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Nd TvIDHAS

CLASSIFICATIO MATERIAL

6-- ADMINISTRATION

00- GENERAL
000 Teneral

401 Functions

002 Policy

003 Inter-agency Relations
004 Official Meetings

005 Notaries Public

006 Giyil £

o07 BRI ency Plans
008

209

0:~ ORGANIZATION
010 Tehera,
011 Natiomal Office
012 Finance Offwce
Ci3 Stage Office
714 County Office
015 Directory

16

017
018
o9

92- MANAGEMENT

020 Ténera.

021 Procedures and Forms

022 Authority Redelegations

023 Suggentions and
Awarde

024 Improvement

€25 Admanistrative Bonde

026 Work Measurement

027 Revorts Management

g‘z!g frsition Management

03- BUDGETS
030 Teneral

031 Estimates

vestigahions

07- INFORMATION
07¢ Cenera

071 Public Information
072 Publications
072

014

(331

07¢

677

078

07%

o8- Housir

& Urban Devel
3:? Genera

orment

1.. BUSINESS SERVICES

10- GENERAL

100 GERersl

181 Minor Purchases and Services

102 Checks and Bonds

103 Shipments of Negotiable Bonds

104 Availability of Materiale & Records
105 ldentiication Cards

106

107

108

109 Reporte

1i- SPACE

110 Gensral

it

11 2 -—
13

14

115

16

17

118

19

2- PROPERTY AND SUPPLY
120 General
121 Acquisition
122 Custody

123 Dieposition
124

12

26

127

128

129

13. REPROCUCTION
130 Tenera
131

132

133

134

135

135

137

138

139

14- COMMUNICA TIONS

140 Ténera;

141 State and County Offices
142 National Office

143

144

145

146

147

148

149

15- RECORDS
150 General
151 County
152 State

153 Natjonal
154

155

156

157

58

159

16+ TRAYEL
160 Tenaeral

161 Request for Authotization
162 [ssuance of Authorization
163 ance and Re

164

165

166

167

168

159

17- CHANGE OF QFFICIAL STATION

.7C General

171 Request for Authorization

172 Issuance of Authorization

:73 Performance and Reimbursement
4

18- TORT CLAIMS
" 80 Tenera
181

182

2-- PERSONNEL

20- GENERAL

200 Teneral

241 information for Employees

202 legated Peras; BI\O') Authorities
o3 Pebsonfiel Wanagement
204 Standards of Psrformance

zo(’: Equal Employment Opportunity

204

207 Conduct
208 Adverse Actions
209 Reports

21- POSIT'CN CLASSIFICATION
210 Wenerns
211 Specifications

212 Positions

213 Surveys

219 Records and Reporte

22. HOURS AND PAY
220 Tenevar

221 Time and Attendance
222 Hours

223 Qvertime

224 Rolidays

23. EMPLOYMENT

230 Teneral

231 Probationary Periods

232 Official Pexaonnel Folders
233

234

135

236 County and State Committees
237 Miltary Service

238

239 Reduction in Force and Reassignment

24- TRAINING

40 Téneral

241 Orientation

242 County Office Pasitions
243 State Office Positions

25. PERFORMANCE RATINGS
250 Ténera, ~ —
251

252 Processes

253

254 Appeals
255 Actions
256
257

258
259 Rocords and Reports

2b. EMPLOYEE RELATIONS & SER VICES
260 Teneral

261 Fund Raising
# Tncertive Awards

264 Grievancen and Appeais
265 Healtn

266 Services and Welfare
267 Representation

63

269

7- LEAVE

270 Temeral

271 Annuzl Leave

272 Sich Leave

273 Leave Without Pay
274 Misceilaneous Leave
27F

276

277

278

239

28~ SAFETY AND INJURY CCMPENSATION

280 Teneral

281 Accident Prevention
282

283

284

285 Injury Compensation
286

287
288
289

29- Ri.TIREMENT AND INSURANCE
290 TaReral T
291 Adminietration - Retirement

292 Technical Operations - Relirement
20e

294 Health Insurance

295 Group Life insurance
296

297
298
299

3.~ FISCAL SERVICES*

3¢~ GENERAL
300 Teneral

301 Personnel Management
[

303 Ineured Loans

304

308
306
307
308
309

31- BUSINESS SERVICES
310 Tenera

31) Space

312 Property xnd Supply
315 Reprodu:tion

3t4 Communications

31% Records

35

317

319%Reports

32- ADMINISTRATIVE ACCOUNTING
320 Teneral

32:

322 Admintstrative Expense Vouchers
323 Program Dockets

324 Claime

325 Poet- Foyment Operacinny

126 Investigations

321

328

329 Reports

33
310
330

332
333
334

34- LOAN ACCOUNTING

340 TErera

34! Direct Soil and Water Conservation
Loaas

342 Production- Type Loans

343 Farm Housing Loans

344 Insured So:l and Water Conservation
Loans

345 Insured Farm Ownership Loans

346 Miscelianeous

347 Direct Farm Ownership Loans

3148 Controls

349 Reports

36~ FINANCE CONTROL ACCOUNTING
366 Taaavar

361 Allotment Ledger

362 General Ledger

363 Collections and Accountability

366 Fund Adjustmeats
7

Reports

BUSINESS MACHINES

TeReTaT

Direct S
woans

372 Production-Type Loans

Farm Housing Loans

Innured Sc:l and Water Coneervation
Loans

375 Insured Farm Ownarsip Loans

376 Miscellaneous Loan Accounting

377 Direct Farm Ownership Loans

378 Controls

379 Reports

L and Water Conservation

38-
380
38t
382
383
384
385
I8¢
337
388
389

DATA PROC
eneral
System Deaign
Programming
Operations
Card Punch

SSING

39- FINANGIAL REPORTS
330 Temeral
391 Daily Reports

392 Weexly Reporta

193 Biweekly Reports

394 Semimoath.y Reports
395 Moathiy Reporta

396 Quarierly Reports

397 Semiannual Reports
198 Annual Repcrts

399

* This serios e pramamiy far use
i1n classuying wnternal procedures
Issued by the Finance Office.

. 431 Planmirg with Individuals

1 447 Waterehed

4-- PROGRAM OPERATIONS

40- GENERAL

430 Tenera

40} G Program Reviews

402 Supervised Bank Accounts

403 Voluntary Debt Adjustment
404 Borrower Case Clasafication
40r Management Systen
406 Work Organization

497 Account Codes

408 bdiviazor & 114
to9 rural"beveldPment

4i- FAMILIES
410 Teneral
4.1
4.2
4.3
al4
415

418
419

42- REAL PROPERTY
420 General

421

422 Appraisal

423

424 Construction and Repair

445 Taxes

426 Property losurance

427 Titie Clearance and Loan Closing
428

423
43- SUPERVISION
430 Genera

432 Record Keeping - individuals

433 Analysin of Individual Operations

434 Supervisory Visits - Methods -
Individuals

435 Recreation Enterprises

435 Home Services

437

438
439 Other Supetvisory Metnods

44~ LOAN AND GRANT MAKING

440 neTa. -

441 Operating, EnmePEeEncy, and
442 Association Ecoronic Opporty
443 Farm Ownership and Soil and Water

444 Housing

435

446 Fesource Conservation and Develepment

2 guaranteed Loans

45- ACCOUNT SERVICING
450 TERera

45] Servicing apd Gollect:o:
% HeneuatiSreTay
453

454

455 Liquidations

456 Debt Settlement

457

458

459

irg Lcans

46- SECURITY SERVICING
460 Tenera
461

462 Personal Property
463

464
465 Beal Property
406

47~ INSURED LOAN - LENDER
470 Génerar
47! Assignments
472

473

474

475

476

477

47y

4719

48- RESERVED MINERAL INTERESTS
480 Teneral

451 Sale-and Disposal
482

483

464

465

486

487

438

489

49- REPORTS
490 Gén- 72
493

492 Counts Office
493 State Offica
494 Fuance Offace
498 Nationai Oifice
496

497

498

499

3
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