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FOREWORD

This Handbook has been prepared to serve as a gulde for
installing and maintaining the "Subject Numeric System of
Filing" in the Agency. 1Its purpose is to provide a standard
system for the orderly arrangement and maintenance of records.
The use of this standard system in the Agency will increase
the administrative usefulness of records; expedite the dis-
position of records when they are no longer needed; facilitate
the preservation of records having permanent value; and
simplify the training of employees.

The subjJects sppearing in the."Subject List" of this
Handbook are predominsntly administrative in nature. This
has been done deliberately in the belief that the Handbook
cen be used "as 1s" for administrative or nontechnical files.

For those elements in the Agency having use, or need for
a more technical "Subject List" than is provided in this Hand-

book the Records Management Division, Management Staff, is pre-

pared to assist in adapting or modifying the procedures or
"Subject List" outlined to fit the specific requirements of
such elements. '

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

L. K. WHITE
Deputy Director
(Administration)

DISTRIBUTION: AB
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HARDBOOK FOR SUBJECT FILING
SECTION I

INTRODUCTION

1. SCOPE

The Standard File Classification System and the attendant pro-
cedures described herein are prescribed for use in filing and
maintaining correspondence records of the Central Intelligence
Agency. Although the system is designed to permit a certain
amount of flexibility to meet the specific requirements of
various offices, it is essential that the besic pattern pro-
vided herein be followed carefully if an adequate degree of
standardization 1is to be maintained. Further subdivision of
any of the subjects listed is permissible to provide for the
necessary detail which may be required by some offices. "Case"
or "project" files may be established under any subject as
required. In addition, the Clandestine Services is exempt
from the provisions of this Handbook to the extent dictated by
its internal special requireuments.

2. RESPONSIBILITIES

The Records Management Division, Management Staff and desig-
nated Area Records Officers throughout the Agency have tech-
nical custody and responsibility for the proper malntenance
and disposition of official records of the Agency. The Re-
cords Management Division will furnish to offices maintaining
official records all assistance possible in the establishment
of their files, including procedures for maintenance, servic-
ing, and retirement of the records.

3. DEFINITIONS

a. OFFICIAL RECORD COPY
The original or copy of a letter, document, report, etc.,
which is maintained in a designated "Official File Station”
for documentation purposes and which is distinguished from
other copies of the same document, in the same organiza-

tional element, by the fact that such other copies merely
serve as temporary working papers, "convenience" files, etc.

1l
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be OFFICIAL FILE

Each file containing official record copies shall
constitute an "official file" and should include the

original incoming communication and the initialed yellow

copies of outgoing and interoffice correspondences
original or action copies of reports, executed forms,

maps, phetographs, and other documentary meterial, The

official record copies shall not be maintained in any
organizational unit not specifically designated as an
Official File Station,

Reference material consisting of printed or duplicated
copies of publications, extra copies of communications
used as reading files, and other material considered as

temporary working papers is not included in the definition
of official records, Such nonrecord material shall not be

interfiled with official records.
Ce CFFICIAL FILE STATIONS

The term "Official File Station" shall be construed to

mnean any specifically designated organizational element of
the Central Intelligence Agency where the official record
copies of correspondence and other documents are maintained,
The physical location of an Official File Station shall be
determined by the head of such organizational element, with

technical advice from Records Management Division,

de CLASSIFY, CLASSIFIED, AND CLASSIFICATION

As used in this Handbook and in filing operations, these
terms refer to the subject or file designation of records
and not to defense classifications: "“IOP SECRET," "SECRET,"

or "CONFIDENTIAL,"

2
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SECTION I1I
TYPES OF FILES

i, SUBJECT FILES

Subject Files are considered to be those types of paper
records which ordinarily include correspondence, reports,

and other documents which may be classified and filed under
all or many of the subject categories included in the File
Classification Guide, The general subject material is dis-
tinguished from that which is ordinarily identified as "case'
or M"project" files as described in the next paragraph,

5, CASE OR PROJECT FILES

A case or project file is described as a file comprised of
material relating to a specific action, transaction, person,
organization, location or thing, yet may cover one or many
subjects pertaining to the specific case or project. Types
of case or project files may include voucher files, contracts,
loan cases, construction projects,leases, litigation cases,
and many others., Case or project files may be included as a
part of the subject files or they may be located physically
apart from such {iles, As a gemeral rule tne volume of tnese
records and the use made of them should dictate their arrange-
ment,

6. ALPHABETICAL NAME INDEX

The Alphabetical Name Index is a finding medium through which -
correspondence and other documents filed by subject may be
located when the available information is the name of the cor-
respondent, the name of the author of a document, or the name
of an individual or organization referred to in correspondence
or documents. It is not always necessary or advisable to es-
tablish a name index to the subject file, Therefore, careful
consideration should be given to the actual need for such an
index before establishing one. In other words, the Alphabetical
Name Index should not be established at any Official File Sta-
tion if:

a. The quantity of material filed by subject is so small that
no difficulty will be encountered in locating it by subject;

3
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b, 'The type of records filed is susceptible to an alpha-
betical arrangement by names within the subject files;
or

c. The type of material can be located easily by case or
project symbol, number, or other means of identification,
without the aid of an alphabetical index,

If the Alphabetical Name Index is used it should be composed
of extra copies (normally pink tissues) of outgoing corres-
pondence, and Forms No, 36-150 or 36-150A4 (to be redesignated
as Forms No, 135 and 135a) s "Correspondence Cross Reference,"
Paragraph 12c describes the arrangement of folders and guides
for the Alphabetical Name Index,

k
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SECTION III
STANDAKD FIIE

CLASSIFICATION SYSTEM

7« DESCRIPTION

The file classification system adopted for use in the Cenw-
tral Intelligence Agency is known as the "Subject=Numeric
System of Classifying and Filing," This system is an
adaptation of both the simple subject and numerical coding
systems, It retains the simplicity of the alphabetical
arrangement of subject titles, brings together related sub=-
jects, and provides file designations consisting of a com=
bination of descriptive subject titles with related subjects
organized as subdivisions of the primary subjects, The sub=-
divisions of the primary subjects are assigned Arabic numer-
als to reduce time and effort in marking material for filing
and to make it easy to memorige the filing designations.

8o FILE CLASSIFICATION GUIDE

The File Classification Guide contained in Part Two of this
Handbook is divided into two parts, as follows:

as A Subject List consisting of a group of alphabetically
arranged primary subject titles with their related sec-
ondary and suggested tertiary subdivisions,

be A Subject Index consisting of an alphabetical listing of
all of the subject titles and other appropriate references,
It serves the same purpose as an index to a book.

9« CLASSIFYING PAPERS FOR FILING

The process of classifying involves the analysis of correspond-

ence or other documents to determine the subject by which they

should be filed, and the placing of file des1gnat10ns on material
to show where 1t should be placed in the file,

a, IMPORTANCE OF THE PROCESS

Papers received for classifying and filing may cover a wide
variety of subjects, Also a number of papers involving one

5
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particular subject may be intermingled with those of other
subjects. The file classification system 1s designed so
that all of the papers on related subjects will be consist-
ently and logically brought together in the files. How-
ever, sound judgment and careful attention must be given to
the procedures which follow if the classification process
is to be accomplished satisfactorily. THE ABILITY TO
LOCATE PAPERS PROMPTLY AFTER THEY ARE FILED DEPENDS LARGELY
UPON THE CARE USED WHEN CLASSIFYING MATERIAL BEFORE IT IS
FILED,

METHOD OF CLASSIFYING

The following are the normal procedures to follow when
classifying material for filing.

(1) Read and analyze the correspondence or other material
to determine the most outstanding or prominent sub-
Ject; that is, the subject by which the papers will
most likely be requested.

(2) 8elect the proper file designstion by referring
directly to the Subject Liet or Index of the File
Classification Guide, in the following wanner: (a)
determine the appropriate primary subject category,
such as TRAVEL, PERSONNEL, etc., for example, a let-
ter concerning recruitment of personnel would fall
under the primary subject PERSONNEL; (b) select the
appropriate subdivision, if any, under the primary
subject, for exsmple, a letter concerned with budget
estimates would be classified by the secondary subject
Budget Estimates, a subdivision of the primary subject
APPROPRIATIONS. Similar reasoning is applicable for
the selection of tertiary subjects.

If no appropriate subdivisions of the primary subject
have been provided, the primary subject itself is used
ags the file designation.

(3) Stamp or write the file designation in the upper right
corner of the Subject File copy (yellow tissue), as
shown in Exhibit A or in the same position on any in-
coming correspondence which did not require a reply.
The file designation consists of the full primary sub-
Ject title followed by the Arabic numeral or numerals

6
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(L)

representing the subdivision of the primary sub-
ject, Tor example: The file designation ACCOUNT=
ING 1 denotes the proper file classification for
material to be filed under the primary subject
ACCOUNTING, and the secondary subdivision Accounts
Current,

Marik the Alphabetical Name Index Copies (if the index
is being employed) at the same t the file designa-
tion is placed on the Subject File copy, by placing
the same file designation by which the subject copy is
to be filed, in the upper right cornmer of the pink
copy as shown in Exhibit B, This file designation will
indicate where the material is located in the Subject
File, Also after the file designations are placed on
the file copies, the name, title, etc,, under which
the Name Index copies are to be filed should be under-
scored on swh copies, The following are examples of
how the papers should be markeds

(a) Correspondence addressed to private individuals
should be filed by the last name of the individe
ual addressed, Example of marking:

Mrs, Mary Brown
1220 Ivy Street
Seattle 5, Washington

(b) Correspondence addressed to officials of commercial
concerns should be filed under the name of the

company or organization, Example of marking:

x

Mr, John Doe, Manager
American Machine Corporation
Chicago 12, Illinois

(¢) Correspondence addiessed to officials within the
Agency should be filed under the name of the
principal organizational wnit addressed, disregard-
ing suwch temms as "Office of," Example of markings

MEMORANDUM FOR: Special Assistant, Deputy Director

(Administration)

7

Approved For Release CONSSIRRFTEREIA-RDP74-00005R000200020001-0

25X1



25X1

Approved For Release 2002/08/23 : CIA-RDP74-00005R000200020001-0

CUEE——

RECORDS
16 December 195

(d) Correspondence addressed to individuals in

other Federal agencies should be filed under
the name of the agency, Example of marking:

X
Mr. Joseph Black
Chief, AeronauticsOffice
Department of Commerce
Washington 25, D. C.

(5) Indicate the cross references to be prepared in the
following manner:

(6)

(a) For the Subject Files, If the material being

(b)

classified 1nvolVes more than one subject by
which it is likely to be requested, or a single
subject with more than one interpretation,

select the file designation for the additional
subject(s) and stamp or write it immediately
below the file designation already shown for the
main, most prominent subject. In such instances,
a cross mark "X" should be placed at the left of
the file designation to indicate that a cross
reference is required, as follows:

~ RECORDS 4
X COMMUNICATIONS 2

For the Alphabetical Name Index, If the
Alphabetical Name Index copy is to be filed in

the Name Index by the name of an organization,
indicate, by placing a cross mark "x" above the
first letter of the last name of the individual
addressed, that a cross reference is to be made
for filing by the name of the individual, Like-
wise, indicate cross references to be preparad
for any names of persons or organizations referred
to in the body of the correspondence or document,

Note earlier material to be brought forward and consol=-

idated with later correspondence. If an indication of
earlier correspondence or documents is discovered, this
fact should be noted on the correspondence to 1ndlcatc
that the earlier material should be removed from the

8
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file and consolidated with the material of the
later date, See paragraph 10b for instructions
regarding preparation of Form No, 36-151 (to be
redesignated as Form No. 232), Correspondence Con-
tinuity Reference,

c. HELPFUL HINTS TO THE CLASSIFIER

(1) While some analytical ability is desirable, the

(2)

(3)

(L)

(5)

knack of noticing essential key phrases and ideas

in correspondence helps to select correct file des=-
ignations, However, if the subject cannot be easily
determined, it is helpful to consider the correspond-
ence in thls lights "Why was it written?" or "What
reason was there that prompted the writer to write
it?" Usually it will be found that the purpose for
writing suggests the subject under which it should be
filed,

It is helpful at times to refer to previous correspond=
ence already on file to verify a tentatively selected
file designation.

In unusual cases the subject of correspondence is so
vague that it is difficult to determine the proper file
designation, In such cases, there need be no hesitancy
in going to the dictator .or other authoritative sources
to obtain a sufficiently clearer conception of the
subject matter, so that the material may be properly
classified.s This extra effort will permit more accu-
rate filing and facilitate finding the material,

The subject line frequently appearing above the body
of correspondence should not be relied on too heavily
in determining the subject under which the correspond-
ence should be filed, It may be vague, misleading,

or even remote from the real subject of correspondence
concerned,

Persons responsible for classifying and filing records
should study the organizational and functional struc
ture of the Agency and keep currently informed regard-
ing policies, procedures, programs, and projects. Such
knowledge is essential to the selection of correct file
designations,

9
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SECTION IV

CROSS REFERENCES

10, WHEN AND HOW TO PREPARE CROSS REFERENCES

The use of appropriate cross references in the file or index _
can be an invaluable aid in locating material quickly when S
needed, Care should be taken, however, to avoid making and

filing unnecessary cross references which will consume time

in preparation and space in the files, The following are

normal conditions under which cross references should be made.

a8 WHEN MORE THAN ONE SUBJECT IS INVOLVED

For those documents which cover more than one subject as
indicated in paragraph 9b(5) an extra copy of the doce
ument, if available, should be used or Form No, 36=150

or 36-150A, Correspondence Cross Reference, should be pre-
pared, as shown in Exhibit C.

b, TO CONSOLIDATE RELATED MATERIAL

When it is necessary to bring forward earlier correspond~
ence or documents and consolidate it with subsequent
material as explained in paragraph 9b(6) Form No. 36-151,
Correspondence Continuity Reference, as shown in Exhibit D,
should be prepared,

ce TO PROVIDE ALPHABETICAL NAME REFERENCES

When incoming letters are filed without replies, or extra

coples of correspondence are not available for filing in

the Alphabetical Name Index, name references should be

made on Form No, 36-150 or 36-150A, Also, such references -
may be prepared for names of individuals or organizations

referred to in the body of the correspondence,

10
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SECTION V

FILING THE RECORDS

11, ASSEMBLING THE PAPERS FOR FILING

After correspondence and documents are marked with the
correct filing designation, they should be properly assem-
bled preparatory to filing, Each unit of material con-
sisting of two or more papers relating to a particular trans-
action should be arranged in chronological order with the
latest date on top. Such papers should be fastened together
with staples in both upper corners of the assembly, or with
prong fasteners if the unit of material is too thick for
staples,

12, FOLDERS AND GUIDE ARRANGEMENT

The orderly appearance and efficiency of any file depends to

a large extent upon the careful preparation, use, and arrange=-
ment of folders and guides in the file drawer, Folders are
necessary to keep related papers together and in order,

Guides serve as "sign posts" to help speed up filing and find-
ing operations. The incorrect use of either folders or guides
will retard, rather than aid, these operations, To provide
for uniformity as to types of folders and guides and their
arrangement, the following standards should be adhered to, as
far as practicable:

a. GENERAL SUBJECT FIIE
(1) Folders and File Designations
Kraft folders, ll-point weight, square-cut, with

reinforced tabs meet requirements for the Subject Files,
Such folders should be prepared for only those subject

titles for which there is a definite current or antici-

pated need, If there is 1little or no need for the use
of subdivisions of some of the primary subjects, folde
ers for those subdivisions should not be placed in the
files, If an occasional piece of correspondence is
clasgified under a secondary or tertiary subject, the

material should be placed in the primary subject folder.

11
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be

(2)

(3)

When a primary subject folder contains ten or

more file units with the same secondary or ter-
tiary designation, a separate folder should be pre=
pared for the material,

File designations may be typed directly on the
folder tabs if a long-carriage typewriter is availe
able, If such a typewriter is not available, gummed
labels may be used, In either case the file des-
ignations (whether typed directly on folders or
labels) for any primary or secondary subjects con-
tained in the File Classification Guide should be
placed uniformly on the folcer tab beginning one=-
half inch from the left, Labels or file designations
for case or project files established within the
Subject File, should be placed in the center of the
folder, See Exhibit E, for an illustration of the
correct method of preparing and placing file des-
ignations on folders,

Guides

Pressboard Guides, with metal angular tabs, one-third
cut, should be used in the Subject Files, Tabs will
be used in the following manner: SECOND position for
all primary subjects; and THIRD position for secondary
subjects, See Exhibit E, for illustration of proper
arrangement of guides and the correct method of writing
file designations on guide inserts,

Arrangement Within the File Cabinets

Folders and guides should be arranged in the file
drawer in the exact sequence in which the primary and
secondary subjects appear in the File Classification
Guide, starting from the front of the drawer, with the
guides preceding the related folders. The sequence
of the drawers should be from top to bottom of the
cabinet, ‘

CASE OR PROJECT FILES

Kraft folders, ll=point weight, square-cut, reinforced tabs,
with fasteners may be used for case or project files, but
their arrangement may vary according to types, Case or
project files may be established within the Subject Files

12
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or physically separated depending upon the type and spe-
cific reference needs of the organizational element.

c. ALPHABETICAL NAME INDEX
(1) Folders and Guides

The same type of folder and guide described for use
in the Subject Files should be used for the Alphabet-
ical Name Index. Alphabetical captions may be typed
directly on the folders, or labels may be used if a
suitable typewriter with large type is not available
for typing on the folder. If it is difficult to
determine in advance how large the index will be, it
is advisable to start first with a folder for each
letter of the alphabet and make folders for subdivi-
sions of these letters as the file grows. Special
folders for common names, such as "Smith," "Brown,"
"Adams," etc., and names of organizations or indi-
viduals with which the organization has frequent
correspondence may be made as required.

(2) Rules for Alphabetic Filing

Exhibit F, is a complete set of rules for alphabetic
filing. All persons having the responsibility for
filing records should thoroughly familiarize them-
selves with these rules, so that, regardless of who
does the filing there will be consistency in the
arrangement of the index reference.

13. PLACING MATERIAL IN THE FILES

After material to be filed has been classified and warked for
filing, the papers should be segregated as to types of files
preparstory to actually placing them in the files. For exam-
ple, Subject File material should be arranged alphabetically
by the primary subject categories appearing on the documents.
Index references for the Alphabetical Name Index should be
arranged in alphabetical order before proceeding with the fil-
ing operation.

a. ARRANGEMENT WITHIN THE FOLDER
When filing the material, place each assembly within the

13
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proper folder with the left edge of the papers down,
Units of material for filing should be arranged in
the folder in chronological order with the latest
date forward, unless a different arrangement will
facilitate its use. All material should be filed
loose in the folders except for case or project mate-
rial which should be fastened to the folder,

Folders should not be overfilled, Three-=quarters of
an inch is the normal capacity of a folder, When the
capacity of the folder has been reached, additional
material on the same subject or case should be placed
in another folder and arranged with the folder contain=
ing the more current records in front, The inclusive
dates of the material should be shown on the tab of
each of the earlier folders in this manner:

1 January 195k = 31 March 195L

When the new folder is started, the beginning date
should be indicated on the tab in this mannere

1 April 5L =
b, BREAKING DOWN VOLUMINOUS CASE OR PROJECT FILES

The amount of material accumulating in connection with
a single case or project may become too voluminous for
filing in one folder. Rather than file the papers per-
taining to the project or case in two or more folders,
chronological the reference use of the material come
prising %Ee complete case may be facilitated by dividing
the material into several action phases of the case and
filing it in separate folders under the project or case
designation. A voluminous single project requires too
many individual folders to afford easy reference to the
material if filed in straight chronological order from
the date of the first document to the latest,

1, FILE "CUT-OFF" PERIODS AND RETIREMENT
The periodic termination of filing in a series of records at
a predetermined time and the starting of a new series of

records of the same type with current material is termed a "cut-
off" procedure, The purpose of applying a cuteoff procedure is to

14
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facilitate retirement of the older records. To identify the
cut-off period the filing yeasr should be entered on the right
side of the folder tab. (See Exhibit D.)

Cut-off periods, such as "l year of accumulation,” "Remove
from current file upon completion of transaction,” should be
established for each file series in order to prevent the ac-
cumulation of files beyond the actusl current needs. The cut-
off files may then be retained for an established holding
period bvefore retirement to the Records Center. During this
holding period, material from the cut-off file(s) which be-
comes necessary for current operations may be brought forward
and interfiled with the material in the current file.

After expiration of the established holding period, the re-
maining cut-off portion of the flile should be transferred to
the Records Center. When material is withdrawn from the cut-
off portion of a file for continued action, Form No. 36-151,
Correspondence Continuity Reference, should be placed in the
cut-off file. This will identify the material brought for-
ward and indicate the filing location in the current file.

The above cut-off and retirement procedure is prescribed in

order that office space and equipment requirements will be
held to a minimum.

15
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SECTION VI

FINDING AND CHARGING=-OUT
THE RECORDS

15, GENERAL

The primary purpose of any filing system is to provide an
orderly method of arranging and putting documents away so
that they may be produced quickly when needed, Therefore,
the successful operation of any system depends upon the
ability to locate records promptly. In this connection,
the following procedures and techniques are given, which if
followed by the searcher, will contribute to the efficient
operation of the file system,

16, FINDING THE RECORDS
a. RECEIVING THE REQUEST

The person receiving the request for the file should
endeavor to obtain as much information as possible from
the requester to enable the searcher to identify the
needed record, The amount of information required to
locate a specific file will depend upon the type of file
requested, For most general correspondence files the
subject matter and date of the material is most important,
However, the name of any individuals, companies, organiza-
tions, agencies, etc., identified with the correspondence
will assist in making the search,

be MAKING THE SEARCH

As a general rule, material iin the Subject File may be
located by going directly to that file, if the requester
has supplied adequate information regarding the subject

of the material. If the searcher is not sure of the

file designation by which the records may be found, he
should consult the File Classification Guide before going
to the file, If only name references are given, or if the
subject information is not adequate, the searcher should
refer to the Alphabetical Name Index (if one is being used)
to determine the location of the record in the subject file,

16
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‘17,

Because of the numerous types of project or case files,
and since they are more easily identified and located
than general subject material, no specific suggestions
are given concerning the searching for such records,

If the material requested camnot be found in the files,
a search should be made of any unfiled records,

CHARGING-OUT THE RECORDS

To ensure proper use of records, to prevent their loss and
misplacement and to keep informed at all times of the
location of records, it is necessary to maintain control of
all material withdrawn from the files, This control is
accomplished through a charge-out system, Individuals to
whom records have been charged should be held responsible for
their custody and prompt return after the records have served
their purpose,

8

REMOVING INDIVIDUAL RECORDS FROM THE SUBJECT FILE

Form Noe 36=271 (to be redesignated as Form No, 225),
File Backing Sheet, should be attached to records removed
from this file, These File Backing Sheets will provide

a substantial base, protect the record(s) and distin=-
guish the material from other papers, This form has a
distinctive blue color and measures 8" x 115", (See Ex-
hibit I.)

Form No. 36=270 (to be redesignated as Form No, 22L),
Correspondence Charge-Out. (see Exhibit G), should be
filled in and placed in the folder in an uprlght position
in the exact location from which the record(s) were re-
moved,

Uoon return of the charged record(s), Form No., 36=270,
Correspondence Charge~Qut, should be removed and canceled
and the record together with Form No. 36=-271, File Backing
Sheet, attached should be placed in the file,

REMOVING CASE FILES
Case files are always charged out in their entirety.
Entire folders are removed and delivered to the requester,

Upon such removal, f£ill in Form No, 36=152 (to be re-
designated as Form No, 119), Case File Charge-Out Card,

17
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Ce

as shown in Exhibit H, and file in an upright position
in the exact place from which the folder was removed,
When this charged folder is returned to the files, the
Charge~Out Card is canceled and placed horizontally in
the folder, This will eliminate the necessity of pre=
paring a new Charge=0Out Card each time the same case
file is withdrawm,

CHECKING THE FILES FOR CHARGED RECORDS

The files should be inspected regularly to ensure the
return of charged records, The charge~out forms when
placed in an upright position are taller than other ma=
terial in the files and can be distinguished readily by
a casual inspection, When such inspections reveal that
material has not been returned, assure that the material
is still in use,

18
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10 December 1954

Mr. John Doe, Manager
American Machine Corporation
Chicage 12, Iliinois

Dear Mr. Doe:

Exhibite A and B are included herein to represent
coples of correspondence properly classified and merked
for filing. Exhibit A shows the placement of the file
designation in the upper right corner of the Subject File
copy {yellow), including the correct method of indicating
what cross references should be made.

Exhidbit B shows where to place the file designation
on the Alphabetical Neme Index copy (pink) as well as
how to underscore the appropriate name references for the
Neme Index.

You will find the detailed procedures for classify-
ing and marking correspondence explained in parsgraph 9
of the general instructions.

Very truly yours,

ROBERT R. BROWN
Deputy Director

Distribution:
Orig. - Addressee
1 - Comptroller

1 - OIR
1 - Official
1 - Nawe Index

MS/RMD/PKKelly:abe (9 December 1954)
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10 December 195k

Mr. Jobn Doe, Manager

American Machine Corporation
Chicago 12, Illinois ?
T

S ¢
Dear Mr. Doe: NAMmEg ‘No:z,;‘: Fit
A, N,

Exhibits A and B are included herein to represent
copies of correspondence properly classified and merked
for £iling, Exhibit A shows the placement of -the file
deeignation in the upper right corner of the Subject File
copy (yellow), including the correct method of indicating
vhat cross references sghould be mede.

Exhibit B shows where to place the file designation
on the Alphsbetical Name Index copy (pink) as well as
how to underscore the sppropriate neme references for the
Name Index.

You will find the detailed procedures for classify-
ing and marking correspondence explsined in paragraph 9
of the general instructiong.

Very truly yours,

ROBERT R. BROWN
Deputy Director

Distribution:

Qrig. - Addressee
- Comptroller
-~ OIR
- Official
- Neme Index

1
1
1
1

MS/RMD/PKKelly:sbce (9 December 1954)
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| e pate: 1 July 53
INDEX:  COMMUNICATIONS 2
TO: American Machine Corp., Chicagoe, I11,
John Dee, Manager
FROM: TRobert R, Brown, Deputy Director
SUMMARY: Procedure for clessifying and marking correspondence for
£iling.

FILED: RECORDS 3
INDEXER: LMN

REMARKS:

CORRESPONDENCE CROSS REFERENCE -

[ty

o

m{HIIBI'T c
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cuassiFicATIoN
- USE THESE CAPTIONS TO IDENTIFY THE FILE
THAT IS BEING BROUGHT FORWARD FOR CON-
o SOLIDATION WITH MATERIAL OF A LATER DATE.
FRow: FILE THIS FORM IN PLACE OF THE MATERIAL <,
BEING BROUGHT FORWARD.
SUAARY S .
'2'~=‘ R
7 srouent FO8
ﬁx s IeATIO" USE THESE CAPTIONS TO SHOW WHERE THE ~,
2 CONSOLIDATED PAPERS ARE NOW LOCATED IN
: DATE! THE FILE. ‘
0%
FROW:
(38}

EXHIBIT D
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ARRANGEMENT OF FOLDERS, GUIDES AND LABELS
LABELS FOR STANDARD
FILE DESIGNATIONS
APPROPRIATIONS 2-1 1953
EXHIBITS
| , APPROFRIATIONS 2 1953 LABELS FOR CASE FILES
' BUDGET ESTIMATES €82 BUDGET ESTIMATES | OR DETAIL SUBJECTS
APPROPRIATIONS 1 ,953
ALLOTMENTS (OFFICE D)
; ; APPROPRIATIONS 1 1953
| - ALLOTMENTS (OFFICE ©)
APPROPRIATIONS 1 1953
ALLOTMENTS (OFFICE B)
APPROPRIATIONS 1 1953
ALLOTMENTS (OFFICE A)
APPROPRIATIONS 1
ALLOTMENTS .
APPROPRIATIONS 1953
o A% APPROPRIATIONS
ACCOUNTING 2-1 1953
PER DIEM
ACCOUNTING 2
ACCOUNTING 1 (FIELD STATION X) 1953
ACCOUNTS CURRENT
J ACCOUNTING 1 1953 SECONDARY SUBJECTS
" N ACCOUNTS CURRENT 3RD POSITION GUIDES
-’
("ACCOUNTS CORRENT)
L) -
ACCOUNTING 1953 l
ACCOUNTING
PRIMARY SUBJECTS
2ND POSITION GUIDE
EXHIBIT E
-
23
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RULES FOR ALPHABETIC FILING

There are three steps in alphibe;ic name filing:

Determine the indexing form of the name--files as written, surname
transposed, articles to be disregarded, etc.

Determine the filing units in the name.

Consider the filing units in turn, determining the arrangement of
the material in strict alphabetic order.

Some of the rules for alphabetic filing, therefore, are concerned
with determining the filing order of the name; some with the
determination of filing units; and others with the alphabetic
arrangement of those units,

In filing by names of individuals the surname is the first unit,
the first name or initial is the second unit, the second name or
initial is the third unit, and so on for any additional names
or initials the person may have.

A fundamental rule of filing is "nothing comes before something."
Thus a surname without given name or initial precedes the same
surname with a given name or initial; also a surname with a glven
name precedes the same surname and same given name with an initial.

Indexing Order
Name as Written Unit 1 Unit 2 | Unit 3 | Unit 4
Richard Johnson Johnson Richard
Jones Jones
J. Jones Jones J.
J. A. Jones Jones J. A.
J. Allen Jones Jones J. Allen
James Jones Jones James
James A, Jones Jones James A,
James Abbott Jones Jones James Abbott
James Allen K. Jones Jones: James Allen K.
Ernest K. Jordan Jordan Ernest K.

This example illustrates the alphabetic arrangement considering
firgt the first units, then when the first units are the same,

the second units are considered; when the second units are also
the same, the third unit is considered, etc. However, where it is
known that the material is on the same individual whether written
with initials or given names, it is filed together. Thus, if

J. Jones, J. A. Jones, and James A. Jones is the same individual,
material is filed together under his most common method of writing

his name. The usual methods for writing the name is

First given name
Middle initial
Surname

Prefixes such ae d'; D', de, De, De La, di, du, Fitz, la, Le,
M', Mac, Mc,.0', Van, Von, Van der, Von 33?1 are considered as
Part of élther the glven name or surname to which they are
prefixed, and are arranged in strict alphabetical order.

Filing Order

Name as Written Unit 1 Unit 2
Alice Delaney Delaney Alice

Andrew De Laney De Laney Andrew
Michael D'Fao D'Fao Michael

John FitzSimmons
Robert MacAlister
Charles McCarthy
Hugh O0'Neill
FitzHugh Peters
Susan St, John
Albert Vandegriff
Ronald Van de Griff

FitzSimmons John
MacAlister Robert

McCarthy Charles
O'Neill Hugh
Peters FitzHugh
St. John Susan

Vandegrif?f Albert
Van de Griff| Ronald

EXHIBIT F (
2k

Page 1)
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RULES FOR ALPHABETIC FILING-Continued

Abbreviations of names are filed as though spelled in full.

Name as Written Filing Order
Unit 1 Unit 2
Wm. Jones Jones William
Jas. Miller Miller James
Chas. Smith ; Snmith Charles
Theo, Williams Williams Theodore
Jno, Young Young John

The abbreviation for Saint, St., is filed as though spelled out.

St. Louis Athletic Club Filed Saint Louis Athletic Club.

Titles guch as Dr,, Mrs.,, Miss,, Prof., Col., Director, Supt.,
and abbreviations, such as Jr., Sr., 2nd, may be placed in
parentheses after the name, but are disregarded in filing. X
However;, if there are two names in which the surname and given
names are identical except that one is Jr., and the other Br..
these designations are considered in filing. Foreign and
religious titles, such as, Duke of Argyll, Sister Mary, etc.,
are filed as written.

Example: [Jones, J. A. (Dr.l

The legal name of a married woman, where known, is used for
filing purposes rather than her husband's name. Mrg, is placed

in parentheses after the name, but is not considered in fili
Correct File Incorrect File

Mary Elizabeth Brown (Nrs.) J. E. Brown (Mrs.)

Mary J. Brown (Nrs.) and {not John E. Brown (Mrs.)

Mary Jones Brown (Mrs.,)

When the full names of two or more individuals are identical,
they may be identified and arranged according to age, color,
gex, etc, If these factors are unknown, they are arranged by
the alphabetic order of the cities in the addresses.

Names of firms and institutions are filed alphabetically as
written when they do not contain the full name of an
individual.

Filing Order
Jones Foundry Company Unit 1 Unit 2 Unit 3
Jones Poundry Company

Firm names or titles of institutions containing the full name
of an individual are filed in the following order:

a, Surname
b. Given names or initials
¢. Remainder of firm name or title

Filing Order
Unit 1| Unit 2 Unit 3 Unit 4 | Unit 5
Marshall Field
and Company Field| Marshall|(and) Company
James A. Jones
Foundry Company| Jones | James A, Foundry| Company

When it is not clear whether the names are the given name and
surname of a single individual or-the surnames of two individuals,
the material is filed as though the names were of two persons,

and cross-referenced under the second name.

Barton Adams Advertising Agency

File: Barton Adams Advertising Agency
Cross reference: Adams, Barton, Advertising Agency.

EXHIBIT F (Page 2)
- 25
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RULES FOR ALPHABETIC FILING-Continued

10,

11,

12.

13.

14.

15.

16,

Names of firms or titles of institutions containing numerals
are filed as though the numbers were spelled out.

The 13 Club filed Thirteen Club (The).

Hyphenated names of 1nd1viduils are treated as one unit in
filing. ;

Name as Written | Filing Order

Unit 1 Unit 2

Sir Henry Campbell-Bannerman | Campbell-Bannerman| Henry (Sir)
David Lloyd-George Lloyd-George David

Hyphenated firm names and titles are treated as separate words.

Filing Order

Unit 1 Unit 2 Unit 3

Henson-Hendrix Company Henson Hendrix Company

ﬁames which may be spelled a5 one word or two words are filed
as one word.

Filing Order

Unit 1 Unit 2 Unit 3

Interstate Insurance Co.
Inter State Produce, Inc.

Interstate Insurance Company
Inter State | Produce Inec.

Apostrophe and 8, indicating singular possessive, 1is not
considered in filing. S and _apostrophe, indicating plural
possessive, i3 considered in filing.

Filing Order

)

Name as Written

" Unit 1

Unit 2

Unit 3

Anderson's Candy Shop

The Boy's Companion

\nderson's

4
Charles A, Anderson Anderson

I

):

Boys' Club

!g¥;s

Candy
Charles
Companion
Club

Shop
A,
(The)

Articles, prepositions, and conjunctions, sBuch as and, for,
in, of, and the, do not affect the order‘of filing.
is included as part of the title i1t is placed in parentheses;
if it is the initial word, it is placed at the end of the

title.

When the

Filing Order

Nane as Written

Unit 1

Unit 2| Unit 3 Unit 4

The Clark Company Clark

The James B, Clark Company
Edward Cole

Cole and Sons Hardware Co,
League of Nations

League of Women Voters

Max the Hatter

Clark
Cole

Cole (and)
League (of)
League (of)
Max (the)

Company | (The)

James B.
Edward

Company (The)

Sons Hardware|Company

Nations

Women Voters

Hatter

The words brothers, company, incorporated, limited, son, and sons,
and their abbreviations are considered in filing, and when
abbreviated, are filed as though spelled out,

Jones Brothers
Jones Company
Jones; Incorporated
Jones, Limited

EXHIBIT F (Page 3)
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RECORDS

RULES FOR ALPHABETIC FILING-Continued

17.

18,

19,

20,

21,

22,

23.

Compound geographic names are considered as two words; prefixes
to geographic names are considered as one word,

Filing Order
Unit 1 Unit 2 Unit 3 Unit 4

New York Publishing Company| New York Publishing| Company
South Carolina Utilities South |Carolina | Utilities

Name as Written

When the names of two or more businesses are ldentical, they may
be filed alphabetically by the names of the cities in which they
are located, if such separation is desirable.

General Electric Company, Pittsburgh
General Electric Company, Schenectady

An abbreviation in a firm name is filed as if the name were
written in full where name is known.

G. E. Co. filed General Electric Company

A foreign title or article in a firm name is considered as a
separate filing unit.

Filing Order

Name as Written

Unit 1 Unit 2 Unit 3 Unit 4
El Morocco El Morocco
La Parisienne Beauty Shop | La Parisienne | Beauty | Shop

When such phrases as association of, union of, organization of
society for, bureau of (Governmental bureaus excepted), depart-
ment of (Governmental departments excepted) comstitute the

beginning of a name or title, they are considered and filed as
part of the name.

Association for the Advancement )
of Management ) Filed as written, first

Association of Mechanical Engineers) and second units indicated

Society for Prevention of Cruelty ) by underscore
to Animals )

Names of churches, clubs and similar organizations are filed
under the first "unit" word that is most important or that most
clearly identifies the organization,

United States and Federal when preceding a department of the
Government are not considered in indexing. These titles are
congidered in filing when ttey appear in the names of firms

or institutions not connected with the Government.

Filing Order

Name as Written Untt 1 | Unit 2 Unit 3 Unit 4
Federal Casualty Insurance

Company Federal | Casualty Insurance | Company
United States Tariff

Commi ssion Tariff Commi ssion
Federal Trade Commission Trade Commi ssion
United States Steel

Corporation United States Steel Corporation

SONRERRNERAD
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RULES FOR ALPHABETIC FILING-Continued

24.

25,

26,

Departments and Bureaus of the Federal Govermment are filed in
the following order:

a, The principal words in the name of the department

b, The principal words in the name of the bureau

¢. The principal words in the name of other units
necessary for filing purposes.

Filing Order

Name as Written Unit 1 Unit 2 | Unit 8 |Unit 4 [Unit 5| Unit 6
Civil Service

Commission Civil Service Commission
Farmers Home

Administration|Agriculture|Farmers Home Administration
Forest Service Agriculture|Forest Service
Public Health

Service Federal Security | Agency | Public |Health|Service
General Account-

ing Office General Accounting Office
Bureau of Mines |Interior Mines (Bureau of)
Bureau of Inter- .

nal Revenue Treasury Internal | Revenue | (Bureay of)

Frequently governmental units are referred to as "State oi_______
"Commonwealth of —____.," "County of ______," "City of

"Municipality of_______,“ "Township ot______." etc., These desig-
nations are not considered in filing. The actual name of the
governmental unit is indexed and these designations, when
necessary, are appended parenthetically.

Name as Written Name as Filed

County of Claiborne, Tennessee | Claiborne, Tennessee (County of)
State of Maine Maine (State of)

Commonwealth of Massachusetts | Massachusetts (Commonwealth of)
City of Memphis, Tennessee Memphis, Tennessee (City of)

Bureaus and Departments of Municipalities---The name of the city
is written first, State second, name of department or bureau
third:

Name as Written Rame as Filed

Cincinnati City Council| Cincinnati, Ohio, City Council
Cincinnatl Bureau of ;
Health Cincinnati, Ohio, Health (Bureau of)
Office of the City
Manager, Cincinnati Cincinnati, Ohio,Manager
Ooffice of the Mayor,

Cincinnati Cincinnati, Ohio, Mayor
Cincinnati Planning

Commission Cincinnati, Ohio, Planning Commission -
Police Department,

Cinecinnati, Chio Cincinnati, Ohio, Police Departrent
Department of Safety,

Cincinnati Cincinnati, Ohio, Safety (Department of)

Where the volume of correspondence from a municipality or other
government subdivision is small, all material may be filed
chronologically under the name of the subdivision without
further breakdown,

EXHIBIT F (Page 5)
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RULES FOR ALPHABETIC FILING-Continued

27.

28.

29,

When the name of & city is part of the name of a firm or other
organization, not a part of the city government, the name is
filed as written,

Cincinnati Post
Cincinnati Women's Club
Knoxville Automobile Club
Knoxville Glass Company
Knoxville News-Sentinel
New York Times

By use of rules 26 and 27 the State name affords the means of
distinguishing between official municipal correspondence,
correspondence with or about municipal departments or munici-
pally owned and operated organizations and enterprises, and
correspondence with commercial organizations or firms having
municipal names,

In rare instances where there are two or more cities by the
same name but in different States, material must be arranged
in alphabetical order by States:

Bowling Green, Kentucky, Automobile Club
Bowling Green, Ohio, Automobile Club

Material regarding banking institutions is filed first by
the name of the city in which the bank is located, then

by name of bank, with State at end of title in parentheses.
If the city name is embodied in the name of the bank at the
beginning, it is not repeated.

Bank of Enoxville, Knoxville, Bank of Knoxville
Knoxville, Tennessee {Tennessee)

Hamilton National Bank of Knoxville, Hamilton National Bank
Knoxville, Tennessee (Tennessee)

Knoxville Trust Company Knoxville Trust Company (Tennessee)

Bank of Maryville, Maryville, Bank of Maryville
Tennessee (Tennessee)

First National Bank of Maryville, First National Bank of
Maryville, Tennessee (Tennessee)

Newspapers which do not have as part of their name the name of
the city in which they are published are filed the same as

other commercial organizations. For example, The Daily Mirror
is filed under D, although it is a New York newspaper.

The words New York are not carried as part of the name of this
newspaper, Similarly, this applies to all other such newspapers
where the name of the city is not actually a part of the
newspaper's name.

Daily Mirror (The)
Enoxville News-Sentinel
Minneapolis Star-Journal
New York Times

Toledo Times

EXHIBIT F (Page 6)
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16 December 1954

FILE CLASSIFICATION GUIDE

The File Classification Guide has been prepared for maximum
utilization in the maintenance of correspondence files in
the Agency. The list of subjects has been developed to meet
the needs of the Agency as it pertains to most business
matters. However, it is recognized that the gulde may not
be sufficiently developed to meet the needs of offices re-
sponsible for specific programs.

In these cases additions or modifications should be discussed
with the Area Records Officer concerned. The Area Records
Officer and the Records Management Division will then assist
in making any approved changes.

The following is a list of the primary subject titles con-
tained in the File Classification Guide.

SUBJECT LIST
ACCOUNTING MEETINGS
APPROPRIATIONS (BUDGET) NATIONAL DEFENSE
AUTHORIZATIONS ORGANIZATION & MANAGEMENT
BUILDINGS & GROUNDS PERSONNEL
COLLECTION PRINTING & REPRODUCTION
COMMITTEES PRODUCTION
COMMUNICATIONS PUBLIC RELATIONS
CONTRACTS RECORDS
DISSEMINATION REFERENCE LIBRARY
EQUIPMENT & SUPPLIES REPORTS
FORMS SECURITY
INVENTIONS SHIPMENT
INVESTIGATIONS TRAINING
LEGAL TRAVEL
LIAISON VEHICLES
MEDICAL 33
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ACCOUNTING

" This subject pertains to all accounting transactions involved

in the receipt, disbursement, and other handling of appropri-
ated funds,
ACCOUNTING
1 Accounts Current
(Depositories)
2 Allowances

(Cost of Living - Differential - Living Quarters -
Per Diem - Representational Allowances)

3  Auvdit

(Suspensions - Disallowances - GAO Exceptions -
Claims - Inquiries - Irregularities)

Bonding of Employees

5 Certifying Officers and Agent Cashlers

6 Collections and Receipts
(Adjustments - Checks, except salary - Money
Orders - Currency - Postage = Contributions -
Deposits - Fees - Interest - Refunds - Rents -
Royalties - Schedules - Summaries)

7 Discounts

8 Disbursements

(Adjustments - Advices - Expenditures - Refunds -
Schedules - Summaries)

34
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16 December 1954

ACCOUNTING (CONTINUED)
9 Payrolls and Salaries

(Bond Deductions - Checks, Salary - Power of
Attorney - Retirement Deductions - Time and
Attendance Reports, includes overtime and
leave records - Vouchers - Withholding taxes)

-
10 Reports and Statements
11  Systems of Accounting
- 12  Vouchers and Invoices
(Except payroll vouchers - See ACCOUNTING 9)
13 Confidential Funds
-
-
- 35
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APPROPRTATIONS (BUDGET)

This subject pertains to anmual, deficiency, and supplemental

estimates and appropriations; budget material; material re-

garding preliminary estimates; Bureau of the Budget and

Congressional hearings; preparation of exhibits in support

of estimates; copies of appropriation bills and committee -_—
reports; and material regarding allotments, appor tionments, oo
and transfer of funds,

Optional arrangement: Case file by organizational unit,
program, fiscal year, as required,

Do not use this subject for filing material relating to fiscal
accounting transactions involved in the receipt, disbursement,
and other handling of appropriated funds - See ACCOUNTING,
APPROPRIATIONS (BUDGET)

1 Allocations, Allotments, Apportionments, p__N

Encumbrances, Transfers
2 Budget Estimates
(Exhibits - Justifications)

3 Hearings

, Reports, Statements, and Statistics

5  Supplemental

36
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AUTHORIZATIONS

Do not use for material

GONERDIETTE,
25X1
-
This subject is for general use only,
that can be classified under more specific subjects, such as:
Travel Authorizations - See TRAVEL 2
- AU THORIZATIONS
;
-
-
-
- 37
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BUILDINGS & GROUNDS

This subject pertains to the acquisition, construction,
operation,and disposal of office buildings and other
structures and the grounds necessary to maintain such
installations, except:

See SECURITY 1 for material pertaining to

the protection of buildings and grounds from
vandalism or possible sabotage, ,

BUILDINGS & GROUNDS

1 Acquisition (Use BUILDINGS & GROUNDS 9 for
space acquisition, etc,)

(Appraisal - Deeds - Titles - Mortgages =
Recordings - Easements - Rights-of-Way -
Permits - Licenses - Grants - Cessions -
Leases ~ Loans - Purchase - Surveys -
Transfer)
2 Damage and Protection
(Fire - Flood)
3 Design and Construction
(Alterations - Additions - Construction
Authorization - Plans = Drawings - Specifi-
cations - Progress Reports - Project Proposals -
Cost Estimates - Subprojects - Work Orders)
Directories, Signs, and Bulletin Boards
Dispogition

(Abandonment ~ Deeds - Titles - Recordings -
Demolition - Dismantling - Sale - Transfer)

6 Grading and Landscaping

38

Approved For Release 2880 T BR-RDP74-00005R000200020001-0

25X1



Approved For Release 2002/08/23 : CIA-RDP74-00005R000200020001-0

- i
25X:I.,. RECORDS
16 December 1951
BUILDINGS & GROUNDS (COTINUED)
7 Maintenance and Preservation
(Painting - Repairing)
8 Reports and Data
-’ 9 Space (including office, storage, and parking space)
(Acquisition - Allocation - Assignment - Use and
release - Parking Permit) '
- 10 Utilities and Services (Except Telephones - See
COMMUNICATIONS L)
(Trash collection and disposal - Heating -
Iighting - Power - Refrigeration - Air-
Conditioning - Water - Sewerage - Hot Plates -
Vending Machines - Cafeteria)
-
,
-
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SEUNTEPENTEYS
25X&r
COLLECTION (CONTINUED)
10 Printed Matter
(Publications - Newspaper - Periodicals -
Documents - Maps - Charts)
11 Requirements
- : _
(Requests - Directives - Responsibilities)
-
-
-
-
-’ hl
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COMMI TTEES

This subject is for general use only. Do not use for
material that can be filed under more specific subjects,

such as:
Boards of Survey - See EQUIPMENT & SUPPLIES -
Optional Arrangement: Case file as required,
COMMI TTEES
1 Memberships
2 Reports and minutes of committee meetings
P

ko
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RECORDS
16 December 195

COMMUNICATIONS

This subject pertains to material regarding all types of
comminication facilities and services, including procedures
for handling mail, cables, and correspondence.
COMMUNICATIONS
1 Interoffice and Public Address Systems
2 Mail and Correspondence
(Addresses - Postage = Postal Laws and
Regulations - Penalty Privileges - Procedurs,
includes preparation of correspondence -
Referred letters - Registered Mail -~ Insured
and Special Delivery)

3, Messenger Service (Includes U, $. Official Mail
and Courier Service)

L4 Telephones
(Installation and Use - Lists and Directories,
including individual telephone numbers - Toll
Calls)

5  Other Electrical Communications

(Radio - Wire - Television - Facsimile =
Telegrams - Teletypes - Cablegrams)

6 Communications Security

(Codes ~ Ciphers)

k3
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RECORDS
16 Decewber 195

CONTRACTS

This subject is for general use only, Do not use for
material that can be filed under more specific subjects, such
ass

Material pertaining to contracts for the procure-

ment of equipment and supplies = See EQUIPMENT &
SUPPLIES L

CONTRAC TS

bk
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DISSEMINA TION

This subject pertains to the request for, and/or distribution
of, administrative issuances and intelligence information,

DISSEMINATION
1l Distribution and Mailing Iists
2 Materidls
- (Reports and Surveys - Exhibits - Graphics -
Recordings = Newspp ers and periodicals = Maps =
Charts - Speeches md lectures - Books = Press
and Radio releases)
Planning and Coordination
: Requests
-
5 Restrictions
(Censorship « Quantity Control)
-
-’
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BEQUIPMENT & SUPPLIES

This subject pertains to procurement, utilization, management,
and disposition of equipment and supplies except:

See BUILDING & GROUNDS for material pertaining to
acquisition, management, or disposition of buildings
and grounds,

See VEHICLES for all matters pertaining to
vehicles,

EQUIPMENT & SUPPLIES

1l Cataloging
(Classification - Identification)

2 Distribution
(Allocation - Assignment - Rationing)

3 Installation, Maintenance,and Preservation
(Repair - Painting - Servicing)

4 Procurement
(Authorization and justification - Bids - Bid
and performance bonds - Catalogs, Price Lists
and Schedules - Discounts - Inspection and
Testing - Invitations - Justifications -~ Open
market - Priorities and expediting - Purchase
orders ~ Rental of equipment - Requisitions -
Specifications, bids and contracts - Tax Ex-
emptions - Requirements and related corres-
pondence)

5 Property Accountability
(Damage ~ Inventories - Loans and Exchanges -
Ioss and Theft - Property Passes - Receiving

Documents - Surveys)

6 Storage and Stockpiling

46
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EQUIPMENT & SUPPLIES (CONTINUED)
7  Surplus, Salvage, and Conservation
(Acquisition - Boards of Survey - Declarations -
Disposals - Excess Lists = Sales authorization -
Transfer)

-’
-
-
-
-
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FORMS

This subject perteins to forms design, standardization,
revision, -clearance, and control, It is to be used for
correspondence other than requisitions for forms from stock.

See EQUIPMENT & SUPPLIES l; for requisitions from
stock.,

FORMS
1 Control or Management

(Design ~ Standardization - Revision - Clearance)

48
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INVENTIONS

Tis subject pertains to discoveries and inventiéns; copy-
rights of articles or publications; applications for patents
and trademarks for devices or materials developed by Agency
employees and associates,
Also include sgreements permitting use of patents.
Case files may be established, as required. Classify by
neame of senior author or other appropriate classification,
INVENTIONS

1 Patents, Copyrights, and Trademarks

(Applications - Permission to use)

k9
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INVES TIGATIONS

This subject is for general use only., Do not use for
material that can be filed under more specific subjects,

JINVESTIGATIONS

50
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LEGAL

Tis subject pertains to legislative proposals, copies of
Congressional bills and resolutions, commitiee reports,
hearings, etc.
LEGAL

1 Claims and Litigations

2 Decisions, Opinions,and Interpretations

(Attorney Ceneral - Comptroller General -
General Counsel}

Executive Orders
4 Laws and Regulations

(Code of Federal Regulations - Federal
Register - Foreign)

5 legislation
(Federal, file by House or Senate Bill or
Resolution Number - State and Territorial -
Hearings)

6 Notaries

51
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LIAISON

This subject pertains to policies, procedures, and agreements
concerning liaison with States, foreign governments, Federal
agencies or organizations. This subject is for general use
only, do not use for material that can be clagsified under
more specific subjects, such as:

Liaison regarding collection of intelligence
information - See COLLECTION 9

Liaison regarding evaluation and utilization
of intelligence information - See PRODUCTION

Liaison regarding the dissemination of intelli-
gence information - See DISSEMINATION

LIAISON (Includes Agreements and Memorandums of Understanding)

1l
2

IAC Agencies
International
(Foreign Governments - Organizations)
Ihtra-Agency
Other Federal Agencies

State Agencies or Institutions

52
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MEDICAL

This subject pertains to the development, preparation, and
execution of the Agency medicsal program and with providing
medical service and support to Agency activities.

DO NOT use for any papers involving status or health record
: of an employee. Such papers should be included in the
- designation "Health Records Case Files" maintained in the
Medical Office.

MEDICAL
-’

1 Compensation and Claims (Use for Medical aspects
only: See ACCOUNTING for
payment)

2 General Medicine

(Diseases - Injuries - Rest and Rehabilitation -
- Hospital Facilities - Treatment)
3 Medical Specialities
(Dentistry - Psychiatry - Psychology)
i Physical Examinatlons
) (Physical Standards and Tests - Waivers - X-rays)
-
5 Plans and Coordination
6 Preventive Medicine
- (Environmental Sanitation - Immunization)
7 Reports and Surveys
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16 December 195

MEETINGS

This subject pertains to meetings, conferences, congresses,
conventions, etc, Do not use for material that can be filed
under more specific subjects,

See COMMITTEES for material pertaining to
committee meetings,

MEETINGS
1 Engagements, Invitations
2 Inter-Agency

3 Intra-Agency (File by Area, Organization Unit,
ete,, as required)

L International

Reports and minutes of meetings

54
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NATIONAL DEFENSE

This subject pertains to the Agency's activities and contri-
butions to the National Defense Program, except intelligence
operations.

NATIONAL DEFENSE

-’
1 Civil
2  Conservation of Resources
- (Bssential or Raw Materials)
3 Construction and Housing
l} Foreign Economic Cooperation
5 Industrial Mobilization
< 6 Manpower
7 Militery
8 Price Control
9 Production
J 10 Wage Stabilization
-
11 Reports
—
- ‘ 55
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ORGANIZATION AND MANAGEMENT

This subject pertains to the executive or administrative
structure of an organization; distribution or delegation of
duties and functions; establishment or discontinuance of
offices or organizational units; planning; management
policies; procedures; and all administrative or authorita-
tive issuances of the Agency, except processed copies of
Agency manuals which should be maintained separately.

ORGANIZATION AND MANAGEMENT

1 Administrative Issuances (Policy and Procedural
Orders, Notices, and Memo-
randums )

2 Improvement Program

(Surveys - Studies - Employee Suggestion Program)
(See PERSONNEL 3 for Awards and Citations)

3 Inspections (Field)
Emergency Planning
(Decentralizationh and Dispersal)
5 Establishment, Reorganization, and Liquidation

(Internal (File by name of organizational unit,
as required) - Other Federal Agencies)

6 Programs and Plans (General Only. Do not use this
subject for material that can
be clagsified under more specific
subjects., )

T Procedures and Methods
8 Functions and Delegation

(Assignment and Transfer of functions - Delegations
of Authority)

9 Charts, Tables, and Ceilings

(Orgenization Charts - Tables of Organizetion -
Personnel Ceilings)

, 56
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PERSONNEL

This subJect pertains to all pheses of personnel administra-
tion, including policles, progrems, procedures, regulations,
etc., except security clearances, violations, etc.

| PERSONNEL
-’
1 Assignment Actions
(Appointments - Change to Lower Grade - Detaill
(Civilian Personnel) - Overseas Duty - Pro-
< motions - Reassignment - Transfer)
2 Attendance and Absence
(Annual Leave - Dismissal (Heat, snow, etc.) -
Holidays - Hours of Duty - Jury Duty and
Court Attendance - Leave Without Pay (IWOP) -
Maternity Leave - Military lLeave - Overtime
. (including authority to approve) - Sick Leave -
- Vacations)
3 Awvards
(citations and Commendations - Incentive - Honor -
Longevity)
4  Boards and Panels
-’ (Employment Review Board - Professional Selection
Panel)
Career Service
. Citizenship
-’
7 Classification and Duties
(Position Analysis - Classification - Duties -
Position Standards - Position Qualifications)
8 Conduct
(Debts - Disciplinary Actions - Political Activity,
Hatch Act)
-~ 57
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PERSONNEL ( CON TINUED)
9 Contract Personnel
(Agents - Associates - Consultants - Experts)
10 Contributions

(Solicitation of Funds. File by title of campaign
or organization, as required)

11 Employee Relations and Activities
(Army Enlisted Reserve Program - Blood Donors =-
Compensation (for injuries, illness and death) -
Counseling - Clubs and Societies = Credit Union -
Draft Deferment - Fair Bmployment Procedure -
Grievances -~ Health - Hearings and Reviews -
Hospitalization - Housing - Insurance - Military
Reserve Training - Outside Activities - Recreation
and Welfare)
12 Evaluation, Personnel
(Instructions - Reports)
13 Military Personnel
(Assignment to CIA - Pay and Allowances)
1} Records and Reports
(Except Personnel Evaluation - See PERSONNEL 12)
15 Recruitment
(Applications and Endorsements - Civilian Reserve =
Examinations and Tests = Interviewing - Planning
Manpower - Qualifications (Analysis-Data-Recordss -
Requirements and Requisitions ~ Sources (Individuals-
Schools - Colleges) - Selection)

16 Safety Program

58
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PERSONNEL (CONTINUED)
17 Separations
(Death - Exit Interviews - Separation for lMilitary
Service - Personnel Missing in Action - Reduction
in Torce - Removal for cause - Resignations -
Retirements - Transfer to Other Agencies)
-
18  Supergrades
“—
- 59
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PRINTING AND REPRODUCTION

This subject pertains to printing and reproduction services,

PRINTING AND REPRODUCTION

1 Policies and Procedures A
2 Programs | o
3  Reports

i Requests and Requisitions

5 Publications

60
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PRODUCTION

This subject pertains to the evaluation, analysis, integration,
and interpretation of intelligence information,

See COLIECTION for material pertaining to the
collection of intelligence information.

See DISSEMINATION for material pertaining to
the distribution of intelligence information.

PRODUCTION
1 Analyzing
2  Correlating and Evaluating
3 Estimating
ly Incorporating
5 Planning and Coordinating

AYo TR @ = BN SRR ¢

(Policies - Responsibilities - Participants -
Product Improvement)

Post Mortems
Requirements
Status

Translating

61
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16 December 195l
PUBLIC RELATIONS
This subject pertains to general phases of public relations
only,
See LIATSON for material involving relationships
with organizations on a formal basis,
PUBLIC RELATIONS
1 Commendations, Congratulations, and Greetings
Y
2 Criticisms and Complaints (General only, Do not use :
for material that can be
classified under more
specific subjects,)
3 Petitions and Resolutions
4 Introductions -~
5 Representatives and Visitors

62

Approved For Release 2009 SRNSIsIeDP74-00005R000200020001-0



Approved For Release 2002/08/23 : CIA-RDP74-00005R000200020001-0

ressasmme e
25X1
25)(1_',. RECORDS
16 December 195l
RECORDS
This subject pertains to policies, procedures, and systems
for handling, filing, and disposing of records,
See SECURITY 2 for the security of records.
1 Accessibility
{Request for access to records - Clearances)
~ 2 Disposition
(Disposal, by destruction or transfer - Inven-
tories = Reports - Transfer to Federal Records
Center - Transfer to National Archives -
Transfer between Federal Agencies-Inter-Agency
loans, temporary transfer, etc, - Schedules)
~ 3 Filing Systems and Procedures
i Management
(Surveys)
5 Microfilming
~ 6 Vital Materials
(Inventories - Policies and Procedures - Progress
and Status Reports)
~
~ 63
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REFERENCE LIBRARY

This subject is to provide for the filing of non-Record,

REFERENCE material when such material is maintained in filing

equipment, Library and museum material made or acquired and

preserved solely for reference or exhibition purposes; extra

coples of reports and documents preserved solely for con-

venience of reference; and stocks of publications and of ~n
processed documents fall into this category,

REFERENCE LIBRARY

64
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16 December 1954

REPORTS

This subject is for use in filing recurring reports, such as
weekly and monthly activity or progress reports, and special
reports which are too general to be filed under more specific
subjects. Include policies, procedures, and methods for the
preparation,

Optional Arrangement: Case file as required.

REPORTS

65
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SECURITY

This subject pertains to the safeguarding of information and
material, which, in the best interests of national defense
and safety should not be disclosed to unauthorigzed persons,
SECURITY
1 Buildings and Equipment (protection)
2 Communications and Records
(Defense classification and reclassification =
Disposal - Filing and Storage - Transmission
and Receipt - Downgrading - Safeguarding)
3  General Policy, Regulations, and Procedure
L Information and Publications

(Censorship = Classification and Reclassification .
Use and Release Of)

5  Personnel

(Identification -Badges: - Investigation and
Clearance - Loyalty and Review = Orientation)

6 Violations

66
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SHIPMENT

This subject pertains to the shipment and routing of equip=
ment and supplies, It is for general use only, Shipments.
regarding a specific order should be filed with the related
order in EQUIPMENT & SUPPLIES L.

-~ SHIPMENT

1 Air
_ 2 Motor Carrier

-
3  Rail
L Water
% Loading, Marking, Packing
6 Routing and Shipping

~ 7 Regulations
8§ Bills of Lading and Freight Bills
9  Demurrage
10 Express

~ 11 Drayage
12 Storage in Transit

- 13 Loss or Damage

-
1y  Guotation and Rates
15  Personal Effects

~ 67
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TRAINING

This subject pertains to the development and direction of
all Agency training programs,
TRATNING

1 Policies and Procedures

2 Facilities

3 Programs

(In=-Service = Orientation)
in Reports
5 Outside Training (Colleges, Schools)

6 Courses

68
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TRAVEL

This subject pertains to travel on official business,
including policies, procedures, and regulations, Case files
by name of traveler may be established as required and may
be accomplished by writing the name of the traveler as part
of the file designation, thuss TRAVEL (Brown, Harry).

TRAVEL
1 Advance of Funds
- 2  Authorizations and Orders
3 Entry (Custom courtesies, etc.)
|, Foreign (Includes passports, visas, etc.)
5  Ttineraries and Reservations
- 6 Policies and Regulations
7 Private Transportation
8 Transportation Requests
9 Reports
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VEHICLES

This subject pertains to acquisition, utilization, and
disposition of automobiles, trucks, and other vehicles,
including policies, procedures, and authorities for their

use, Include also material regarding the procurement, account-
ability, use, and disposal of tires and tubes,

VEHICLES

1 Accidents (Except ¢laims of injured employees - See
PERSONNEL 16)

2 Asgigmment and Usge

(Policies and regulations- Requisitions =
Authority to use

Credit Cards

Inspection

License Plates (Auto tags)

Loss, Damage, and Theft (Except accident)
Maintenance and Preservation

Marking and Identification

NV N oy W

Permits to Operate-
10 Procurement
11 Reports
12 Storage (Authority to store at private residence)
13 Surplus or Unserviceable
(Disposal by sale, Transfer, or Loan)
1l Tires and Tubes
15 Titles
70
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SUBJEC T INDEX

The following "SUBJECT INDEX" is very similar to the index
found in most textbooks, It is an alphsbetical listing of
the specific subjective titles, key words and terms synony-
mous to those which are categorically arranged in the
Subject List,

This "SUBJECT INDEX" is maintained on punch cards. It is
intended to expand and amend the Subject Index to include
additions and/or modifications that may arise from use of
the File Classification Guide in various offices,

Offices adding approved subdivisions to the Subject Iist
provided in the "File Classification Guide" may find it
desirsble to include these subjects, terms, etc. in their
proper place in the subject index. This may be accorplished
by contacting the Records Management Staff through the Area
Records Officer concerned where arrangements will be made
for mechanical preparation of the Index,

TL
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SUBJECT INDEX

wfe

Reference File Desiznation

Abandonmentooooonooootooooo-oo-aoooooooooo‘onoo BUILDINGS & GROUNDS 5 i"Aﬁ%‘
Absence.....'...........'...‘....'....‘.......i. PER&NNMJ 2
Accidents
Etployees....‘...........................' PER%NNHJ 16
Vehic:.es..ocqoon.oooanoooo.oo-onoooaoouooo VEHICLES 1
Accomodationseesseseseseesscsssssscaersressacass TRAVEL 5 ~~
Accountability Property....................n.- mUIPMENT& SUPPLIES 5
Accoun.bing.....‘...........‘......‘.......‘...... AC%UN“HNG
Accounts Gurrentooooooooo-o-oooooooooooooooooao ACCOUNTING 1
Acquisition
Building & Grounds..................r...... BUILDINGS & GROUNDS 1l
m‘lipment & &lpplies...'..'............... mUIPm\IT& SUPPII% 7
@ace.............'.......".........'.... BUIIDINGS&GROUNDS 9
Vehicles......o..................n....... VEHICLES 10 A
Activities S
mnployee..............‘.........'....’...‘ PmNle ll
Intelligence CollectioNeesecescecsccsssese COLLECTION 9
Organizational.sesssscsecssssosssssscanses ORGANTZATION & MANAGEMENT 6
Political - Hatch Actoouoooosoocoooooooooe PERSONNEL 8
‘Addj'ﬁ-ons.........'...‘........................ BUILDINGS&GROUMS 3
Addresses, Mailing.ooo.oaaoooo-000»0-0000.000000 COMMUNICATIONS 2
Adjustments -~
Collections - ReceiptSecessessessescessess ACCOUNTING & .
DiSbursements‘ooooooocl-oonooooonooo-ooocoo AchNTINGB
Administrative Issua\nceSocoonoo eessseesecnsseees ORGANTZATION & MANAGEMENT 1
Distribu-tion.............................. DISSMNAHONI
Advance of Funds for TraVel.................... TRAVEL 1
Agencies -~
Intelligence Collection................... COIALECTION
Lidson‘...'..................'........... I‘IAImN
Meetj-ngs..............."......"......... mTINGS
Reorgmiza-bj-on.................‘...'...... ORGMIZAHON&MAGMNTS
Agent CaShiers..o.ooo.onootooc000000000loootooo ACCOUNHNG S
Agents
Intelligence..'.........‘..'.............. mLLECTIONl
Personnel Matters...................'.‘... PMNNH‘ 9
Agreements.............'......'...............‘ LIAI:mN
Mr Conditiomngo.l....'....‘.................. BUIIDINGS &GmIJNDS 10
M‘r Raj-d Dﬁlls.........'............‘.....‘.’. Pmm 16
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Reference : File Designation

Allocation
Equipment & Suppli€Seesecscsssssoscssssons EQUIPMENT & SUPPLIES 2
Funds.........‘...“....‘.........'....... APPROPRIAHONsl
Space..'.....'..........“.'...‘.'.......‘ BUILDINGS & GmUNDS 9
'Allotments...............‘......0........‘.'... APPMPRIATIONS 1
M-lowmces.'...........................'....... AmOUN'HNG 2
Continuation of (MIA)esesssesssecssssossses ACCOUNTING 2
mlitaryOO.IOODQOOOOOQOl.oco.ooooooooooooo PER&)NNHJ 13
specj-al.OCOOOOOQ0000.00000..-.0.00000000000 ACCOUNTING 2
Alwrations............'...‘......'.......‘.... BUIIDINGS & Gm‘(JNDS 3
Analysis
B‘Idgetm...‘..........'..........'.....". RPRoPRIA‘HONS h
Material for Shldyn..........u.......... COLLECTION 7
POSitj'on......’....................'...... Pmmm 7
Ana]'yzmg.................l’..............‘.... PanCTION 1
Animals, Transportation Ofecescceccesscesssvene TRAVEL 6
Amnual 12aVeesseccsvsesssscsesssasscccssccrsooe PERSONNEL 2
Applications
Inventions, Patents, @tCecsssseccserconcee INVENTIONS 1
Personnel, Recruitmenteeececsesvscescecres PERSONNEL 15
AppOinthnts......n........................u. PERSONNEL 1
ApporuomentsQOOOI0000000.!000oo.ooco.tooooooo APPROPRIATIONS 1
Appraisals.....o.u.......u....-........-..... BUILDINGS & GROUNDS 1
Appropﬁaﬁ'o.ns..............’.....'...........‘ APPmPRIATIONS
Assignment
F‘luipmmt & suppliesooooa-ooooototoocooooo mUIPMENT & SUPPLIES 2
Mcaons.......'..'.....'(....'.......... ORGMIZATION &' MAGMNTB
mliwy w CIA....'....'....'....'....... PmmNNm' 13
Personnel.crcscessssssccsscccscsssssssccss PERSONNEL 1
Spacencooooocoonuooooooot.ooo.noooooocoo.o BUIIIDINGS & GRDUN'DS 9
VehicleSesevescocsovesscrccesscessccssvrose VEHICLES 2
As80C1ateSsecessssesvessssscssessssccrecrssocee PERSONNEL 9
Attendance & AbSENCE,esseescesssessssscrccsscsse PERSONNEL 2
Audits...........Q..............I..."l.’..-..... ACGOUN’IING 3 )
Authority, Delegation O0fcssescssscscsccccecssns ORGANIZATION & MANAGEMENT 8
Auﬂlorizaﬁ‘ons..........‘...........'.......... meRIZA'I‘IONS
Consmcuon..........................'... BUILDINGS & GROUIwS 3
Procuremnt........................... [ AN X ] mulPl'MT & SIJPPLIm h
Travel.Q.l...................'............ MVEL 2
AuwpsieSQ...l...0.000...0..0..0..000...0..00.. mICM‘ h
Awards'............."....‘...........0....‘..‘ Pmm 3

T3
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-B—

Reference ' File Designation

Bids....O.’.‘.."..........................'..... mUIPMT& SuPPLImh
Bi]ls Of Lwim.‘...................“‘........ g{IPmT 8
BIOOd mnors............‘...................... Pmm ll
Bluepx'lnts.........u..................u...... BUTLDINGS & GROUNDSB
Boards
Buj'letin...'...‘.‘....‘............'...... BUIIIDINGS& GmUNDs h
Employmen‘b Review Board.................u PERSONNEL )4
meesaonal Selection Panel. eeseesvsreses PERSONNEL h
Review, Performance Ratingessseessescessss PERSONNEL 12
Survey, Surplus Propertyeeeesesssecsccesos EQUIPMENT & SUPPLIES 7
Bond DeduCtionSQoocooooooooooooooooooo'oooooooo ACCOUNTING 9
Bonds
Agen'b caShierSQ.oooooootoiooou.noooooco.oo ACCOUNTINGI‘-
Bid or Performanceseesssecosseessseosesses BQUIPMENT & SUPPLIES 4
Bonding of Eﬂplo}'eesu........u..u....u ACCOUNTING )4
Cerﬁ.fying Officer..........u........,.... ACCOUNTING h
Books
couecqﬁon..‘......‘..‘...’................ COLLmTION 10
Dissenﬂ-naﬁonoooooccootoo.ooo.ooooooo.ooo. DISSEMINA TION 2
Budget
Analyﬁ.s............................u.u. APPROPRTATIONS h
Esmws...............................'. APPROPRIATIONS 2
HeaﬁnESu..u.....n.u..u.o............ APPROPRIATIONS 3
Building Passes..............................u SECURIITS
Builﬁngs.......'........'......'......'....... BUILDIMS& GROUNDS
Housing............u..o.................. NATIONAL, DEFENSE 3
Security Protection Of-oooooooooo.oo-ooooo SECURIT 1
Bulleﬁn bams.......o‘.oo.0000000-000-..00..0 BUIIIDINGS & GROUNDS h

T
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=l

Reference

CablegraJnSOQOOoooootolo.oocoo-'.oooovo.cooov‘.oo
Cai‘eterias.n..........u.......................
Career Ser\fice.........---..u..u..-.........u
Ca‘ba‘]'oging.............‘..Q..'O....C.....'......
Ca’tal‘ogs..."..'................Q....Q.OI.'......
Censorship

Information & PublicationSisescseceoccscese

Intelligence Infomtion...‘. [(EEN NN NE NN IR Y )

. M,a-iloloo-ottno-ooooooococoooooooo-.--ooc-oo
Certifﬁng OffiCerSseesssscossssacsosscssccssees
CESS10NS, s esesessssssesersscsvsssssessssresseces
Change to Lower Grade...........-....o..no-.--o
Charts

Collec'bion ofOQQQOOQOOQD.O...0.000.0C.....O

Disseminaﬁ-on Of.ooooooo.oocooooo-oooo;oooo

OI‘ganiZation........un-....-.-..ou.uu.
Check:s, Salar’ytoooolnotocooooooolo.o..t.ooooooo‘
Ciphersuoootoot'ooc'ooooooooqoocoonooooooo-.oooo

Citations.ooooooooo.oovooocoooooooooootoooooon.o'

Ciﬁ.zenshipcoo.0000-00.'oo-00.00-00000000000000.
Civil Defens8ecscscesoscssasssesssstsssessssssvne
CiVil SerViCeoo.ooo..oo.oot.o...o.occ.'o.oooo...
Civilian ReServBeesseesesesssstsossscssscsssoscese
Claims
Ardit, . ceesessssscsscesvesnscsasssssscssnnss
Claims & Iitigaﬁ-ons..........-.......n.u
Employeeso......-.u....................uo
Medical........-u...................n....
mpmentbo-oo.ooooooooo-oocoooooooo.ooooooo
Clasgification
Communications & RecordS.cececcevtorssneces
Employ‘ees......nu.o.........n...-..-.-..
muipment‘ & alpplies..n.o.......-...ooouo
Information & PublicationsS.seceesesceccssce
Clearance
Foms:...oooono.ooo--0-...0-.-00...000000.0
Personnel, ceceeesessccsssassssensosscscosee
ReCOTdS. ceveverccssssosssssescsssscsrsacsnse
Clubs & S0cietiBS,eesevsssesascstessoscsscessesccse
COde Of Federal Regulationsoo..oooloooo0000000'0

COdes.....C'........‘..O‘Il0.'.....0.........0..

(&

File Designation

COMMUNICATIONS 5
BUTIDING & GROUNDS 10
PERSONNEL 5

EQUIPMENT & SUPPLIES 1
EQUIPMENT & SUPPLIES L

SECURITY L
DISSEMINATION 5
COLLECTION 6
ACCOUNTING 5
BUILDINGS & GROUNDS 1
PERSONNEL 1

COLLECTION 10

DISSEMINA TION 2
ORCANIZATION & MANAGEMENT 9
ACCOUNTING 9
COMUNICATIONS 6

PERSONNEL 3

PERSONNEL 6

NATIONAL DEFENSE 1
PERSONNEL

PERSONNEL 15

ACCOUNTING 3
LEGAL 1
PERSONNEL 16
MEDICAL 1
SHIPMENT 13

SECURI TY 2

PERSONNEL 7

EQUIPMENT & SUPPLIES 1
SECURITY L

FORMS L
SECURITY 5
RECORDS 1
PERSONNEL 11
LEGAL L
COMMUNICATIONS 6
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Reference

conectionwoooocoonooooooocooooooooooocoooooooo
Collections --Receipts........................o
Colleges
Outside Training - Personaloooooo‘ooo-oo.o
Pergsonnel Recruimentcooooooooo.ac¢nooooou
Commendations
Employees.uu..............o..............
mblic Relaﬁ-ons.‘...........'............
Commit‘bees..o..o..........................nu.
Intelligence collecti-onooorootoooooooaoooo
Common Carrier.oo0000000000ooooa'ooooo..ooo-occ
CommcationSQQo.ocooooocoooooooooooooo-oocooo
Security.n.......u.............-........
security.oo.o..o...o-..oooo.ooooucotooooo.
Compensation
Employee ACCidentSoo..-oo--ooooooooooooooo
Medical.....u..u.....nu...............
Complaints
E@loyeeSonoooooocoooocnoocooooaoo-ooooooo
Public Relationsooo.otoooooooooooooooooooo
conduCtooooooo-ocooooooocoooooccaoooooooooooooo
confermces.....ooooooooooooooonooooooooooooooo
Intelligence COlleCtionoaoooocoooooooooooo_
Confidential Funds..o..toco.oo-0.000..000000.00
Congratlllationsoo...u..o...................uo
Conservation
quﬁ-pment...oo.unu............uu.o.u
Resourcesocootoooooooo00000000000000000000

Contract Personnelo........-.-.............o...
Contracm....‘.......'...'.........."'..'.....
Procurement.'.‘.........'..............‘..
Contribu‘bions..................-..-............
Solicitation of F\lndSoocoocococ-tooooto.co
COHtrOl, Foms.;-u..o..u.-....'...............
Cooperation, Foreign ECOnONiCesareeecscscccncas
Coordinaﬁ-ngo-ooc.oooo.oco'not-oo.ovnoanocoooco
Coordination
Intelligence CollectioNsseceroeasocennnsne
Intelligence Dissermination.eseeeecsss.. ™

Medical.........--................n.u...

Copyrights-......-................c..,...-.o....

76

File Designation

COLLECTION
ACCOUNTING 6

PERSONNEL 11
PERSONNEL 15

PERSONNEL 3

PUBLIC RELATIONS 1
COMMI TTEES
COLLECTION 9
SHIPMENT
COMMUNICATIONS
COMMUNICATIONS 6
SECURIT 2

PERSONNEL 11
MEDICAL 1

PERSONNEL 11
PUBLIC RELATIONS 2
PERSONNEL 8

MEE TINGS
COLLECTION 9
ACCOUNTING 13
PUBLIC RELATIONS 1

BQUIPMENT & SUPPLIES 7
NATIONAL DEFENSE 2
NATIONAL DEFENSE 3
BUILDINGS & GROUNDS 3
PERSONNEL 9

PERSONNEL 9

CONTRACTS

EQUIPMENT & SUPPLIES )
ACCOUNTING 6
PERSONNEL 10

FORMS 1

NATIONAL DEFENSE )
PRODUCTION 5

COLLEGTION 9
DISSEMINATION 3
MEDICAL 5
INVENTIONS 1
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Reference

Correlating & Evalua‘bing..o...............-...o
COrrespondenCOecssssesscscocssesscssssesrscssane
Cost Estima‘bes...u...................-......u
%st of Living‘.‘.......‘........'...I..’......
Counseling.....................-..u...........
Courier Routes & Services
Agencyolooccoooaooooonooooa.oooco-ooo.cono
Intelligence CollectioNesscsssscecascccens
Court AttendanCeeeesssossescecscesscsososessass
Courses, Training.....u..............--.-.....
Covero..oouoo.o.ono'col!cooooc.oo-ocuoo-oloonoo
Credit Cards""ccoOotooootuatooooooocooocooaoo
Credit Union..ooooccaooo.ctoo-ovononooooaoo-ooo
Griﬁ.cj.sms..oovc.oo-oon-naoooooo-ooono-oo-c.¢000
Cmmgr@hy.......'......'.'........'...‘.‘...
Customs CourtesieSiceececcesssssscccercscancnsse

7

File Designation

PRODUCTION 2
COMMUNICATIONS 2
BUILDINGS & GROUNDS 3
ACCOUNTING 2
PERSONNEL 11

COMMUNICATION 3
COLLECTION 8
PERSONNEL 2
TRAINING 6

COLLEC TION 8
VEHICLES 3
PERSONNEL 11
PUBLIC RELATIONS 2
COMMUNICATIONS 6
TRAVEL 3
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=D

Reference

Damage
Bllilding & Grounds..ocaooooocoo--oooco-oco
F‘IU.ipment & Supplies................-..u.
ﬂlipments.........'......‘.'............'..
Vehicles'...........................‘.....
Death of Employeenuu..........-.............
Debts‘.....OC..O000.00.00001000..0000001O..l...
Decentralizatd-onooovo-oooo-oooocooococo-ooooooo
Decisions..'............'....‘.....".‘........
DeClarationSQQQo¢OQO¢onooo-oo.oooooocc.cnncuooo
Deductions '
Bond.un.................................
Retirement...........................a‘....
Deeds
AcquiSition.OOOOOQ.Ooooccooooooouoocac-0.0
Disposition.........unu.-..u.u...--...
Defecmrs...oooccooooocoooooooooocoo.oocco--oco
Delegation of Authorityooooooooooo-oo-oo-0--.;o
Demoliﬁ.on......-uu.‘.........-.-.............

Demoﬁons...u..u.ou.....................n..
Dem?rageouuuuu.un.-....u.-............
Dentl‘StrYuu..ouu...........................
DepOSits......‘.........'........5......."'...
Dermawlog....'......'..'.....'.".".......v..
Descm‘-bing...'.'....................'...'......
Design
Fom.oooonocooooooocc-ooc--oocooo.ooo-aon
Building&Gmunds..........'............'
Detail, Eﬂplomes‘.........'."......’l....'....
Direc'bives - Collection................-.......
Directories
Buildixlg.......‘...........IO....'......'..
Telephone.................................
Disa]-lowances..‘...'....‘......................
Disbursements........u..-.-...................
Disciplinary ACﬁOnS..................-.........
Discounts.............-..............u-.......
Procurementesessessssescescececeenescacene

DiseaseSo....c.o'oooooonoooooocoooooooco-o'oooc

Dismantling....Oﬂ........Qlﬁ.......I...........

78

File Designation

BUILDING & GROUNDS 2
BEQUIPMENT & SUPPLIES &
SHIPMENTS 13

VEHICLES 6

PERSONNEL 17

PERSONNEL 8

ORGANIZATION & MANAGEMENT L
LEGAL 2

BQUIPMENT & SUPPLIES 7

ACCOUNTING 9
ACCOUNTING 9

BUILDING & GROUNDS 1
BUILDING & GROUNDS 5
COLLECTION 5
ORGANTIZATION & MANAGEMENT 8
BUILDINGS & GROUNDS 5
PERSONNEL 1

SHIPMENT 9

MEDICAL 3

ACCOUNTING 6

MEDICAL 3

PRODUCTION 3

FORMS 1

BUILDING & GROUNDS 3
PERSONNEL 1
COLLECTION 11

BUILDING & GROUNDS ly
COMMUNICATIONS 6
ACCOUNTING 3
ACCOUNTING 8

PERSONNEL §

ACCOUNTING 7

EQUIPMENT & SUPPLIES g
MEDICAL 2

BUILDINGS & GROUNDS 5
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Periodicals
Collec-tion...‘........‘......l..‘......‘....
Disseminationsseesecessescecseasarsonasanane
Pﬁn.td'ng...............ﬂ.C‘l..‘.......l.....
Permi ts
Bl)j.ldings&Grounds......'.........'........
operawr...........'.......‘.......‘...‘....
Par.king."..'.....'............."'.......'.

Postaloiotoooctcl..n..c.'llcooloco.-0.00....

Personal Effects.seesecvesssssssceicsnscceconncas
Personnel...........'....."...........'.........
CeilingS--coc-ooono-oooo-ocuooonoooo'c-.-coo
Evaluationo-oot-oooooc-oo-ooocooo.---.on-oo-
SQCurj-ty..............'.‘..l.....".....'...
Petitionsoo.co-oooooccooooooooo--nooo'o.oo-ooo-oo
Pets - Transportation Ofo.oooooooooooo-oooaoc.ooo
PhySical Examinations.........o..................
PhYSical Standards - Tbsts...................o...
Planning
Emergency.......-o..a....................-..
}Impomr................‘.'........‘....‘.'.

92

File Designation

BUILDINGS & GROUNDS 7
EQUIPMENT & SUPPLIES 3

PERSONNEL L
PERSONNEL L
BUILDINGS & GROUNDS 9
PRODUCTION 5

COLLECTION 3
COLLECTION L4
TRAVEL L
INVENTIONS 1
PERSONNEL 13
ACCOUNTING 9
COMMUNICATIONS 2
COLLECTION 8
ACCOUNTING 2
PERSONNEL 12

COLLECTION 10
DISSEMINATION 2
PRINTING & REPRODUCTION 5

BUILDINGS & GROUNDS 1
VEHICLES 9

BUILDINGS & GROUNDS 9
COMMUNICATIONS 2
SHIPMENTS 15
PERSONNEL
ORGANIZATION & MANAGEMENT 9
PERSONNEL 12
SECURILY 5

PUBLIC RELATIONS 3
TRAVEL 6

MEDICAL L

MEDICAL L

CRGANIZATION & MANAGEXENT L4
PERSONNEL 15
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Reference

Planning & Coordination
Collection.essessessescsoncersonnssscsesannase
DisseminabioN.csceeceesaseasssossossescensoe
Exploj-.t‘a-bj-on.0..........‘.'.....C...QO....O.
Pmducﬁ-on.......'.l..l."l'0..’....0.'.0...

Plans
Construction,iseeessessscsccsvscosocssasscns
General, seeeeessonsssrescstessasossssenasnes
Medical.....l.l‘o'.'.l.t.....'.o'.o....‘.l..

Poliéies - Procedures A
Evaluation of Intelligence,.cseececssosseacosns
Prin‘t'j-rlg & ReprOduCﬁ-on...........l......'l.
PrOduc:tion.‘Q.....Q..!..O.....u..CQ.O...Ol..
Security..IC.OO..0.“..'....0.I.O..CO....O..
Training...-.........-......................
TI‘avelodol..'.Ol..'..’...’..."..‘..l..I.U..
Vehicles....OO...0‘..'..‘0.‘..0‘.00.'.000...
Vital Materials........u...................

Policy 85 Procedura.l Orders....ou................

POlitical ACtiVitiesoooo'ocooo-oo-ooonco;ctntoooo

Position DescriptioNeescessscecscescssssseseasane

Postage
COllemonS & Receip‘bs......................
Maila..'.......'."...C0..00..0ln.Qct.Q.'..‘

Postal LafWS & Regulations........................

Power - Utiliﬁ-es..'....."...l'l0.000.00..'.‘...

Power of AtwmeyOOOOCO..I.OCOOQ.0...0.‘.00.l"..

Preservation
Bllildings & Gromldsoiti.0....0.'0..'..00..0.
Equipment & SUppli6Sesessssssssesesscccsnses
Records......n.............................
Vehicles..oooo.....-....-...................

Press ReleaStesseescescsscscosansosesossscotsonsane

Preventive MedicinG,.ieesecsesscecssoessssscenesne

Price Con’brol.......0.0.0'.001..0000.5.000IOCC‘.'

Price Lis.tSoo.onoaaao-ooooo.-..o-.nn-ooocaoooouooo

Printed I‘Iatter;..;..aooco.uooo-.ooc.oo-ao:--.g...

Printing & Repmduc.tion..........0..‘.0..0.....‘0

Priorities, Procurementeccecesscesccssesecvecssee

Private TransportatioNesseeceescecseroscsacvsocscs

Procedures
Genera]-O.............'...0...00“...0.0.....
Mail & Correspondence.......0...0'......00.0
Printing & ReproductioRessescssscsescscecass

Records.........'......'..I...'....'...l....

93

File Designation

COLLECTION 9
DISSEMINATION 3
PRODUCTION 5
PRODUCTION S

BUILDINGS & GROUNDS 3
ORGANIZATION & MANAGEMENT 6
MEDICAL S

PRODUCTION 2

PRINTING & REPRODUCTION 1
PRODUCTION 5

SECURITY 3

TRATNING 1

TRAVEL 6

VEHICLES 2

RECORDS 6

ORGANIZATION & MANAGEMENT 1
PERSONNEL 8

PERSONNEL 7

ACCOUNTING 6
COMMUNICATIONS 2
COMMUNICATIONS 2
BUTLDINGS & GROUNDS 10
ACCOUNTING 9

BUILDINGS & GROUNDS 7
BEQUIPMENT & SUPPLIES 3
RECORDS

VEHICLES 8
DISSEMINATION 2
MEDICAL 6

NATIONAL DEFENSE 8
EQUIPMENT & SUPPLIES L
COLLECTION 10
PRINTING & REFRODUCTION
EQUIPMENT & SUPPLIES L
TRAVEL 7

ORGANTZATION & MANAGEMENT 7
COMMUNICATIONS

PRINTING & REPRODUCTION
RECORDS 3

Approved For Release 2580 ERDP74-00005R000200020001-0
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RECORDS
16 December 1954

Reference

Securityu...u....n.....................u
huning.‘...'..‘.........'.................
Vital mmﬁ-ﬂs....’..‘.......‘.‘.‘.'.......
Procurement
Eﬁluipment & SupplieS....... sscesrsnevsssccne
Vehicles.“....u.....................u....
ProductioNessccsscscscecersssscacscssscossasascsss
Defense........................‘....l.‘.....
Intelligenceoescesscescosssssssscsscccccosens
Programs -
Arﬂ'w Enlisted Reserve.cesccsescssccccencsens
Generalessecccessscsasssoscsvnrocsssscsssnace
Management Improvement..cecsesssssesvsossccss
Printing & Reproduction..ecssssescecscensanse
hainj-ng...‘..'..............'......'......'
Progress Reports
ConstructioNisssssessescesseccacssccsssseces
vim Mamn.ﬂs............"...’.'..'......
Project Pmposﬂs..............‘.......'.."....‘
Promti-ons...‘..........".l......'..............
Pmperw PasséSog'ooooooooooooonoooooaoooco.oooou
mec.bj-on....................‘..........'.......
PSyChiaw...’.....................‘..'..'...'...
Psycholog'....o....o.u-o.......................-
Public Address Sys"bems.000001000000000001000coooo
Publications
Administrative 185uancCeSeessescvecssocrcence
Intelligence CollectioONesseseecsscssscscscas
Distribution‘..........'...‘.......'..........
Printj-ng&Repmd‘lcﬁ-on..................'.'
Securit‘y.u.................................
Public RelationSeessecssccesscssccceocsesncsscence
hlblj'CiW...........................'............
Purchase OrdersSsessecessseccscssssssccoccrcccsses

9L

File Designation

SECURITY 3
TRAINING 1
RECORDS 6

EQUIPMENT & SUPPLIES )
VEHICLES 10

NATIONAL DEFENSE 9
NATIONAL DEFENSE 9
PRODUC TION

PERSONNEL 11

ORGANTZATION & MANAGEMENT 6
ORGANIZATION & MANAGEMENT 2
PRINTING & REPRODUCTION 2
TRAINING 3

BUILDINGS & GROUNDS 3
RECORDS 6

BUTLDINGS & GROUNDS 3
PERSONNEL 1

BQUIPMENT & SUPPLIES 5
BUILDINGS & GROUNDS 2
MEDICAL 3

MEDICAL 3
COMMUNICATIONS 1

ORGANIZATION & MANAGEMENT 1
COLLECTION 10
DISSEMINATION 1

PRINTING & REPRODUCTION 5
SECURITY L

PUBLIC RELATIONS

PUBLIC RELATIONS

EQUIPMENT & SUPPLIES L
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RECORDS
16 December 195
Q-
Reference File Designation

Qualifications
Applicantsooooooooonocooonouco.ooo.-ooo-oooo' PERmNNEL 15
POSiﬁon.......00....0..........QO...O.O‘O.. PmSONNm’?
Recmtnent..'.......l........l.......'..... PER&I\IIJEII 15
Quarters Allowances........u...........n.....n ACCOUNTINGz
Questionnaires, Personnel.....eeeeeoeecesscsseses PERSONNEL 15

95
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GONREDENNENS

25X1

25X1 RECORDS
' 16 December 195);

~Res

Reference . File Designation

Radio
COmMINICationS s eeesessceesneasessseasssossvsssss COMMUINICATIONS 5
MONitOringe seeeeeeeresecasssvecesssesassscsessss COLLECTION 6
Releas®Seeserssossessssssssscevensssasassssansess DISSEMINATION 2 P
Radiolofyesescacecasssssssasossssascssssnsnccnnessssa MEDICAL 3
Rail Transporte.ccesceesseesascsoccessssssssvsessoseess SHIPMENT 3
RALES.eeieeecoacoosassssscssessosssossssosesssnsesees SHIPMENT 1L
Rationingeseesoscsssseceoccrsccoasacecssssasssennssses BLRUIPMENT & SUPPLIES 2
Real Estate@.eeeseconcsccosaescencsssnsosnnsensseseess BUILDINGS & GROUNDS A~
Reassignmenteeesceesssecssnsssccveassnsscsncssnsosssssse PRROONNEL 1 T
Receipts & CollectionS.veceescessscsssrsssaccsassssess ACCOUNTING 6
Receiving DoCUMENtS. . cceeeccsecsssssccscsscssoesssees EQUIPMENT & SUPPLIES 5
Reclassification
Communications and RecOordS.eeeeesscsssasensesess SECURITY 2
B L0y @@ S eeecssssoosscoosssssscscsssnsssessssssssss PERSONNEL 7
Information & Publication®eee.esesessevesscascsss SECURITY L
Recording, Wir€..ceseeseesecsscosacssoscssessesessses DISSEMINATION 2 ~
ReCOrABesvcavensscsssccsssrsosssscnsscssonsssssnscsessss RECORDS
Accessibilityeceeceescrssoasncesesscocnsascacsse RECORDS 1
POrSONNEl. s veeeescsescsscecoosssssasessscsesesess PERSONNEL 1k
Safeguarding.ecscesecsceescssssesvonssossssssasees SECURITY 2
RecreationN.eseeeecsessscacosssssasccssossnssnssassssse PERSONNEL 11
ReCruitment..eeeeesececsasssscesacscssassssasssnsesess PERSONNEL 15
Reduction in ForcC@ieecesccecescsccnscnsocsccssssosens PERSONNEL 17
Reemployment..eeeecessesssesscsossasssceasassssssssess PERSONNEL 1
Reference Libraryeescecccessossscesssccsoesssesvssess NEFPERENCE LIBRARY !
Referred Letters..l!.'.l.'...l.....I..ll...ll.'....l. COWICATIONS 2
RefrigeratioNeceeesesesscrsssvesoascassasssassceosessse BUILDINGS & GROUNDS 10
Refunds
Collections and ReceiptSeeesssessesescassasesses ACCOUNTING 6
DiShUrSEMENtesseoeesseeesensssasasssassasessesss ACCOUNTING 8 <,
Registered Maileceesesseeassssecocssscssosssesessssee COMUNICATIONS 2
Regulations
Administrative IssSUanNCe@S.cessscesscesssccssecsss ORGANIZATION & MANAGEMENT 1
DistributioNessececessssscsesessccsssssessesseses DISSEMINATION 1
Postalescveernseessncsanscccosrnscsenssssasnsseese COMMINICATIONS 3
SeCUTitY eeeesnnsecesossscascsossscssssossascsesss SECURITY 3
Shipment...ieeseeseesscsosscsessesssaocssssscsnsss SHIPMENT 7
TrAVELleeeereeerercononosnsenssrosnosccssssssesess TRAVEL 6
VehicleSeeeieeasveacsontsvesccesessasnsssasesensas VEHICLES 2
Rehabilitation.sseeoesssecovencesessossesoncessaseeeee MEDICAL 2

96
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RECORDS
16 December 1954

Reference

RelationS, Employee......-............o....-o
Release of

Commnications & ReCOrdSesseesscccscoces
Information & PublicationS.eesecocecscscee

Spa'ce......0..0.'...‘...OOQ.......‘.....

Remvﬂ for Cause.........'.......'_..'.......
Rental of Equipment,.eeeeessccissocessssenoas
RentSQQOCOOOQOCOQQQ0000000'000'....0000'00000
ReorganiZation...o..................-........
Repair

BUildingS & GroundSessecesscccceccscrece
EqUiment»& supplies....................
ve}licles..'......'..‘....‘...........Q‘.

Reports.............0.000.0.......0.....0..'0

Accomting..............‘...‘."...'....
ﬂppropriations......-3..................
Building & Grounds....................o.
Comnitbeesoottooootooonoaooooonaooooooo.
Construction............................
DiSpOSition of Recordsuooooocooooo.nuooo
Evaluation of Employees.cseseesecencssns
F\imess....'............................
Intelligenceoooblcocnoscooo-ooooooDo.oo.
Medicaloono}ooootoo-ooooooooooooo'oooooo
MeetingS............................o...
National Defense..suesessscocesnceoncons
Persomeln..o..00..00‘00.00.0l.!nooo.o.'
Printing & ReproductioN.....eseesssssces
Haining.....‘................‘.........
ﬁ‘avel.'.'...'.....l........‘0'....'...'
VéhiCleSooono.-oooo.-oc--.oocooooooaoooo
Vi-baJ- IVIaterj-alSoooinnootoooo.t.tocaooono

Representaﬁ-ves.l..Q......O....C....Q'..l....
RepmduCtion.‘...O.......'...0'.....0'..‘.'..
Requests

COllectionca-.oaoo.oo.ono.-oou.obo-oooto
Dissermination, soseeecsserenosssssosnnens
Printing & Reproduction.....v.ieveevsees
Racords.l.ll..l.l."000'."00.000.0'0'..
Travel.ssusssecereecncenecsoerssnsnsanse

Requirements

Intel)igencCe,esseseracorosonrsoasssensee
C°1190tion'oooolooooocaocooooooooo.o.loo
Eguipment, cveseeesscosecsesrsonsescronoe
PersonnelQQQQQCQQOQOODDC..‘lo.O.l.C.Ql..

97

File Designation

PERSONNEL 11

SECURITY 2

BUILDINGS & GROUNDS 9
PERSONNEL 17

EQUIPMENT & SUPPLIES L
ACCOUNTING 6

ORGANIZATION & MANAGEMENT 5

BUILDINGS & GROUNDS 7
BQUIPMENT & SUPPLIES 3
VEHICLES 7

REPORTS

ACCOUNTING 10
APPROPRIATIONS L
BUILDINGS & GROUNDS 8
COMMITTEES 2

BUILDINGS & GROUNDS 3
RECORDS 2

PERSONNEL 12

PERSONNEL 12
DISSEMINATION 2

MEDICAL 7

MEETINGS 5

NATTONAL DEFENSE 11
PERSONNEL 1}

PRINTING & REPRODUCTION 3
TRAINING L

TRAVEL 9

VEHICLES 11

RECORDS 6

PUBLIC RELATIONS 5
PRINTING & REPRODUCTION

COLLECTION 11
DISSEMINATION 4

PRINTING & REPRODUCTION L
RECORDS 1

TRAVEL 1

PRODUC TION 7
COLLECTION 11
EQUIPMENT & SUPPLIES L
PERSONNEL 15
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RECORDS
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Reference

Requisitions
Equipmen‘h & Supp]ies..o.u.....n..........
Foms Fx'om Stock'.'..”.l..iibd.ic'.l.l....
NoW FOIMSeecescosssssnasssassesscsssscscscnse
Printing & ReproductioNeececceccscscccrensse
. Recruitmenbeceeeccecsosecceceraass ceeeness .
Vehicles..cvievsnoesanosnoses sesesesnesnnas
Reserve Training, Militaryeeeeecec.cvases ceeasee
Resigna'bions...........-....................‘....
ResolubtionS..cccsesresarsssovesscsasssscsstasscos

Resources, Conservation.scececcsecsecos coveens .
Responsibilities
Intelligeme collwtion....ooo-oo-oooc..-00
ProductioNececesesncessescecns sassencsecsvse

Rest.IC.OQ...'...I....l..‘........'.0..'....'0..
ReStrictioNSesseessesseveacssescsasassccssancsns
Retirement Deductions..... sececsoeeveresenassaes
RetirementS.ececosecrccccsssoscessessescesssssssne
Revision of FoOrmMSececsceesssoscossascsesvssssccssee
Rights of Wa¥.eseseeceocsosovcesoesovesrsassonsne .
ROyaltieSeeeseccsscesscasacoscovossoncsceccnsss .

98

File Designation

EQUIPMENT & SUPPLIES L
EQUIPMENT & SUPPLIES L
FORMS 1

PRINTING & REPRODUCTION L
PERSONNEL 15

VEHICLES 2

PERSONNEL 11

PERSONNEL 17

LEGAL 5

NATIONAL DEFENSE 2

COELECTION 9
PRODUCTION 5

MEDICAL 2.
DISSEMINATION 5
ACCOUNTING 9
PERSONNEL 17

FORMS 1

BUILDINGS & GROUNDS 1
ACCOUNTING 6
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SRl

RECORDS

16 December 195l

Reference S

ST @NOUS® e esssosseasasossnsstsosststsosnsnsasscncss
T 3 v O R AR AR
Sales AuthorizatioN..cecececssssccvscesonssssonccns
S81VaZCeesssecssasvessssccssonsenassssssanssnsansne
SanitatioNeeeeccosseusscessossssassscrssssasascacccs
Schedules
Collection = ReceipiSeecervvssssssvccnaccsocass
DishursanentS.eseessssosesescsssscsacsesscscns
Records Disposition..ceeeccsensececosnscecoses
Schools
Dependent Children.....ceeevvanressenrccccnces
Outside Training = AgeNnCy.csecsceccssseccccncs
Qutside Training = Personal.sscssccccccccsenes
Personnel Recrultmenbeecereeececansercoccccane

SECUTItYecorsoseoanasessscnsossnssosretscaconnsnes .
TaleComMMNiCationSeesecseesossscsssonssserssns
SelectioNe.eeecsvessssesssssassvencsncs cerane cesssne
Selective Service
Draft Deferrmentecssecescesescresesseasscsancse
Military Leave...ccocosercncrass sesecnsosecsnae

Separation FOr'..ecscvecececsossecsrsrcenccncane
SeparatioNSsesccessesssscvsscsncssccsnsnccascococse
S OWEraAZ e cessscnercssosssanssscsssossasscsrascccnss
Shipment..cseseseessssosssesresssoccsrssscssccssose
SiENScssse covernercnsnaans et senens Cecsrrasseavue
510t eseeearsraaserssananes tesercesrsessaresennns .o
BOCiELi® g escnensosscrssasssssosenasssscasnsrosse .
Solicitation of FundSeesseecsascessssccnnes ceseense
Sources )

TntelligenCe,svseeansscsoseserasscncssssaresne

Recruitmenbescececececennnee
SPACE.csssssencoossessssssssassosssssesssotcrsscses
Special Deliveryesescocecssecccsncsscssscsevncscnso
Specifications

Buildings & Groundse....... Cecesavesesasesocne

Equipment & Supplies............ rressasencene
SpPEeCheSeseessesssosssnesrsscsssscsrosccccvsesconee

s e s B e BN s s e e BN

Standardization, Form....eceeevecocccces cesecnscene
Standards
Job.l..lll..'l'..'.llC'.......-'l.l...'..l..l‘

Physicaloootlnotioonoto..oo'.--c..loniooto--t.
RCCrUitment......o..--........-..-..--o--..--o
St&te AgenCiCS..-...oo.-oy-...-.......-..-...-....-
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File Designation

COLLECTION 2
PERSONNEL 16
EQUIPMENT & SUPPLIES 7
EQUIPMENT & SUPPLIES 7
MEDICAL 6

ACCOUNTING 6
ACCOUNTING 8
RECORDS 2

PERSONNEL 11
TRAINING 5
PERSONNEL 11
PERSONNEL 15
SECURITY
COMMUNICATIONS 6
PERSONNEL 15

PERSONNEL 11

PERSONNEL 2

PERSONNEL 17

PERSONNEL 17

BUTLDINGS & GROUNDS 10
SHIPMENT

BUILDINGS & GROUNDS L
ORGANTZATION & MANAGEMENT 9
PERSONNEL 11

PERSONNEL 10

COLLECTION 1
PERSONNEL 15
BUILDINGS & GROUNDS 9
COMMUNICATIONS 2

BUILDINGS & GROUNDS 3
EQUIPMENT & SUPPLIES L
DISSEMINATION 2

FORMS. 1

PERSONNEL 7
MEDICAL L
PERSONNEL 15
LIAISON 5
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SONRIBIS

RECORDS
16 December 195}

Reference
——m e

Statements
ACCOUNtIngeseeiniiierentarsonennennennnnnns
Appropriations......... vesscetreecnnrann tee

Statistics
Appropriation..............................
Budget.eiviiiiinnennnennnnnnnen. Ceressssnas
Generaleeseeeeneenans R T S .
Personnel....ieerevecennness teestessasncnnes

StatlusSeeeeecanrereecenennenn.s

StOCk Catalogue. ------- ®0cserecsesrsersensonesne

Stockpiling.l‘................l......-.....0‘0..

Storage
Communications & ReCOrdSseevueereennnnencsne
Equipment & SUPPLieSeteestnrescennacnnanees

LA R N N N RN

In Transitececeeeneeneoceeennnn. ceccsvscesa
Space......................................
VehicleSaeareernnreeneeennnnn. tesrecacenoaa
Summaries............;........... ............. .e

SUPergradeS s ceeeesecesnesenens teretesentnnenenae
Supplemental ADPTropriationSesssssecesnsssonceess
Supplies........................................
Intelligence...............................
Material for StUGY e seeeacsrecsonccannsancen
operational...........C..‘.I..Q....'...'O..
Surplus

Board, Surplus Property,........ teeessenana
Buildings & Grounds...,............ teesaanns
Equipment & SUPPLieSeseesttaeeeesenracannse
Improvement Programec e seiiseseeeneennnnenes
Intelligence...............................
Managementeseeeonenesn.. tevesnesane cecescea
Medical................................‘...
Records....................................
Suspensions.....................................
Systems
Accounting.................................
Filing....................;......... ...... .
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File Designation

ACCOUNTING 10
APPROPRIATIONS U

APPROPRIATION L
APPROPRTATION L
REPORTS

PERSONNEL 14
PRODUCTION 8

EQUIPMENT & SUPPLIES 1
EQUIPMENT & SUPPLIES 6

SECURITY 2

EQUIPMENT & SUPPLIES 6
SHIPMENT 12
BUILDINGS & GROUNDS 9
VEHICLES 12
ACCOUNTING

PERSONNEL 18
APPROPRIATIONS 5
EQUIPMENT & SUPPLIES
COLLECTION 2
COLLECTION 7
COLLECTION 2

EQUIPMENT & SUPPLIES 7
PERSONNEL 17

VEHICLES 13

COLLECTION 8

EQUIPMENT & SUPPLIES 7
BUILDINGS & GROUNDS 1
EQUIPMENT & SUPPLIES &

ORGANIZATION & MANAGEMENT 2

DISSEMINATION 2

ORGANIZATION & MANAGEMENT 2

MEDICAL 7
RECORDS L
ACCOUNTING 3

ACCOUNTING 11
RECORDS 3
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25X T RECORDS

16 December 1954

Reference =T~ File Designation

Tables of OrganizatioNeessesccsscessescesceoossees ORGANIZATION & MANAGEMENT 9
Tax EXemptioNSeeeeesesccoscsoscssscsssesscssassssee EQUIPMENT & SUPPLIES N
Techiques, Operationalesesssecccssssesscssesssssss COLLECTION 8
TelegramSeeeeveoscecs-sssssessarassassossnssssosss COMMUNICATIONS 5
Telephon®.ccesessosssssesssvssessssososssscessansse COMMUNICATIONS L
, , UN1iStedeeoeesssoessesoesascssncsossssssssssss COLLECTION 2
e TeLetyDOS s ssssesesosereeassssssscsassnsssssssssess COMUNICATIONS 5
T@LEVLSiOTeesoonocescessenssnssnscassassessassssss COMMUNICATIONS 5
Tests
EMPLOYeeS..ccascessosssrssvscscsssnssssssssss PERSONNEL 15
, Equipment & Supplies......ceeseesesessorscees EQUIPMENT & SUPPLIES i
N PHYS1Calaneocseessaseevnsossersssssssesnseses MEDICAL L
ROCTULLMEN ¢ 0 oo eeecnssnssassssasssncessesssse PERSONNEL 15
Theft :
Propertyecscecssssoccacossossssssssasnesssece EQUIPMENT & SUPPLIES 5
VeNiCLeS.eeceesssoosessescsasassssssessasssss VEHICLES 6
Time & Attendance ReportSeccesesecsssescsecasassss ACCOUNTING 9
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