • G e • 0 • 0 

Equipment and Supplies (file technical equipment and • A7-l 
supplies under med ta subject) 

Space and Building Maintenance 	 A7-2o 0 ., o • 9 • • 0 

Travel e O. (J OO Q QO' QOOOOO Oeoooo. A7-3 

C.ommunications and Records o 0 0 0 0 A7-40 0 000 

Reports t) f) 0 0 0 fA 0 r) " 0 0 ~ 0 0 G ~ 0 0 0 ~ 0 0 Q 9. AS 
(Semi-annual and general, file media reports under 
media s'ubjects) 

Conferences , Committees anq Meet ings • 	 A9QOO.OOO O o • 

(PAO Regional~ USIS Weekl3'[) etco) 

Researoh O ••• (ilOG"Q ~Oo.oooooe .oo. o .1-lO 

TL-27F (10-1=55) 




1 
:USIS RECORDS yua.NAGEJ1EN'1' H.t.'f\TDBOOK 

PART...llI 

Manual of 


Organization & Administration 

: f c:\ ...1 -k%... _ J • . ,;" sa L..r '9 t _'f 

"lRES!RICrU ONS. 01-1 USIS ACTIVITIKS ", • S • • .. ~ "., • ... IS ·..... ,> 
Censorship ~ I) 0 <) ~ u • .. .. • ! • 0 • • • . ' • ~ • ., '. .. 
Taxation ,. " ...• 0 ~ • • • . ' . • 4' • .. • 

. . , . ,. . . .. 
" IIOI!J . .. . .. .. ." ,•• ••••' 

PARTICIPATION PROCEl.HS o .. "eo ••••• ~ ..... , ••• c 

Un.iversity Part:! ~i,p.?.tion Program . . . . . . .' . . . . , . 01 

Alphabetic~11y by llaIl'l\!! of Institutio~ 
Co:rnmunity .Pe.rt1cipe.t.ton I'rogl"aJIl •••• . . (. . . . . . . C2 

Qens!"&.! 
Alphabc} tica l y by nrure of 'Oity 

General 

A..lph·' bet:t '~ally 'ely na.'Iro of ld.~ 


~u v •• w ' _, _ I' •••• '•• '. 

Gen~rdl 


Alpr~~betl~nlly by n me of Orgartiz~t~Gb 


: .• i:t<\,EXCHANGE OF PERSOl~S PROORAl-i '!II ( I $ • ,. ~ • • • • • • • • • • ' . ''''1./
(b-"e ')' ~ ~.. . ih " i' o_. t' ...,.... <;1 . . .... a Fulb...t ....l.+. .. a.h, ~1\"Td ~",,'t !:.:t !.A-' I.j .•, p V~J'b!:",8.m ..., i Q '" 'I ·.'· ,~-.,I~'I 

Smith-Mundt » FOK"Qign ov·::rUlllent J Vc:Jluntuy, .q.. ., 
. .. 


and thereunder by ca,te.gOk'''Y and name of ~tee 


if 'lr0 ;mn~ ·wart·(.~ntc;) 


~ ~ ~. . . . .. 11 

lle S" lid ' cur!,.an,al In:$tit.ut ions • • • • • • ft • .. • • • • 

Amet"icanspcms~red Schools .abroad (al.phabetie:o.l.q b,.~ • Oi-Z' 
name of s ~)hocl) 

FOI"e1¥n Ullt1ferslties and OtheIl :;J;ducational Institutio~s Dl-3 
\ ( l pha.bat. ical y by naJqe of instit\\t~on) 

Ldteragency Relations 1,...3 0 . 0··'· .. '.·.4"·· .. 

'00 • • •• ••. • ' •• U .. 

http:In:$tit.ut
http:PROCEl.HS
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~C~ OF PERSONS PROORAM (conti nued • " D 

Orient ation and Pre-departure Bri efing ~ 
Co " 

e .. • D4 

Recept i on Canters I n U _S" ( alpha~ticall;y b7 locat ion 
of Center) ',' , . . , , • r. ~ • • • • '. • • • ~ • • D5 

Census of Retu~ned Grant9€S :) • D6• U 

Program Effect~vaness and 1valuation D7 

PRESS AND PUBLICATI ONS E• ~ Q 0 " . 0 

Fast News , ~ ~l 

lPS~o~igir.atej 'wireless fil e} cable, signal ) ~ El-l· . 
Local1y~riginated (USIS. i ndig?nous ) El- 2 
. 
News Letters (labor ~ cu1t~'e , soience , agri culture 

et-c c )- '. :, > > >, '0 ' '. • • • • • • Et-J• 

News Agencies , Press Associat i ons El-4 

i; .,Pamphle t i~ ~., ,. J;; ..:- ..:l ~ ~ • , ~ ~ 0 ~ 12 
{primsTily ty sugges ~1 $~bjec ts - Agr i cult, ure ~ 
Art-£) At,omJ.,c, EnEn~gy , Commun1sm, ',Economioe, Edu
.c,atior! ~ Gcwex'nment' and Pol itiC's } Interfuttional 
Coopera ion~ Labor and Religion - with the 
following, ca tegories 1f volum~~.\larrants ) 

I.ocally~pl"'oduced , .£ 01" USIS ~ ' ~ "i" ,'., . 

USIS'=produced _ " ." C. ~ 0 •-~ ' :: (,.. ¢ ., ., o • I:li C 

Pilot Model 'S . . . 12-.3 

~PC-produced fo~ Pes. . . . . ~ " E2-4 
. 

produced by Oth~r ~osts (samples l , J 'J , . . E2-5 

Produced by Other Countrie~ . . . , . E2-6 o It •• 

Periodical s (p~ima~ily by suggested subject s - see E2; 
'wi h ""he fe_lowing ~-3.tegori s i f volume war rant s ) E.3 

Lo ::;al1y~prcduced fOl' USI S 

USIS~produc.ed C C#QO OQ 

http:USIS~produc.ed
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PRESS AND PUBLICATIONS (continued) E•• g ••• e.O •• COI 

RPC-produced for Post Q ••• O.O U"'$O ~ •• 

lfProblems of Communism" 
O~"'.ilQ O.O " •• $ . 

uther Sources ", •• o.ooo.q.~O."'OQOO 

Visual Material$ ., ooeQoO.OO .. O.(:!O O. OOG 

Photogr aphs ... ~ •• _titQOO···8,· . ;,..~ ..,G 

Negatives CI.gOOO.O •• ''' '''.Qq .~.,. 

Filmstrips OOQ" .U,ajl ••• O ';>" ·o •• I,) ~&O E4-3 
Pl.astic Plates 9~ •• O".,oo.O"' o _eoeo 

P4stic llilds E4-5 

Cartoons "G" . OQ •• O"".I,i)O".~"OQ"" 

O ."o()eoO.~~U9 00 .oo~", o E4-7 
Feature MateriaJ~ ~· . " • • t}OC" •• e . "w • • E5 

Features 

Nagazine Reprints ~ 0 0 a ~ ., ~ ~ <> ~. E5-2a • • $ Q 

Background Kits " .. 0 0 w • • • ., ... a " " • E5-30 0 0 

M;)nthJy Packets 
VOO O"O·~ "~I,), ~p'q,.oooo ES-4 

Distributi on Lists e y oo. u •• oc) ~•• te&QOOOO E6 


Fast New ~ GOO • • ~ q » ~ 0 · 0
• • 0 ~ • • 0 a o 

Pamphlets ou .. . o ••••••• ". 

Periodicals qfo}OO .O OQ O ••• O.~ 'UQ • • (l E6-3 

Visual Materia.ls . ~ 0 • ()o.t1~OQO~O~O • 0 • E6-4 

Feat.ure Materials ~oooo." ."o o o'" 0 0 "• 0 ('I 

Technical Equipment & Producti~ Requirements E70 0 0 o. 

Faper 0 ~ 0 , ... 0 " (.0 • • 0 0' 0, 0 0 Q 0 D 0 0 " • • 0 E7~1 

TL-27F (lO-1-55) 
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PBESS AND PUBLICATI ONS ( '~C"11\tinued j :}Q e.o cJ"eG o Ee •• Q O 

~upplies (DDt administrative) ? • • . .• 0 II 0 0 0 · . 
c .. • Q • • • • 0 Q 

Requisi tiO!l 	 for F..eproouct l on & Printed Material o • 0 

PROORAM EFFECTIVENESS AN I) EVAI,UA I ON o • • • • • • • 	 E8• 0 • \) 

RADI O AND TELEVISION ~ 'lOICE OF AMERICA & 0 	 Fo 0 00 . 

Flo 0 • 	 e • Q • • 0 ~ ~ 8 Q 0 • 0 

$ o • • o . e . ~ . o 

USIS lcCfl.:lJ..y Pr'oduced Pr'ogl"aIDS o c oo • • 0 0 00 • 

local Relays ~ f VOA 0 c (')( e I) 	 CI •• O O . Q •• e c 

• 0 e 0 Q 0 0 0 e • • • 0 Flc04 

F2~ • 0 ~ e o. 0 

VOA. P:r'ogram ~ • 0 0 • 0 0 Q • 0 0 • • 0 0 " . . . 
D'S!S Local1,y Produced Pro~s o ~ • • • • 

• " • t) 

I M8 F1l.ms foJ.(" T'l Use ~ 0 • 0 ~ 0 • 0 • 0 • • • $ Coo 

1iJ 1i4l • • 0. o eo o " . . " F3 

Relay Base OpeJ;at1on~ (file alpbabetical.l3' by Base t hen F40 

breE'.k: dov.m. by ~"Ubj t!!:~,~,* e . g o p frequency clearances p 

te~hD~cal equipment and supplies~ etco) . 

lIaOni'/;,oring Post Operations (rile alphabetirca.lly by P.ost 
t he'm !'leak dow by ubjQ;e'til4 e . g o teohnical equipment 
an,';' Buppliee ~ et.~; 0) 0 I • • • 0 • • • • • • • • • F5 

PJr'omotion and r ubli':;,itw 	 F60 • • • • • • • 0 

C'I ('I e $ • • F6-1 • • 0 0 

6 ' O('l · ~ •• C F&.2• • ~ • (! 0 

Progr am Booklets 0.00 •••••• 0 • • •• .., 08 0 

• I) I) • ~ • • ill • 
• QI Q 0 

~lis broad c1asslfi~ation does not exclude the rest of the classi= 
fication s.1stem where t he subj ects apply particularly th~ A se~ies o 

TL-27F ( O~1=55) 
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. . , 
RADIO AND TEIEVI SI ON: VOI CE OF Al-ERICA (continued) 

• • • 5 F 

Teclmical Equipment. and Supplies (excluding Relay . . . F7 
Base and Monitoring operat ions) 

Program Eff ectiveness and Eva.luation oc ••• q • • & F8 
(Audience mail, olippings, etc~ ) 

VOA Short Ha.'V-e Radi o Broo.dcasts ~4 Relays o • 	 F8-1 

USIS Local Badio Programs • • Q 0 0' v • " . 	 " . 
Televislon O(ilOOQ\t O O . Qo •• o ••• oe o. F8-; 

IDTlOO PICTURES " . . "' . "0· ···· . .. " ........ 0. G 


Program o 	 • • • • ~ • • • MO. ~ ~ ~ ~ ~ • • • • • • Gl 

Films i'.e.~ o\J . G . . . . ......... "'. e G2 


• • 0 • ~ • • • • ~ . ~By Title 	 . ... . . . . G2-1. 

Shipnent, - Transfer of ... ..	 G2-2009' .. ...... . 

~Requests . . . . . . . . . . . . . . . G2-3 

Disposal - Iiithdrai.rals .•..••• G2-4. o.o.~e 

F.ight s • ~ • ~ 0 00 a • ~ • • • • • 0 • • 0 G2-5 

Ca.talogue OOQ O O • • O· · o ···~ . 0. 0 G2-6• 

Dist .l"i ootion o 0 • • ". • • 0 0 ~ 0 e. • 0 • '" '. "$ '0 G2- 7 

Cinema Houses . .~ 

Technical Equipment and Supplies (mobile units etc ~ ) . ~ 

Invent..ory . 0 :; .:' 0 0 0 0 ~ • C) • • • • • • • • 0 G4-1 

Commerical Sources and. Outlets o • 0 " • • • • • • • 0 

Program Effectiveness & Evaluation (mail, clippjDgs etc.), G6 

Communist Reaction ~C OO • • • OO. Q O •• • • 

• • • • • 0) 

06-1 
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INFORMATION CENTER SERVICE 0 0000 0 c · . • 000 Qo oeB 

Requests for and Distribution, of Materials (break down• . 0 H1 
by type of 'mater~l requested if subject not pro~ 
vided and volume ~axTants) 

UBIS Libraries)) Informa.tion and/or Binational Centers E20 Q 

(arrange alpbabeticallJ" by ns.me ·of c1ty .'with 
further break down if volume w~ants), , 

Communit y Activities (break down 'under lectures, H2~10 • 0 

discussion groups and play readings if volume 
w8Z".f'ants ) . . 

Exhibi t s and Displays (arrange alphabetica1J.Y by name • H30 

of city with further break dOwn if volume warrants) 

Exhibits prepared at Post • H3-1o. 0 0 • 0 • 0 • e • • • 

Exhibits pre1~.red & Cir~ulated b.Y Washington 
• 0 H3-20 

• 0 

Art and Craft.s • 10-3 OGlOOO OOOOOo,,, ••• o,OO 

Scientif'i(.~ 0 0 000 000 000.00" ••• 00 IU-4o 

Music o 0 ¢ 0 0 0 (I 0 0 0 0 0 0 o. 0 • 0 0 • • • • • H4 

0 0000 0 , 0 00 0000000 ••• o• • B4-1 

Recomings o 0 o 0 0 o Q 0 0 o 0'0 • 0 o 0 • H4-2
• 0 

Published Music o 0 o 0 o 0 o 0 • 0 • o Q 0 • 
• . 0· . 

Rentam H4=40000 00 0 000 •• 0000 •• •• • 0 • 

English. Teaching P.ro~ o 0 0 . . . . . . • 0 i HSo • 0 • 

Materia.ls o c oo o 0 • • 0 o 0 • oo~ooo.o . 

Direct, Teaching o I) 000 0 O • 0 00 0 0 G O 0 • • " H5-2 

Sem:i.nars for Natlonal Teachara of' Engllsh (I 0 • • 

Englisn-by-r adio and Television o 0 0 0 00. 

English Certificate Progr~ 0 0 0 • • ~ • 0 0 0 0 • • H5-5 

Informs.tional 1'IJSdia Guaranty Progr-am co oooo~ 
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INFORMATION CENTER SERVICE (continued) • • • • • • H0 • • • • 0 

P.resentation PrOgram 0... II . ... ' ~ . . . .. .. H7 

Book Px-esentation ·.~ ••.•.. ,.. B7-1'.4!.t. .. .. . , . Wl.2 

Book Tra1U3lation Program; ' ..... ~ H8I't, . \I' • It • • 

&sic List •• • • 1r '. ~ .., . W-1II " 11\ , • 

Condensations • • 0 • .' • • t • • ~ • • • • • • • HS...2 

I300k Packets • • 0"." .'1.' •• ........ HB-3 


Promotional TechQiques o .••••• . • ' ~ ~ ~ . . .. . '" ~....4 

Program Eff~ctiveness and. E~ti~ H9 

5mCIAL, PROJECTS (orossing media ~esa.r).(t ~t, ,cove~d 'by ~ 0 ~ 
subject elasa.ification) 

Trade Fai:r13 (an.-a.nge a;lphabet1call1' ~ ,~ ot ~,.. Jl 
if' vol\iJD8 wari'tll'lts) , , , 
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C. Index 

A detailed ind~x bas been provided onit •• gui,de in t'1Ming the proper clus1tloat,1oDo 
The text of the c.la~9irication list ing itself must be C$retul.lJ' examined to detera1De 
itlS aPPf'Opl'iaten8sS before the fUe apbQl-18 ·"sip$do III .,.'0018 shoving aD 
aster!k (*) require l"ef'ere·tl~e to the clae.U1cat1on iJittea in or4er to c1etena1De 
eomplete ~la.IS$irl~a.tio>n" . 

Acco1lJl11ting ~ ~ '" <> <1 0 ., <> .. .. " ,. .. .. " Q0 <1 AS~0 

Agid.cw.tweJ 

pamphledt,s 0" '" .. " ;> . ., " .. " ~ • " • .. " " ~.. 
p8lriooiCiall5! '" c () '-' () .. .. • .. .. 13(J " " • .. .. 

ArY5.9. o1bje~tiw$15 iUId plmls " ' ,, .. 0 .. ,. .. .. ~';"lIt • 0 

Ar1i. p 

Gxnitd(:i~~ 0 ~. " ." 0 <> .~ c c '" .. ., ... <> .. " " 4 ~3""3 
pa.mptJLS'\l;!ll . 4' > " " " " <> '" " Q Q t> " ..... " 12
pa~-iMi©liliiil ~ G ". Q " 0 ' Q CO · " <> '" 0 .. .. " '" ... E3W 

At~© Enel\"U:1 
emi.bit&ll .. 0 " Q ." .. 'I 0 ." ., .. b .. 0 .. " l' .. 

p~pfulets~ .. ¢ " " " c ~ Q ~ " " " .. ~ " 0 " 

]peI."'iodi©alB • 0 " " " <)0 " 0 .. " " .. "Q 0 .. 'J 

Billlationa,l CeJlliers o· " 0 " to · " .. .. i> " " <I ,1'<t c 

BOOD 'I 

presen'tati on progr8ll " 0 " ... '" " 0 0 0 00 <> 

tl'anslatiClll:ll Fogram c"" ·~ " 0 ,. " .,. 0l> <I 

B'undget ~ :. .~ ~ C ' j1I 0 0 o;:rt ¢) (I e g.:J t1. Q 0 0 {I 0 0

Building ma1ntenan~e ~ 0 0 0 <1 0 <1 0 " 0 .. 0 .. ,. 

Cable¢. ' 
~101lIlD'1Uili~atlou 0 ., 0 " .0 0 0 0 .. .. .. 0 0 0 0 1.7=4 
!iiSV!lil (IPS,) " ., ., ' .. 0 0 0 <) _ .. 0 0 0 .. " 0 .. 0 11....'1 

C~tooM ., t' 'to a Q 0 0 0 .. 0 0 o· .. . 0 .... 0 .. 6 0 ~ 
CeMlOrship ., ., 0 0 0 .. 0 c- 0 .. 0 " 0 0 0 0 0 0 0 81 
Ci~ . HouseS! 0 0 0 0 ., <> 0 0._ Ii> o . " 0 . : .. . 0 .. o· J:> o· (1) 

~DitlM:te~ .. <J C " Q . -II " " ,.: i> . '0 ; . " 0.' . 0- 0 " '0 " , '0. _ c:l 0- ,0 ' A~ 
Communicatiollli!l Q . 0 '" -1> . <> 0 .0 -0 . '0 ' '" 0 b Q d . ., 0 ' 0 1.1-4 · 
COJIIIntmia;. 

mot.ion pi~t1Lire ' 1"ea<Clticl!l~ ': 0 ' 0 ...0 Q 0 · .,. ·.. .0 ~ " 
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