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 b! The initiative displayed by the employee.

 c! The complexity or difficulty of assignment and
if it exceeded the level of work expected of employee&#39;s grade and job

description.

 d! Any unique situations or unusual circumstances
and how they were handled.

 e! The specific results achieved.

 f! The significance of employee&#39;s efforts to the
results attained.

 g! Benefits obtained for office, overall Bureau,
local community, intelligence community.

 h! The request of the recommending office  cash
award or certificate of commendation, ranking employees as

appropriate!.

 i! Any prior award s! employee has received for
same project/case.

�! Special Agent and support supervisors may submit FD�
255s to their SACs or division heads recommending awards for employees
under theirlsupervision. The office/division head, or in their
absence, the acting office/division head should personally approve the
recommendation and then submit the form to the designated point of
contact that handles awards matters.!

�! Form FD�255 may also be used to recommend awards
under the Principal Relief Supervisors Program.  See MAOP, Part l,
5�l5.5.!

| �! !Deleted!

**EffDte: O4/25/2001 MCRT#: lO96 Div: D3 Cav: SecCls:

5-15.2 Amount of Awards

!Approval by the head of office for award amounts should
be determined by using the established criteria for each category as
set out in 5�l5�!. The PRAU will not direct that a higher or lower
award be granted, but will offer guidance regarding the proposed
amount in light of the justification an office provides.|

**EffDte: O4/25/2001 MCRT#: lO96 Div: D3 Cav: SecCls:
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5-15.3 |De|eted|

**EffDte: l2/l7/1993 MCRT#: l72 Div: D3 Cav: SecCls:

5-15.4 Senior Executive Service  SES! Cash Awards | See 5-15 �!.!|

SES members are ineligible for cash awards throughout the
year, and awards will be granted only incident to their annual

performance appraisals. Any exceptions would be based on highly
unusual events and would require the approval of the SES Board and

|Director.|

the

**EffDte: O4/25/2001 MCRT#: 1096 Div: D3 Gav: SecCls:

5-15.5 Principal Relief Supervisor Awards  See MAOP, Part 1, 3-2.2 and 5-15.1
�!-!

 l! Criteria for Nomination of Principal Relief
Supervisor for an Incentive Award.

 a! The individual must have been officially
designated as the principal relief supervisor or the Assistant
Supervisory Senior Resident Agent for at least six months.

 b! The recommending official must state in the
submitting communication that the individual is at|the "Meets
Expectations" level in all of his/her duties.92

 c! The individual must perform or have performed
relief supervisory functions an average of eight hours per pay period
for at least the past six months; and

 d! The individual&#39;s performance in the principal
relief supervisor capacity must be considered superior and documented
as such on an FD�255  Recommendation for Incentive Award!. The field
division head or acting field division head must personally endorse
the recommendation.

�! A qualified individual may only receive this

particular award once in a l2�month period; however, the same
individual may be recognized during subsequent l2�month periods if all
qualifications continue to be met. 92Head s! of offices have been
authorized to grant principal relief supervisor awards in amounts up
to $l,OOO.| All nominations must be received at FBIHQ within 60 days
following the reassignment of the principal relief supervisor.
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�! Nominations for the principal relief supervisor cash
award may be submitted at any time. All nominations must state that
the recommended individual meets all of the above criteria.

**EffDte: O7/I9/2002 MCRT#: I229 Div: D3 Gav: SecCls:

5-15.6 On-the-Spot  OTS! Cash Awards Program

OTS awards are designed to recognize, through immediate
recognition, FBI employees who perform guality service in an
exceptional manner while on duty or in the performance of duties
related to FBI employment. These awards do not replace any existing
awards, and employees who receive them may be considered for other

recognition.

 I! Amount of Awards

$50 to|$500!in increments of $50. The awards will
be net and will be ordered in amounts to cover withholding to ensure
actual amounts of $50, $100, $I50,|$200, $250, $300, $350, $400, $450,
and $500.

�! Eligibility

All FBI employees at the GS�l5!level and below|and WG
employees at the eguivalent of the GS�l5|level or below!are eligible.
An employee may receive no more than four �! OTS!awards, and cannot
exceed a maximum of $2,000,|in one|calendar!year.

�! Qualifying Criteria

Must be for work�related performance while on duty or
in the performance of duties related to FBI employment; performance of
additional duties while maintaining his/her own workload;
accomplishing office goals in meeting short deadlines; solving unusual
work�related problems; or single short�term incidences of exceptional
work�related performance.

�! Nomination

 a! A recommending official  supervisor! may
nominate any deserving employee by sending an e�mail to the approving
official. Nominations should include the recipient&#39;s name, the
recommended award amount, and a brief explanation of why the employee
is being recommended for the award. Nominations should be made no
more than two �! weeks after the occurrence of the achievement being

recognized, whenever possible.

 b! OTS awards should be granted individually.
Groups cannot share the OTB awards. Withholdings are reflected in the
salary records of the award recipient for tax purposes.

SENSITIVE
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�! Approval

 a! The approving official should reply to the
recommending official with
receiving a recommendation
recommending official then
of Contact  POO! so he/she

either an approval or disapproval after
from the recommending official. The
forwards the approval to the awards Point
can deduct the money from the office awards

budget. The recommending official should print a copy of the e�mail
for the employee&#39;s drop file.

 b! Tf an employee is assigned to an office other
than the one making the recommendation for recognition, the employee&#39;s
division head or SAC should be contacted, and the recommendation
should state that the recommendation is being made with the
concurrence of the employee&#39;s division head or SAC. The funds for the
OTS award will be deducted from the allotment of the office making the
recommendation.

 c! Deleted

�! Presentation

The employee should be notified of the OTS award in a
public forum. The use of a certificate is optional.

�! Award Allotment

The PRAU will notify each office/division of their
one lump sum budget at the beginning of each fiscal year. This budget
should be used for all awards.

 8! Office/Division Head Responsibilities

Office/division heads are reguested to designate
a point of contact to handle all awards matters to ensure that all

employees comply with the OTS Awards policy. Also, a log/file should
be maintained to track the awards and to account for the budget.

**EffDte: O2/l5/2005 MCRT#: l37l Div: D3 Cav: SecCls:

5-15.7 Time Off From Duty as an Incentive Award

The Time�Off Awards are an enhancement of the Incentive

Awards Program  TAP! to
their excellent efforts

normal job requirements
allows the presentation

expand recognition afforded FBI employees for
and performance which is substantially above
and performance standards. This program
of time off, without loss of pay or charge to

leave, in lieu of monetary recognition as an incentive award. Time-
Off Awards are intended to recognize superior accomplishments or other
personal efforts that contribute to the guality, efficiency, or
economy of government operations and are not intended to be a
substitute for monetary recognition through the IAP.
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�! Criteria

The following are the types of contributions an
employee must make in order to be eligible for a Time�Off Award. All
contributions must be work�related performance while on duty or
performance of duties related to FBI employment.

 a! Making a high�quality contribution involving a
difficult or important project or assignment.

 b! Displaying special initiative and skill in
completing an assignment or project before a deadline.

 c! Using initiative and creativity in making
improvements in a product, activity, program, or service.

 d! Ensuring the mission of the FBI is accomplished
during a difficult period by successfully completing additional work
or a project assignment while still maintaining one&#39;s own workload.

 e! Deleted

 f! Producing additional benefits to the government
as the result of especially effective and timely evaluation of an

employee suggestion.

�! Eligibility

 a! All employees are eligible for Time�Off Awards.
An employee may be granted a Time�Off Award regardless of his/her
length of service, and the receipt of a prior award is not
disqualifying. However, the same contributions should NOT be used as
the basis for a Time�Off Award and another award unless the Time�Off
award or other award is deemed clearly NOT adequate to recognize the
value of the employee&#39;s contributions.

 b! Time�Off Awards for Senior Executive Service
 SES! members will be granted only incident to their annual

performance appraisals, and they will be ineligible for Time�Off
Awards throughout the year. Any exceptions will be based on highly
unusual events and will require the approval of the SES Board and the
Director.

�! Amount of Award and Limitations

 a! The minimum amount of time off that may be given
is four hours, and Time�Off Awards can only be used in increments of
four hours or more unless an employee has less than four hours
remaining of their allotment.

 b! A full�time employee may be granted a maximum of
40 hours of time off from duty as an award for any single contribution
that meets the criteria.

 c! Time off granted to an employee must be

SENSITIVE
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scheduled and used within one year after the award is made, and this

one�year period may extend into the next leave year. However,
employees should be encouraged to use the award within l2O days.
Leave not used within a year of receipt will be forfeited and is not
restorable.

 d! The total amount of time off a full�time

employee may be granted during any one leave year is 120 hours.

 e! For part�time employees or employees with
uncommon tours of duty, the maximum amount of time off that can be

granted
work in

maximum
half of

during any one leave year is the average number of hours of
the employee&#39;s biweekly scheduled tour of duty, and the
amount that can be granted for any single contribution is one-
the total leave year maximum.

 f! A Time�Off Award cannot be converted to cash
under any circumstances. Time off can be transferred between offices
within the FBI, but cannot be transferred to another federal agency.
Also, time off cannot be recredited to an employee&#39;s account if the
employee has a break in service from the FBI for more than three
calendar days.

employees who
office.
the amount of
the bounds of

 g! There will be no limit on the number of
can be recognized with Time�Off Awards in a particular
division/office head will have the authority to grant
time off he/she deems appropriate and which is within
good management to ensure that the functions of the

Each

division/office are not adversely affected by the use of Time�Off
Awards. When granting or recommending Time�Off Awards, consideration
should also be given to the recipients� leave status, i.e., end�of�
the�year "use or lose," when time off could be a burden on the
division/office and adversely impact on operational needs.

 h! Employees in leave without pay  LWOP! status
cannot use Time�Off Awards. Time�Off Awards cannot be granted to
employees in an extended LWOP status.

 i! Use of a Time�Off Award should not affect an

employee&#39;s Availability Pay.

 j! Time�Off Awards may only be granted for above-
average, work�related performance while on duty or in the above
average performance of duties related to FBI employment.

�! Relationship to other Awards and Consideration for
Promotion

for the
award.

The receipt of a Time�Off Award is not disqualifying
subsequent granting of any other cash incentive or honorary
However, the same contribution should not be used as the basis

for a Time�Off Award and another award, unless the time off is deemed

clearly not adequate enough to recognize the value of the employee&#39;s
contribution. In such rare cases, it may be appropriate to couple a
Time�Off Award with a cash award.

SENSITIVE
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�! Approval Levels

 a! Awards may be approved by the division/office
head,!and awards in the range of 8 to 16 hours may be approved by
first�line supervisors, without higher�level supervisory approval,
except for those in the Senior Executive Service, provided he/she is
at a level higher than those making
awards.! Therefore, a Special Agent
and approve an award. However, the
may make the recommendation for the

the recommendations for the
in Charge  SAC! may not recommend
Assistant Special Agent in Charge
SAC&#39;s approval.

 b! If an employee is assigned to an office other
than the one making the recommendation for recognition, the employee&#39;s
division head or SAC must be contacted,!or first�line supervisor if
the award is in the range of 8 to 16 hours,!and the recommendation
should state that the recommendation is being made with the
concurrence of the employee&#39;s division|head, SAC, or first�line
supervisor.| The employee&#39;s office point of contact will be
responsible for entering the Time�Off Award.

 c! All Time�Off Award recommendations for members
of the Senior Executive Service  SES! must be submitted to the PRAU
where they will be forwarded to the

their approval.

�! Form FD�8l2

Form FD�Bl2 should

SES Board and to the Director for

be used to submit
recommendations. The form should contain the following information:
Name of employee; Social Security Number; Number of
hours of leave being granted; and a narrative of the employee&#39;s
performance which warrants the recognition. When awards are for eight
hours or less, the narrative may be
two setting forth the reason s! for

a short, informative paragraph or
the award.

�! Time�Off Award Certificate

After the FD�8l2 has been approved by the
division/office head, the Time�Off Award certificate should be
prepared for presentation to the employee. The certificate should
contain the following information: Name of employee; Number of hours
of leave being granted; and the Date presented.

 8! Documentation Requirements

A Time�Off Award must be supported by written
justification which indicates that the employee&#39;s contribution met one
of the criteria for the granting of
amount of time off approved.

 9! Time Capture Record

this award and clearly merits the

Upon presentation of a Time�Off Award, the award
should be recorded in the Bureau Personnel Management System  BPMS!
through the screen specifically designed for these awards. The date

SENSITIVE
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presented is to be entered as the effective date. The leave can then
be requested and used by the submission of an FD�282  Leave Request!.
A notation should be made on the FD�282 that the request is for a
Time�Off Award. The used leave should also be recorded in the BPMS
and on the FD�42O  Attendance Register! or the FD�42Oa  Attendance
Register/TURK! as a Time�Off Award.

�0! Deleted

**EffDte: O6/24/2004 MCRT#: l342 Div: D3 Cav: SecCls:

5-16 CERTIFICATES OF COMMENDATION

�! A certificate of commendation may be recommended when
an employee&#39;s contributions do not meet the criteria for a cash award
but are of such significance that recognition is warranted.

 a! Recommendation for a certificate of
commendation from the Director should be made only when the
recommending official is convinced that certain elements of the
employee&#39;s performance are above normal and reasonable performance
expectations sufficient to warrant special recognition but do not meet
the standards for a cash award.

 b! Recommendations for certificates of
commendation from the Director may be submitted in electronic
communication form or on the FD�255 for the attention of the head of
office.! However, if recommendations are being made for certificates
of commendation in addition to recommendations for incentive awards,

they may be added to the FD�255, with the appropriate justification.

�! Letter from the division head or SAC. Division
heads and SACs should commend their employees over their own
signatures when it is believed an employee&#39;s performance warrants
recognition but does not meet the requirements for a certificate of
commendation from the Director.

�! If recognition of a particular contract employee is
deemed appropriate, a written communication to the Contracting
Officer, with a copy to the Contracting Officer&#39;s Technical
Representative, should be prepared. For recognition under the FBT&#39;s
Incentive Awards Program, the PRAU no longer prepares letters of
commendation for individuals who perform services to the Bureau

through a contractual agreement.

**EffDte: O7/l9/2002 MCRT#: l229 Div: D3 Cav: SecCls:

5-17 LETTERS OF APPRECIATION TO NON-BUREAU PERSONNEL
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Letters of appreciation may be recommended to recognize
the efforts of individuals other than employees of the FBI who have
contributed to the Bureau&#39;s mission or who have been cooperative in
furthering our mission. Recommendations for such letters should be
submitted on Form FD�468  Correspondence Matters, Recommendation for
Letter from Director!, not on Form FD�255  Recommendation for
Incentive Award!, and forwarded to the|Executive, Congressional, and
Public Constituent Services Unit  formerly Correspondence
Unit!,|Office of Public and Congressional Affairs, FBIHQ.  See MAOP,
Part II, ll�l.2, for details.!

**EffDte: O5/13/1996 MCRT#: 541 Div: PA Cav: SecCls:

5-18 PUBLIC SERVICE AWARDS PROGRAM AND CERTIFICATES OF

APPRECIATION

Cooperative relationships between the FBI and the public
have many benefits. There are three effective means to appropriately
recognize the contributions made to the FBI&#39;s mission by private
citizens or organizations.

**EffDte: O8/30/1991 MCRT#: O Div: PA, Cav: SecCls:

5-18.1 Public Service Award Plaques

 l! Division heads and SACs|have authority for the
awarding of public service plagues in appreciation of highly
significant contributions for presentation to private citizens or
organizations located within the 50 states. All division heads and
SACs must therefore establish proper procedures, including indices
checks and a control file, to ensure that all candidates meet the

following guidelines.|

�!  Division heads and SACs should!demonstrate that the
individual or organization provided one of the following:

 a! Exemplary service in an advisory capacity to the
FBI.

 b! Direct assistance to the FBI through actions or
useful ideas which are beneficial in eliminating or minimizing
problems or actively contribute to the FBI mission accomplishment.

 O!
nature through the

manpower.

Assistance to the FBI of a highly significant
cooperative use of facilities, equipment or

 d! Courageous or heroic action in support of FBI

SENSITIVE
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activity or mission.

I �! IThe field office can then use their supply account to
I purchase the plaques. The use of appropriation funds to purchase
I plaques for on�board Department of Justice employees is prohibited.I

I �! IPlaques may be obtained from outside commercial
I sources, including the FBIHQ Recreation Association Store, or a local
I establishment of office&#39;s choice.I

**EffDte: O2/27/1995 MCRT#: 370 Div: PA, Cav: SecCls:

5-18.2 Certificates of Appreciation

 l! SACs or division heads may request a Certificate of
I Appreciation for presentation to an individualIwhoIhas rendered

assistance and/or cooperation to the Bureau, in lieu of letters of
I appreciation. IThe certificate should be presented by the SAC,
I division head, or other appropriate FBI representative.I

�! The request with supporting justification should be
directed to the Executive, Congressional, and Public Constituent
Services Unit  formerly Correspondence Unit!, OPCA, Room 6236, using

I Form FD�468. There areIl3Idifferent certificates which should be
I identified accordingly when requests are made. ICertificates are
I further identified on Form FD�46B.I

�! The Certificate of Appreciation is signed by the
Director and enclosed in aIcardboardIfolder or a leatherette diploma
holder with a gold FBI seal applied on the cover. I When requests
exceed 25, cardboard diploma holders with gold FBI seals will be

used.!I

**EffDte: O4/l3/1999 MCRT#: 874 Div: PA, Cav: SecCls:

5-18.3 Certificate of Appreciation for Use by the Special Agent in Charge

�! Each FBI field office has a supply of Certificates of
Appreciation enclosed in a blue paper folder designed to be signed and
presented by the Special Agent in Charge. The criteria of this
certificate are established by the Special Agent in Charge.

I �! IThe National Press Office, OPCA,Ishould be contacted
for additional Certificates of Appreciation for use by the Special

Agent in Charge.

**EffDte: O2/29/1996 MCRT#: 496 Div: PA Cav: SecCls:
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5-19 SUGGESTION PROGRAM

 l! The employee suggestion program can be a useful and
important employee�management communication device. It allows the
employee to suggest improvements in Bureau operations and enables
management to reward those employees who make significant
contributions.

�! Suggestion awards are made to employees in
recognition of idea�type contributions which directly contribute to
productivity, economy, efficiency, or directly increase effectiveness
in carrying out the FBI&#39;s programs or mission.

�! Criteria for Consideration of Suggestion

 a! The suggestion must be outside the employee&#39;s
responsibility. In rare cases, contributions within the employee&#39;s
job description may be awarded if they are so superior or meritorious
as to warrant this special recognition. The official position
description and performance requirements will be used to measure the
acceptable level of competence and as the basis for determining what
is normally expected of an employee occupying that position.

 b! The benefit to the FBI in terms of direct
contributions in efficiency or economy must be equivalent to a savings
of $250 in order to qualify for a cash award. Benefits will usually
be based on the first full year of operation following adoption of a
suggestion. Benefits may be determined by estimating the net savings
over a longer period when there are high first�year costs required to
implement the suggestion. In instances where the value cannot be
determined by estimated net savings, it will be determined by
reference to the intangible awards table  see 5�l9�! c!!.

 c! Suggestions that deal with routine employee
services, benefits, working conditions, housekeeping, or maintenance
of buildings and grounds should be handled through normal
administrative channels and not accepted into the suggestion system.
Items of supply which can be procured through simple requisition, or
proposals which offer no specific means to improve operations, should
not be entered into the program unless the contribution to economy,
efficiency or increased effectiveness of operation can be clearly
demonstrated. Also, proposals which would obviously cost more to
process than the tangible benefit achieved will not be evaluated under
this program but will be returned for oral acknowledgment.

 d! Inventions and patent disclosures may serve as
the basis for a suggestion award when the idea meets the criteria set
forth above. The patent application and an analysis of the estimated
direct dollar benefits will meet the minimum documentation

requirements.

| e! Suggestions that are submitted into the program
will not receive recognition if the idea has previously been submitted
or is currently under consideration by an FBI entity.92

SENSITIVE
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�! Documentation Requirements for Suggestion Awards

 a! Form FD�252 should be utilized to submit
suggestions  original and three copies!. If the suggestion relates to
a form, submit four copies of the current form and four copies of the
proposed form.

 b! Form FD�252 must be signed by the suggester and
forwarded to the Performance, Recognition and Awards Unit,
Administrative Services Division for appropriate action.

 c! A brief description of the current practice or
procedure, if any, should be noted, as well as any manual citation, if

appropriate.

 d! A description of the suggested change to
existing practice or procedure, or if it is a suggestion to add a new
practice or procedure, a description of what is to be added.

 e! An analysis of the direct estimated net dollar
benefit which would result over the first 12-month period after
adoption should be set forth. The suggester is to document as fully
as possible the actual or anticipated savings which will result from
adoption of a suggestion.

�! Adoption of Suggestion and Group Awards

 a! Suggestions not adopted when made remain active
for!six months.! If adopted within|a six�month|period, the original
suggester will be entitled to consideration of an appropriate award.
Suggestion becomes invalid if not|evaluated!within|six months from the
date of the suggestion.!

 b! When awards are granted in connection with
adopted suggestions, the use of the suggestion by the United States
shall not form the basis of a further claim.

 c! If two or more employees independently and
simultaneously submit identical suggestions, any award will be egually
divided.

�! Amount of Cash Award for Adopted Suggestions

 a! In the interest of uniformity, the amount of an
award will be determined by FBIHQ; therefore, the!amount|of an award
|will be determined by FBIHQ and approved by the head of office or
SAC.!

 b! Cash awards resulting in tangible benefits will
be determined in accordance with the following scale for such
benefits:

TANGIBLE BENEFITS AWARD

Up to $lO0,000 lO percent of benefits

SENSITIVE
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$100,001 and above $10,000 plus 1 percent of
in benefits benefits over $100,000

 c! Cash awards resulting in intangible benefits
will be determined in accordance with the following scale:  See MAOP,
Part 1, 5-19�! b!.!

VALUE OF BENEFIT EXTENT OF APPLICATION

Limited Extended Broad General

Moderate $ 25-125 $ 125-325 $ 325-650 $ 650-1,300

Substantial $ 125-325 $ 325-650 $ 650-1,300 $1,300-3,150

High $ 325-650 $ 650-1,300 $1,300-3,150 $3,150-6,300

Exceptional $ 650-1,300 $1,300-3,150 $3,150-6,300 $6,300-10,000

 d! Cash awards for suggestions will not affect the
annual salary of an employee; however, federal withholding tax will be
deducted from such award prior to payment.

�! Streamlining Committee or Suggestion Coordinator
 Optional!. Each division may designate either a Suggestion
Coordinator or Streamlining Committee. Their function is to
facilitate suggestions to improve Bureau operations. This decision
will be left to the discretion of the division head or SAC who is

responsible for lending appropriate support to the Suggestion Program.

**EffDte: 11/22/2002 MCRT#: 1245 Div: D3 Cav: SecCls:

5-20 SERVICE AWARDS

Certificates of service and service award keys are
presented to Bureau employees in connection with their 10-, 20-, 25-,
and 30-year anniversaries. |Bureau employees celebrating their 40-,
45-, 50-, and 55-year anniversaries will receive congratulatory
letters in lieu of certificates.! Additional service awards follow:

�! 35-Year Service Award

Scroll Award

�! 40�Year Service Award

 a! |Deleted|

 b! Service award key cluster

 c! Engraved watch
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I  d! IDeletedI

�! 45�Year Service Award

I  a! IDeletedI

 b! Three�dimensional plaque of FBI Seal

I  c! IBookendsI

I  d! IDeletedI

�! 5O�Year Service Award

I  a! IDeletedI

 b! Cuff links and tie clasp for men

 c! Brooch for women

I  d! IDeletedI

I I�! 55�Year Service Award

I  a! Engraved crystal eagle

I �! 6O�Year Service Award

I  a! FBI Medal for Meritorious AchievementI

**EffDte: OB/O9/2000 MCRT#: I007 Div: D3 Gav: SecCls:

5-20.1 Computation of FBI Service

 l! Based on total period s! of active duty

�! Leave without pay in excess of six months is deducted

�! In general, any period of separation from the
Bureau&#39;s rolls is deducted. Military service is credited for those
employees who possess mandatory restoration rights to the positions
they hold when they enter the military and who fulfill any criteria
necessary to protect such rights.

**EffDte: OB/29/1990 MCRT#: O Div: D3 Gav: SecCls:

I 5-20.2 Presentation of ServiceIAwardsI

I I l! Anniversary awards should be presented to employees
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by the heads of office. At the employee&#39;s request, the Director will
present, as his schedule allows, service awards to those employees
celebrating 25 years, or longer, of Bureau service who are assigned to
FBIHQ  excluding the Criminal Justice Information Services Division

employees assigned to Clarksburg, WV, but including any employees
assigned to Quantico, Virginia; Washington Field Office; and the
Critical Incident Response Group  CIRG!!. Bureau employees in
Clarksburg, WV, and all field offices, other than CIRG, celebrating
25-year, 30-year, or 35-year anniversaries who wish to meet with the
Director for presentation of their service awards need to submit their
request by EC with the understanding that all expenses are to be borne
by the requesting employee. The EC should be addressed to
Administrative Services, Attn: Performance, Recognition, and Awards
Unit  PRAU!, Room 6860, at FBIHQ, at least one month prior to the

employee&#39;s anniversary.

�! The PRAU, via an EC, will contact all Bureau
employees assigned to field offices  excluding CIRG! celebrating a 40-
year anniversary or longer, through the employee&#39;s division front
office, inviting the recipient to travel to FBIHQ to meet with the
Director for presentation of his/her service award. Travel costs for
the recipient and one guest will be reimbursed by the Bureau.|

**EffDte: 08/09/2000 MCRT#: l007 Div: D3 Cav: SecCls:

5-20.3 Loss of Service Award Key

IA replacement key, at the employee&#39;s expense, may be
requested by submitting a communication to the PRAU, Administrative
Services Division, Room 6860. In the communication, the employee must
explain the reason for the request and should also include their
official Bureau name and entry on duty date, as well as a personal
check, cashier&#39;s check or money order made payable to the FBI. Due to
the fluctuating prices of gold, an employee must contact the PRAU to
obtain a current price.|

**EffDte: 08/09/2000 MCRT#: l007 Div: D3 Cav: SecCls:

5-21 FEDERAL SERVICE EMBLEM

A Federal service emblem, with FBIHQ concurrence, is
available at the employee&#39;s specific request when an employee does not
qualify for a Bureau service award key under the following
circumstances:

 l! Employee must have completed at least l0 years of
civilian and/or military service, exclusive of FBI service.

�! Employee must have completed at least one year of FBI
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service.

**EffDte: O8/25/1989 MCRT#: O Div: D3 Cav: SecCls:

5-22 RETIREMENT PLAQUE

92A retirement plaque is authorized for presentation to
employees who retire, including disability retirements, from the
Federal Government while employed by the FBI regardless of their years
of FBI service. These employees may be eligible for retirement under
the provisions of the Civil Service Retirement System or the Federal

Employees Retirement System. Special Agent badges and credentials or
support employee credentials or identification cards may be
appropriately mounted on the plaque. The employee may request a
walnut shield�type plague without badges, credentials or cards. The
retirement plaque will reflect only the dates of FBI service.|

**EffDte: O8/25/1989 MCRT#: O Div: D3 Cav: SecCls:

5-22.1 Request for Retirement Plaque

 l! Type of plaque and employee&#39;s desire for such plaque,
as well as approval by division head or SAC, should be determined at
time of exit interview and appropriately indicated on the exit
interview form  FD�l93!.

�! FBIHQ division heads and SACs should ensure that
credentials and badges or identification cards are submitted by
routing slip to FBIHQ in a sealed envelope at least 45 days prior to
retirement date. Credentials and badges or identification cards
should be submitted to FBIHQ by registered mail, Attention:
Employee Benefits Unit,|Personnel|Division.

**EffDte: O4/21/1994 MCRT#: 226 Div: D3 Gav: SecCls:

5-22.2 Presentation of Retirement Plaque

 l! The Director will personally present, as his schedule
allows, retirement plagues to employees assigned to FBIHQ and to the
Washington Metropolitan Field Office, at the employee&#39;s written
request. These requests should be made at the time of the exit
interview to Attention: Employee Benefits Unit,|Personnel92Division.

�! In the Director&#39;s absence, retirement plaque will be
presented by the FBIHQ division head or SAC.
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�! In the field, exclusive of Washington Metropolitan
Field Office, SACs or, in their absence, ASACs will present retirement

plaque to recipient employee.

**EffDte: O4/2l/1994 MCRT#: 226 Div: D3 Cav: SecCls:

5-23 MEMORIAL PLAQUE

A memorial plaque is authorized, but only after the
specific request of surviving family member s!, for a Bureau employee
who dies while on the rolls, without regard to age or length of Bureau
service. Requests should be forwarded to FBIHQ, Attention:

I Employee Benefits Unit,|Administrative Services!Division.

 l! In each instance, the availability of a plaque should
be communicated to the next of kin.

�! The memorial plaque will be identical to the employee
retirement plaque, with the exception of the inscription and the
perforation on the credentials.

�! The inscription plate will read "Presented to the
Family of , in Memory of his  her! Loyal and Devoted
Service to the Federal Bureau of Investigation, l9__ � l9__."

�! Deleted

**EffDte: OB/26/2002 MCRT#: l224 Div: D3 Cav: SecCls:

5-23.1 Memorial Plaques for Agents Killed in the Line of Duty but Not Necessarily
During an Adversarial Confrontation

 l! The FBI has long honored Agents killed in the line of
duty as a result of direct adversarial impetus��that is, at or by the
hand of an adversary, or who die as a result of an adversarial
confrontation. These Agents� names have been placed on a permanent
plaque so that their great sacrifice will always be remembered. The
inscription on this plaque reads: "In memory of Special Agents of the
Federal Bureau of Investigation who were killed in the line of duty as
the direct result of an adversarial action." The criterion for
inclusion on this plaque is as follows: "Agent or Agents who are
killed in the line of duty as a result of direct adversarial
impetus��that is, at or by the hand of an adversary or who die as a
result of an adversarial confrontation." The plaque consists of the
names of the Agents under the Special Agent badge.

�! The FBI also honors those Agents who lose their lives
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in the performance of their duty, but not necessarily during an
adversarial confrontation. The inscription on this plaque will read:
"In memory of Special Agents of the Federal Bureau of Investigation
who lost their lives in the performance of a law enforcement duty."
This would include situations involving "hot pursuit" of criminals and
when death results from the Agent taking immediate action to save the
life or lives of others. It would not include deaths caused, in whole
or in part by voluntary intoxication of the Agent, internal misconduct
of the Agent, the Agent&#39;s intention to bring about his/her death
 suicide! or gross negligence by the Agent. Specific guidelines for
inclusion on this new plaque have been developed. FBIHQ will decide
which Agents are to be honored.

�! Both plaques will be prominently displayed, side by
Hall of Honor at the FBI Academy at Quantico, FBIHQ, and
offices.

side, in the
in all field

**EffDte: O8/30/1991 MCRT#: O Div: D3 Cav: SecCls:

5-24 HONORARY IVIEDALS PROGRAM  H MP!

 l! The HMP is an enhancement of the Incentive Awards
Program and was created to expand recognition afforded FBI employees
by allowing the presentation of honorary medals in acknowledgement of
their acts of heroism, valor and meritorious achievements. The medals
are: FBI Medal of Valor; FBI Shield of Bravery; FBI Medal for
Meritorious Achievement; FBI Star; and FBI Memorial Star. The medals

|are|l4k gold filled and accompanied by replica l4k gold�filled
lapel pins. 92They are|engraved on the reverse sides with the
names of the honorees and placed in decorative shadow boxes for

presentation.

�! These medals may also be presented to federal, state,
and local law enforcement personnel who are detailed to or working
with the FBI in an investigative capacity under the Bureau&#39;s direction
for performance in the direct line of duty, or within the scope of
their assigned duties relating to the FBI&#39;s mission.

92�! In instances where recognition of a group is
warranted, in lieu of individual medals, the approved medal mounted on
a plague and imprinted with the names of the honorees is awarded to
the office to which the group is assigned. Each recipient is
presented with an individual award device as well as a replica lapel

pin.|

**EffDte: O4/2l/1999 MCRT#: 875 Div: D3 Cav: SecCls:

5-24.1 Qualifying Criteria for FBI Employees
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�! FBI

�!

 b!

 C!
within scope of FBI

adversary s!.

 d!
to overcome several

threatening crisis.

�! FBI

 a!

Medal of Valor

Exceptional  extreme! act of heroism.

Voluntary risk of personal safety and life.

Act occurs in the direct line of duty and/or
employment and in the face of criminal

Resolution and fortitude are of such a degree as
obstacles to neutralize a significant life�

Shield of Bravery

Brave and courageous acts occurring in the
direct line of duty and/or within the scope of FBI employment.

 b!
major assistance to
situations and/or c
priority cases of t

 O!
action in connectio

organized crime pen
negotiators or unde
dangerous individua

Voluntary risks in hazardous duties to extend
, i.e., task force or undercover operations, grave
risis confrontations associated with the highest
he FBI.

Performance occurs on duty and may include
n with a high�priority police cooperation matter o
etration.  For example, involving lead hostage
rcover Agents, continuously exposed to hostile,
ls.!

�! FBI Medal for Meritorious Achievement

 H!

meritorious service
responsibility; i.e
and ACTS of such ma

judge the employee�

highest expectation
Step|Increases, or!

FBI Service

l. Awarded for extraordinary and exceptional
in a duty of EXTREME challenge and GREAT

., a sufficient accumulation of DEMONSTRATED DEEDS

gnitude, over a requisite time period, to clearly
s service to the FBI and Nation to be beyond our

s  beyond performance solely justifying Quality
significantly substantial cash awards!.

2. Extraordinary and exceptional achievements
in connection with criminal or National Security cases, as well as
senior executives who have given long and outstanding service upon
their retirement, etc.

 b!

the protection of l
severe jeopardy.

danger to his/her l

Exceptional Performance

1. A decisive, exemplary act that results in
ife  lives! or the direct saving of life  lives! i

2. The recipient need not be in any risk of
ife or personal safety.

SENSITIVE
47

1&#39;1



SENSITIVE
Manl�ID: MAOPP1 MANUAL OF ADIN OPERATIONS AND PROCEDURES PART 1

3. The lifesaving act or deed may occur during,
before, or after the employee&#39;s official duty hours. For example,
ranging from a support employee&#39;s cardiopulmonary resuscitation act to
a SWAT member&#39;s success in properly neutralizing an extremely
dangerous subject with hostages.

4. Brave and courageous acts occurring in the
direct line of duty and/or within the scope of FBI employment or
voluntary risks in hazardous duties which are not at a level to
justify the FBI Shield of Bravery, but are of such magnitude that a
medal is appropriate recognition.

�! FBI Star

 a! Serious injury sustained in the direct line of
duty from physical confrontation with criminal adversary s!, or by a
device for purposes of ambush.

 b! Injury inflicted by weapons to include hands,
fists, feet, clubs,  blunt instruments!, knives, firearms, and
explosives.

 c! The FBI Star is awarded for gunshot wounds of
any variety inflicted as a result of an adversarial action when it is
determined that the injured employee was acting in accordance with
governing policy and exercising reasonable judgment.

 d! Injury in the case of all weapons, with the
exception of gunshot wounds, that are so severe as to require
substantial emergency room sutures, hospitalization and/or
COMPREHENSIVE medical treatment for a SUSTAINED period of time  e.g.,
severe concussion and broken bones!.

 e! Superficial abrasions, skin discolorations,
sprains and other minor injuries will be disqualified for
consideration in most cases.

�! FBI Memorial Star � Death when killed in the line of
duty as the direct result of an adversarial action; loss of life in
the performance of a law enforcement duty; and when actions resulting
in death occur in the scope of FBI employment and in the face of
criminal adversary s!. Note: Under circumstances wherein an Agent is
slain "in the scope of FBI employment," the propriety of the actions
must be adjudicated internally prior to the presentation of the FBI
Memorial Star.

**EffDte: O4/25/2001 MCRT#: lO96 Div: D3 Cav: SecCls:

5-24.2 Qualifying Criteria for Law Enforcement Personnel

 l! FBI Medal of Valor
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 a! Exceptional  extreme! act of heroism.

 b! Voluntary risk of personal safety and life.

 c! Act occurs in the direct line of duty and/or
within scope of employment while detailed to or working with the FBI
in an investigative capacity under Bureau direction and in the face of
a criminal adversary ies!.

 d! Resolution and fortitude are of such a degree as
to overcome several obstacles to neutralize a significant life-
threatening crisis.

�! FBI Shield of Bravery

 a! Brave and courageous acts occurring in the
direct line of duty and/or within scope of employment while detailed
to or working with the FBI in an investigative capacity under Bureau
direction.

 b! Voluntary risks in hazardous duties connected to
task force or undercover operations, or grave situations and/or crisis
confrontations associated with the highest priority cases of the FBI.

 c! Performance occurs on duty and includes actions
in connection with a high�priority police cooperation matter or
organized crime penetration.  For example, involving lead hostage
negotiatorslor undercover roles, continuously exposed to hostile,
dangerous individuals.!

�! FBI Medal for Meritorious Achievement

 a! Brave and courageous acts occurring in the
direct line of duty and/or within the scope of employment while
detailed to or working with the FBI in an investigative capacity under
Bureau direction or voluntary risks in hazardous duties which are not
at a level to justify the FBI Shield of Bravery, but are of such
magnitude that a medal is appropriate recognition.

 b! A decisive, exemplary act that results in the
protection of life  lives! or the direct saving of life  lives! in
severe jeopardy.

 c! The recipient need not be in any risk of danger
to his/her life or personal safety.

�! FBI Star � Serious injury sustained in the direct
line of duty from a physical confrontation with a criminal
adversary ies!, or by a device for purposes of ambush while detailed
to or working on an FBI investigation under Bureau direction.

�! FBI Memorial Star � Death in the line of duty as the
direct result of an adversarial action; loss of life in the
performance of a law enforcement duty; and when death occurs in the
face of a criminal adversary ies! while detailed to or working with
FBI investigative matters under Bureau direction.
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**EffDte: O4/21/1999 MCRT#: 875 Div: D3 Cav: SecCls:

5-24.3 Nomination Procedures

�! 92Nominations for honorary medals are to be submitted on
Form FD�255a within a reasonable time period after the occurrence of
the act, deed, or service to be honored. If more than one year has
lapsed since the incident occurred, the field or Headquarters head of
office must specifically address the reasons why more timely
recognition was not sought.

Note: Effective December 31, 1999, medal recommendations based on
events that occurred prior to 1989 will no longer be accepted.92

�! 92The FBI Memorial Star is intended to be presented to
the primary next of kin as soon as possible after the interments of
Special Agents or federal, state, or local law enforcement personnel
killed in the line of duty or in the performance of a law enforcement

duty.92

�! 92Any individual having personal knowledge of an act,
deed, or service believed to merit an honorary medal may submit a
statement of facts to a field or Headquarters head of office. Each
head of office is required to PERSONALLY screen the nomination and
include comments concerning the specifics of the event and employees�
performance in terms of criteria for the medal s! being recommended,
and submit it, by Form FD�255a, to the Performance, Recognition and
Awards Unit  PRAU!. A division head should also comment negatively if
he/she believes the medals� criteria were not met. It is crucial that

appropriate supporting documents, e.g., administrative inquiry reports
when an event involved an Agent&#39;s use of his/her weapon, newspaper
clippings regarding the event, and the like are attached to the

recommendation.92

92�!92 Recommendations of medals for federal, state, and
local law enforcement personnel should be made by the FBI
office/division head where the activity warranting the medal took
place and must also contain the concurrence of the head of the

employing agency.

92�!92 The FD�255a should be submitted to the PRAU,
|Administrative Services Division.|

92�!92 In the interest of timeliness when recommendations are
made for the FBI Memorial Star, immediatelelectronic communication
 EC!|may be submitted to the PRAU. The92EC92should include a succinct
description of the circumstances wherein an Agent or law enforcement
employee was killed.

**EffDte: O4/21/1999 MCRT#: 875 Div: D3 Cav: SecCls:
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| 5-24.4 |FBlHQ Approval Process  Moved from 5-24.7!|

I  A panel, chaired by the Assistant Director of the
  Administrative Services Division  ASD! and consisting of two Special

Agents in Charge and two Special Agents, is convened as often as
necessary to review medal nominations and make recommendations to the
Deputy Director. Representatives of the Employee Assistance Unit,
Shooting Incident Review Group, and the PRAU are also present to
assist the voting members of the panel. The criteria for the Memorial
Star, and in some cases, the FBI Star, are sufficiently clear to allow
for the submission of a recommendation by the ASD without convening a

panel. 

**EffDte: O4/2l/1999 MCRT#: 875 Div: D3 Cav: SecCls:

| 5-24.5  Presentation of Medals  Moved from 5-24.6!|

�! The FBI Memorial Star will be presented by the Director
or his personally designated representative to the primary next of
kin.  The order of precedence to establish the primary next of kin as
surviving spouse, eldest child, father or mother, eldest sibling, or
eldest grandchild is in accordance with the manner prescribed in the

Department of Army regulations governing posthumous awards and
decorations.

�!  The FBI Medal of Valor, Shield of Bravery, Medal for
Meritorious Achievement, and FBI Star are normally presented by the
head of the office to which the recipient is assigned in a suitable
ceremonial setting. 

�!  Upon approval of each medal, the submitting office will
be advised to plan a presentation ceremony and coordinate with the
PRAU to ensure that the medal is appropriately inscribed and forwarded
to the office in time for the event. 

**EffDte: O4/2l/1999 MCRT#: 875 Div: D3 Cav: SecCls:

| s-24.6  Moved to s-24.s|

**EffDte: O4/2l/1999 MCRT#: 875 Div: D3PA Gav: SecCls:
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| 5-24.7 |Moved to 5-24.4|

**EffDte: O4/2l/1999 MCRT#: 875 Div: D3 Cav: SecCls:

5-25 DIRECTOR&#39;S ANNUAL AWARDS FOR EXCELLENCE

The Director&#39;s Annual Awards for Excellence offer the
Director and other FBI officials the opportunity to recognize, in a
public ceremony, Bureau employees for their outstanding contributions
and exceptional service to the FBI and its mission. There are l7
categories of awards, and to the extent the quality of the award
nominees warrant, the opportunity exists to present more than one
award per category. Also, more than one employee will be eligible for
consideration to receive one award, e.g., a group award. A two�tiered
system will be used with the first tier consisting of three awards.
The second tier will be only slightly lower in significance and will

| consist of|l492awards.

**EffDte: O7/l9/2002 MCRT#: l229 Div: D3 Cav: SecCls:

5-25.1 First Tier

 l! The Director&#39;s Annual Award for Excellence in

Management

 a! Description: This award is designed for someone
in a supervisory position, not necessarily a Special Agent Supervisor,
and is one of the three highest awards the Director can bestow.

 b! Criteria: The nominee must have demonstrated
outstanding leadership and have made extraordinary contributions or
achievements in the improvement of operational or program
effectiveness, efficiency or productivity; have reduced or eliminated
costs through innovative or special managerial or administrative
efforts and initiatives; or have benefited the FBI through the
reduction or elimination of fraud, waste, mismanagement or abuse.

�! The Director&#39;s Annual Award for Excellence in

Investigation

 a! Description: This award is designed for someone
who has made significant contributions to an investigation and is one
of the three highest awards the Director can bestow.

 b! Criteria: The nominee must have achieved major
accomplishments in an investigation s! and demonstrated extraordinary

competence in complicated, long�term, and/or sophisticated cases of
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major significance.

�! The Director&#39;s Annual Award for Excellence in

Investigative Support

 a! Description: This award is designed for someone
in a support!capacity, with eligibility extended to both support
employees and Agents,|and is one of the three highest awards the
Director can bestow.

 b! Criteria: The nominee must have demonstrated
exceptional motivation, initiative, and performance in the support of
investigative efforts and/or displayed extraordinary achievements that
overcame unusual difficulties or unique situations of great importance
to the mission of the FBI.

**EffDte: O2/29/1996 MCRT#: 495 Div: D3 Cav: SecCls:

5-25.2 Second Tier

 l! The Director&#39;s Award for Distinguished Service to the
Law Enforcement Community

 a! Description: This award is designed for someone
who contributed to better relations among law enforcement and/or

governmental agencies.

 b! Criteria: The nominee must have demonstrated an
exceptional ability to work with outside agencies, resolve
difficulties and differences, and achieved significant results through
coordinated law enforcement and/or governmental agency efforts.

�! The Director&#39;s Award for Information Management or
Technical/Scientific Advancement

 a! Description: This award is designed for someone
who develops law enforcement technigues in the area of information
management, technical services, or scientific advancement.

 b! Criteria: The nominee must have made
outstanding achievements in the area of information management,
technical services, or scientific advancement that significantly
contributed to the mission of the law enforcement community or

resolving a case of major importance.

�! The Director&#39;s Award for Outstanding Criminal

Investigation

 a! Description: This award is designed for someone
involved in a criminal investigation s! of a significant nature.

 b! Criteria: The nominee must have demonstrated
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extraordinary ingenuity, initiative, and competence in overcoming
serious obstacles and achieved significant results in a complex
criminal investigation s! of major importance.

�! The Director&#39;s Award for Outstanding National

Security Investigation

 a! Description: This award is designed for someone
who is involved in a National Security investigation of a significant
nature.

 b! Criteria: The nominee must have demonstrated

extraordinary ingenuity, initiative, and competence in overcoming
serious obstacles and achieved significant results in a National

Security investigation s! of major importance.

�! The Director&#39;s Award for Outstanding Counterterrorism

Investigation.

 a! Description: This award is designed for someone
who is involved in a counterterrorism investigation of a significant
nature.

 b! Criteria: The nominee must have demonstrated

extraordinary ingenuity, initiative, and competence in overcoming
serious obstacles and achieved significant results in a

counterterrorism investigation s! of major importance.

�! The Director&#39;s Award for Distinguished Service by a

Support Employee

 a! Description: This award is designed for a
support employee who has made exceptional contributions to the FBI.

 b! Criteria: The nominee must have demonstrated

outstanding motivation, initiative, and performance in support of the
FBI&#39;s mission and/or displayed significant achievements that overcame
unusual difficulties or unigue situations.

�! The Director&#39;s Award for Sustained Distinguished
Service

 a! Description: This award is designed for someone
who has contributed to the FBI for an extended period of time, an
"unsung hero" award.

 b! Criteria: A nominee in this category ideally
will have demonstrated significant contributions to the FBI over a
period of 20 years or longer. Service of less than 20 years will be
considered relative to the candidate&#39;s potential length of career
service, scope of accomplishment, and eligibility under other award
categories. The contributions on a single project or investigation
may not be sufficiently significant to justify a Director&#39;s award.
However, the totality of their service to the FBI warrants special

recognition.
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 8! The Director&#39;s Award for Distinguished Service by a
New Employee

 a! Description: This award is designed for someone
who significantly contributes to the FBI with less than five years in
the FBI and is to serve as an incentive and role model for all
employees, especially new employees. This is a type of "Rookie of the
Year" award.

 b! Criteria: The nominee must have demonstrated
exceptional ability and resourcefulness to overcome obstacles in light
of limited experience that significantly contributed to fulfilling the
FBI&#39;s goals.

 9! The Director&#39;s Award for Exceptional Public Service

 a! Description: This award is designed for an
individual or organization outside of the FBI who contributed to the
FBI&#39;s mission, a "public service" award.

 b! Criteria: The nominee must have demonstrated
great unselfishness and public consciousness in assisting the FBI in
achieving exceptional results.

 IO! The Director&#39;s Award for Egual Employment

Opportunity

 a! Description: This award is designed to
recognize the most significant contribution s! to the Equal Employment
Opportunity  EEO! Program.

 b! Criteria: This award is not restricted to EEO

Program officials. A nomination may be for any manager or employee
who has made significant contributions to the FBI&#39;s EEO Program.
These contributions could be in the areas of leadership, training,
recruitment, conciliation, or any other activity that enhances
employment opportunities for women and minorities including Blacks,
Hispanics, Native Americans and Asian Americans within the FBI.
Consideration should be given for accomplishment s! in the following

area s!:

l. Performance of a special service beyond the
normal job requirements which results in significant improvement and
effectiveness of EEO Program operations.

2. Development and implementation of a program
or activity which greatly improves public understanding of the FBI&#39;s
EEO Program and the Agency mission.

3. Development and implementation of a program
or activity which greatly improves employees� understanding of the
FBI&#39;s EEO Program and the Agency mission.

4. Performance of a single or continuing act
which clearly strengthens the effectiveness of some aspect of the EEO

process.
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5. Performance in the implementation of EEO
activities and programs which addresses the career needs and concerns
of FBI employees, and contributes to the fostering, understanding,
harmony and cohesiveness within the FBI workforce.

6. Other EEO�related accomplishments or
activities that enhance the EEO Program.

7. Contributions to the EEO Program that are

especially innovative, or that employ a unigue approach to EEO
concepts  e.g., a new recruitment initiative or EEO planned event!.

8. Where an individual creatively defused a
potentially volatile EEO situation or through mediation of a
particularly egregious EEO issue.

| ll!92 The Director&#39;s Award for Outstanding Service to
Disabled Employees or by a Disabled Employee.

 a! Description: This award is intended to be given
to the employee who has rendered outstanding service to disabled
employees, or a disabled employee whose above�average performance
warrants recognition.

 b! Criteria: Recognition may be received for such
services as recruitment, employment, providing services,
accommodations or equipment for disabled employees; or, a disabled
employee may be recognized for his/her exemplary performance in the
face of formidable obstacles.

| l2!92 The Director&#39;s Award for Special Achievement

 a! Description: This award is designed for a
Special Agent or support employee who has excelled in a specific area
of expertise or in a foreign service assignment, and whose
achievements do not fit other categories of the Director&#39;s Awards.

 b! Criteria: The nominee must have demonstrated

extraordinary initiative, ingenuity, competence and performance in
his/her area of expertise or in areas of foreign service or any
specialization that enhances the mission of the FBI.

| l3!92 The Thomas E. DuHadway Humanitarian Award

 a! Description: This award is designed to
recognize Bureau employees that best exemplify former Assistant
Director DuHadway&#39;s constant, unqualified willingness to help others
through personal crises, regardless of their position, age, race, sex
or religion, with no expectations of personal gain or recognition.

 b! Criteria:

l. Nominee must be an employee of the FBI.

2. Nominee has responded to the needs of a
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fellow FBI employee or the employee&#39;s family with an unqualified
willingness to help the employee through a time of personal or family
crisis without regard for their position, age, race, sex or religion.

3. The nominee volunteered time to help a
member of the FBI family solve a personal problem or unsolicited
assistance of a positive nature that aided the employee or their

family.

4. The employee&#39;s contributions or assistance
had a significant, positive effect on the resolution of the personal
crisis involved and/or otherwise is clearly recognizable as an action
which others should seek to emulate in the spirit demonstrated by
former Assistant Director DuHadway.

| l4!92 The Manuel J. Gonzalez Ethics Award

 a! Description: This award is designed to
recognize Bureau employees who best embody former Assistant Director
Gonzalez&#39;s example of unwavering ethical standards, professional
ideals, and reputation for organizational integrity.

 b! Criteria:

1. Nominee must be an employee of the FBI.

2. Eligibility extends to three qualifying
forms of ethical display. One of the following, or combination
thereof, will be deemed suitable:

a. Nominee&#39;s FBI career has been

distinguished by his/her extraordinary commitment to the FBI&#39;s code of
conduct in both professional and private life.

AND/OR

b. Nominee has demonstrated an
extraordinary sense of ethics in overcoming a significant dilemma or
withstanding a specific crisis as it relates to his/her official FBI
duties or employment with the FBI.

AND/OR

c. Through nominee&#39;s display of ethical
standards in a specific instance, public trust in the FBI, or law
enforcement in general, has been markedly enhanced or fortified.

3. Nominee has significantly improved the FBI&#39;s
internal ethics or standards of conduct program through exceptional
individual effort, contribution, or example.

4. Nominee has substantially enhanced the
federal government&#39;s Standards of Ethical Conduct program through
exceptional individual effort, contribution, or example.
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5. Nominee has personified the EBI&#39;s Core
Values of rigorous obedience to the Constitution, respect for the
dignity of all; compassion; fairness, and uncompromising personal and
institutional integrity through either sustained outstanding
performance of day�to�day duties or special acts.

6. Nominee has substantially improved the
public&#39;s perception of the FBI&#39;s commitment to individual and
institutional integrity through exceptional individual effort or
contributions in the community.

**EffDte: O7/19/2002 MCRT#: 1229 Div: D3 Gav: SecCls

5-25.3 Awards

The first�tier awards will consist of a $5,000 cash award
and a noncash award, i.e., plague, statue, certificate, etc. The
second�tier awards will consist of a $3,000 cash award and a noncash
award. 92 NOTE: Nonwork�related performance recognized under the EEO
category, e.g., community services, will be recognized with an award
device only. Work�related performance in this category will be
recognized with a cash award.!92 Provided that the size of a group
receiving one award, e.g., a group award, is not excessive, each
member of the group will receive the full cash amount of the award.
If the size of the group is deemed excessive, the selection panel
will make a recommendation on the size of the award for each member
of the group, based on what is reasonable and the circumstances at
hand. A noncash award will be presented for the Thomas E. DuHadway
Humanitarian Award and the Manuel J. Gonzalez Ethics Award; however,
in keeping with the nature of these awards, there will be no

accompanying monetary recognition.

**EffDte: 01/29/1999 MCRT#: 855 Div: D3 Cav: SecCls

5-25.4 Nominations

Nominations will be made by the heads of FBI field and
FBIHQ divisions/offices. Each nomination must be submitted via a
cover page which contains the personal endorsement of the
division/office head. Nominations arising from investigative work
must also be endorsed by the appropriate United States Attorney or
responsible department. Where participation in an investigation is
the primary basis for a nomination, the strongest background and
support can be derived from cases which have been adjudicated through
the initial trial phase. However, in recognition of the delays which
are inevitable in bringing some cases to trial, nominators should, at
a minimum, carefully consider and include a brief assessment of the

expected outcomes for nominations supported by investigations which
have yet to be adjudicated.
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 l! When an office nominates an employee from another FBI
division or field office, the nominating office must include a brief
statement noting concurrence from the nominee&#39;s division/office head.
Nominators are urged to consider all well�gualified individuals in
order to contribute toward a proper representation of employees at
all levels in both the support and Agent career paths.

�! Division/office heads may submit a limit of one
nomination for each category. Nominations shall be individually
typed on plain bond paper, single�spaced, and must not exceed five
pages in length. All pages must be headed with the name of the
award, the nominee&#39;s official Bureau name and title, Social Security
Number, grade, and office of assignment.

�! A one paragraph synopsis of the achievement s!
which the nomination is based must be included. The synopsis

be concise, descriptive, and fully outline the outstanding
achievement s! related to the award for which the employee is
nominated. It should be written with the assumption that the
will be selected for the award, and the paragraph will appear
briefing material and/or an awards program booklet for public
dissemination.

�! Newspaper
material may be submitted
right to not review this

upon
should

nominee
in

articles and/or other forms of supporting
; however, the selection panel reserves the
material in their deliberations dependent

upon the overall volume of information received.

�! Nominees must have received!a Meets Expectations
ratinglon their last Performance Appraisal Report. Ordinarily, an
employee who is the subject of a pending administrative inguiry which
could result in disciplinary action should not be recommended for an
award.

�! Submit all nominations to the Performance,
Recognition and Awards Unit  PRAU!,!Administrative Services!
Division, FBIHQ, except the following:

 a! Nominations from Legal Attache Offices are to
be forwarded to the!Office of International Operations!for initial
screening and approval before submission to the PRAU.

 b! Nominations containing details of national
security investigation s!/matter s! must be forwarded to the Deputy
Assistant Director,!Counterintelligence!Division, Room 4012, FBIHQ,
for preliminary review.

**EffDte: O7/l9/2002 MCRT#: l229 Div: D3 Gav: SecCls

5-25.5 Selection Process
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An awards selection panel composed of representatives,
both Agent and support, of FBI Headquarters and the field will be

| convened by the Assistant Director of the92Administrative Services|
Division to review the nominations and make final recommendations to
the Director. Those nominated for first�tier awards will
automatically be considered for second�tier awards should they not be
selected for a first�tier award. Likewise, those nominated for
second�tier awards will automatically be considered for a first�tier
award. Nominees will also be eligible for consideration in other
categories within the same tier if they meet the criteria of the
respective category. The final decision will be made by the Director
based on the recommendations made by the selection panel.

**EffDte: O7/19/2002 MCRT#: 1229 Div: D3 Gav: SecCls:

5-25.6 Ceremony

An annual awards ceremony will be held in the Bonaparte
Auditorium in the J. Edgar Hoover F.B.T. Building, followed by a

| reception in the recipients� honor. The Director will preside over
the ceremony which will be attended by representatives of the
recipients� office of assignment and FBI executives. Recipients and
one immediate family member each will attend the ceremony on
reimbursable travel expenses; however, the recipients will be allowed
to invite92any92other92family members,92guests,92and Bureau employees of
their choosing.92

|
|

**EffDte: O2/29/1996 MCRT#: 495 Div: D3 Gav: SecCls:
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**EffDte: O2/28/1978 MCRT#: O Div: D2 Cav: SecCls:

| 6-1 STENOGRAPHIC, TYPING, AND DICTAPHONE TRANSCRIBER TESTS

�! Stenographic and typing tests are available on a
weekly basis to FBTHQ employees desiring to participate in these
examinations. These tests are also afforded to applicants and on-
board employees in the field offices. The dictaphone transcriber test
is a tape cassette of dictation to be transcribed by the employee
using a dictaphone machine, and this test is given only to field
office employees. The stenographic test is a cassette tape dictated

| at 80 wpmr The typing test is a 5-minute timed test.

�! The 80-wpm stenographic test is the standard
requirement for the position of Stenographer, GS-5. The typing test
is the standard requirement for the position of Office Automation
Clerk/Assistant, GS-3, GS-4, and GS-5. The dictaphone transcriber
test is given in conjunction with the typing test to field office
applicants or employees who will be utilizing dictaphone eguipment.

|

**EffDte: O9/O2/1993 MCRT#: 62 Div: D2 Gav: SecCls:

| 6-2 INSTRUCTIONS FOR AFFORDING STENOGRAPHIC, TYPING, AND
DICTAPHONE TRANSCRIBER TESTS

Only current Bureau-approved tests are to be used.

**EffDte: O9/O2/1993 MCRT#: 62 Div: D2 Gav: SecCls:

6-2.1 Stenographic Tests

�! Only official Bureau stenographic tape cassettes are
to be used when affording the stenographic test. A standard tape
recorder must be used to play the tape cassette  do not use a
dictaphone machine!. The official test must only be afforded once.
If the employee or applicant must be tested more than once, a
different test must be used.

�! Instructions for transcription -
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 a! Place official payroll name of employee, date,
EOD, and office of assignment in upper right�hand corner of a single
sheet of paper.

 b! If an applicant, applicant&#39;s full name and the
date should be placed in the upper right�hand corner of the paper.

 c! Set the typewriter for one�inch margins, double
spacing, and a ten�space tab indention. lndent only at the beginning
of the transcription.

 d! Employee or applicant cannot retype original
transcription.

 e! Verbatim transcription is required. Applicant
or employee is responsible for spelling, punctuation, capitalization
and proper word division. Dictionaries may be used. In case of
error, it is permissible to use an eraser. Self�correcting
ltypewriters, correcting tape or whiteoutlare not permitted.

 f! Indicate on transcription paper the amount of
time required for transcribing.

 g! Staple all stenographic notes to the

transcription including warm�up notes.

**EffDte: O8/26/1988 MCRT#: O Div: D2 Cav: SecCls:

6-2.2 Typing Tests

�! Only official Bureau typing tests are to be used when
affording the typing test. Do not use|correcting tape or whiteout.| A
practice typing test may be afforded prior to the official test. The
official typing test must only be afforded once. If the employee must
be tested more than once, a different test must be used.

�! Instructions for a 5-minute timed typing test �

 a! Place official payroll name, date, EOD, and
office of assignment in upper right�hand corner of single sheet of
p<Elp¬I .

 b! If an applicant, applicant&#39;s full name and the
date should be placed in the upper right�hand corner of the paper.

 c! Set|machine|for92a92one�inch|margin,|single
spacing, and a ten�space tab indention. Double space between

paragraphs.

| d!92 Test must be copied precisely line for line.
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2



SENSITIVE
Manl�ID: MAOPP1 MANUAL OF ADIN OPERATIONS AND PROCEDURES PART 1

| | e!! Time employee for five �! minutes.

| | f!! If entire test is typed before time is called,
employee should double space and begin typing test again.

**EffDte: O8/26/1988 MCRT#: O Div: D2 Cav: SecCls:

| 6-2.3 |Deleted|

**EffDte: O9/O2/1993 MCRT#: 62 Div: D2 Cav: SecCls:

6-2.4 Dictaphone Transcriber Test

 l! Only official Bureau dictaphone transcriber tape
cassette is to be used when affording the dictaphone transcriber test.
A dictaphone machine must be used  do not use a tape recorder!. The
tape cassette may be forwarded or reversed if necessary. The official
test must only be afforded once. A practice dictaphone transcriber
test may be afforded prior to affording the official test. Tf the
employee or applicant must be tested more than once, a different test
must be used.

�! Instructions for transcription �

 a! Place official payroll name of employee, date,
EOD, and office of assignment in upper right�hand corner of a single
sheet of paper.

 b! Tf an applicant, applicant&#39;s full name and the
date should be placed in upper right�hand corner of the paper.

 c! Set the typewriter for one�inch margins, double
spacing and a ten�space tab indention. Tndent only at the beginning
of the transcription.

 d! Employee or applicant cannot retype original
transcription.

 e! Verbatim transcription is required. Applicant
or employee is responsible for spelling, punctuation, capitalization
and proper word division. Dictionaries may be used. In case of
error, it is permissible to use an eraser. Self�correcting

| Itypewriters, correcting tape or whiteout are!not permitted.

 f! Indicate on transcription paper the amount of
time reguired for transcribing.

**EffDte: OB/26/1988 MCRT#: O Div: D2 Cav: SecCls:
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6-3 GRADING OF TESTS

 l! For applicants recruited for FBIHQ: All stenographic
and typing tests administered to applicants recruited for FBTHQ must
be forwarded to the!Bureau!Support Applicant Unit with the appropriate
paperwork for regrading. Field offices should never inform an
applicant of the results of these tests until notified of the official
score from FBTHQ.

�! For applicants recruited for field offices: Field
offices shall officially grade all stenographic and typing tests for
applicants recruited for their respective offices and on�board
employees being considered for promotion. These tests are not to be
sent to FBTHQ for regrading.

**EffDte: O4/O7/1997 MCRT#: 65l Div: D2 Cav: SecCls:

6-4 INSTRUCTIONS FOR GRADING BUREAU STENOGRAPHIC TEST

The exercise consists of 240 words and has been dictated
at BO wpm for three �! minutes. Accuracy in the test will be rated
on the entire paper. lf the transcription consumes more than twenty
�0! minutes, two �! points will be deducted for every minute
thereafter. A grade of 75 percent is passing, below 65 percent
constitutes a NO GRADE.

The following deductions will be made for the errors
noted:

ERRORS POINTS

General Rule: Every word omitted, added, inserted, misspelled,
transposed or in any manner changed from the dictation tape will be
penalized as follows:

Word omitted
Word added
Word inserted
Misspelled word
Transposed word
Abbreviation  not dictated or dictated but not

standard use of! 3

Punctuation:
Failure to use punctuation l
Incorrect punctuation l

Division of words  each error in! 1

Erasures and strikeovers l
 Maximum for exercise! 5

SENSITIVE
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Incorrectly compounded word

Capitalization

Interlineation

Plural instead of singular if
is affected
is not affected

Singular instead of plural if
is affected
is not affected

Spacing:
Following punctuation marks
Between words
Incorrect tabulation

Incorrect margins

**EffDte: l2/l2/1991 MCRT#: O

grammatical connection

grammatical connection

Div: D2 Cav:

l

l

l

3
l

3
l

SecCls

6-5 RULES TO BE FOLLOWED IN GRADING BUREAU TYPING TESTS

A score of 40 wpm is required for the GS-4 or GS-5
positions and a score of 3O-39 wpm is required for the GS-3 position.

**EffDte: l2/l2/1991 MCRT#: O Div: D2 Cav: SecCls

6-5.1 Errors

General Rule: Every word omitted, added, misspelled,
transposed or in any manner changed from the printed copy will be
penalized as follows:

 l! Omission - Charge one error for each letter, figure,
or punctuation mark92omitted.92 If the entire line is omitted or a
partial line omitted, charge only one error. Then deduct total
strokes of the omitted line or partial line from the total strokes
typed for the entire line.

�! Addition - Charge one error for each letter, figure,
or punctuation mark added. Charge one error for each entire line
added or retyped and for part of a line added or retyped. Charge one
error for each word containing a mistake in added or retyped lines.

�! Misspelled Words � Charge one error for each
misspelled word.
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�! Transposition � Charge one error for each transposed
word, plus an error for each word in the transposed matter containing
a mistake.

�! Faulty shifting and lightly struck characters �
Charge one error for each character appearing either above or below
the line or lightly struck character if the whole character is
discernible.

�! Capitalization � Charge one error for failure to
capitalize as in printed copy. Charge one error for an entire line or
part of a line typed in solid capitals plus an error for each word
containing a mistake.

�! Indention � Charge!only|one error for each failure to
indent as in copy|since tab indentions are previously set before the
timing starts; therefore, if the typist indents incorrectly the first
time, he or she will be indenting incorrectly throughout the entire

timing.!

 8! Margins � Charge one error for each irregularity in
left margin. Charge one error for each deviation from the test in the

right margin.

 9! Spacing � Charge one error for incorrect spacing
between lines, words, and after punctuation marks that differ from

printed copy.

 IO! Strikeovers � Charge one error for each strikeover.

 ll! Last word � Charge one error for a mistake in the
last word typed, whether or not the word is completed.

ONLY ONE ERROR MAY BE CHARGED IN A WORD, INCLUDING ITS FOLLOWING
PUNCTUATION AND SPACING.

NOTE: Use a check mark to indicate each error.

**EffDte: 12/l2/1991 MCRT#: O Div: D2 Cav: SecCls:

6-5.2 Calculation of Grade

Each character or space in a line counts as one stroke.
Determine the number of strokes typed. If a partial line is typed,
count the strokes and add to the total strokes in the line above. Do
not add strokes in retyped lines. Subtract strokes from the total
number of strokes for omitted lines. Divide the number of strokes by
�! five to determine the gross number of words typed. For each
error, deduct  l0! ten words from the gross number of words. Divide
by �! five to determine net wpm typed. Round off fractions to
nearest whole number.
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Example:

A typist typed 1,233 strokes with 2 errors
1,233 divided by 5 = 247 gross words
2  errors! X 10 I 20 penalty
247 � 2O = 227 net words

227 divided buy 5  minutes! = 45 net

PASSING GRADE

**EffDte: 06/28/1991 McRT#

| 6-6 |DELETED|

**EffDte: 09/02/1993 MCRT#

| 6-6.1 |Deleted|

**EffDte: 09/02/1993 MCRT#

| 6-6.2 |Deleted|

**EffDte: 09/02/1993 McRT#

| 6-6.3 |DeIeted|

**EffDte: 09/02/1993 McRT#

4O WPM

O Div: D2

62 Div: D2

62 Div: D2

62 Div: D2

62 Div: D2

wpm

Cav:

Cav:

Cav:

Cav:

Cav:

in 5 min

6-7 INSTRUCTIONS FOR GRADING THE BUREAU DICTAPHONE

TRANSCRIBER TEST

utes

SecCls:

SecCls:

SecCls:

SecCls:

SecCls:

The exercise consists of 240 words and has been dictated
at 80 wpm for three �! minutes. Accuracy in the test will be rated
on the entire paper. If the transcription consumes more than �0! ten
minutes, two �! points will be deducted for every minute thereafter.
A grade of 75 percent is passing, below 65 percent constitutes NO
GRADE.

The following deductions will be made for the errors
noted:
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**EffDte: Ol/21/1987 MCRT#: O Div: D2 Cav: SecCls:

6-7.1 Errors

General Rule: Every word omitted, added, inserted,
misspelled, transposed or in any manner changed from the dictation
tape will be penalized as follows:

ERRORS POINTS

Word Omitted
Word Added
Word inserted

Misspelled word
Transposed word

Abbreviation:  Not dictated or dictated but not
standard use of! 3

Punctuation:
Failure to use punctuation l
Incorrect punctuation l

Division of words  each error in! 1

Erasures and strikeovers l
 Maximum for exercise! 5

Incorrectly compounded word l

Capitalization 1

Interlineation l

Plural instead of singular if grammatical connection
is affected 3
is not affected l

Singular instead of plural if grammatical connection
is affected 3
is not affected l

Spacing:
Following punctuation marks
Between words
Incorrect tabulation

Incorrect margins

**EffDte: Ol/21/1987 MCRT#: O Div: D2 Cav: SecCls:

SENSITIVE
8



SENSITIVE
Manl�ID: MAOPP1 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 1

|s-a |DELETED|

**EffDte: O1/21/1987 MCRT#: O Div: D2 Gav: SecCls:

9<%~k%*~k*%~!<~k***9<%*%***%*~k*%*�k9<**%*�k%*    ~!<>%~!<9<%*%***%*~k~!<%*�k9<**%*~k%*%~!<%*
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SECTION 7. MERIT PROMOTION AND PLACEMENT PLAN  MPPP!

7-1 OBJECTIVE

 l! The objective of this plan is to provide guidance in assuring that all quali�ed candidates receive
fair and equal consideration for support positions based on merit principles. It is based on the
premise that the best predictor of future performance is past performance in similar situations and is
designed to ensure that the FBI is staffed by the most quali�ed candidates available.

�! Personnel staffing decisions will be based on valid job-related criteria and, except where
otherwise provided by law, without regard to and without discrimination because of color, race,
religion, national origin, political af�liation, marital status, mental or physical disability, age, sex,
or sexual orientation.

�! Personnel staffing decisions will be based on job- related criteria without regard to membership
or nonmembership in an employee organization; personal favoritism; or in reprisal for the lawful
disclosure of information in "whistleblower" situations.

�! The standards outlined address policies and procedures necessary to operate an effective merit
system for the staffing of support positions consistent with the requirements of the "Uniform
Guidelines on Employee Selection Procedures," Section 50.14, Title 28, United States Code of
Federal Regulations.

�! This plan is applicable for the staffing of positions in the FBI excluding those classified in
occupational series 181 l, attorney positions, positions in the Senior Executive Service and
positions at the Executive Level.

T-2 DEFINITION OF TERMS

 l! ABILITY  KSAO!: The power to perform an observable activity or behavior which results in
an observable product or consequence.

�! ALL-SOURCE APPLICANT: Any applicant, usually an individual not employed by the federal
government, such as a private sector employee, military member or student.

�! ALL-SOURCE CERTIFICATE: A list of all-source candidates who have been rated and ranked
and afforded veterans� preference. Referred to as "Certi�cate of Eligibles" in the competitive
S¬I&#39;VlC6.

�! AREA OF CONSIDERATION: An area in which an intensive search for eligible candidates for
a speci�c vacancy is made. The area of consideration is decided by management and human
resource personnel based on the needs of the FBI. It must be broad enough to produce a suf�cient
number of well-quali�ed candidates and meet EEO objectives.

�! BEST-QUALIFIED LIST: A group of federal candidates who, when measured by appropriate
procedures, possess the critical knowledge, skills, abilities and other characteristics  KSAOs! to a
greater degree than other candidates eligible for the position.

SENSITIVE
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�! CAREER LADDER: The grade levels through which an employee may advance to the full
level of the position to which appointed or assigned; it provides progressively more responsible
experience and noncompetitive promotion potential for incumbents up to the designated full level.

�! CAREER PATH: Range of career progression opportunities available to a particular
occupational group within an organization. Career paths include not only the classi�ed career
ladders of individual positions, but other positions for upward, lateral, or downward movement into
different positions.

 8! CHANGE TO LOWER GRADE: A change of an employee to a job or grade level with a lower
representative rate. An action resulting in a reduction in grade. A change to lower grade can occur
as a result of a competitive selection procedure, an adverse action or at the request of an employee.
It may or may not result in a decrease in pay.

 9! COMPETITIVE SELECTION PROCEDURES: Procedures that allow for advertisement of a
position, evaluation of quali�cations and selection of a candidate s! for a position. A competitive
procedure could result in a noncompetitive action  i.e., reassignment, change to lower grade!.

�0! CONVERTED SCORE: The rating of a.n all-source candidate that has been converted to a
100-point scale.

�1! CREDITING PLAN: Education, training and experience examples for each knowledge, skill,
ability or other characteristic  KSAO! which serves as a gauge by which a candidate is compared
and evaluated.

�2! DETAIL: A temporary assignment of an employee to a different position not to exceed a
speci�c period of time with the employee returning to his/her regular duties at the end of the detail.
A position is not �lled by a detail, as the employee continues to be the incumbent of the position
from which detailed. The employee should be eligible and quali�ed for any position to which
he/ she is detailed. Details of more than 120 days to either a higher graded position or a position

with greater promotion potential require competitive staffing procedures.

�3! ELIGIBLE CANDIDATE: Applicant who is within the published area of consideration and
who meets the established minimum quali�cation standards for the position and any other

applicable legal or regulatory provisions.

�4! FEDERAL APPLICANT: Applicant who is currently an employee of the federal government
or who is eligible for reinstatement.  Includes FBI candidates.!

�5! FULL PERFORMANCE LEVEL  FPL!: The highest grade/level of regular and recurring
work identified and classi�ed in a particular career ladder. In cases where a position is advertised at
a grade/level less than the FPL, the employee who is placed in the position will have
noncompetitive promotion potential to the FPL.

�6! FUNDED STAFFING LEVEL: The number of work years which a division/office is
authorized, as determined by the Resource Management and Allocation Board.

�7! GENERAL EXPERIENCE: Experience that is usually required at grade levels where the
knowledge and skills needed to perform the duties of a speci�c position are not a prerequisite, but
where applicants must have demonstrated the ability to acquire the particular knowledge and skills.

SENSITIVE
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�8! GRIEVANCE: A formal protest by an employee, or by a group of employees acting as
individuals, for personal relief in a matter of concern or dissatisfaction relating to the employment
of an individual s! which is subject to control by the FBI. Personal relief is a specific remedy
directly benefitting or affecting the grievant s!, but does not include a request for discipline or other
action affecting another employee.

�9! INTERVIEW: A method of evaluating a candidate to determine if he/she possesses the
essential knowledge, skills, abilities or other characteristics needed to perform a job.

�0! JOB ANALYSIS: A systematic and documented statement of essential work functions and
KSAOs relevant to the position.

�l! JOB RELATED: Factors determined through a job analysis to be necessaly for acceptable job
performance.

�2! KNOWLEDGE  KSAO!: A body of information, usually of a factual or procedural nature,
Which, When applied, makes acceptable perfonnance on the job possible.

�3! KSAO: Knowledge, skill, ability or other characteristic ratedf evaluated after minimum

quali�cations.

�4! LOCAL COMMUTING AREA: The geographic area surrounding a work site that
encompasses the localities Where people live and reasonably can be expected to travel back and
forth daily to work, as established by the FBI based on the generally held expectations of the local
community. The area is usually Within a 50- mile radius of Where a position vacancy exists.

�5! MERIT SYSTEM: A system of identification, qualification, evaluation and selection based
solely on merit factors  i.e., on the basis of relative ability, knowledge and skills!, Without regard to
political affiliation, race, color, religion, national origin, sex, sexual orientation, marital status,
parental status, nondisqualifying disability, reprisal, or age.

�6! MERIT SYSTEM PRINCIPLES: Standards by Which the federal government operates to
ensure that the government has the best possible employees, that they are treated fairly, and that all
employees will have the opportunity to go as far as their abilities will take them. This means that
Whenever anyone is hired, promoted, �red, demoted, or affected by any other type of personnel
action, the action in question must be on the basis of the individual�s ovvn ability and performance.
These principles goveming personnel practices were enacted into law: Title 5, United States Code,
Section 2301  b!.

�7! MINIMUM QUALIFICATIONS: Requirements for a job which the employer deems as so
basic and essential that only candidates who meet these requirements are considered for fuither
processing. Minimum qualifications also include any appropriate selective placement factors and
positive education requirements.

�8! NONCOMPETITIVE STAFFING ACTION: Filling a position Without using competitive
procedures.

�9! OTHER CHARACTERISTIC  KSAO!: A personal characteristic, aptitude, physical or mental
trait needed to do the Work.
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�0! PLACEMENT: The assignment of a new employee to a position or the movement of an
employee from one position to another.

�1! PROMOTION: A change of an employee to a job or grade level with a higher representative
rate than his/her current grade or retained grade, if applicable.

�2! RANKING: Placing all-source candidates on an All- Source Certi�cate in order of their
veterans� preference category and converted score.

�3! RATING: The evaluation of minimally quali�ed candidates� experience by use of an approved
crediting plan. The score the candidate receives is his/her rating. All-source candidates� ratings are
converted to a 100-point scale.

�4! RATING FACTORS: KSAOs that identify the better candidates from a group of individuals
determined to be at least minimally quali�ed for a position.

�5! REASONABLE ACCOMMODATION: Modi�cations or adjustments to a job, the work
environment, or the Way things are usually done, that will enable a qualified individual with a
disability to attain the same level of performance or to enjoy equal bene�ts and privileges of
employment as are available to a similarly situated employee Without a disability.

�6! REASSIGNMENT: A change of an employee from one position to another with no change in
grade level. The employee must be eligible and quali�ed for any position to Which he/she is
reassigned. A noncompetitive reassignment may not place the employee in a position with greater
promotion potential than his/her current position.

�7! REEMPLOYMENT RIGHTS: The statutory, regulatory or administrative obligation
 including military restoration rights! that requires the FBI to rehire a.n individual and place him/her
in a position.

� 8! REINSTATEMENT: The noncompetitive reemployment of an FBI or other quali�ed former
federal employee into a position at the same or lower grade level and occupational classi�cation as
the one the employee previously held.

�9! REPRESENTATIVE RATE: The going rate of pay, i.e., the rate or step keyed to the
prevailing rate determination; the fourth step on the General Schedule  GS!; or the second rate on a
�ve rate regular Wage schedule  Federal Wage Schedule  WG!!.

�0! RULE OF 3: Three highest-ranked available candidates on the All-Source Certi�cate, listed
according to veterans� preference category and rating. Selecting Of�cials are limited to making a
selection using the Rule of 3, in accordance with the regulations in Title 5, Code of Federal
Regulations  CFR!, Part 302.

�1! SELECTING OFFICIAL: A supervisor or manager designated by head of of�ce/division or
his/her designee Wl�l0 is responsible for selecting/recommending an individual for a staf�ng action.

�2! SELECTION PROCEDURE: Any measure, combination of measures or procedures used as a
basis for a staf�ng decision.

�3! SELECTIVE PLACEMENT FACTOR: An element found to be essential to acceptable
performance in a job to be �lled, Which is in addition to or more speci�c than the minimum
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quali�cation standard. This element thus becomes a minimum quali�cation for the position and
only candidates who meet this requirement are considered for further processing. For example, a
position in a particular location may require knowledge of a language other than English.

�4! SKILL  KSAO!: An art, trade or technique, particularly one requiring the use of the hands or
body. A skill can be observed, quanti�ed and improved with practice or training.

�5! SPECIALIZED EXPERIENCE: Experience that has equipped the applicant with the particular
knowledge, skills and abilities to perform successfully the duties of the position a.nd is typically in
or related to the work of the position to be �lled. It is usually required for positions above the entry
level where applicants must have demonstrated they possess the ability to perform successfully the
duties of the position after a normal orientation period.

�6! STAFFING ACTION: A step-by-step procedure conducted
in accordance with merit principles through which an individual is identi�ed, considered, selected
and assigned to a position.

�7! SUBJECT MATTER EXPERTS  SMEs!: A group of persons thoroughly knowledgeable
about the duties and responsibilities of a job. Management, with the assistance of human resource
personnel, will be responsible for identifying SMEs.

�8! TEMPORARY PROMOTION: A nonpermanent promotion of an employee to a higher grade
level for a speci�ed period of time, not less than 60 days nor more than one year in duration. The
employee must be eligible and quali�ed for any position to which he/ she is temporarily promoted.

�9! TERM PROMOTION: A nonpermanent promotion of an employee to a higher grade level for
a de�ned period of time, not less than 120 days or more than three years in duration, to handle a
speci�c assigmnent, project or duties a.nd responsibilities which ca.n be accomplished within that
time frame. The employee must be eligible and quali�ed for any position to which he/she is

temporarily promoted.

�0! TEST: Any written, performance or work simulation test or exercise used to measure a job-
related knowledge, skill, ability or other characteristic. For placement/selection purposes only those
approved in writing by the Personnel Officer may be used.  See MAOP, Part 1, 7-4.3.!

�1! TRAINING AND EXPERIENCE EVALUATION: A method of evaluating candidates based
on their past training, education and experience.

�2! VACANCY ANNOUNCEMENT: The written or electronic document used to notify potential
applicants of a position to be �lled by competitive procedures.

�3! VETERANS� PREFERENCE: A statutory entitlement provided to former members of the
Armed Forces who served on active duty during certain speci�ed periods of time, became disabled,
or served in military campaigns. Preference eligibles must meet minimum quali�cations for the
position before they may be afforded the additional points associated with their veterans� preference
category. These candidates are entitled to preference over others when a competitive service or
excepted service agency in the executive branch is hiring from a.n All-Source Certi�cate.

�4! VETERANS� PREFERENCE CATEGORY: There are four categories of preference,
designated by the following shorthand letters and points: CPS - 10 points, CP - 10 points, XP - 10
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points, TP - 5 points. Veterans� preference points are added to all-source candidates� converted
scores prior to ranking the candidates on the All-Source Certi�cate. Nonpreference eligibles are
designated by the shorthand letters, NV. Nonpreference eligibles do not receive additional points.

T-3 RESPONSIBILITIES

�! PERSONNEL OFFICER is responsible personally and/or through members of his/her staff for:

 a! designing and developing the policies and procedures for selection, promotion and placement in
accordance with merit system principles;

 b! approving/disapproving all support employee selection, promotion and placement actions;

 c! informing employees by means of official communications of the merit promotion and
placement policies and procedures;

 d! implementing and enforcing the Merit Promotion and Placement Plan policies and procedures
to ensure their full and equitable application to all affected employees and positions;

 e! providing technical assistance, advice, and guidance to management officials, supervisors and
operating employees on all selection, promotion and placement matters;

 f! locating and referring eligible and qualified candidates to the Selecting Official on a timely basis

 g! maintaining records re�ecting decisions on selection, promotion and placement actions as
detailed in this section;

 h! responding to appropriate grievances, that have not been resolved through informal means, from
employees conceming an act or occurrence of a selection, promotion or placement action covered
under the Merit Promotion and Placement Plan;

 i! suspending merit procedures to address unusual staffing circumstances when warranted to fulfill
FBI mission requirements;

 j! approving use of any tests as a measure for selection.

�! SELECTING OFFICIAL is responsible for applying merit system principles and equal
employment opportunities in filling all positions. He/ She is to comply with and ensure that all
applicable laws, regulations, and procedures, as outlined in this plan, are followed with regard to
the selection, promotion and placement actions he/she recommends.

�! SUPERVISORS and MANAGERS are required to recuse themselves from advocating a relative
for appointment, employment, promotion, or advancement to a position over which they exercise
jurisdiction or control, and from participating in the selection process if a relative is under
consideration, as specified in Title 5, Code of Federal Regulations  CFR!, Part 310, Subpart A.

 a! Relative means father, mother, son, daughter, brother, sister, uncle, aunt, first cousin, nephew,
niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-law, brother-in-law,
sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, stepsister, half-brother or
half-sister.

SENSITIVE

6



SENSITIVE

Man]-ID: MAOPP1 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 1

 b! Supervisors and managers should also recuse themselves from involvement in personnel actions
Where there may be a perception of favoritism or bias, e.g., adjudicating a grievance or
recommending a promotion for a close personal friend, etc.

�! EQUAL EMPLOYMENT OPPORTUNITY  EEO! OFFICIAL serves as a source of
information for all employees, managers, and supervisors. In the event a nonselected candidate
perceives that the selection, promotion or placement action was made With regard to race, color,
religion, national origin, sex, sexual orientation, age, parental status, disability  mental or physical!,
or reprisal, the Office of Equal Employment Opportunity Affairs  OEEOA! would pursue his/her
concerns. Additionally, in the event the applicant or employee requires a reasonable
accommodation for a physical/mental disability, the OEEOA would be responsible for coordinating
this process for approval of the Personnel Officer.

�! EMPLOYEES are responsible for:

 a! demonstrating that they have the knowledge, skills, abilities and other characteristics necessary
to qualify for positions for which they desire consideration; and

 b! submitting the required completed forms Within the time frames indicated when applying for
vacancies.

7-4 FACTORS AFFECTING ALL STAFFING ACTIONS

Certain factors, such as performance, service time, tests and formal recommendations apply to both
noncompetitive and competitive staffing actions, except those that are effected as a reasonable
accommodation for a person with a disability.

7-4.1 Performance Appraisal  Formerly 7-7.2.3.!
An employee must possess at least a Fully Successful  this rating Will, over time, phase out! or
Meets Expectations rating in each critical element of his/her most recent Performance Appraisal
Report  PAR! in order to be considered for promotion or a change to lower grade/reassignment to a
position offering promotion potential. If an employee has had insufficient time on duty to have
received an official PAR, the employee&#39;s supervisor must certify that the employee&#39;s current
performance is consistent with the criteria included in performance standards for the Meets
Expectations level.

7-4.1.1 Deleted

7-4.2 Service Time Requirement Following Appointment
A newly appointed employee must have 90 calendar days of federal service in order to be eligible
for his/her first promotion.

7-4.3 Tests  Formerly 7-7.2.4.!  See also MAOP, Part 1, 7-2 �0! and 7-6.3.1.!
Any Written, performance or Work simulation test or exercise considered for use in the selection
process for either competitive or noncompetitive procedures, including career ladder promotions,
must be approved by the Personnel Officer or his/her designee.
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7-4.4 Formal Recommendations  Formerly 7-10.!

A personnel action of promotion, reassignment, reappointment, change to lower grade, or position
change may be transmitted to the Personnel Officer or his/her designee for review and approval by
electronic submission of an SF-52, Request for Personnel Action, fonn through the Bureau
Personnel Management System  BPMS!. If the request is a noncompetitive action, the reason s! for
same should be indicated. A personnel action is considered �nal only upon approval of the SF-52
by the Personnel Of�cer or his/her designated representative.

7-5 NONCOMPETITIVE STAFFING ACTIONS  Formerly 7-4.2.!  See also MAOP, Part
1, 7-6.!
The actions shown below do not require competitive staffing procedures:

 l! A promotion resulting from a.n employee&#39;s position being reclassi�ed at a higher grade because
of additional duties and responsibilities.  The addition of supervisory duties to a nonsupervisory
position may result in the establishment of a different position rather than an upgrading. The �lling
of that new position would require competitive procedures.!

�! A promotion resulting from the upgrading of a position without signi�cant change in duties and
responsibilities due to the issuance of a new classi�cation standard or the correction of a
classi�cation error.

�! A position change permitted by reduction-in-force  RIF! regulations.

�! A temporary promotion for 120 days or less.

�! A reassignment or position change with no greater career ladder advancement potential.

�! A reassignment or promotion to a clerical position  up to and including grade level GS-8!, with
or without greater promotion potential, following two unsuccessful attempts to �ll that position
within a six-month period.

�! A career ladder promotion where an employee advances to the full level of the position to
which he or she is appointed or assigned.

 8! Placement of individuals having statutory, regulatory, or administrative reemployment rights, or
to whom a like employment obligation exists  e.g., return of employees from military service, EEO
settlements, etc.!.

 9! A reassignment or position change as a reasonable accommodation to an employee&#39;s mental
and/or physical disability.

�0! A promotion, reassignment or position change made as a result of the suspension of merit
procedures by the Personnel Of�cer to address unusual staffing circumstances.

� l! The noncompetitive appointment of current or former federal employees to a vacant FBI
position for which they are quali�ed, regardless of whether they have served in the same series of
the position. The individual eligible for this type of appointment must currently serve in or have
served in the grade of the position to be filled and the promotion potential of the vacant FBI
position must be no greater than the highest promotion potential ever held.
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7-5.1 Career Ladder Promotions  Formerly 7-5.!

�! A career ladder indicates the grade levels through which an employee may advance to the full
level of the position to which he or she is appointed or assigned. Initial assignment to a grade level
above entry level is possible based on a.n individual&#39;s qualifications for the particular occupation at
the higher grade level.

�! After having entered a career ladder, an employee may advance to each grade through
noncompetitive promotion; however, such promotions are not a right, nor should advancement
opportunities through a normal career ladder pattern be construed as a guarantee of promotion.
Advancement within a career ladder is dependent upon:

 a! management recommendation;

 b! the availability and assignment of progressively more difficult duties and responsibilities;

 c! demonstrated possession of the essential KSAOs for the higher grade level position;

 d! any minimum general or specialized experience requirements; and

 e! any position limitations.

�! The evaluation of an employee for a career ladder promotion is based on whether the employee
has acquired, usually through on-the-job training and/or experience, the essential KSAOs required
for the higher grade level position. The supervisor must determine the essential KSAOs for the
higher level position and evaluate, through the employee&#39;s work performance, whether the
employee possesses the required KSAOs. Supervisors should ensure, to the extent possible, that
employees are provided with opportunities at the lower grade level to demonstrate their possession
of the essential KSAOs required for promotion to the next level.

7-6 COMPETITIVE SELECTION PROCEDURES  Formerly 7-4.1.!

Competitive selection procedures are used when all eligible, qualified and interested employees
must be considered for a position. These procedures are required unless specifically excluded under
MAOP, Part 1, 7-5, Noncompetitive Staffing Actions. They include but are not limited to:

�! promotion, to include term and promotions lasting more than 120 days, change to lower grade
or reassignment to an entry-level position of a career ladder;

�! reassignment or change to lower grade to a position with greater promotion potential;

�! reassignment, or detail to a position, including relief position where performance of the duties
and responsibilities would provide the employee with an opportunity to gain KSAOs that would
uniquely qualify them for the position if filled on a permanent basis.

7-6.1 Determining Job Requirements

Before any effort is made to �ll a position, essential job-related requirements must be identified.
These job-related requirements are categorized as minimum qualifications, rating factors and
working conditions.

SENSITIVE

9



SENSITIVE

Man]-1]!: MAOPP1 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 1

7-6.1.1 Minimum Qualifications  Formerly in 7-6.!
�! The purpose of minimum quali�cation standards, usually education and/or general and
specialized experience, is to identify and eliminate from the selection process those candidates who
are clearly not qualified for a position. Only those candidates who meet the education and
experience requirements, as appropriate, will be further considered in the selection process.

�! The Office of Personnel Management&#39;s  OPM! "Qualifications Standards for General Schedule
Positions," will be used to detennine the minimum qualifications for a position, except when they
are determined to be inappropriate. If the position requires similar work behaviors and KSAOs to
that described or if the standards are consistent with the backgrounds  at the time of selection !of
competent employees currently in the job, it is likely that the OPM standard is appropriate. If it is
deterrnined that the OPM standards are inappropriate based on the above conditions, the Selecting
Official may request a modi�cation or development of new standards by the Personnel Officer.
Modifications may also be made by using selective placement factors, with the approval of the
Personnel Offrcer. For example, a position in a particular location may require knowledge of a
language other than English. This requirement may not be covered in the minimum qualifications
standard, but may be essential to acceptable perfomrance for a job in a particular location.

7-6.1.2 Identifying Rating Factors
�! Rating factors are those KSAOs that identify the better candidates from a group of individuals
at least minimally qualified for a position. Rating factors are needed to help distinguish the most
qualified candidates from among a pool containing people with, frequently, a broad range of
experiences, education or training and different levels of expertise of the KSAOs. Appropriate
rating factors can be determined by a review of an up-to-date position description; interviews with
subj ect-matter experts, supervisors or clients; and manuals, logs or training materials. KSAOs that
can be learned within a reasonable period of time after assuming the duties of the position and
those that cannot be effectively measured are not appropriate for use in the selection process and
should be eliminated.

�! Once essential KSAOs are identifred, the best method to measure them must be determined.
These methods can include a written, performance, or work simulation test or exercise, and/or an
evaluation of training and experience and/or a structured interview. If a written, performance or
work simulation test or exercise is used to measure essential KSAOs, ensure that approval of the
Personnel Offrcer is received before incorporating it into the selection process. For the majority of
competitive selections an evaluation of training and experience and/or a structured interview should
be used. These measures are designed to obtain information concerning a candidate&#39;s past
experiences that indicates whether he/ she would be successful at future similar experiences.

�! If all KSAOs identified for selection cannot be measured by either a written, performance, or
work simulation test or exercise and/or an evaluation of training and experience, an interview is
necessary. The KSAOS measured in the interview should generally be different from those KSAOs
that are being measured by the other procedures. However, it may be desirable to assign greater
weight to a particular KSAO for a given position, and to measure the KSAO in multiple ways in
order to get a more complete assessment of an individual�s skill level. Whatever measures are to be
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used must be decided before the vacancy is advertised and those same KSAOs must be used
through final selection.

�! KSAOs selected to be measured for the training and experience procedure should be those that
can be demonstrated by speci�c achievements, experience, or training. For example, "planning" is a
KSAO that can be described in terms of a speci�c accomplishment. "Analytical ability" on the
other hand, is very broad and abstract and it may be dif�cult to describe a speci�c accomplishment
related to this type of KSAO.

�! KSAOs to be measured by the interview should be those that can elicit speci�c, detailed, or up-
to-date information from the candidate. Also, KSAOs such as oral communication, and verbal
comprehension can be best observed and measured during the interview.

7-6.1.3 Working Conditions
Any unusual conditions that are essential for successful performance and are beyond what is
normally required of most employees should be identi�ed. Such things as frequent travel, odd
working hours, physical demands, hazardous duties or enviromnent are all conditions of
employment that should be described in the position description and these conditions should be
made known to prospective candidates. Only those candidates willing to work under the identi�ed
conditions, with or without reasonable accommodation, will be further considered in the selection

process.

7-6.2 Qualified Candidates  Formerly 7-4.1.1.!

 l! A pool of quali�ed candidates may be composed of:

 a! federal candidates  individuals currently employed by the federal govermnent or who are
eligible for reinstatement!; and/or

 b! all-source candidates  any individual, usually individuals not employed by the federal
government, such as private sector employees a.nd students!.

�! Federal candidates  FBI and other federal employees! are considered for vacant positions under
the merit procedures outlined in this plan.

�! All-source candidates may be evaluated in a similar fashion as federal candidates, with the
provision that veterans� preference points must be given to candidates who claim such preference.

7-6.2.1 Area of Consideration  AOC!  Formerly in 7-4.1.1.!
 l! The AOC must provide the Selecting Of�cial with a choice from among a reasonable number of
quali�ed candidates. Since the area of consideration determines who will be considered for
competitive selection, it is important that it be broad enough to uphold basic merit principles of
open competition, equal opportunity, and identi�cation of the best quali�ed candidate s!. The area
of consideration may not be established in such a way that it gives unwarranted consideration to a
particular individual or group, nor may it be expanded solely to recruit members of a particular
group. Only applicants within the AOC may be considered for selection.
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�! Limited vs. Expanded AOC: Each division/office, with the concurrence of the Personnel Officer
as necessary, will establish the AOC based on its funded staffing level  FSL! and any overhire
authority for the vacancy. A separate determination must be made Whether or not to pay relocation
expenses. This decision will be authorized by the Personnel Officer based on the needs of the FBI,
the adequacy of the candidate pool Within the local commuting area, and the availability of transfer
funds. Selectees Who reside Within the local commuting area  usually a 50-mile radius! are not
eligible for relocation expenses.

 a! Limited AOC: Division Only

The AOC may be limited to the division/office with the vacancy when the division/ office is at or
above its FSL and does not have overhire authority for the vacancy. Only FBI candidates assigned
to the division with the vacancy Will be considered. Even when divisions share a local commuting
area, such as FBIHQ divisions or Newark/New York divisions, only candidates from the division
With the vacancy will be considered. Division management has the option of further limiting the
AOC to those division employees Who Work within the local commuting area of the vacancy. No
relocation expenses Will be paid by the FBI.

 b! Expanded AOC: FBI, other federal and/or all- source applicants

The AOC may be expanded when divisionf office is under its FSL or has overhire authority for the
vacancy and recruiting Within the division/office is unlikely to produce an adequate pool of
candidates. The division/office has three options in defining an expanded AOC:

l. FBI employees only. This choice should be made when it is likely that recruiting among on-
board FBI employees Will produce an adequate pool of qualified candidates.

2. All federal candidates  FBI and other federal employees!. This choice should be made when it is
likely that recruiting among all federal employees will be necessary to produce a.n adequate pool of
quali�ed candidates.

3. All sources: all federal  FBI a.nd other federal employees! and nonfederal candidates. This choice
should be made only when it is expected that recruiting among the general population Will be
necessary to produce a.n adequate pool of qualified candidates. Typically this will occur when the
vacancy to be filled is in a highly specialized or competitive field.

The decision Whether or not to pay relocation expenses will be authorized by the Personnel Officer
based on the needs of the FBI, the adequacy of the candidate pool within the local commuting area,
and the availability of transfer funds.

7-6.2.2 Vacancy Announcements  Formerly in 7-4.1.1.!
 l! Vacancy announcements are the means by which potential applicants are notified of the position
vacancy a.nd may be in written or electronic format. These announcements must contain title, grade,
series, and duties of the position; the location at which the position Will serve; Working hours;
promotional opportunities; area of consideration; minimum qualification standards; Written,
performance or work simulation test or exercise to be administered; KSAOS that the applicant must
respond to in the application; unusual Working conditions; application process; including the
opening and closing dates of the announcement; and an explicit statement regarding equal

SENSITIVE

12



SENSITIVE

Man]-ID: MAOPP1 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 1

employment opportunity and that candidate s! may request a reasonable accommodation due to
physical and/or mental disability.

�! The vacancy announcement must state whether or not relocation expenses will be paid by the
FBI and any restrictions on payment  e.g., only those selectees who reside outside the local
commuting area will be eligible for relocation expenses!.

�! The vacancy announcement must state if the position is a temporary or term position and, if so,
the expected time limit  not- to-exceed date!, and the provisions for return of the employee to a
permanent position at the end of this assignment. If applicable, the announcement should also state
that the position may be made permanent without further competition.

�! If the AOC is expanded to include applicants outside of the FBI who are current employees of
the federal government or former employees of the federal government with reinstatement
eligibility, the vacancy announcement must have a statement requiring the applicant to submit a
copy of his or her most current Noti�cation of Personnel Action, SF-50, and a copy of his or her
most current performance appraisal.

�! If the AOC is expanded to include all-source applicants, the vacancy announcement must have a
statement about veterans� preference. Veterans claiming preference must submit a copy of their
Certificate of Release or Discharge from Active Duty, DD-214. Veterans on active duty at the time
of application may submit a letter from his/her commanding officer or military personnel office
stating his/her dates of service, rank, campaign badges or medals awarded, type of separation
he/ she will receive, and projected character of service  e.g., honorable, general!. Veterans, spouses,
widows, widowers, or mothers of veterans claiming 10-point preference must also, in addition to
the DD-214, submit an Application for 10-point Veteran Preference, SF-15, and the documentation
required by the form.

All-sources amouncements must include a statement that current federal employees and former
federal employees with reinstatement eligibility who wish to be considered as both federal and all-
source applicants must indicate this on their applications.

�! The standard period of time a vacancy announcement will be posted is ten �0! workdays; the
minimum period is five  S! workdays. The appropriate length of time for the announcement to
remain open is dependent on the likely size of the applicant pool and the urgency of the need to fill
the vacancy. Hard-to-fill positions may be posted indefinitely with pre-established application cut-
off periods. Approval of the Chief of the Staffing Unit must be obtained prior to posting a vacancy
announcement that deviates from this policy. Closing dates for the submission of applications will
be strictly followed.

�! Vacancy amouncements must be uploaded into the division&#39;s file in the FBI&#39;s Automated Case
Support  ACS! system within one day of the opening date of the posting. Vacancy announcements
for positions open to applicants outside the FBI  i.e., other federal and/or all-source applicants!
must be posted on the OPM&#39;s website, USAJobs, by FBIHQ human resources personnel.

 8! To ensure that all applicants for employment and advancement receive fair and equitable
consideration, it is important to consistently adhere to published requirements  e. g., minimum
qualifications, KSAs, opening and closing dates!. Changes made to significant portions of the
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announcement after it has opened must be published in the form of an amended vacancy
announcement.

 9! All applicants must meet specialized experience requirements within 30 days of the closing date
of the announcement. Copies of relevant documents, such as SF-50s, DD-214s, college transcripts,
performance appraisals, and/or any additional required documentation must be received in the
Staf�ng Unit by the closing date of the announcement.  Of�cial college transcripts may be required
before �nal approval of selection.! Applications for which all required documentation is not
received by the closing date of the announcement will not receive further consideration, except in
unusual circumstances.

7-6.3 Measuring Rating Factors  See MAOP, Part 1, 7-6.4.!
Quali�ed candidates are to be evaluated in accordance with their relative demonstration of
possession of the KSAOs for a position. To determine the extent to which the candidates possess
the KSAOs, the selection process uses a combination of a training and experience evaluation, a
structured interview, and/or written, performance or work simulation tests or exercises. Unless
specific measures have been approved and mandated for use by the Personnel Officer to �ll a
specific position, it is the responsibility of the Selecting Official to determine which measures will
be appropriate for each selection by following the guidance in this plan. When federal and all-
source candidates are being considered for a position, care must be taken to ensure that all are
evaluated according to the same measures.

7-6.3.1 Tests  Formerly 7-7.2.4.!  See also MAOP, Part 1, 7-4.3.!
Only written, performance or work simulation tests or exercises previously approved by the
Personnel Of�cer may be used as part of the selection procedures for a position. Approved tests
include the following:

 l! The official FBI typing performance test must be used to measure typing speed and accuracy for
positions that require a qualified typist, including positions with parenthetical "Typing" or "Data
Transcriber" in the official title.

�! The Police Officer Selection System must be used to measure speci�c KSAOs for the Police
Of�cer position. �! The Clerical Selection Battery  CSB! must be used to measure speci�c
KSAOs of all-source candidates for speci�c clerical positions.

�! Language aptitude a.nd/or ability tests must be used for the Language Specialist position s!.

As positions change in terms of duties and responsibilities or as studies are completed for existing
positions, new assessment tools will be approved for use and appropriate publicity afforded. Once
approved by the Personnel Of�cer and disseminated, the use of speci�c assessment tools is

generally mandatory.

7-6.3.2 Training and Experience  Formerly 7-7.2.1.!
�! The training and experience measure is a self- reported description of accomplishments relevant
to KSAOs required for a job. Typically, the information provided by the candidate focuses on
training, education and prior work experience.
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�! To evaluate the information provided on the applications, a crediting plan must be developed
before the position is posted. The crediting plan may be generic or job specific. The candidate must
meet all the requirements for a level to receive the associated points on the generic crediting plan
listed below:

OUTSTANDING - 5 points

Candidate has performed the duties of this position requiring this KSA  e.g., through temporary
promotion or detail!, or has had advanced education/training directly related to this KSA.
Experience, education and training indicate he/she can perform the functions of this position
requiring this KSA immediately, with only minimum indoctrination.

ACCEPTABLE - 3 points

Candidate has performed duties related to the duties of this position requiring this KSA or has had
education/training in a �eld generally related to this KSA. Experience, education and training
indicate he/she shows potential to perform the functions of this position requiring this KSA after
acquiring additional formal education/training or more than six months of on-the-job experience.

LIMITED - 1 point

Candidate has performed duties generally related to the duties of this position requiring this KSA
but evidence re�ects this performance is at an apprentice/trainee level; education/training re�ects
the ability to learn aspects of this KSA. Experience, education and training indicate he/she would
require extensive formal education/training or on-the-job experience to acquire full possession of
this KSA.

UNACCEPTABLE - 0 points

Fails to meet the Limited level.

�! A job specific crediting plan is accomplished by describing education, training and experience
examples for each KSAO at different levels, i.e., Outstanding, Acceptable, Limited, and
Unsatisfactory. For example, if a position requires that candidate s! demonstrate an "ability to use
regulatory material," the crediting plan might include general definitions for the levels of
performance such as:

Outstanding - 5 points INTERPRETS regulatory material;

Acceptable - 3 points APPLIES regulatory material;

Limited - 1 point COLLECTS regulatory material; and

Unsatisfactory - O points DOES NOT USE regulatory material.

Each KSAO in the application is evaluated by comparing the past education, training, and
experience of the candidate with the crediting plan and assigning a rating. A crediting plan ensures
that each candidate is evaluated consistently against the same education, training and experience

examples.
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7-6.3.3 Interview  Formerly 7-7.2.5.!
 l! The interview measure is a structured means of orally collecting information concerning a
candidate&#39;s possession of knowledge, skills, abilities or other characteristics needed for acceptable
job performance. The interview focuses on what the candidate has done in the past that can be used
to predict his or her future behavior. There are four general types of interview questions:

 a! TRAINING AND EDUCATION questions assess the KSAOs by probing an individual&#39;s
training or educational background and are used primarily to solicit information regarding the
relevance of the applicant&#39;s training or education to the position.

 b! JOB KNOWLEDGE questions focus on an individual&#39;s knowledge of one or more job-related
areas. This type of question is most useful to assess the specific knowledge level that is required for
the job, ensure the applicant understands and is knowledgeable about a specific topic, and to obtain
information about an applicant&#39;s knowledge of current technology, state-of-the-art methods, etc.

 c! EXPERIENCE questions are asked to solicit KSAO information from the job experiences an
individual has had.

 d! PERSONAL CHARACTERISTICS questions assess KSAOs, such as interpersonal skills, that
do not fit in other categories such as interpersonal skills. These questions are tailored to solicit
perfonnances in work and nonwork situations to demonstrate examples of specific KSAOs.

�! The interview must be structured in terms of the behaviors and responses to be observed, the
evaluation standards to be applied, and the procedures for conducting the interview session. The
interview should be structured so that information to be obtained is well defined. Interviewers must

take special care to record responses in a consistent manner and not ask questions which violate
equal employment opportunity laws or protections offered under the Rehabilitation Act and the
Age Discrimination in Employment Act.

�! Each interview question must be designed to obtain useful information to allow for a
measurement of a specific KSAO required for selection. The questions should be geared to obtain
the same depth, scope and kinds of information from each candidate. A crediting plan must be
established for each interview question at different levels, i.e., Outstanding, Acceptable, and
Limited. The crediting plan must be developed at the same time as the questions are developed and
in advance of the actual interview and serves as a gauge by which a candidate is compared and
evaluated. Each candidate must be evaluated on his/her responses to the interview questions.
Additional follow-up questions may be asked until the interviewer s! has obtained enough
information to rate the response to the question.

�! When an interview is part of the selection procedures, the top scorers from the training and
evaluation and/or test measure s! may be selected for interview. The interviewer, or each career
board member, must record the responses to the questions and rate the response by using the
standards previously developed for the position. Responses should be rated immediately following
each interview. If the interview is conducted by the career board, the responses must be rated
independently and then discussed to reach a consensus rating. If a consensus is not possible, the
scores may be averaged to determine the candidate&#39;s final score for the interview. The career board
members are responsible for recording their ratings and the reasons for same.
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7-6.4 Selection Process

For some positions, e.g., Police Officer and Language Specialist, set procedures are speci�cally
defined by the Personnel Officer and must be followed as published. For all other positions covered
by this policy, the following steps are to be taken. At the �rst stage, applicants must be screened to
determine if they meet minimum quali�cations. Next the rating factors are evaluated through the
selection tools described in MAOP, Part 1, 7-6.3. Candidates are then grouped according to the
scores achieved  and in the case of all-source candidates, by veterans� preference category!. A
selection is a made, and a request for approval of that selection is forwarded to the Personnel
Of�cer. These stages are accomplished by a Career Board, Quali�cations Review Board  QRB!, or
Selecting Of�cial, depending on the position to be �lled, as described below.

7-6.4.1 Selecting Official  Formerly 7-7.1.2.!
The Selecting Official is responsible for ensuring that the competitive process is conducted in
accordance with merit principles. The Selecting Of�cial is generally encouraged to use a career
board and/ or Qualifications Review Board to perform a part of the selection process, for the reasons
described below, but may choose to complete the rating process personally where the
circumstances warrant. However the process is completed, the selection recommendation must be
made by the Selecting Of�cial and then be reviewed and approved by the Personnel Officer.

7-6.4.2 Career Boards and Qualifications Review Boards  Formerly in 7-7.1.1 and 7-
7.1.3.!
A career board andf or Quali�cations Review Board  QRB! is a group of three to �ve individuals
formed to evaluate and rate candidates� KSAOs. For most competitive selections, a career board or
QRB provides credibility to the faimess and impartiality of the selection process. A career board
provides a panel assessment of the candidates� overall qualifications, offering the Selecting Of�cial
the bene�t of a group of subject matter experts; a QRB provides in-depth assessment of the
technical quali�cations of candidates for professional and/or technical positions. The Selecting
Of�cial may choose to use either, both, or neither, depending on the nature of the position being
�lled. Neither a career board nor a QRB is required for competitive actions if the Selecting Of�cial
can ensure fair and impartial selection decisions without same.

All career board and QRB deliberations must be recorded and maintained as part of the selection
�le. Someone trained in staf�ng procedures may serve as an advisor to the career board or QRB.

�! CAREER BOARD: The Selecting Of�cial is responsible for convening the members of the
career board. This board is composed of experienced support and/ or Special Agent personnel who
are familiar with the quali�cations required for the position. Career board members are to be
selected carefully and trained in evaluation procedures. Every career board member and nonvoting
observer should be at least one grade higher than the position unless it is documented by a signed
statement from the individual that he/ she will not be in competition for the position. In this case,
the member can be the same grade. The career board should include minority representation,
whenever possible, either as a voting member s! or as a nonvoting observer s!. The Selecting
Of�cial must not be a voting member. In of�ces where circumstances may cause bias to be
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introduced or perceived in the process, a career board composed of employees from other offices
may be formed.

Prior to any career board deliberations of individual candidates, career board members must be
familiar with the merit principles contained in this plan, the KSAOs of the position and how they
are being measured, a.nd the crediting plan a.nd how it is to be applied in the specific evaluation.
Once evaluations have started, no changes to the membership of the career board can be made,
unless a.n exception is requested from and approved by the Staf�ng Unit, Administrative Services
Division.

�! QUALIFICATIONS REVIEW BOARD  QRB!: A QRB evaluates only the technical
quali�cations of the candidates for professional and/or technical positions. A QRB is composed of
individuals who are expert in, or have signi�cant knowledge of, the discipline or occupational
category of the position being �lled. This is normally used for professional and/or technical
positions. QRB members must be familiar with the quali�cations required for the vacant position
and the provisions of the Merit Promotion and Placement Plan. Members are to be at least one
grade higher than the vacant position, unless it is documented that the member will not be in
competition for the position, then he/she may be the same grade. QRB members are to be selected
carefully and trained in evaluation procedures. The results of the QRB process are forwarded to the
Selecting Official who may make a selection decision at that point or may convene a career board
to complete the evaluation process if he/ she determines that additional assessment is necessary.

7-6.4.3 Selection of Candidate s!  Formerly in 7-6.4.4, 7-6.4.5, and 7-7!
�! Following initial screening, all applications and answers to KSAs must be evaluated by using
the crediting plan developed for the position. If this responsibility has been delegated to a career
board or QRB, evaluations must be made independently by each member and then discussed at the
career board/QRB meeting to reach a consensus rating. If a consensus is not possible, the scores
may be averaged to determine the candidate&#39;s final score for the interview. When the vacant
position s! does not require KSAs, the selection process will be based on testing and interview
scores.

�! For federal candidates, the following procedures should be used to develop a group of best
quali�ed candidates.

 a! When an interview is part of the selection procedures, the top scorers from the above measure s!
may be selected for interview. The interviewer, or each career board member, must record the
responses to the questions and rate the response by using the standards previously developed for the
position. Responses should be rated immediately following each interview. If the interview is
conducted by the career board, the responses must be rated independently and then discussed to
reach a consensus rating. If a consensus is not possible, the scores may be averaged to determine
the candidate&#39;s �nal score for the interview. The career board members are responsible for
recording their ratings and the reasons for same.

 b! A "best quali�ed" group of federal candidates is reached when all measures have been
completed  i.e., training and experience evaluation and/or interview!. Scores from each measure
should be combined to obtain a �nal score. The "best quali�ed" group consists of those candidates
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whose scores are signi�cantly higher than the majority of the candidates, and who are, for all
intents and purposes, equally well qualified.

�! For all-source candidates, an All-Source Certificate is developed rather than a �best quali�ed�
group. There are two options for establishing the Certificate:

 a! Conduct interviews of ALL minimally-quali�ed candidates so that the combined interview and
KSA scores a.nd vetera.ns� preference category will be used to establish the All-Source Certi�cate;
OR

 b! Select candidates based on KSA scores and veterans� preference category, with no interview
 e. g., when the number of candidates makes interviewing all minimally quali�ed candidates
unreasonable!. When this option is chosen, the Selecting Of�cial may then interview the three
highest-ranked candidates  Rule of 3! to assist in making a selection decision, if desired.

�! Only certi�ed human resource personnel can adjudicate veterans� preference and construct an
All-Source Certi�cate. The Selecting Official must advise the designated human resource
representative of his/her preference from �! a! or �! b!, above. The designated representative will
then adjudicate veterans� preference and provide the selecting of�cial with the top three candidates
for selection  Rule of 3!.

 a! Evaluation scores used to establish an All-Source Certi�cate  KSA or KSA/ interview! must be
converted to a 100-point scale.

 b! Candidates are placed on the All-Source Certi�cate according to their veterans� preference
category and final scores, as speci�ed in Title 5, Code of Federal Regulations  CFR!, Part 302,
Subpart C. Any deviation from the above procedures for all-source candidates must be approved by
the Personnel Of�cer and documented in accordance with Title 5, CFR, Part 302.

�! The Selecting Of�cial may choose any candidate from the list of best quali�ed federal
candidates, inasmuch as these candidates are determined to be, for all intents and purposes, equally
well quali�ed or the Selecting Of�cial may select from among the Rule of 3  all-source candidates!
in accordance with Title 5, CFR, Part 302.401. Neither the federal list nor the All-Source
Certi�cate has preference; the Selecting Of�cial may choose from either. If there are multiple
vacancies, the Selecting Of�cial may select from either or both lists.

7-6.4.4 Revised and Moved to 7-6.4.3  Formerly 7-8.!

7-6.4.5 Revised and Moved to 7-6.4.3  Formerly 7-9.!

7-6.5 Notification of Results  Formerly 7-11.!

�! The Selecting Of�cial has 45 days from the date the list s! of minimally quali�ed candidates
was issued to make a selection, unless a.n extension is requested from and approved by the Staffing
Unit, Administrative Services Division.

�! The vacancy announcement may be canceled at any time by the Selecting Of�cial, who is then
responsible for submitting appropriate documentation to the Personnel Of�cer as to the reason s!.

SENSITIVE

19



SENSITIVE

Man]-1]!: MAOPP1 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 1

�! Additional selections may be made from a properly established best quali�ed list or All-Source
Certi�cate within 90 days of the date the original minimally quali�ed list was issued, provided the
positions to be �lled have the same title, series and grade, are in the same area of consideration as
the position announced, and the quali�cation requirements are the same.

�! Following selection of a candidate for a position and approval by the Personnel Of�cer, the
results must be communicated by an of�cial communication announcing the selection which is
uploaded into the division&#39;s �le in the FBI�s Automated Case Support  ACS! system. A decision not
to make a selection must be communicated through the same mechanism. Subject to the direction
of the head of of�ce, this information may also be posted on a centrally located of�ce bulletin
board.

�! Any candidate shall, upon speci�c request, be advised whether he or she met the minimum
quali�cation standards for the position. When not otherwise prohibited, the candidate may be
provided with his/her total score on each measure but may not be informed of specific ratings or
scores received by other candidates, or permitted to review the crediting plans, interview questions
or any testing materials.

7-6.6 Release of Candidates  Formerly 7-12.!
�! Any FBI candidate selected as a result of a competitive staf�ng action must be released from
his/her current position on a timely basis. Personnel actions will be effective the date the employee
reports to his/her new assignment except when the personnel action results in a change of pay, in
which case the effective date must coincide with the beginning of a pay period.

 a! If the new assignment is within the selected candidate&#39;s local commuting area and includes a
promotion, the candidate must report to his/her new assignment within two weeks following the
approval of his/her selection by the Personnel Of�cer  or designee!.

 b! If the new assignment is within the selected candidate&#39;s local commuting area and does not
include a promotion, the candidate must report to his/her new assignment within 30 days following
the approval of his/her selection by the Personnel Of�cer  or designee!.

 c! If the new assignment requires that the candidate relocate to a different commuting area, the
employee has 90 days in which to report to the new duty station from the date of his/her transfer
letter. Where possible, the report date should coincide with the beginning of a pay period.

 d! Employees may be released to perform the duties of the new position prior to receiving of�cial
approval by the Personnel Of�cer; however, the selected individual must be advised that permanent
assignment is contingent upon obtaining this �nal approval.

 e! Selecting Of�cials may need to coordinate a return of the employee for a minimal period after
the action is effective to complete an un�nished project or other critical work.

�! The of�cial request for the release of an employee selected to �ll a vacancy at FBIHQ and/or
the selection of a candidate from outside the FBI will be made only by the Personnel Of�cer or

his/her designated representative.
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7-6.7 Maintenance of Records and Privacy Safeguards  Formerly 7-13.1 and 7-13.2!
 See MAOP, Part 1, 22-5.3 �! and 22-5.6 �5! d!; Part 2, 2-4.5.23 �7!.!
Selection files must be maintained in such a manner that all steps of the staffing action can be
reconstructed. Each �eld office and FBIHQ division will be responsible for the maintenance of its
selection files, which must be secured in a location s! with limited access. The location and
eligibility for access is to be determined by the division/office head. Selection records must be
safeguarded and released only to authorized persons, such as the head of office/division, EEO
investigator, or Inspector. A release form must be completed indicating that the original selection
file is being provided and must be retumed to that location. The selection file may be destroyed five
�! years after Personnel Officer approval of the final selection by the Selecting Official, or after
final adjudication of any litigation, whichever is later. Any electronic copies of the selection
documentation that are created on electronic mail and word processing systems, and used solely to
generate a recordkeeping copy for the actual selection file, may be destroyed within 60 days after
the recordkeeping copy has been produced. All time limits for filing of a grievance, complaint, or
appeal must have expired prior to destruction. Any selection file which is the subject of litigation
will be retained for the purposes of litigation, regardless of the length of time. Contents of the
selection file must include:

�! A copy of the vacancy amouncement.

�! Names of all applicants and the applications received from each.

�! Names of candidates who met minimum qualifications.

�! Copies of all best-qualified lists and All-Source Certi�cates generated for the Selecting Official,
including which candidates received veterans� preference points.

�! Results of any written, performance or work simulation test or exercise.

�! Training and experience crediting plan, signed evaluations, and the score given on each rating
factor for each candidate.

�! If an interview is used, names of candidates who were selected for same.

 8! Interview questions, crediting plan, notes of Selecting Official or career board members, signed
evaluations, and the score given for each candidate.

 9! Names, titles and grades of all individuals involved in evaluation of candidates� qualifications;
information on any non- voting members/ observers; and a statement from any member/observer
who is the same grade as the vacancy that he/ she will not compete for this position in the near
future.

�0! Any document formalizing selection  i.e., copy of SF-52 or other formal memoranda!.

�1! A copy of the communication that was uploaded into ACS announcing the selection results
and copies, if any, of communications sent to advise those candidates not selected.

�2! Recordings of all career board and Qualifications Review Board  QRB! deliberations, clearly
labeled with the date, position, and vacancy number.
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7-7 GRIEVANCE PROCEDURES  Formerly 7-14.!  See also MAOP, Part 1, 14-7.!

�! The FBI&#39;s policy is to administer a personnel program that promotes good
employee/management relationships. The success of any organization depends on the con�dence of
its employees that their questions, concerns or dissatisfactions will receive a timely and
constructive response, as well as fair and equal treatment. This section defines certain
responsibilities regarding the grievance process with regard to actions covered by the Merit
Promotion and Placement Plan and sets forth employee rights in that process.

�! An employee who believes that merit principles as set forth in this plan have not been followed
has a right to present a grievance to the appropriate management official s! for prompt and
equitable consideration, with freedom from restraint and without fear of reprisal, coercion, or
interference. The employee should discuss with the Selecting Official any matter of concern or
dissatisfaction regarding a particular selection action and should attempt to resolve the problem s!
prior to filing a grievance. This informal resolution step should be followed prior to submission of a
grievance to the Personnel Officer.

�! The Selecting Officials should ascertain all pertinent information bearing upon each grievance
or potential grievance being brought to his/her attention.

�! There are certain matters which are not appropriate for the grievance procedure. The following
matters are EXCLUDED from this procedure:

 a! nonselection for promotion or reassignment from a group of candidates deemed best qualified in
accordance with the procedures described within this plan;

 b! failure to receive a noncompetitive promotion;

 c! an action at the expiration of a temporary or time-limited promotion which retums an employee
to his/her former position at the former grade, or to a different position of equivalent grade and pay,
from which the employee was temporarily promoted; and

 d! an action taken in accordance with the terms of a formal agreement voluntarily entered into by
an employee, such as the assignment of an employee from one geographical location to another.

�! A grievance concerning a particular act or occurrence should be presented in writing not later
than 15 calendar days after the date of the act or occurrence, or not later than 15 calendar days after
the date on which the employee leamed of the act or occurrence. Within the FBI, such grievances
are to be submitted only to the Personnel Officer. The Personnel Officer will determine the
appropriate organizational level for resolution.

�! Provisions for redress are also available through the Equal Employment Opportunity  EEO!
complaint system for employees who believe they have been discriminated against on the basis of
race, color, religion, sex, sexual orientation, parental status, national origin, age, physical or mental
disability, or reprisal. However, the employee must contact an EEO Counselor within 45 calendar
days of the action in question if he or she believes the action is a result of discrimination on any of
the foregoing bases. Failure to contact an EEO Counselor within 45 calendar days of the alleged
discriminatory action will result in forfeiture of the complainant&#39;s right to pursue a claim of
discrimination.
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7-7.1 Priority Consideration

�! Priority consideration will be given to employees who failed to receive proper consideration in
a competitive action. If it is determined that an employee was improperly denied inclusion on a
referral list of quali�ed candidates under the Merit Promotion and Placement Plan, or was not
selected solely because of nonmerit factors, the employee will be afforded one priority
consideration for the next appropriate vacancy. The "next appropriate" vacancy is defined as one
which meets all of the following conditions:

 a! A similar type of position in the same pay system as the position for which the candidate failed
to receive proper consideration; and

 b! A position for which the candidate had indicated interest; and

 c! A position for which the candidate is highly qualified.

�! Priority consideration is given in advance of the referral process and the employee is entitled to
consideration but there is no "entitlement" to selection. Employees entitled to priority consideration
should continue to apply for all positions for Which they desire competitive consideration.

�! Decisions to grant priority consideration must be approved by or originate with the Personnel
Officer.
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7-7.1.1 Revised & Moved to 7-6.4.2

7-7.1.2 Deleted

7-7.1.3 Revised & Moved to 7-6.4.2

7-7.2 Deleted

7-7.2.1 Revised & Moved to 7-6.3.2

7-7.2.2 Deleted

7-7.2.3 Revised & Moved to 7-4.1

7-7.2.4 Revised - See 7-4.3 & 7-6.3.1

7-7.2.5 Revised & Moved to 7-6.3.3

7-8 REVISED & MOVED TO 7-6.4.4

7-9 REVISED & MOVED TO 7-6.4.5

7-10 REVISED & MOVED TO 7-4.4

7-10.1 Deleted

7-11 REVISED & MOVED TO 7-6.5

7-12 REVISED & MOVED TO 7-6.6

7-13 DELETED

7-13.1 Revised & Moved to 7-6.7

7-13.2 Moved to 7-6.7

7-14 REVISED & MOVED TO 7-7

7-15 DELETED

7-16 DELETED

7-16.1 Deleted

7-16.2 Deleted

7-16.3 Deleted
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7-16.4 Deleted

7-17 DELETED

7-18 TERM PROMOTIONS FOR SUPPORT PERSONNEL

At management discretion a vacant position may be �lled by the term or temporary promotion of a
quali�ed and eligible employee. A term promotion is a promotion of an employee to a higher grade
level for a de�ned period of time to handle a speci�c assignment, project or duties and
responsibilities which can be accomplished Within that time frame. Competitive selection
procedures must be employed to select an individual for a term promotion. When a position is �lled
by a term promotion, unless otherwise speci�ed in the announcement which advertised the vacant
position, the employee will be returned to his/her permanent grade at the conclusion of the term or,
Where circumstances Warrant to a position above his/her permanent grade level for which he/she is
quali�ed. The duration of a terrn promotion may be set by a division/of�ce head With the
concurrence of the Personnel Of�cer for any period of time not less than 120 days or more than
three years� duration. A term promotion may be extended by the Personnel Officer in one-year
increments, for a maximum period, to include extension s!, not to exceed �ve years.

7-19 TEMPORARY PROMOTIONS FOR SUPPORT PERSONNEL

�! A temporary promotion is a nonpermanent promotion of an employee to a higher grade position
for a speci�ed period of time, not less than 60 days nor more than one year in duration. If the
assignment and, therefore, the temporary promotion is expected to equal or exceed 120 days�
duration, competitive selection procedures, consistent with the Merit Promotion and Placement
Plan for Support and Service Personnel, must be employed. Any posting or advertisement of a
temporary promotion must include a statement that a temporary promotion assignment may be
ended at any time at the discretion of management. Unless otherwise speci�ed in the announcement
which advertised the vacant position, at the conclusion of the temporary promotion the employee
must be returned to his/her permanent position or, Where circumstances warrant, to a position at or
above his/her permanent grade level for which he/ she is quali�ed.

�! The duration of a temporary promotion may be set by a division/of�ce head with the
concurrence of the Personnel Of�cer for a period of not less than 60 days. Temporary promotions
may be extended by the Personnel Of�cer for an additional period s! of 60- day increments. The
maximum period of a temporary promotion, to include any period of extension s!, Will not exceed
one year.

7-20 SUPPORT PERSONNEL ASSIGNMENTS TO NONFOREIGN DIVISIONS OUTSIDE

THE CONTINENTAL UNITED STATES  CONUS!

�! Support vacancies at nonforeign divisions outside CONUS are �lled as permanent assignments.
To be eligible for authorized relocation expenses, the individual selected must agree to remain in
the service of the government for a speci�ed period of service not more than three �! years from
the effective date of transfer. If the individual fails to complete at least 12 months of the service
agreement, he/she must repay the relocation expenses incurred to transfer the individual to the
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nonforeign assignment. If the individual fails to complete the entire agreed-upon period of service,
the individual is also not eligible for return transfer bene�ts.

�! If an employee assigned to a nonforeign division desires to transfer to CONUS, the employee
has two options:

 a! compete for a position, or

 b! pursue a transfer utilizing established transfer policy, as found in MAOP, Part l, ll- l7.
Transfers to CONUS will not be approved merely based on a request for transfer. If the employee
pursues a no-cost transfer, travel and transportation expenses will be allowed, but may not exceed
the amount which would have been allowed to retum the employee to the old CONUS duty station.

7-21 SUPPORT PERSONNEL ASSIGNMENTS TO LEGAT OFFICES

�! Support vacancies in Legat offices are �lled as temporary assignments, with no time limitation
attached to the position or grade. Legat support employees may progress through the career ladder
to the GS 10 level with permanent promotions.

�! All support employees selected for a Legat position are required to sign a statement specifying
their agreement to return to their prior position and grade upon completion of the Legat assignment,
unless the employee has competed and been selected for another position. This agreement must be
signed prior to reporting to the Legat assignment. Support employees reporting for a Legat position
will have their previous position encumbered. The vacated position is obligated until the
completion of the Legat assignment. This obligated position can only be filled on a temporary basis
while the employee serves in the Legat assignment. Upon completion of a Legat assignment, the
employee returns to the position and grade held in his/her previous office of assignment, unless the
employee has competed and been selected for another position. If the grade the employee returns to
is lower than the grade held in the Legat office, Highest Previous Rate  HPR! will be used to set

Pay-

Legat support employees are eligible to apply for all field office and FBIHQ vacancies.

7-22 INTELLIGENCE ANALYST INTERNAL VACANCY OFFER AND WITHDRAWAL

POLICY

�! Withdrawing from Vacancies: Once a candidate has placed an application into the hiring pool
for a job vacancy or canvass, the candidate has thirty �0! days from the closing date of the vacancy
or canvass to withdraw from any job posting without a penalty.

After the 30-day period, if the candidate decides to withdraw, he/she will not be able to apply for
future vacancies  www.fbij obs. gov or internal canvasses! for 180 days. If the candidate has applied
for more than one job vacancy or canvass at the time of withdrawal, he/ she will only be withdrawn
from the position specified, and will not be required to withdraw from all vacancies or canvasses
for which they may be a candidate. If the candidate withdraws from more than one  l! vacancy or
canvass after the 30-day period, the 180-day penalty will start from the date of the most recent
withdrawal.
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A candidate may Withdraw from positions by sending an electronic communication  EC! to the
Unit Chief  UC!, ICMS/IPRU stating the position name, location, a.nd position number.

�! Accepting/Declining Offers: If a candidate is selected for a position, the candidate has 48 hours
to accept or decline the offer via e-mail format to the Staffing Unit, Division point of contact, and
IPRU. If the candidate accepts the position, they will be removed from consideration for all other
vacancies  locations!. If the candidate declines the position, they are still eligible for any position
for which they have previously applied and no selection has been made.

If the acceptance or declination of a position is not made Within 48 hours, the offer will be
rescinded and the candidate Will be removed from consideration in other locations. The candidate

Will be barred from applying for a new position for 180 days.

If a candidate declines all positions he/she applied for, he/she Will not be able to apply for future
vacancies for one �! year.
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ALL INFDRHATIQH CQHTAEHED
HEREIN I3 U�CLA3§IFIED
DATE U2�2imEDD? BY EDSEA AUG E&NfCPEf3T?

| SECTION 8. |COMPENSATlON|

**EffDte: O1/27/1988 MCRT#: O Div: D3FD Cav: SecCls:

| s-1 AVAILABILITY PAY FOR CRIMINAL INVESTIGATORS | See MAOP, Part 1,
20-2s.!|

**EffDte: OB/27/2003 MCRT#: 1293 Div: D3 Gav: SecCls:

| 8-1.1 |Authority

| Availability Pay is authorized by Section 5545a of Title
| 5, United States Code and Part 550 of the Code of Federal

| Regulations.!

**EffDte: O4/O2/1996 MCRT#: 525 Div: D3 Gav: SecCls:

| 8-1.2 |Basic Requirements

Each criminal investigator whose average of unscheduled
work hours is certified to be  or certified as expected to be! at
least two hours per regular workday is entitled to Availability Pay in
the amount of 25 percent of basic pay.|

**EffDte: O4/O2/1996 MCRT#: 525 Div: D3 Cav: SecCls:

| 8-1.3 |Definitions

I �! REGULAR WORKDAY is a day during the basic 40-hour
| workweek on which a Special Agent  SA! performs AT LEAST FOUR HOURS of
| work that are not:

I  a! unscheduled work hours,

|  b! approved training time,

|  c! time spent traveling under official travel
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orders, or

 d! hours of approved leave or excused absence,

including holidays.

�! SA, for the purpose of this instruction, refers to
any SA or Supervisory SA in Grades GS-10 through GS-15.

�! UNSCHEDULED WORK HOURS are hours not part of the 40-
hour basic workweek during which actual work is performed that has not
been scheduled in advance of the administrative workweek. To be
credited as unscheduled work hours, such hours must be in excess of
the employee&#39;s scheduled eight-hour workday or 40-hour administrative

workweek.!

**EffDte: 04/02/1996 McRT#: 525

| a-1.3.1 |De|eted|

**EffDte: 04/02/1996 McRT#: 525

| a-1.3.2 |De|eted|

**EffDte: 04/02/1996 McRT#: 525

| a-1.3.3 |Deleted|

**EffDte: 04/02/1996 McRT#: 525

Div: D3 Gav: SecCls:

Div: D3 Gav: SecCls:

Div: D3 Gav: SecCls:

Div: D3 Gav: SecCls:

| a-1.4 |Eligibility  See MAOP, Part |, a-1.6.!

Within the FBI, Availability Pay applies to all FBI SAs,
i.e., employees whose positions are classified as Criminal

Investigator, GS-1811, except:

�! Members of the Senior Executive Service;

�! Part-time employees; and

�! New Agents who have not completed new Agents training
at the FBI Academy. Availability Pay for new Agents will begin on the
first day of the first pay period after completion of new Agents

training.!
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**EffDte: O4/O2/1996 MCRT#: 525 Div: D3 Cav: SecCls:

8-1.5 Certification

 l! New Agents � Within ten days of reporting to the
first duty station, whether from the FBI Academy or upon
reinstatement, a new Agent must sign an initial Availability Pay
certification. This initial certification will remain in effect until
the next annual certification cycle, at which time the new Agent will
recertify and thereafter recertify on the annual cycle. |The
original AVP certification is to be maintained in a central file in
the office. Since these certificates do not constitute permanent
records, no serialization is necessary.!  See MAOP, Part l, 8-1.6.!

�! All SAS � Each year, each SA will recertify that he
or she has met and will continue to meet the minimum requirement for
eligibility. !The original certification will be maintained in the
office. The Personnel Policy Unit  PPU!, Administrative Services
Division  ASD!, should be notified by an electronic communication when
the certification process is completed.! Specific procedures for
conducting the annual certifications will be distributed by separate
instruction.

�! Every effort should be made to have each employee
sign the certification within the specified deadline. However, if an
SA is unavailable to sign the required certification in the time
specified because of work requirements, extended leave, etc., written
notification must be sent by electronic communication to the Assistant
Director, |Administrative Services|Division, Attn: !PPU|. As
soon as the SA becomes available, the form must be signed and dated by
the employee and his/her supervisor and!PPU must be advised.!

�! Refusal by an SA to certify as to future
availability, unless an exception is granted under MAOP, Part l,
8�l.l3, may result in disciplinary action based upon insubordination
up to and including removal.

�! Certifications will be kept on file inithe employee&#39;s
office|one month after the next annual certification is completed.

�! A new certification will NOT be required if an SA
transfers to a different office or otherwise changes supervisors in
the middle of a certification period. The certification is deemed to
be valid for the entire certification period.

**EffDte: O5/3l/2002 MCRT#: l207 Div: D3 Cav: SecCls:

8-1.6 Payment of Availability Pay
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 l! All eligible SAs will receive Availability Pay in the
amount of 25 percent of the employee&#39;s rate of basic pay  including
any applicable special salary rate, locality pay, interim geographic
adjustment for law enforcement officers, and retained pay!.
Availability Pay will be paid only for periods of time during which
the SA receives basic pay.

�! Availability Pay is paid for all unscheduled work in
excess of eight hours in a workday.

�! Availability Pay continues during paid periods of:

 a! excused absence  such as annual, sick, military
leave, or court leave, "administrative" leave, and holidays!;

 b! officially approved training, except for initial
basic training normally given in the first year as an SA  see,
Sections 8-1.4 and 8�l.5 l! above!; and

 c! officially approved travel  such as travel for
purposes of relocation, investigative assignments, and training!; and

 d! temporary duty outside of the SA&#39;s official
position description  such as details and TDY!.

�! Availability Pay is used to compute:

 a! severance pay;

 b! retirement deductions and benefits;

 c! life insurance premiums and benefits;

 d! Thrift Savings Plan contributions;

 e! workers� compensation benefits;

 f! advances in pay; and

 g! lump sum payments for accrued annual leave.

�! Availability Pay is subject to the biweekly
limitation on premium pay  the!greater|of 150 percent of the minimum
rate payable!to!GS�l5 or the rate payable for Level V of the
Executive Schedule; Title, 5, USC, Section 5547 c!! and the aggregate
limitation on pay �� an employee&#39;s annual pay including base pay,
availability pay, night differential, overtime, bonuses, and awards --
may not exceed the annual rate of basic pay for Level I of the
Executive Schedule; Title 5, USC, Section 5307  a! l!.

�! An SA who receives Availability Pay may also receive:

 a! Night differential for night work that is part
of the employee&#39;s regularly scheduled workweek;

SENSITIVE
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 b! Sunday pay for nonovertime hours not in excess
of eight hours for
or ends on Sunday;

 

 
authorized.

�! A

 
compensatory time,
Code, Sections 554

each regularly scheduled tour of duty which begins

c! Holiday Pay;

d! Scheduled overtime pay, once appropriately

n SA who receives Availability Pay may NOT receive:

a! overtime pay, night differential pay,
or hazardous duty pay under Title 5, United States

2, 5543, and 5545, for UNSCHEDULED work hours;

 b! overtime pay under the Fair Labor Standards Act
 FLSA!; or

 
uncontrollable ove

**EffDte: 05/31/20

c! annual premium pay for administratively
rtime  AUO! or regularly scheduled standby duty.

02 MCRT#: 1207 Div: D3 Gav: SecCls:

| 8-1.7 |Hours Creditable Towards the Annual Minimum Requirement

| SAs will
| requirement of two

| �! All
| beginning or after
I  normally 8:15 a.m

�! AllI
| is the SA&#39;s regula

�! Out

5, USC, Section 55

scheduled or contr
Branch. Only the
creditable. Once
 including travel
transportation to
travel in that are
travel is credited

**EffDte: 04/02/19

receive credit towards meeting the annual minimum
hours per regular workday as follows:

unscheduled hours actually worked before the
the end of the regularly scheduled workday

. to 5:00 p.m.!.

unscheduled hours actually worked on a day that
r day off  normally Saturday and Sunday!;

�of�area travel time that meets the eligibility

requirements for overtime  or compensatory time! payment under Title
42  b!�! and Title, 5 C.F.R. 55O.112 g! �-

generally travel that results from an event that could not be
olled administratively by an agency of the Executive
time the SA is actually engaged in travel is
the SA reaches the out�of�area destination
from the airport or other mode of public
the office, first work site, or hotel!, any local
a will be credited in the same manner as local

at the permanent duty station.  See 8�1.8.!|

96 MCRT#: 525 Div: D3 Cav: SecCls:
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| a-1.7.1 |De|eted|

**EffDte: 04/02/1996 McRT#=

| 8-1.7.2 |Deleted|

**EffDte: 04/02/1996 McRT#

| 8-1 .7.3 |Deleted|

**EffDte: 04/02/1996 McRT#

| 8-1.7.4 |Deleted|

**EffDte: 04/02/1996 McRT#

| 8-1.7.5 |Deleted|

**EffDte: 04/02/1996 McRT#

| 8-1.7.6 |Deleted|

**EffDte: 04/02/1996 McRT#

525

525

525

525

525

525

Div: D3

Div: D3

Div: D3

Div: D3

Div: D3

Div: D3

Cav

Cav

Cav

Cav

Gav

Cav

SecCls:

SecCls:

SecCls:

SecCls:

SecCls:

SecCls:

| 8-1.8 |Hours Not Creditable Towards the Annual Minimum Requirement

| SAs will NOT receive credit towards meeting the annual
I minimum requirement under the following circumstances

8�1.7�! above.!|

�! Time commuting to and from the place of business,
even if the SA is driving a government vehicle.

�! Travel time that does not meet the eligibility
requirements for overtime  or compensatory time! payment under
Title 5, USO Section 5542  b!�! and 5 C.F.R. 550.112  g!  see

**EffDte: O4/O2/1996 MCRT#: 525 Div: D3 Cav: SecCls:
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| |8-1.9 Computation of Annual Minimum Hours Requirement

| To qualify
| average of a minimum
| workday. The annual

for Availability Pay, an SA must work

average is computed as follows:

an annual
of two hours of unscheduled work per regular

| _TOTAL_NUMBER_OF_UNSCHEDULED WORK HOURS greater than
| Total Number of Regular Workdays� � or equal

For example, an SA performs a total of 620 hours
unscheduled work in an annual period. In the same period,
works a total of 200 regular workdays  i.e., days in which

excused absence, approved training, holidays, and approved
620 divided by ZOO equals 3.1. The SA performed an annual

requirement for the payment of Availability Pay.|

**EffDte: O4/O2/1996 MCRT#: 525 Div: D3 Cav:

| |8-1.10 Recording Unscheduled Work Hours

Register  FD�42O or FD�42Oa for SAs who TURK! and in the

sign�in and sign�out times and the number of minutes of

**EffDte: O4/O2/1996 MCRT#: 525 Div: D3 Gav:

8-1.11 Failure to Meet the Annual Minimum Unscheduled Work Requirement

to 2.0

of
the SA
at least

four hours of regularly scheduled work was performed, excluding leave

travel!.
average of

3.1 hours of unscheduled work per day, thus exceeding the minimum

SecCls

UNSCHEDULED WORK will be recorded on the Attendance

Administrative Time Capture System as hours worked, i.e., showing

unscheduled work under the "AVP" column on the FD�42O or FD�42Oa.
 This procedure is the same as that formerly used to record AUO.!|

SecCls

 l! FBIHQ will periodically review the unscheduled work
hours of each SA to determine whether he/she will be able to meet the
requirement for an annual average of two hours� unscheduled work
per regular workday. If, at the annual certification or at a time
between certifications, it becomes evident that an SA will not be able
to perform a sufficient number of unscheduled work hours to meet the
requisite annual average, immediate action will be taken to decertify
the SA and to suspend Availability Pay. In addition to
decertification, the supervisor will review the situation to determine
whether or not the shortfall has been caused by the SA&#39;s misconduct.
If the shortfall is the result of the SATs misconduct, such as

SENSITIVE
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insubordination in refusing to work the previously certified hours, an
adverse action may be initiated under Part 1, Section 13 of the Manual
of Administrative Operations and Procedures  MAOP!.

 a! PREFERENCE ELIGIBLE � Title 5, USC, Section

5545a e!�O! provides that involuntary reduction in pay resulting from
a denial of certification shall be a reduction in pay for purposes of
Title 5, USC, Section 7512�! pertaining to adverse actions. In
addition to the procedural protections described for nonpreference
eligible employees below, preference eligible employees are entitled
to the procedures and Merit System Protection Board  MSPB! appellate
rights delineated in Part 1, Section 13�1O, of the MAOP with respect
to the imposition of adverse actions such as reduction in pay.

 b! NONPREFERENCE ELIGIBLE � Ah SA who is nOt
preference eligible who is to be decertified for failure to meet
eligibility requirements for Availability Pay will receive the
procedural protections applicable to a reduction in pay pursuant to
Part 1, Sections 13�13 and 14�4.2, of the MAOP. If only
decertification is proposed  that is, no additional adverse action is
anticipated!, the Deputy Assistant Director � Personnel Officer,

|Administrative Services Division, or his or her designee, may
determine that decertification is appropriate and may establish the
duration of the decertification. If adverse action in addition to

decertification is appropriate, the same authority who imposes the
adverse action will determine the duration of decertification.

Availability Pay will be suspended beginning the first day of the
first pay period beginning after the date of decertification.
|The|SA may appeal this determination to the Assistant Director,
|Administrative Services!Division, within 30 calendar days after the
effective date of the decertification. The appeal should include
specific information regarding the reasons why the unscheduled work
was not performed and should explain how the SA will be able to meet
the requirement by the end of the certification period.  See MAOP,
Part 1, 8�1.12.1.!

�! Failure to perform the reguired hours of unscheduled
work may result in decertification and suspension of Availability Pay
alone or in decertification plus adverse action based on
insubordination, inattention to duty, or other misconduct. The
duration of decertification may be from one pay period to one year,
depending on the circumstances and degree of the unscheduled work hour
deficit. The penalties applicable to misconduct such as
insubordination and inattention to duty are prescribed in Part 1,
13-13, of the MAOP.

�! The length of an employee&#39;s suspension from receipt
of Availability Pay is an administrative determination at the
discretion of FBI management. It will be dependent upon a variety of
factors to include: the number of unscheduled work hours the SA
failed to perform during his or her period of certification;
circumstances contributing to that deficit of unscheduled work; the
SA&#39;s past record of performing unscheduled work; and other mitigating
circumstances that may be present. In situations in which an SA has
been previously decertified and/or disciplined for failure to perform
unscheduled duty, progressively more stringent disciplinary measures
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may be employed.  NOTE: If an SA is a preference eligible veteran,
he or she will be afforded the procedural protections attending that
status.!

�! The!Administrative Services!Division will issue an
SF�50, Notification of Personnel Action, documenting a suspension
 involuntary temporary termination based on misconduct! or
discontinuance  voluntary temporary termination based on personal or
family hardship! of Availability Pay. The SF�50 will include the
reason for the suspension or discontinuance, the effective date for
cessation of Availability Pay, and the date the suspension or
discontinuance ends.

�! Suspension of Availability Pay does not relieve an SA
of the requirement to perform unscheduled work during the period of
such suspension.

�! When Availability Pay is suspended as a result of an
SA&#39;s failure to perform an annual average of two hours or more of
unscheduled work per regular workday, one determinant of the length of
the period during which Availability Pay will be suspended is the
number of hours of unscheduled duty which the SA failed to perform
during the previous period of certification. To achieve eligibility
for recertification, an SA will be required to complete his or her
period of suspension AND satisfy the requirements set forth in  a! and
 b! below��

 a! SATISFACTION OF DEFICIT: A period of suspended
Availability Pay must continue until the SA has performed the amount
of unscheduled work which he or she failed to perform during the

previous certification period. However, the period of suspension may
exceed the period required to make up for the deficit.

EXAMPLE l: An SA worked 200 regular workdays during the previous
certification period, but performed only 300 hours of unscheduled
work, for an annual average of 1.5 hours of unscheduled duty per
regular workday �00 divided by 200 = 1.5!. Because the SA had been
previously certified as eligible for Availability Pay, he or she
received Availability Pay throughout the certification period, despite
the fact that he or she failed to satisfy the unscheduled work
requirement. The SA would have had to perform an additional l00 hours
of unscheduled duty during the certification period to satisfy the
requirement to perform an annual average of two hours of unscheduled
work per regular workday. �00 regular workdays x two hours of
unscheduled duty per regular workday = 400 hours of unscheduled duty;
400 hours of unscheduled work required � 300 hours of unscheduled duty
actually worked = a deficit of l00 hours of unscheduled duty.!In
this case, the period of suspended Availability Pay MUST continue
until the SA has performed at least 100 hours of unscheduled duty

during such period.

 b! SATISFACTION OF TWO�HOUR AVERAGE OF UNSCHEDULED
DUTY PER REGULAR WORKDAY: An SA who has been suspended from receipt
of Availability Pay must perform an average of two hours of
unscheduled duty per regular workday during the period of his or her
suspension to be recertified as eligible to once again receive such

SENSITIVE
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pay. ALL UNSCHEDULED WORK performed during the period of suspended
Availability Pay will be considered in determining whether the two-
hour per�day average has been achieved.

EXAMPLE 2: An SA was suspended from receipt of Availability Pay based
upon a deficit of lOO hours during 200 regular workdays, having
averaged l.5 hours of unscheduled work per regular workday. Within 50
regular workdays after the beginning of the suspended Availability
Pay, the SA has performed a total of lOO hours of unscheduled work.
He or she has thus satisfied the deficit requirement. Once the SA&#39;s
period of suspended Availability Pay has run and the SA has satisfied
the two�hour average requirement, the SA will be eligible for
recertification and resumption of Availability Pay.

EXAMPLE 3: An SA with a deficit of lOO hours of unscheduled work
during a certification period is suspended from receipt of
Availability Pay for a period of 30 days, which includes 22 regular
workdays. During the 30-day suspension, the SA performs 75 hours of
unscheduled work. Although at the completion of the initial period of
suspension the SA has satisfied the requirement to perform an average
of two hours of unscheduled duty per regular workday, he or she has
not satisfied the requirement to perform an amount of unscheduled duty
equal to or greater than his or her prior deficit. Consequently, he
or she will not be eligible for recertification and resumption of
Availability Pay until he or she satisfies that deficit by performing
an additional 25 hours of unscheduled work.

 c! Failure to perform unscheduled
period of suspension from receipt of Availability
above may result in further disciplinary action.

work during the

Pay as required

�! At the completion of the period of
review will be made to ensure that the SA has met the requirements for
recertification and resumption of Availability Pay. When the SA has
been determined to be so eligible, the SA and his or her supervisor
must again certify that the SA will perform an annual average of two
hours of unscheduled work per regular workday in accordance with the

certification procedures required by applicable instructions.

suspension, a

**EffDte: O5/31/2002 MCRT#: l207 Div: D3 Cav: SecCls:

8-1.12 Suspension of Availability Pay|

**EffDte: O4/O2/1996 MCRT#: 525 Div: D3 Cav: SecCls:

8-1.12.1 Suspension for Health or Physical Reasons

 l! If an SA is unable to perform unscheduled work for an
extended period of time for physical or health reasons, and he or she
declines to request voluntary discontinuance of Availability Pay  see

SENSITIVE
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MAOP, Part I, 8�l.l3!, payment may be suspended by the Deputy
Assistant Director�Personnel Officer, upon written request by the
division/office head, until the SATs physical or health problems have
improved to where unscheduled work may be resumed. Such suspensions
are considered to be involuntary reductions in pay and adverse action
procedures must be followed.  See MAOP, Part I, 8�l.ll, paragraphs
�! a! and  b! above.!

| �! Workdays in which Availability Pay has been suspended
| under this section will be excluded from the computation of the
| minimum hours requirement.

| �! The Deputy Assistant Director�Personnel Officer must
I be informed in writing when the SA is again available to perform
I unscheduled work and Availability Pay is to be resumed.!

**EffDte: O4/O2/1996 MCRT#: 525 Div: D3 Cav: SecCls:

| |8-1.12.2 Suspension for Alcohol-Related Misconduct  See MAOP, Part I, 13-13.!

 l! Whenever an SA is suspended from operating a
government motor vehicle as a result of alcohol�related misconduct and
following a determination of such misconduct by the Bureau, he/she
will not be considered eligible to earn premium compensation, such as

Sunday pay, holiday pay, night differential, and Availability Pay.
Prior to discontinuing eligibility for Availability Pay, the employee
will be afforded appropriate adverse action proceedings.  See MAOP,
Part I, l�3.l and l�3O.3.!

�! As the suspension of an SA&#39;s entitlement to earn
Availability Pay compensation is an adverse personnel action, it is
dependent upon completion of adverse action procedures set forth in
MAOP, Part I, 13-14. These procedures are designed to afford
employees due process as well as procedural entitlements which arise
from an employee&#39;s personnel status. For example, a preference
eligible veteran has specific procedural entitlements which are set
forth in MAOP, Part I, l3�lO.|

**EffDte: O4/O2/1996 MCRT#: 525 Div: D3 Cav: SecCls:

8-1.13 Discontinuance of Availability Pay  See MAOP, Part 1, 8-1.5 & 8-1.12.1.!

The statute establishing Availability Pay and the
implementing OPM regulations make payment mandatory to all criminal
investigators  i.e., SAs!, except under certain limited circumstances.
The rationale for this policy is that the basic nature of a criminal
investigator&#39;s work reguires considerable amounts of unscheduled work,
often worked at the discretion of the individual without prior
approval of a supervisor. Since payment of Availability Pay is
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mandatory, an SA may not voluntarily decline to perform the required
unscheduled work, except as provided below.

 l! If, for a specified period of time, an SA believes he
or she will not be able to meet the eligibility requirements for
Availability Pay because of PERSONAL OR FAMILY HARDSHIP, he or she may
submit a written request to the division/office head

requesting temporary discontinuance of Availability Pay, clearly
stating the nature of the hardship that prevents him or her from
performing the required amount of unscheduled work and the specific
period of time the hardship is expected to last. The statement should
further note that the SA understands that Availability Pay will be
discontinued immediately but that this does not relieve the SA of the
obligation to perform unscheduled work as required by the SA&#39;s
assignment and/or his or her supervisor. Insubordination by refusing
to perform necessary unscheduled work may result in appropriate
disciplinary action.

�! The division/office head, or his or her designee,
will approve or disapprove the request in writing, to include the
reasons for the disapproval, as appropriate. The SA may request
reconsideration of a negative determination by the Deputy Assistant
Director � Personnel Officer,|Administrative Services!Division,
within l5 calendar days of the date the request was denied.

�! Upon approval of a request to temporarily discontinue
Availability Pay based on hardship, the division/office head must
provide written notification to the Assistant Director,

|Administrative Services!Division, Attn:  Personnel Policy Unit,!
including the nature of the hardship, the date the Availability Pay
should be terminated  ordinarily at the beginning of a pay period!,
and the date the hardship is expected to end.

�! If an SA is granted a discontinuation of Availability
Pay based on hardship, he or she and his/her supervisor may at any
time thereafter certify his or her availability, at which time
Availability Pay will commence. Notification to reinstitute
Availability Pay must be sent to the!Administrative Services!
Division immediately. If, at the completion of the approved period of
discontinuance, a hardship still exists, the SA may request an
extension for another specified period, following the procedures
outlined in paragraphs �! through �! above.

**EffDte: O5/31/2002 MCRT#: 1207 Div: D3 Cav: SecCls:

8-2 OTHER TYPES OF PREMIUM PAY

Premium compensation on an annual basis for Availability
Pay  AVP! is in lieu of all other types of premium pay except for
scheduled overtime approved by the|Executive Assistant Director for
Administration or higher�level FBI official,|night and Sunday
work, and holiday duty under certain conditions. By law and
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supplemental regulations, Agents receiving premium overtime
compensation  AVP! are precluded from being granted compensatory
leave.

**EffDte: O5/31/2002 MCRT#: 1200 Div: D3 Cav: SecCls:

8-2.1 Overtime Pay and Compensatory Time: Fair Labor Standards Act  FLSA!
or Title 5, Code of Federal Regulations

�! Authority: This manual citation serves as a guide to

employees, managers, and supervisors regarding the approval and
earning of overtime and compensatory time within the FBI. Regulatory
authority regarding overtime and compensatory time is contained in
Title 5, Code of Federal Regulations � CFR!, Part 550 for ELSA exempt
employees and Part 551 for FLSA nonexempt employees. Case law,
Comptroller General decisions, and direction provided by the Office of
Personnel Management offer supplemental information and interpretation
of the overtime and compensatory time provisions contained in 5 CFR.

�! Determination of Exempt or Nonexempt:

 a! Employees are exempt or nonexempt from coverage
under the ELSA based on the primary duties of their positions. ELSA
designations of exempt or nonexempt determine the amount and/or type
of overtime compensation paid to employees for work in excess of eight
hours in a day  with the exception of employees assigned to
alternative work schedules who have regularly scheduled shifts in
excess of eight  8! hours in a day! or 40 hours in a week.

 b! Exemption Categories: The following four
categories define the nature of work considered exempt from the ELSA.
The nature of the work then determines the positions and employees
exempt from the FLSA.

1. Executive: Positions such as supervisors,

foremen, or managers at any organizational level that have authority
to recommend or suggest most types of personnel actions such as
selections, promotions, and performance ratings; exercise discretion
and independent judgment in areas like work planning, organization,
and assignment; and devote at least 80 percent of time in a workweek
to such functions.

2. Administrative: Positions that affect the
formulation or execution of management programs or policies; or
involve management or business functions supporting services of
substantial importance to the organization. Work is intellectual and
varied in nature or of a specialized or technical nature that reguires

considerable special training, experience, and knowledge. Discretion
and independent judgment are exercised in the performance of work and
supervision is general in nature. Such work is performed for at least
SO percent of time in a workweek. Administrative positions are
generally exempt at grades GS-9 and above.
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3. Professional: Positions that require
training that meet the requirements for a bachelor&#39;s or
with major study in or pertinent to the specialized

field of work performed. Work performed is intellectual and varied in
nature and performed under general supervision. Professional
positions are generally exempt at grades GS-9 and above.

education and

higher degree

4. Foreign Exemption Criteria: Applies to
permanent positions stationed in foreign locations.

 c! Federal Wage System  FWS! employees are generally
nonexempt with the exception of those meeting the executive exemption
category in  b! 1. above.

 d! Special Agent  SA! employees are exempt from the
FLSA.  Also refer to Part 1, 8-2.1.1, of this manual for additional
procedures relevant to requesting, approving, scheduling, and paying
of overtime for SAs.!

 e! Employees� FLSA status may be determined by
referring to the Standard Form 5O-B, Notification of Personnel Action,
item 35. Employees may also check at the top of their Attendance
Registers to determine exempt or nonexempt status.

�! Payment for Overtime Worked:

 a! FLSA Exempt: Overtime pay|for employees whose
rate of basic pay exceeds GS-1O, step 1, will be the greater of �!
one and one�half �.5! times the minimum hourly rate of basic pay for

grade-1O  i.e., GS-10, step 1!, including any applicable special
salary rate, locality rate of pay, or special pay adjustment for law
enforcement officers, or �! the employee&#39;s own hourly rate of basic

pay, including any applicable special salary rate, locality rate of
pay, or special pay adjustment for law enforcement officers.! Exempt
employees will be paid in 15-minute increments. However, exempt
employees may at their own volition decide to work additional hours
without payment for such overtime.

 b! FLSA Nonexempt: Overtime is paid at one and
one-half times employees� hourly regular rates of pay, including
locality-based comparability pay. Nonexempt employees must be paid
for all time worked whether that work has been approved or "suffered

and permitted." Suffered and permitted means work performed by
employees for the benefit of the FBI, whether requested or not,
provided the employees� supervisors knew or had reason to believe that
the work was being performed and had an opportunity to prevent the
work from being performed.

�! Time in a Travel Status: When possible, travel should
be scheduled within employees� regularly scheduled administrative
workweeks. Otherwise, there are specific criteria governing payment
of overtime to employees in travel status.

 a! FLSA Exempt: Only compensated if travel is within
employees� regularly scheduled administrative workweeks and working
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hours. Exempt employees may also be compensated for travel if it
involves the performance of actual work while traveling  such as
accompanying a prisoner!, is incident to travel that involves the
performance of work while traveling  such as mail couriers driving
vehicles!, is carried out under such arduous and unusual conditions
that the travel is inseparable from work  such as travel by unusual
modes of transportation, travel over harsh terrain, or the like!, or
results from an event which could not be scheduled or controlled

administratively by the government  such as training provided by a
private vendor for individuals inside and outside the government!.
These exceptions are very narrowly construed and will rarely apply to
FBI employees.

 b! FLSA Nonexempt: In addition to travel provisions
for exempt employees, nonexempt employees are compensated if travel
falls within their regular working hours  on regular workdays or
regular days off!, employees are reguired to drive a vehicle or
perform other work while traveling, employees are required to travel
as passengers on one�day assignments away from their official duty
stations, or employees are required to travel as passengers on an
overnight assignment away from their official duty stations during
hours on nonworkdays that correspond to their regular working hours.

 c! Home�to�Work Commute: For both exempt and
nonexempt employees, normal travel to and from work is not
compensable. In addition, when employees travel directly from home to
a temporary duty location, the time employees would have spent in
normal travel from home to their official duty stations is deducted
from any overtime that is paid for travel purposes. Regulations
permit establishment of a radius of not greater than 50 miles to
determine whether employees� travel is within or outside employees�
official duty stations for determining entitlement to overtime pay.

 d! Time Waiting for Common Carriers: Time waiting
for transportation with common carriers  such as airlines, trains, and
buses! is generally not compensable for either exempt or nonexempt
employees unless such time occurs during employees� regular working
hours.

�! Time Spent in Training or Attending a Lecture, Meeting,
or Conference:

 a! FLSA Exempt: Overtime compensation for time spent
for the above purposes is generally not permissible. Availability Pay
for SAs will continue during periods of FBI sanctioned training except
for New Agent Training.

 b! FLSA Nonexempt: Overtime compensation for time
spent in apprenticeship or other entry level training is not
permissible. Other training including attendance at lectures,
meetings, or conferences in which employees are directed to
participate by the FBI and where the purpose of such training is to
improve employees� performance of the duties and responsibilities in
their current positions may be compensable as overtime when
accomplished outside the employees� regularly scheduled administrative
workweeks.
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 c! Scheduling Training: Where feasible, government-
sponsored training should be scheduled to allow for travel during

employees� regular workweeks. Agencies, however, have discretionary
authority to determine when it is impractical to schedule training to
meet such requirements and, thus, require travel outside employees�
regular workweeks.

�! Call�back Overtime Work: For both FLSA exempt and
nonexempt employees, irregular or occasional overtime work performed
by employees on days when work was not scheduled or for which
employees are required to return to their place of employment will be
compensated for a minimum of two �! hours of such overtime work.
This does not apply to exempt employees who voluntarily decide to work
outside their regularly scheduled workweeks.

�! Compensatory Time Off in Lieu of Overtime Pay:

 a! FLSA Exempt: Employees whose rates of basic pay,
including locality�based pay adjustments, exceed GS-10, step IO, may
be compensated for overtime work with an equivalent amount of
compensatory time off. Otherwise, the FBI may grant compensatory time
off in lieu of overtime pay only if requested in writing by exempt
employees. If compensatory time off is not used within the time limit
fixed by the FBI, the employees� entitlement to the compensatory time
off or overtime pay is forfeited unless failure to take the
compensatory time off is due to an exigency of the service beyond
employees� control and employees� time off was officially cancelled in

writing.

 b! FLSA Nonexempt: Nonexempt employees may be paid
for overtime work with compensatory time off but only if requested in

writing by employees. Supervisors may never directly or indirectly
intimidate, threaten, or coerce nonexempt employees to accept
compensatory time off in lieu of pay for overtime hours worked. If
compensatory time off is not used within the time limit fixed by the
FBI, employees must be paid at the overtime rate in effect when the
compensatory time was earned.

 c! Form FD�Bl3, Compensatory Time Request: This form
may be used for the purposes of requesting and approving the earning
of compensatory time.

 d! Other Information on Compensatory Time: The FBI�s
LEAVE POLICY MANUAL should be consulted for other information relevant
to the approval and use of compensatory time including hours, if any,
which may be carried over at the end of the leave year. Supplemental
information concerning the earning and use of compensatory time may be
provided when necessary to cover emergency or other special
situations.

 B! Approval to Work Overtime: All overtime work is to be
approved and scheduled in writing by supervisors and managers granted
such authority. Division and office heads may delegate the authority
to approve support employees� overtime work to supervisors and
managers, as desired, in consonance with policies of their divisions
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and offices. Overtime for SAs must be approved by the Executive
Assistant Director for Administration or higher�level
 refer to Part l, 8�2.l.l, of this manual!.

FBI official

 9! Responsibilities: Managers and supervisors are
expected to judiciously monitor the approval and use of overtime
 including compensatory time off! and to be aware of the basic rules
governing overtime work and compensation for overtime
federal government.

**EffDte: O3/28/2005 MCRT#: I381 Div: D3 Cav:

| 8-2.1.1 Scheduled Overtime  SOT! for Law Enforcement Officers  Special Agents
 SAs!! | See MAOP, Part 1, s-2.1.!|

�!
greater of one
GS-10, Step l,
hourly rate of base pay, including any locality�based
pay, of the employee. All overtime for the FBI&#39;s SAs

I in advance, through the appropriate chain of command,
| Assistant Director for Administration or higher�level

scheduled in writing and communicated to the affected

work within the

SecCls:

SAs qualifying for overtime are compensated at the
and one�half times the basic hourly rate for grade
including any locality�based comparability pay, or the

comparability
must be approved

by the!Executive
FBI official,|
employee s! in

advance of the administrative workweek in which the overtime is to be

performed.

�! Each SOT request must be submitted in writing, through
the chain of command, to the!Executive Assistant Director for
Administration or higher�level FBI official,|for approval as follows:

 a! Must be approved by the appropriate ADIC s!,
SAC s!, office heads and the cognizant FBIHQ divisions

| Counterintelligence Division, Criminal Investigative Division,
Laboratory Division, or other substantive FBIHQ division!.!

 b! Must be reviewed by the Finance Division  FD! to

I
I Assistant Director for Administration or higher�level

final approval.

determine the financial impact before transmittal to the|Executive
FBI officialifor

 c! Must contain specific circumstances which require
performance and payment of SOT.

 d! Must contain an explanation of why the use of
unscheduled work compensated by Availability Pay  AVP! and/or
increased staffing to cover the required work assignment is
insufficient.

�! Financial Issues

 a! Impact: Sufficient detail must be provided in a
request to enable the FD to develop an estimate of the cost of the
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SOT. To develop such an estimate, the FD must have the number of SAs,
the grades of the personnel to be assigned, the duty station of record
for the personnel to be scheduled/assigned, and the expected duration
of the assignment.  Note: Personnel on Temporary Duty are
compensated for overtime purposes based upon their duty station of
record, not their temporary assignment.!

 b! Biweekly limitation on earnings: SAs approved for
receipt of SOT are subject to the biweekly limitation on receipt of
premium pay. Earnings which are comprised of basic pay, plus premium
pay  AVP, SOT, Night Differential, Sunday Pay, and Holiday Pay! are
limited to the biweekly limitation of premium pay. For SAs, the
biweekly limitation is the lesser of 150 percent of the rate for
GS-15, Step 1  including locality pay! or the rate of Executive
Level V.

 c! Method of computation: The overtime hourly rate
for SOT, applicable to SAs, is the greater of one and one�half times
the hourly rate for GS�10, Step 1  including locality pay! or the
employee&#39;s regular hourly rate  including locality pay!.

 d! Role of the FD: FD must provide the financial
impact of any proposed use of SOT to the|Executive Assistant Director
for Administration or higher�level official!prior to!his/her!review of
the reguest.

�! Factors to be satisfied before approval of SOT:

 a! A substantial number of SAs are to be scheduled.

 b! A written schedule must be formulated and
presented to the affected employee s! in advance of the administrative
workweek. An administrative workweek for most SAs begins on Sunday at
12:01 a.mJ and runs through midnight on the following Saturday. Thus,
the schedule must be established, and communicated in writing to
affected SAs, prior to midnight on Saturday, at the beginning of the
workweek. OTHERWISE, SA PERSONNEL WOULD NOT BE ELIGIBLE FOR
COMPENSATION FOR ANY APPROVED SOT PERFORMED IN THE FOLLOWING SEVEN�DAY
PERIOD.

 c! By statute, the first two hours of extra duty
performed by an SA on any REGULAR WORKDAY on which he/she has been
scheduled for SOT are credited as time which must be compensated by
Availability Pay  AVP! rather than SOT.

SAs must be scheduled for more than 10 hours per

regular workday  i.e., eight hours regular duty and two hours AVP!.
SAs routinely work a five�day workweek. Each of the five days is
considered a REGULAR workday. The two remaining days of the week are
considered REGULAR DAYS OFF  RDOs!. SOT worked by an SA on an RDO is
treated differently for compensation purposes than SOT performed on a
REGULAR workday.

EXAMPLE A: An SA is scheduled on a regular
workday from 8:15 a.m. to 5:00 p.mJ The SA is also scheduled for four
hours of SOT. The SOT was approved by the!Executive Assistant
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Director for Administration or higher�level official,92scheduled
in writing, and presented to the employee in advance of the
administrative workweek. Therefore, the SA is scheduled for a total
of l2 hours  including 45 minutes for a meal break!
performed on a regular workday, the SA will be paid
his/her regular rate of compensation. In addition,
credited for the four hours of SOT as follows: two
fulfill the daily AVP reguirement, and two hours of

EXAMPLE B: An SA is scheduled in advance of

shift on Saturday;
Director for
schedule written, and
administrative workweek.

administrative workweek to perform a l2�hour
has been approved by the92Executive Assistant
Administration or higher�level official,|the
presented to the employee, in advance of the

Since work was
for eight hours at
the SA will be
hours of AVP, to
overtime.

the
SOT

However, Saturday is NOT a regular workday for the SA. The SA
will then be credited with l2 hours of SOT for the shift worked on
that Saturday. The first two hours of extra duty on that Saturday
will NOT be treated as AVP work hours, because the hours do not
occur on the SA&#39;s regular workday.

EXAMPLE C: An SA&#39;s administrative workweek begins
on Sunday and ends the following Saturday. The SA is instructed on
Monday to perform four hours of additional work on Tuesday of the
same workweek. Tuesday is one of the SATs regular workdays, and the
SA works from 7:15 a.m. to 8:00 p.m. to cover the four hours. As the
SA was not scheduled for the additional hours in advance of the
administrative workweek, the SA will not receive any SOT compensation.
Instead, the entire period of extra duty on Tuesday will be credited
as AVP hours.

�! SOT may be considered in circumstances in which there
is an expectation that the emergency reguirement can reasonably be
expected to extend for two weeks or more.

�! Events in which SOT is authorized should be relatively
rare and limited to those situations in which:

 a! It is not practicable to use sufficient
investigative resources to fulfill the reguirement without the use of
SOT.

 b! It is imperative that there is a rapid or
otherwise positive resolution to the event because of its notoriety or
impact upon the public.

 c! In most instances, the investigation involves an
immediate or impending threat to life or property or national security
 e.g., bombings, hostage or siege situations!.

�! Example: A major case has received approval for SOT
through the chain of command from the92Executive Assistant Director for
Administration or higher�level FBI officiallon Thursday,
August|22, 2002.| The first regular administrative workweek, after
approval of SOT for which work can be scheduled in advance began on
Sunday, August9225, 2002.! In accordance with FBI policy, SA John Doe
was provided the following written work schedule on
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I24, 2002.| Note that the schedule includes a 45-minute meal break each

day.

DAY DATE

Sunday August9225,
Monday August9226,
Tuesday 92August
Wednesday 92August
Thursday 92August
Friday 92August
Saturday 92August

The actual hours worked by
AVP and SOT are shown below. Note: Time and attendance personnel
entering time capture information must be provided written work
schedules by appropriate supervisory personnel for all SAs claiming
SOT to ensure that records for these SAs clearly state whether AVP or
SOT is claimed.

DAY DATE

Sun. Aug.
Mon. Aug.
Tues. 92Aug.
Wed. 92Aug.
Thurs. 92Aug.
Fri. 92Aug.
Sat. 92Aug.

Mi
M�

27,
28,
29,
30,
31,2002|
2002|
2002|
2002|
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**EffDte: O5/31/2002 MCRT#: l2OO Div: D3 Cav: SecCls:

I |8-2.1.2 Fair Labor Standards Act  FLSA! Claims Procedures

An employee may file a claim with the FBI or Office of
Personnel Management  OPM! at any time challenging the correctness of
his or her FLSA exemption status determination. An employee may also
file an FLSA claim concerning his or her entitlement to overtime pay
for work performed under the FLSA; however, time limits apply. All
FLSA claims filed on or after June 30, 1994, are subject to a two�year
statute of limitations  three years for willful violations, see
definition below!.

I �! Definitions:

 a! Claim: Means a written allegation from a current
or former employee concerning his or her FLSA exemption status
determination or entitlement to overtime pay for work performed under
FLSA.

I  b! Claim period: Means the time during which the
I cause or basis for the claim occurred.

I  c! Claimant: Means a current or former employee who
I files an FLSA claim.

I  d! Preserve the claim period: Means to establish the
I period of possible entitlement to back pay by filing a written claim
I with either the FBI or the OPM.

I  e! Statute of limitations: Means the time frame
I within which an PLSA pay claim must be filed, starting from the date
I the right accrued.

I  f! Willful violation: Means a violation in
I circumstances where the FBI knew that its conduct was prohibited by
I the FLSA or showed reckless disregard of the requirements of the FLSA.

I �! Preserving the Claim Period

The claimant or his or her representative may preserve
the claim by submitting a written claim to the Position Management
Unit  PMU!, Administrative Services Division  ASD!, FBIHQ, during the
claim period. The date the PMU receives the claim is the date that
determines the period of possible entitlement to back pay. The PMU
will provide written acknowledgment of receipt of the claim. All
decisions will be approved by the Personnel Officer, Personnel
Management Branch, ASD, and sent to the employee or the employee&#39;s

representative.

I �! Designating a Representative
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21



SENSITIVE
Manl�ID: MAOPPI MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 1

A claimant may designate a representative to assist him
or her in preparing or presenting a claim. The claimant must
designate the representative in writing. A representative may
participate in FBI interviews unless specifically reguested to
by the FBI. The FBI may disallow an employee&#39;s representative
a federal employee in any of the following circumstances:

not
do so
who is

 a! When the individual&#39;s activities as a
representative would cause a conflict of interest or position;

 b! When the designated representative cannot be
released from his or her official duties because of the priority needs
of the FBI; or

 c! When the release of the designated representative
would give rise to unreasonable costs to the FBI.

�! Information that must be included in a claim

 a! Employee&#39;s representative, if any;

claim and the
including the

 b! A description of the nature of the
specific issues or incidents giving rise to the claim,
time period covered by the claim;

�! Evidence which supports the claim;

 d! The remedy sought by the employee;

 Q!
or has not filed an

A statement from the employee that he or she has
action in an appropriate United States court; and

 f! Any other information that the employee believes
the ASD should consider.

The claimant or the claimant&#39;s designated representative must provide
any additional information reguested by the ASD within I5 workdays
after the reguest is made. The disclosure of information by an
employee who files a claim is voluntary. However, the ASD may not be
able to render a decision without the reguested information. In such

case, the claim will be cancelled without further action being taken
by the ASD.

�! Claim Confidentiality

If the claimant wishes the claim to be treated
confidentially, the claim must specifically state that the identity of
the claimant not be revealed. Witnesses or other sources may also
request confidentiality. Every effort will be made to maintain
confidentiality. If the ASD is unable to obtain sufficient
information to render a decision and preserve the requested
confidentiality, the ASD will notify the claimant that the claim will
be cancelled with no further action by the ASD unless the claimant
voluntarily provides written authorization for his or her name to be
revealed.
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�! The Claims Process  Internal FBI!

The type of claim filed will dictate the decision-
making process as noted below. See item �! for information regarding
filing a claim directly with the OPM.

 a! If an employee is challenging the correctness of
his or her exemption status and/or entitlement to overtime pay and the
employee is currently exempt:

Step l: PMU conducts the initial review.

Step 2: If PMU disagrees with
recommendation is forwarded to
final decision. Go to step 6.

Step 3: If PMU agrees with
recommendation is forwarded
final decision.

to

Step 4: The final decision is
the action.

the employee, then a written
the Personnel Officer, PMB, ASD, for a

the employee&#39;s claim, then a written
the Personnel Officer, PMB, ASD, for a

forwarded to STAFU for processing of

Step 5: The STAFU will forward a copy of the decision to Finance
Division for determination of back pay entitlement.

Step 6: A written decision is

representative.

forwarded to the employee or his or her

 b! If an employee is challenging the correctness of
his or her exemption status and/or entitlement to overtime pay and the

employee is currently nonexempt

Step l: PMU conducts the initial review.

Step 2: If PMU disagrees with
recommendation is forwarded to
final decision. Go to step 6.

Step 3: If PMU agrees with the
recommendation is forwarded to
final decision.

Step 4: The final decision is
the action.

the employee, then a written
the Personnel Officer, PMB, ASD, for a

employee&#39;s claim, then a written
the Personnel Officer, PMB, ASD, for a

forwarded to STAFU for processing of

Step 5: The STAFU will forward a copy of the decision to the Finance
Division, along with a request

Step 6: A written decision is

representative.

for waiver of overpayment.

forwarded to the employee or his or her

�! Filing a Claim Directly with the Office of Personnel

Management  OPM!
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An employee may also file a claim with the OPM during the claim
period. However, an employee cannot file a claim simultaneously with
the FBI and OPM. An employee also has the right to bring an action in
an appropriate United States court. Filing a claim with the FBI or
with OPM does not satisfy the statute of limitations governing FLSA
claims filed in court. The FBI will not decide an FLSA claim that is

in litigation.

It is a matter of personal discretion as to whether an employee files
a claim with the FBI first and then the OPM. A claimant who receives
an unfavorable determination from the FBI may still file the claim
with the OPM. However, a claimant may not file the claim with the FBI
after an unfavorable decision from the OPM. An OPM decision on a
claim is final and is not subject to further administrative review.|

**EffDte: 05/31/2002 MCRT#: 1200 Div: D3 Cav: SecCls:

8-2.2 Night Differential Pay

If any of the regularly scheduled basic workweek falls
between 6:00 p.m. and 6:00 a.m., the employee will be eligible for
such hours not in excess of eight hours for night differential pay
which is at the rate of 10 percent of the basic hourly rate, including

any applicable locality�based comparability payment of the individual.
To gualify for night differential pay, the work must be duly
authorized in advance and scheduled to recur on successive days or
after specified intervals such as one designated day over a period of
weeks. Night differential pay may be claimed when an employee is
substituting for another employee on leave who was regularly scheduled
to work during the regularly scheduled night differential period.
 Refer to Part 1, 8-6, of this manual regarding Wage Board employees.

**EffDte: l0/3l/2000 MCRT#: l034 Div: D3 Cav: SecCls:

8-2.3 Sunday Differential Pay

An employee is eligible for Sunday differential pay if the
regularly scheduled basic workweek includes Sunday as one of the
official five workdays. Compensation will be at the rate of 25

percent of the basic hourly rate, including any locality�based
comparability payment of the individual, not in excess of eight hours
for the tour of duty.

**EffDte: l2/04/1997 MCRT#: 785 Div: D3FD Cav: SecCls:
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8-2.4 Holiday Pay

An!employee|may also receive additional compensation if
assigned to duty on an official holiday, which falls within the
|employee&#39;s|basic administrative workweek, at the rate of|the basic

hourly rate, including any applicable locality�based comparability
payment of the individual. Employees!on call or on standby on a
holiday would not receive holiday pay unless actually called in to
work and then only for work performed during their official working
hours. An|employee!who is assigned or ordered to duty on a holiday
entitled to receive at least two hours of holiday pay but not more
than eight hours of such compensation. No new permanent odd�hour
shifts which would involve premium compensation should be set up or
holiday pay claimed without advance FBIHQ approval. Should an
emergency situation arise requiring prompt assignment of|employees!
a holiday, the SAC has the authority to utilize the necessary
personnel and in these cases, because it is an emergency situation,
the!employees!working will receive holiday pay up to eight hours even
if the hours worked fall outside of their normal working hours.  See
Part II, l�2.4.4, of this manual, for listing of legal holidays.!

is

on

**EffDte: l0/l9/1993 MCRT#: l22 Div: D3 Gav: SecCls:

8-3 EMERGENCY DUTY IN EXCESS OF REGULAR WORKDAY

Where necessary for Agent to work through all or most of
night because of emergency, division head may administratively change
Agent&#39;s official workday. Division head should judiciously decide
each case in light of Bureau&#39;s interest compared with Agent&#39;s physical
well�being. However, in administering this, each day from l2 midnight
must be considered as a unit for purposes of computing regular
eight�hour shift and overtime. Any exceptions must be approved by
FBIHQ.

|The following examples illustrate scheduling of SAs for emergency

duty.

 l! !An SA whose regular hours are 8:15 a.m. to 5:00 p.m.,
Monday through Friday, reports for duty at 7:00 a.m. on that day and
because of emergency duty, works straight through  except for normal
meal breaks! until 8:00 a.m. the next day. The SA may be considered
as having worked the regular shift from midnight to 8:00 a.m. on the
second day and, therefore, will not be required to work regular hours
 8:l5 a.m. to 5:00 p.m.! on the second day. Any additional time

worked during the course of the two days, may be claimed as
Availability Pay  AVP!. However, the extra duty was not approved as
scheduled overtime and may not be claimed for overtime pay purposes.!

�! !An SA whose regular work hours are 8:l5 a.m. to 5:00
p.m., Monday through Friday, reports for duty at 7:15 a.m. one day;
guits work at 6:00 p.m. on the same day. The SA then returns to duty
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at 11:00 p.m. because of emergency duty; works through to 5:00 a.m.
the next day; takes a break for sleep; returns to work at 1:00 p.m.
and works through until 6:00 p.m. The first day of work will be
computed as follows: Regular duty from 8:15 a.m. to 5:00 p.m. and
three hours of AVP �:15 to 8:15 a.m., 5:00 to 6:00 p.m. and 11:00 to
12:00 p.mJ!. On the second day, the SA may be credited with five
hours of regular time from 12:01 a.m. to 5:00 a.m. and three
additional hours of regular time from 1:00 to 4:00 p.m. for a regular
shift of eight hours. The additional time on the second day may be
counted as AVP but not as scheduled overtime as overtime was not

approved.92

**EffDte: 01/21/1999 MCRT#: 847 Div: D3 Gav: SecCls:

3-4 WORKLOAD

Division head has continuing responsibility to insure
eguitable sharing of workload by Agents. FBIHQ insists that all
division heads carry out this obligation completely and regularly.

**EffDte: 01/27/1988 MCRT#: 0 Div: D3 Cav: SecCls:

8-5 SPECIAL AGENT WEEKEND DUTY ASSIGNMENTS

SACs have the discretion to utilize Agents or gualified

support personnel for duty during regular office hours on nonworkdays.
When an Agent comes up for such duty assignment, the workweek is to be
administratively changed, to allow the individual to have another day
off to replace the normal day off of either Saturday or Sunday, as the
case may be. In the case of the Saturday duty assignment, the
workweek of the Agent, for that particular week, is to be Tuesday
through Saturday with normal days off in that week of Sunday and
Monday. In the case of Sunday duty Agents, the workweek for that
particular week will be Sunday through Thursday, with normal days off
of Friday and Saturday. Should any of these official hours fall
between 6:00 p.m. and 6:00 a.m. the individual will be entitled to
related night differential pay, and if on Sunday to not over eight
hours of Sunday differential pay. No new work shifts involving such
additional premium pay are to be established without prior FBIHQ
approval. Duty schedules should be established well in advance, in
order that individuals concerned may be aware of their

responsibilities, and make any necessary adjustments. Such weekend
duty assignments are to be rotated among the Agent staff of the
office.

**EffDte: 01/27/1988 MCRT#: 0 Div: D3 Cav: SecCls:
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8-6 WAGE BOARD EMPLOYEES  See MAOP, Part 1, 8-2.2, 20-7.1.!

Wage Board employees do not come under the Compensation
Act; therefore, the following regulations governing Wage Board
employees must be borne in mind:

 l!  Deleted!

�!  Deleted!

�! All work in excess of eight hours per day or 40 hours
per week must be compensated for at one and one�half times the regular
rate. An exception is permitted under the Federal Employees Flexible
and Compressed Work Schedules Act of l982. See MAOP, Part l, 2O�7.l &
2O�7.2, Flexible and Alternate Work Schedules  AWS!, and Part 2,
l�2.4.2.

�! An SF�52 should be submitted to FBIHQ whenever an
employee changes shifts so that appropriate salary adjustments can be
made. The following items should be completed:

 a! Part A Items l, 3, 5, and 6

 b! Part B Items 1, 2, 4, 14, and 22

 c! Part F advise work hours, days and total hours
employee will be working

�! Wage Board employees are entitled to night
differential of 7 l/2 percent for regularly scheduled nonovertime work
when the majority of their work hours occurs between 3 p.m. and
midnight; or lO percent if the majority of their work hours occurs
between ll p.m. and 8 a.m. The night differential is paid for the
entire shift when the majority of hours, meaning a number of whole
hours greater than one�half  including meal breaks!, falls within the

specified periods.

�! Deleted

**EffDte: O5/3l/2002 MCRT#: l2OO Div: D3 Cav: SecCls:

8-7 HAZARDOUS DUTY PAY  ELECTRONICS TECHNICIAN!

Electronics Technician  ET! employees who are required to
perform hazardous duties or duties involving physical hardship as
indicated in Title 5, Code of Federal Regulations  CFR!, Part 550,
Subpart I, Appendix A, and as set forth below, are entitled to
additional compensation. Those duties are:

 l! Exposure to Hazardous Weather or Terrain

SENSITIVE
27



SENSITIVE
Manl�ID: MAOPPI MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 1

 a! Work in rough and remote terrain. When working
on cliffs, narrow ledges, or near vertical mountainous slopes where a
loss of footing would result in serious injury or death, or when
working in areas where there is danger of rock falls or avalanches.

 b! Traveling under hazardous conditions.

1. When travel over secondary or unimproved
roads to isolated mountaintop installations is required at night, or
under adverse weather conditions  such as snow, rain, or fog! which
limits visibility to less than lOO feet, when there is danger of rock,
mud, or snow slides.

2. When travel in the wintertime, either on
foot or by means of vehicle, over secondary or unimproved roads or
snow trails, in sparsely settled or isolated areas to isolated
installations is required when there is danger of avalanches, or
during "whiteout" phenomenon which limits visibility to less than l0
feet.

3. When work or travel in sparsely settled or
isolated areas results in exposure to temperatures and/or wind
velocity shown to be of considerable danger or very great danger  see
Windchill Chart, Title 5, CFR, Part 550, Subpart I, Appendix A-1!, and
shelter  other than temporary shelter! or assistance is not readily
available.

�! Height Work

Working on any structure of at least 5O feet above

the base level, ground, deck, floor, roof, etc., under open
conditions, if the structure is unstable or if scaffolding guards or
other suitable protective facilities are not used, or if performed
under adverse conditions, such as snow, sleet, ice on walking
surfaces, darkness, lightning, steady rain, or high wind velocity.

It is generally expected that above duties under �! and �! will be
performed only by the more experienced ETs and only on an irregular or
intermittent basis. The rate of compensation is 25 percent of base
pay for all hours in a pay status on the day in which the duties are

performed.

The SAC must notify FBI Headguarters!ET Program Manager&#39;s Office!of
hazardous duties performed, by!electronic communication  EC!. EC|is
to include information relative to: the nature of the work performed
and how this work meets Title 5, CFR, Part 550, Subpart I, Appendix A
criteria; reason s! why work could not be delayed until more favorable
conditions existed; and the employee&#39;s pay and duty status for the day
in which the work was performed  tour�of�duty, overtime, leave-
without�pay, hazardous�duty time, etc.!. If it is determined that the
ETs are performing hazardous duties that are not contained in Appendix
A, efforts should be made to include these activities in the
Appendix, pursuant to Title 5, CFR, Section 550.903 b!.

**EffDte: l2/l6/2002 MCRT#: l249 Div: D3 Cav: SecCls:
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8-8 WITHIN-GRADE INCREASES  WIGI!

A WIGI is a one�step increase within a salary grade and is
based on length of service and performance at an acceptable level of
competence. Within the FBI, the "acceptable level of competence"
requires performance!rated!at the|Meets Expectations!level as set
forth in a performance plan. A!Quality Step Increase  QSI!!may be
considered and awarded in recognition of sustained performance which
substantially exceeds normal requirements and gives promise of
continuing at that same high level.

**EffDte: O5/3l/2002 MCRT#: l207 Div: D3 Cav: SecCls:

8-8.1 Waiting Period

 l! The waiting period for employees in steps one � three
of a grade is 52 calendar weeks; for those in steps four � six, lO4
weeks; and for those in steps seven � nine, 156 weeks.

�! Qualityistep increasesido not change the date for
consideration for the next regular WIGI increase except in those cases
where the quality increase places the employee in Step 4  where the
waiting period changes to two years! or Step 7  where the waiting
period changes to three years!. In these instances, the employee must
serve an additional year before becoming eligible to be considered for
a WIGI. However, employee must receive an overall rating of
|Meets Expectationsibefore he/she may be considered for a guality step
increase. | See MAOP, Part l, 5�l4 �!.!|

**EffDte: O5/3l/2002 MCRT#: l207 Div: D3 Cav: SecCls:

8-8.2 Effect of Leave Without Pay  LWOP!

If more than ten days of LWOP for each year of the waiting
period are used, the effective date of the WIGI is delayed for the
amount of time which exceeds the ten days. For example, if l5 days of
LWOP are taken when the pertinent waiting period is one year, the WIGI
would be delayed for one pay period because of the five days taken in
excess of the maximum allowable ten days.

**EffDte: O2/28/1991 MCRT#: O Div: D3 Gav: SecCls:
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8-8.3 Effective Date

WIGIs are effective at the beginning of the next pay
period following completion of the required waiting period providing
employee&#39;s performance is at an acceptable level of competence.

**EffDte: O2/28/1991 MCRT#: O Div: D3 Cav: SecCls:

8-8.4 Performance Requirements

 l! To be entitled to a WIGI, an employee&#39;s performance
must be at an acceptable level of competence  ALOC! and performance
appraisal is the basis for determining if an employee is performing at
an ALOC. In the absence of unusual circumstances, employees must
achieve the Meets Expectations level to be performing at an ALOC.

�! |The rating of record used as the basis for an ALOC
determination for a WIGI must have been assigned no earlier than the

most recently completed appraisal period.!

�! An employee whose overall performance during the
waiting period is at the Does Not Meet Expectations level is not
performing at an ALOC.

�! If the level of an employee&#39;s most recent appraisal
does not support the rating official&#39;s decision to grant or withhold a
WIGI, he/she must submit a current Performance Appraisal Report to
justify granting or withholding the WIGI to the Performance,
Recognition and Awards Unit, Administrative Services Division.

�! If at any time during the employee&#39;s waiting period
it becomes evident that his/her performance is below the Meets
Expectations level, the rating official must advise the employee that,
in the absence of performance improvement, his/her WIGI may be denied
and that he/she may be in jeopardy of reassignment, reduction in
grade or removal.  See MAOP, Part l, 5-4.7 for details regarding
consequences of performance rated below the Meets Expectations level.!

**EffDte: O8/Ol/2003 MCRT#: l294 Div: D3 Cav: SecCls:

8-8.5 Notice of ALOC Determination

�! Approximately!9O dayslbefore the completion of the
waiting period, the head of the office will receivela listing of
employees who are|eligible for WIGI consideration!to be disseminated
to the appropriate supervisors. If an employee on the list is
performing at the Meets Expectations level, no action will be
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necessary on the part of the employee&#39;s supervisor. However, if an
employee is performing at the Does Not Meet Expectations level, the
Performance, Recognition and Awards Unit should be notified. A
representative from the Performance, Recognition and Awards Unit will
offer the supervisor advice and assistance as needed.!

�! Positive determinations are confirmed in writing when
the employee receives his/her Standard Form 5O�B, Notification of
Personnel Action, regarding the granting of his/her WIGI.

�! If a negative determination is reached based on
failure to meet the performance appraisal criteria, the employee is
informed of this by a written communication from the Personnel Officer
advising of the denial of the WIGI, the reason for the negative
determination and his/her right to request reconsideration of the
determination.

**EffDte: O2/l4/2003 MCRT#: l258 Div: D3 Cav: SecCls:

8-8.6 Reconsideration of a Negative Determination  See MAOP, Part 1, 1

 l! An employee may request reconsideration of the
Bureau&#39;s action by doing so in writing within 15 calendar days after
receiving the denial notification. If the denial is!sustained,|
employee may, within�O|calendar days after being so notified, appeal
in writing to the Merit Systems Protection Board| MSPB!.| The
appropriate address will be furnished to the employee in the letter
|sustaining|the denial.  An employee can only appeal to the MSPB if
he/she requests internal reconsideration of the WIGI denial first.!

�! FBIHQ, upon receipt of a reconsideration request,
will establish a reconsideration file and proceed with the
reconsideration in accordance with 5 CFR 531.410 and Bureau policy.

�! The division head or SAC may reconsider a WIGI at any
time after the denial; however, barring any such recommendation, a new
ALOC determination must be made within 52 calendar weeks of the end of

the waiting period to which the negative determination applied. !An
appraisal at the Meets Expectations level constitutes!demonstrated
sustained performance at an|ALOC. The performance appraisal will not
automatically generate a WIGI; therefore, the rating official must
submit a written recommendation to grant the WIGI based on the
appraisal at the Meets Expectations level. However, if the
performance is still at the Does Not Meet Expectations level, the
rating official must submit a written recommendation to deny the WIGI
based on the appraisal at the Does Not Meet Expectations level.!

**EffDte: O2/l4/2003 MCRT#: l258 Div: D3 Cav: SecCls:
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8-8.7 Step Increases for Federal Wage System  FWS! Employees

�! The waiting periods for advancement to the second,
third, fourth and fifth rates are 26 calendar weeks for creditable
service in rate one, 78 weeks of creditable service in rate two, and
lO4 weeks of creditable service in each of steps three and four.

Lithographic employees have only three steps in each grade with
waiting periods as indicated for step two and step three.

�! If more than five days of LWOP are used in the
waiting period for step two, l5 days for step three, or 20 days for
steps four or five, the effective date of the increase is delayed for
the amount of time which exceeds the specific number of days.

�! Performance requirements, ALOC determinations and
reconsiderations of negative determinations apply to FWS employees as
well as GS employees.

�! FWS employees are not eligible for quality increases
regardless of their satisfaction of the performance appraisal

requirement.

**EffDte: O8/29/1990 MCRT#: O Div: D3 Cav: SecCls

8-9 APPLICATION OF THE HIGHEST PREVIOUS RATE  HPR! RULE SETTING PAY
RATES FOR EMPLOYEES REQUESTING A CHANGE TO A LOWER GRADE  I E
DEMOTION! FOR PERSONAL BENEFIT OR CONVENIENCE, AND FOR EMPLOYEES
BEING PROMOTED, REASSIGNED, OR REEMPLOYED  See MAOP, Part 1, 3 1 1�!!

HPR is the highest rate of basic pay previously paid to an
individual while employed in a position in a branch of the federal

government  executive, legislative, or judicial!; a government
corporation, as defined in Title 5, United States Code, Chapter 1,
Section 103; the United States Postal Service or the Postal Rate
Commission; or the government of the District of Columbia  if
appointed prior to October l, l987! without regard to whether the
position was subject to the General Schedule.

When an employee is demoted at the employee&#39;s request for
personal benefit or convenience, promoted, reassigned, reemployed, or
transferred  i.e., from agency to agency!, federal regulations permit
the FBI to fix pay at any rate of the new grade which does not exceed
the employee&#39;s HPR. The HPR will be applied by the FBI unless an
employee is otherwise entitled to a higher rate of pay, such as under
the promotion or grade� and pay�retention provisions of Title 5, Code
of Federal Regulations � CFR!. In the context of the HPR, "rate"
refers to an employee&#39;s highest grade and step and the salary
associated with that grade and step at the time it was earned. The
following information will be used when establishing the HPR and

setting pay.
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 l! VOLUNTARY DEMOTIONS REQUESTED BY CURRENT FBI
EMPLOYEES AND PROVISIONS FOR NEW HIRES WITH PREVIOUS FEDERAL
SERVICE

 a! HPR may be based on a regular tour of duty at
any rate of basic pay received by an employee while serving under an
appointment not limited to 90 days or less, or for a continuous period
of not less than 90 days under one or more appointments without a
break in service.

 b! When the HPR falls between two steps of a grade,
the salary is set at the higher step.

 c! Pay may be set pursuant to HPR no higher than
the maximum step of the grade.

�! TEMPORARY PROMOTIONS

The HPR may not be based upon a rate of pay received
in a position to which the employee was temporarily promoted for less
than one year, except upon permanent placement in a position at the
same or higher grade. � CFR Section 53l.203 d!�! ii! and
Section 532.405 d!!

�! APPLICATION TO SUBSEQUENT PERSONNEL ACTIONS

 a! After the initial pay�setting action, the HPR
will continue to be credited on all subsequent personnel actions, such
as promotions, until reached or exceeded  up to the maximum step of
each new grade!. Thereafter, normal procedures for calculating
promotions would be followed  i.e., the promotion must be eguivalent
to at least a two�step increase in pay!.

 b! When pay falls between two steps of the new
grade, the higher step is used.

�! DEMOTIONS FOR CAUSE

Demotion for personal cause is defined as a
"reduction in grade based on the conduct, character, or unacceptable
performance of an employee" � CFR Section 536.102!.

 a! Initial Pay Setting Action: When an employee is
demoted for cause, pay is calculated as though an employee had never
been promoted from the grade to which the employee is being demoted.
If pay falls between two steps of the new grade, the lower step is
used.

 b! Promotions after Demotion for Cause: When and
if an employee is again promoted, the employee&#39;s HPR is applied until
reached or exceeded. When the HPR falls between two steps of the new
grade, pay is set at the higher step.

 c! Pay may be set no higher than the maximum step
of the new grade.
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�! OTHER ITEMS

 a! Applicability: The HPR policy applies to
movement to or within General Schedule  GS! and Federal Wage System

 FWS! positions.

 b! Appointments as Experts or Consultants: Pay
earned under an appointment as an expert or consultant may not be
credited for purposes of the HPR, in accordance with 5 CFR
Section 531.203 d!�! i!.

 c! Crediting Previous Federal Service: To the
extent allowed by 5 CFR Section 531.202, Section 531.203, and
Section 532.405.

 d! FBIHQ Supervisory Special Agents  SSAs!: An
FBIHQ GS-15 SSA who voluntarily requests assignment to a grade GS-14
field SSA position to gualify for further advancement as part of the
Executive Development and Selection Program  EDSP! may receive the
greater of pay retention or the HPR. If pay retention applies, the
SSA will be entitled to one�half of any general increase in the GS
until the basic salary established for GS-14, step 10 equals or
exceeds the SSA&#39;s retained rate of pay, at which time pay retention
terminates. If the HPR applies and pay would fall between two steps,
pay will be set at the higher step.  See MAOP, Part 1, 3�1.1�!, and
MIOG, Part 1, 67-6.8.!

 e! |Support Employees Returning from Legal Attache

 LEGAT! Assignments: If an employee serves in a LEGAT position for
the full term and received a promotion that lasted for one year or
longer, then HPR may be used to set pay. If the returning employee
takes a position that is in a lower grade than that held before going
to the LEGAT position, then either pay retention for the salary of the
pre�LEGAT position or HPR from the LEGAT position will be used to set
pay--the employee will receive whichever is greater. For example, if
the employee leaves a grade GS-7 position to go to a LEGAT, is
promoted to grade GS-9 in the LEGAT office, and returns to a grade
GS-6 position in a field office, that employee&#39;s pay in the grade GS-6
position will be set using either pay retention for the grade GS-7
position or HPR for the grade GS-9 position  if that grade was held
for at least one year!, depending on which one will result in the

higher pay.|

 f! Leave Without Pay  LWOP!: Time in a LWOP status
will be credited as time in the current grade unless the LWOP resulted
from one or more suspensions. The amount of time suspended would be
added to the eligibility time for consideration of the HPR.

 g! Locality Pay Differentials: HPR determinations
are made using base pay only. A locality pay differential may not be
used to establish the HPR. Thus, a change in the local pay area does
not affect the determination of the HPR.

 h! Other Federal Agency Pay Systems: Salary
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received under other federal pay systems such as broad banding may be
credited as the HPR on a case�by�case basis. The92Staffing Unit
 STAFU!,|Administrative Services Division  ASD!, FBIHQ, will determine

whether a pay policy for these other systems provides GS equivalencies
for the pay system in question.

 i! Request for Exception to HPR: At the time of
selection, salary will be set at the HPR unless the EDSP or92STAFU,92
ASD, FBIHQ, is advised to the contrary by the head of the
division/office to which the employee is being assigned. If set at a
rate other than the HPR, the salary determination will be made in
consultation with the EDSP or|STAFU92and the head of the
division/office where the employee is being assigned; this decision,
and the reason for same, will be documented in writing via a
communication from the receiving office to the Personnel Officer,
Attention: |STAFU,92ASD, FBIHQ. 92The STAFU will coordinate processing
of these requests with the EDSP when warranted, and thelemployee will
be advised of the reason why a rate less than the HPR is being offered
via a formal communication from the92STAFU.92 The salary must be
established before the employee&#39;s entry on duty or movement to a
different position.

 j! Special Rate of Basic Pay: HPR may be based on
a special rate of pay under certain conditions cited in 5 CFR  e.g.,
pursuant to 5 CFR Section 53l.203 d!�! vii!!. HPR may not, however,
be based on a special rate unless " A! The special rate of pay is the
employee&#39;s current rate of basic pay; and  B! An agency official
specifically designated to make such determinations finds that the
need for the services of the employee, and his or her contribution to
the program of the agency, will be greater in the position to which he
or she is being reassigned. Such determinations shall be made on a
case�by�case basis, and in each case the agency shall make a written
record of its positive determination to use the special rate as an
employee&#39;s highest previous rate."

Concerning item  B!, the FBI official designated to make the
determination is the Personnel Officer or his/her designee. A
communication requesting this determination must be submitted to the
Personnel Officer, Attention: 92STAFU,92ASD, FBIHQ, by the affected
employee&#39;s office to establish an employee&#39;s pay based upon his/her
HPR following the termination of a special rate of basic pay.

 k! Title Five Exemption Authority  TFXA!: Special
procedures may exist where HPR would be credited differently for
employees and positions covered by the exemption authority. For an
explanation of those special procedures, see TFXA operating

guidelines.

 l! Retroactive Application: Because the personnel
actions involved are generally discretionary, there is a statutory
prohibition on applying this policy retroactively.

**EffDte: O5/3l/2002 MCRT#: l207 Div: D3 Cav: SecCls:
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s-9.1 |De|eted|

**EffDte: O6/lO/1994 MCRT#: 260 Div: D3 Cav: SecCls:

s-9.2 |Deleted|

**EffDte: O6/10/1994 MCRT#: 260 Div: D3 Gav: SecCls:

2-10 |DELETED|

**EffDte: O5/31/2002 MCRT#: 1207 Div: D3 Gav: SecCls:

8-11 PROMOTIONAL ALLOWANCES

**EffDte: lO/l9/1995 MCRT#: 465 Div: D3 Cav: SecCls:

8-11.1 Pay Computations

 l! When an employee is promoted from one general
schedule  GS! grade to another, the pay is set at a rate in the higher
grade that will pay at least the equivalent of a two�step increase in
the grade from which promoted.

�! If an employee is promoted from one grade of the
merit pay system  MPS! to a higher MPS grade, the employee will
receive a rate of pay in the new grade that exceeds his/her salary in
the lower grade by 6 percent.

�! An employee being promoted from one Federal Wage
System  FWS! grade to a higher FWS grade will receive a rate of pay in
the higher grade that will pay at least the equivalent of a one�step
increase in the grade from which promoted.

�! In general, when FWS employees are moved to jobs in
the GS, they may be paid any GS pay step up to the next highest pay
step above the rate they were making as an FWS employee.

|�! When a vacant position is filled by the temporary
assignment of a qualified employee at the same or higher grade level,
there will be no effect upon that employee&#39;s permanent grade or pay

status.!
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**EffDte: O4/O4/1996 MCRT#: 528 Div: D3 Cav: SecCls:

3-12 COST-OF-LIVING ALLOWANCEIPOST DIFFERENTIAL

 l! General Schedule employees in Alaska, Hawaii, Puerto
Rico, Virgin Islands and Guam can receive a cost�of�living allowance
 COLA! at a rate established by the Office of Personnel Management.
Rates range from 5 percent to 25 percent and are subject to
increase/decrease based on annual comparative surveys between the
nonforeign area and Washington, D.C., area. Employees must meet
certain eligibility reguirements prior to receiving an allowance. For
example, in a given allowance area employees having purchasing
privileges in commissary and exchange facilities as a result of
current federal employment or living in housing rented from a federal
agency as a result of current federal employment may not be eligible
to receive a COLA or may receive a lower rate. Employees have the
option of not using commissary and exchange facilities and/or
government housing in order to receive a full COLA.

�! Post Differential  PD! is authorized to employees
assigned to the Island of Saipan  Northern Mariana Islands! and Guam,
in consideration of the difference of environment when compared to
that of the States. PD is paid only to employees hired off�island as
it is specifically designed as an incentive to induce needed
categories of employees who would not otherwise be interested in
relocating to the differential area.

�! |Post Differential pay may also be approved by the
Department of State for employees serving on temporary duty  TDY!
assignments which involve major investigations. However, employees
are not entitled to this post differential until their 43rd day of
assignment in the TDY location and only after approval is granted by
the Department of State.!

|�!! Pay resulting from the payment of a COLA or a PD, or
both, may not exceed 25 percent of the rate of basic pay. An employee
eligible for a COLA is entitled to receive the full allowance
established for the nonforeign area, first. If the COLA does
amount to 25 percent the employee may also be paid as much of the PD
as will not cause the total additional pay to exceed 25 percent of
basic pay. PD is subject to federal tax, whereas COLA is not.

not

**EffDte: Ol/2l/1999 MCRT#: 847 Div: D3 Cav: SecCls:

8-13 DANGER PAY

**EffDte: O8/O7/2003 MCRT#: l292 Div: D3 Cav: SecCls:
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| |s-13.1 Authority

| Public Law lO7�273 provides that the Secretary of State may
| not deny a request by the FBI to authorize a danger pay allowance
| under Title 5, United States Code, Section 5928 for any FBI employee.|

**EffDte: O8/O7/2003 MCRT#: I292 Div: D3 Cav: SecCls:

| |8-13.2 Basic Requirements

�! Danger pay allowances may be granted because of civil
insurrection, civil war, terrorism, or wartime conditions which
threaten physical harm or imminent danger to the health and/or well-
being of employees.

I �! They are paid in the amount of 15, 20, or 25 percent of
| basic pay for FBI employees assigned on a temporary or long�term basis
| to certain foreign posts.

| �! Danger pay may not exceed 25 percent of basic pay
| including post differential pay.!

**EffDte: OB/O7/2003 MCRT#: 1292 Div: D3 Cav: SecCls:

| |8-13.3 Recommendation Process

 l! Requests for the establishment, adjustment or
abolishment of danger pay may be submitted, in EC format, by LEGATS or
FBI components with lead investigative responsibilities to the Office
of International Operations  OIO! or may originate within that Office.

�! Sufficient information regarding the danger posed by
the assignment to a specific post must be submitted with the reguest.|

I
I

**EffDte: OB/O7/2003 MCRT#: 1292 Div: D3 Cav: SecCls:

| |8-13.4 Composition of the Danger Pay Advisory Board  DPAB!

|  l! When a reguest is received, the OIO will convene a DPAB

| chaired by the Special Agent in Charge, OIO  nonvoting member!.
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�! The

I �! All

Assistant Directors  ADs! of the Counterterrorism,
Counterintelligence, Criminal Investigative, Finance, and
Administrative Services Divisions will serve as members of this Board,
with the ADs of Finance and Administrative Services Divisions serving
as nonvoting members.

three voting members must vote on each danger pay
I determination but designees may act on behalf of a voting or nonvoting
I member.

I �! The
I

ADs of Finance and Administrative Services
Divisions shall ensure that danger pay allowances recommended by the

I DPAB are consistent with policy.I

**EffDte: 00/07/2003 MCRT#: 1292 Div: D3 Cav: SecCls:

I I8-13.5 Deliberations

I  l! Danger pay allowances and rates will be based on the
I level of risk at foreign locations as determined by the DPAB.

I �! Countries at war will be considered for the highest
I allowances while countries where nonessential personnel and dependents
I are present will be considered for lesser amounts.I

**EffDte: O8/O7/2003 MCRT#: l292 Div: D3 Cav: SecCls:

I I8-13.6 Recommendation to the Director

�! The
the establishment,
allowances for FBI

and temporary duty

DPAB will recommend to the Director, in writing,
modification, or abolishment of danger pay
employees assigned to foreign posts  both long�term
assignments.!

I �! Estimated costs, developed by the OIO in conjunction
I with Finance Division, will be included with the recommendation to the

I Director.I

**EffDte: OB/O7/2003 MCRT#: l292 Div: D3 Cav: SecCls:

I I8-13.7 Effective Date

I New or modified danger pay allowances are effective on the
I date the Director or the Deputy Director approved the reguest.I
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**EffDte: 08/07/2003 MCRT#: 1292 Div: D3 Cav: SecCls:

8-13.8 Communication of Danger Pay Changes

 l! The Director will advise the Secretary of State when

authorizing danger pay in new locations.

�! The Human Resources Officer will notify FBI offices of
new or modified danger pay allowances.|

**EffDte: 08/07/2003 MCRT#: 1292 Div: D3 Cav: SecCls:

8-13.9 Procedures to Arrange Payment

 l! Offices must prepare an EC to Administrative Services

Division, Attention: Staffing Unit, Room 6094, requesting danger pay
for an employee.

�! In the EC, provide the name of the employee, social
security number, danger pay location, and dates of service in that
location.

�! Staffing Unit will coordinate payments with the Payroll
Administration and Processing Unit, Finance Division.!

**EffDte: 08/07/2003 MCRT#: 1292 Div: D3 Gav: SecCls:

8-14| INTEREST ON BACK PAY | FORMERLY 8-13!|

�! Public Law 100-202 provides for the payment of
interest on back pay awards and also applies whenever an unjustified
or unwarranted personnel action results in the withdrawal, reduction,
or denial of pay, allowances, and differentials. A particular money
amount is not withdrawn from an employee until the actual pay date on
which the employee would have received it if the unjustified or
unwarranted personnel action had not occurred. If the back pay
payment is issued within 30 days of the actual pay date, no interest
is paid. The term "unjustified or unwarranted personnel action"
includes both personnel and pay actions, as well as the omission or
failure to take an action or confer a benefit. For example, if
through an administrative error, an employee fails to receive a
within�grade increase after it has been approved by an authorized
official, the employee is entitled to receive back pay and interest.
Interest begins to accrue on the effective date of the withdrawal  pay
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date

days

will
will
days

of the action! if the back pay is not paid within the allotted 30
from the appropriate pay date of the action. The back pay due
be paid before the interest is calculated; however, the interest
continue to accrue until the interest accrual ends  within 30
of the interest payment!. The interest paid is based on rates

established by the Secretary of the Treasury as the Interest
Overpayment Rate and is compounded daily.

�! The Internal Revenue Service has issued the following
opinion on the tax treatment of interest on back pay: Interest
payments are not wages for federal income tax or the Federal Insurance
Contributions Act  FICA! purposes, nor are they subject to withholding
of FICA tax. Therefore, the interest payment will not be included on
the Wage and Tax Statement  Form WF2!. A Form l099�INT will be issued
to employees receiving interest payments of $600 or more. A notice
will be supplied to each employee receiving interest payments for use
in filing the payment on their annual federal income tax return.

**EffDte: 01/21/1999 MCRT#: 847 Div: D3 Cav: SecCls:

8-15 SALARY ADVANCES FOR NEWLY HIRED EMPLOYEES  FORMERLY 8-14!

The Federal Employees Pay Comparability Act of 1990
 FEPCA! established the authority to grant payment of salary advances
covering no more than two pay periods to newly hired employees only
after specific criteria have been met.

 l! Newly hired support employees GS-10 and above � The
agency is required to provide written information concerning the
amount of the advance, all repayment options and recovery methods
before the salary advance is granted. Tn addition, the employee must
sign an agreement to repay the advance. An advance application will
be forwarded to each eligible support employee along with their
appointment letter. If a salary advance is desired, the employee will
complete the application and return it to the!Payroll Administration
and Processing Unit  PAPU!,|Finance Division, for a determination of
the maximum amount that can be advanced and the repayment agreement.
After receipt of the signed agreement, the salary|advance!will be
issued to the employee after they enter on duty  EOD! but before they
receive their first regular salary!payment!. The salary advance will
be repaid through payroll deduction over l3 biweekly pay periods. The
employee may repay all or part of the balance at any time.

�! Newly hired support employees Grades GS-9 and below
can be advanced one salary payment in the amount of $300. The salary
advance will be repaid through payroll deduction in the amount of $25
each pay period until repaid. The first
first full pay period after the employee
will not be required to sign a repayment
advance request will be entered into the

payment will begin with the
enters on duty. An employee
agreement. The salary
Bureau Personnel Management

System during the first week of employment for newly hired field
office support employees. The salary advance request for Headquarters
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| divisions will be handled by!PAPU|personnel from the EOD class

listings.

�! The unpaid balance of the salary advance at the time
of separation will be recovered by salary offset or become a debt owed
to the government.

**EffDte: 11/15/2001 MCRT#: 1155 Div: D3FD Gav: SecCls:

|a-1s |DELETED|

**EffDte: 11/15/2001 MCRT#: 1155 Div: D3FD Cav: SecCls:

| |8-17 STUDENT LOAN REPAYMENTS FOR RECRUITMENT/RETENTION
PURPOSES|

**EffDte: O5/29/2002 MCRT#: 1198 Div: D3 Cav: SecCls:

| |s-17.1 Authority

Title 5, United States Code  USO!, Section 5379, and 5 Code
of Federal Regulations, Part 537, authorize repayment of certain
federally insured student loans to assist agencies when trying to
attract individuals to the federal service or to retain highly

qualified employees.!

**EffDte: O5/29/2002 MCRT#: 1198 Div: D3 Gav: SecCls:

8-17.2 Basic Requirements

�! The FBI may repay all or part of an employee&#39;s
I outstanding student loan  excluding late fees! up to!$10,000!per
| calendar year  and a total of|$60,000!per employee!.

�! This authority applies to all permanent, including
part�time, employees; term employees with at least three years left on
their appointments; temporary employees serving on appointments
leading to conversion to term or permanent appointments; and all
applicants for such positions.

�! Repayments are limited to the indebtedness outstanding
at the time the employee enters into the service agreement and may be
made only on federally insured student loans that are NOT currently in
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default. The level of academic degree earned or even the lack of a
degree is not an eligibility factor.

**EffDte: O2/O4/2005 MCRT#: l37O Div: D3 Cav: SecCls:

I I8-17.3 Recommendation Process

 l! Recommendations to approve repayment of a loan should
be made at the lowest appropriate supervisory or managerial level, but
must generally be made by an official who is at a higher level than
the employee who will receive the repayment benefit. All
recommendations for payment should be submitted through the
supervisory chain, including the division or office head, for input
before submission to the approving official.

I �! Recommendations for both recruitment and retention
I purposes must include:

I Ia! an explanation of the difficulty the Bureau would
I face, in the absence of loan repayment, in filling the position with a
I highly gualified employee or retaining the highly gualified employee;

I  b! the criteria used to determine the amount and

I timing of repayment;

I  c! an explanation of the extent to which other
I available recruitment/retention incentives were considered or offered;
I and

I Id! verification, from the lending institution, of the
I outstanding loan balance; status of the loan, i.e., whether or not the
I loan is in default; and the lending institution&#39;s account number.

I �! Recommendations for retention repayments must
I additionally include:

I Ia! a description of the employee&#39;s high or unique
I qualifications or the special need for the employee&#39;s services;

I  b! the determination that the employee would be
I likely to leave for employment outside the federal service absent the
I loan repayment; and

 c! a description of the extent to which the
employee&#39;s departure would affect the FBI&#39;s ability to carry out an
activity or perform a function that is deemed essential to its

mission.I

**EffDte: O5/29/2002 MCRT#: ll98 Div: D3 Cav: SecCls:
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| |8-17.4 Approval Process

 l! Generally, the Personnel Officer, Personnel Management
Branch, Administrative Services Division  ASD!, will approve
recommendations for repayment of federally insured student loans for

nonattorney FBI applicants and employees.

 a! the approving official must be at a higher level
than both the applicant/employee seeking repayment and the
recommending official. If either of these are at the Deputy Assistant
Director level or above, the approving official will be the Assistant
Director, ASD, or such higher level official as is necessary to

satisfy this requirement.

 b! the approval authority for FBI attorney applicants
and employees will generally be the General Counsel.

�! All requests for repayment of student loans will be
reviewed by the Finance Division  FD!, prior to approval, to ensure
availability of funds.

�! The approving official will ensure that the
applicant/employee selection process for loan repayment benefits is
consistent with the merit system principles in Title 5, USC, Section
2301, and will consider the need to maintain a balanced workforce in
which women and members of racial and ethnic minority groups are

appropriately represented.

�! A determination made for recruitment purposes must be
approved before the employee enters on duty in the position.

�! When determining whether a student loan should be
repaid, and the amount and timing of any such repayment, the approving
official will consider the information submitted by the recommending
official and the following factors, as applicable:

 a! the applicant&#39;s/employee&#39;s qualifications;

 b! funds available  or expected to be available! for

repayment;

 c! the minimum repayment needed to ensure the
acquisition or retention of the employee&#39;s services;

 d! the success of recent efforts to recruit
candidates with qualifications similar to those possessed by the
applicant/employee or for similar positions;

 e!
for employment who,
accomplishment, can
responsibilities of

the availability in the labor market of candidates
with minimal training or disruption of mission
perform the full range of duties and
the position;

 f! the relative advantages and disadvantages  for
both the FBI and the applicant/employee! of repaying student loans
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rather than any other recruitment or retention incentive; and

 g! the applicant&#39;s/employee&#39;s preferences with
respect to whether the payments should be spread out over more than
one tax year.!

**EffDte: O5/29/2002 MCRT#: 1198 Div: D3 Gav: SecCls:

8-17.5 Notification Procedures

 l! The approving official will notify the
applicant/employee and recommending office in writing whether the
request for repayment has been approved. If the repayment is
approved, this written notification will include the service agreement
for the applicant&#39;s/employee&#39;s signature.

�! If additional loan repayment is recommended, after the
agreed period of service is completed, the employee and the office
will be notified whether or not the recommendation is approved, but
another service agreement is not required.!

**EffDte: O5/29/2002 MCRT#: ll98 Div: D3 Cav: SecCls:

8-17.6 Service Agreement

�! The applicant/employee and the approving official must
enter into the service agreement which must, by federal law, provide
for not less than three years of service.

�! The student loan service agreement will run
concurrently with a service agreement required for other purposes,
such as for a recruitment or relocation bonus.

�! The three�year period of service begins on the date of
the first payment.!

**EffDte: O5/29/2002 MCRT#: ll98 Div: D3 Cav: SecCls:

8-17.7 Payment Procedures

�! Upon approval of the request to repay an
applicant&#39;s/employee&#39;s student loan, the FD will process the payment
in a lump�sum amount. The lump�sum payment, after applicable taxes
are deducted, will be issued to the lending institution through
electronic funds transfer.
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�! The FBI is required to apply the following on any loan

repayment:

 a! pay the employer&#39;s share of social security and
Medicare taxes;

 b! withhold and pay appropriate federal, state, and
local income tax withholding; and

 c! withhold and pay the employee&#39;s share of social
security and Medicare taxes.!

**EffDte: O5/29/2002 MCRT#: ll98 Div: D3 Gav: SecCls:

8-17.8 Repayment Requirements

 l! An employee who moves from the FBI to another DOJ
component during the term of the agreement will cease to be eligible
for loan repayments but will not be required to reimburse the FBI for
loan repayments already made. The gaining component may enter into a
new loan repayment agreement with the employee.

�! If an employee voluntarily separates from the DOJ,
transfers to another federal agency, or is involuntarily separated
because of performance or misconduct before completing the agreed
period of service, the employee must reimburse the FBI for all
repayment benefits received.

�! In such a case, the Payroll Administration and
Processing Unit  PAPU!, FD, must be notified immediately that the
employee is separating. The PAPU, FD, will contact the employee to

arrange repayment.

�! If the employee does not repay these benefits
voluntarily, the PAPU, FD, will initiate recovery of the student loan
repayment through administrative offset. If offset is initiated, the
employee will be entitled to a hearing  this may be a "paper hearing"
or an oral hearing depending on the circumstances!. The right of
recovery of an employee&#39;s debt may be waived in whole or in part if a
determination is made that recovery would be against eguity and good
conscience or against the public interest.

�! Any amount repaid, or recovered, from an employee will
be credited to the appropriation account from which the loan repayment
was originally paid. Any amount so credited will be merged with other
sums in that account and will be available for the same purposes and
period, and subject to the same limitations  if any!, as the sums with
which merged.!

**EffDte: O5/29/2002 MCRT#: ll98 Div: D3 Cav: SecCls:
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| |8-17.9 Documentation Requirement

Written
student loan will

completed service
Personnel File, a
maintained in the
for review by the

documentation for each determination to
be maintained in the Staffing Unit, ASD. Since the
agreement will be filed in the employee&#39;s Official
copy of the completed service agreement will be
Staffing Unit. This documentation will be available
DOJ or Office of Personnel Management.|

repay a

**EffDte: O5/29/2002 MCRT#: 1198 Div: D3 Gav: SecCls:

8-17.10 Annual Report

 l! The Staffing Unit, ASD, will prepare an annual report
to the DOJ on the
will be submitted

Division, DOJ, no

FBI&#39;s use of the repayment authority. The reports
to the Director, Personnel Staff, Justice Management
later than November 15th of each year, covering the

preceding fiscal year.

�! This report must include the following:

 a! a narrative discussion of the situations for which

repayments were made;

 b! the effectiveness of the repayment authority; and

 c! any recommendations for improving the use of the
authority in terms of both regulatory change and Department
requirements and flexibilities.

�! The annual report will also include, for each employee
who received repayment benefits during the preceding fiscal year, the
following information:

 a! whether the repayment was for purposes of
recruitment or retention;

 b! amount repaid during the fiscal year  before

withholding!;

 c! amounts to be repaid in future fiscal years

 before withholding!;

 d! employee&#39;s position title, job series, pay plan,
grade, and geographical area  city and state, or country!; and

 e! length of the service agreement.!

**EffDte: O5/29/2002 MCRT#: ll98 Div: D3 Cav: SecCls:
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9:

SECTION 9. LEAVE

**EffDte: O2/28/1978 MCRT#: O Div: D3 Cav: SecCls:

ALL IEFURKATIUM CUETAIHED
HEFEIN I$ UEELA3EIFIEB
BATE GZ~2l-EBB? E? EUEE4 AUG B

9-1 LEAVE
Jx£PBr$TPAI

In April, l987, a new manual, LEAVE/TIME AND ATTENDANCE
 T & A! was prepared to incorporate and update the bulk of FBI leave

policy contained in this section of MAOP and the Time and Attendance
Workguide, as well as other time and attendance instructions.

In October, l993, the LEAVE/TIME AND ATTENDANCE MANUAL was
updated, retitled the LEAVE ADMINISTRATION GUIDE, and distributed.
|Subseguent revisions in the guide have occurred with the most current
edition now entitled the LEAVE POLICY MANUAL, with a revision date of

September, l999.|

Please refer to the index of this manual and the LEAVE

IPOLICY MANUAL92for92information regarding leave matters relating to
military and other types of leave situations.92

**EffDte: 10/31/2000 MCRT#: 1034 Div: D3 Gav: SecCls:
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SECTION 10. MILITARY AND VETERANS MATTERS

**EffDte: O2/28/1978 MCRT#: O Div: D3 Cav: SecCls:

| 10-1 INTRODUCTION | See MIOG, Part 1, 67-3.9.!|
ELL INFGHHATEQN CQNTAIEED
HEREIN I3 UNCLASSIFIED
DATE U3-El�2U�? E? 5632A AHC BAEKCPEEETP

Federal law confers certain rights upon ex�military
personnel involving preference in appointment and retention, and in
regard to adverse personnel actions; as well as reinstatement rights
in their jobs following military service. The sources of the rights
as to appointment, retention, and adverse actions are the Veterans�
Preference Act of 1944, as amended, and the Veterans Readjustment
Benefits Act of 1966. The source of the job reinstatement rights is
the Military Selective Service Act of l967. Any question relating to
an interpretation of the statutes or to the status or rights of
veterans or ex�military personnel should be referred to FBTHQ.

**EffDte: O9/l6/1999 MCRT#: 919 Div: D3 Gav: SecCls:

10-2 VETERANS&#39; COUNSELOR

| Bureau&#39;s Personnel92Division92has a veterans� counselor&#39;s

office where ex�military personnel and employees facing military
service may receive specialized advice on their problems.

**EffDte: O4/21/1994 MCRT#: 226 Div: D3 Gav: SecCls:

| 10-3 APPOINTMENT | See MIOG, Part 1, 67-9.7.16.!

Veterans are entitled to have five points added to their
scores in examinations for government jobs, or ten points if they are
disabled, provided they first make a passing grade in the
examinations. Certain close relatives of veterans sometimes can
qualify for the ten�point preference in the veteran&#39;s stead. The type
of preference that is to be afforded veterans or close relative of
veterans is determined by FBTHQ in accordance with federal
regulations. Tn general, veterans� preference entitles an applicant

SENSITIVE
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to preferential appointive consideration, whether or not a numerical
rating is given. For details as to how Bureau applicant registers are
maintained so as to assure the granting of appropriate veterans�

preference, see MIOG, Part l, Section9267�2.6.92

**EffDte: O9/l6/1999 MCRT#: 919 Div: D3 Cav: SecCls:

10-4 RETENTION

A reinstated  ex�military! employee with mandatory
restoration rights has an absolute right to retention in employee&#39;s
job for six months or one year  except in case of a discharge for
cause!. Whether the period is six months or one year depends on the
facts of employee&#39;s case. Veterans also have certain special rights
in any reduction in force.

**EffDte: O2/28/1978 MCRT#: O Div: D3 Cav: SecCls:

10-5 EMPLOYEES ENTERING MILITARY SERVICE

**EffDte: O2/28/1978 MCRT#: O Div: D3 Cav: SecCls:

10-5.1 Exit Interview

All employees leaving for military service are to be
interviewed by the veterans� counselor or certain other supervisory
personnel at FBIHQ or by SAC in field whether or not they possess
mandatory military reinstatement rights. Bureau&#39;s continuing interest
in them is to be pointed out. It is to be made clear to them whether
or not they possess reinstatement rights. FD�333 should be executed
on those interviewed and forwarded to FBIHQ, along with letter of
resignation and exit interview, when latter documents are required.

Whether employees possess reinstatement rights depends on
the nature of their appointment in Bureau. If it is a permanent or
temporary indefinite appointment, they have such rights and if
otherwise they do not. Almost all Bureau employees possess either
permanent or temporary indefinite appointments.

**EffDte: O2/28/1978 MCRT#: O Div: D3 Cav: SecCls:
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10-5.2 Disposition of Government Property and Personnel File

Field personnel file should be retained in field office.
Government property should be collected by the SAC or FBIHQ supervisor
at time the separation or furlough commences. For those departing on
military furlough, FBIHQ supervisor should see that property is
secured and returned to Property Procurement and Management Section of
the92Finance|Division where it will be retained and may be reissued
upon employee&#39;s return to duty. In field, property should be retained
in field office and reissued upon employee&#39;s return to duty.

**EffDte: O3/O7/1994 MCRT#: 208 Div: FD Gav: SecCls:

10-5.3 Separation

 l! An employee leaving to enter military service for
more than three months� military duty submits a resignation. The
reinstatement rights for such an employee are the same as those of an

employee placed on military furlough.  See lO�5.4.!

�! Employee should be given a copy of Form FD�l83
 Reemployment Rights Following Military Service! during the interview
recorded on FD�333. In that interview employee should be advised to
forward evidence of employee&#39;s entrance into military service. A
letter to FBTHQ giving date active military duty began and employee&#39;s
military address will suffice except in those cases in which an

employee, whether permanent or temporary indefinite, is entering on
active duty as a result of membership in a reserve component,
including National Guard. 92Employees who qualify are entitled to
military leave for active duty or engaging in field or coast defense
training. This military leave accrues for an employee in addition
to annual leave at time rate of 15 days per fiscal year and, to the
extent that it is not used in a fiscal year, accumulates for use in
the succeeding fiscal year until it totals 15 days at the beginning
of a fiscal year. That is, up to l5 days of accrued, unused military
leave may be carried over into the succeeding fiscal year for use
during that year. No more than l5 days of accrued, unused military
leave may be carried over into any fiscal year.92 Active reserve
duty  including National Guard! must have been ordered prior to
employee&#39;s ceasing active duty in Bureau for employee to gualify for
payment, and must be supported by a copy of orders for such active
duty. Tn addition, FBTHQ must be in receipt of a statement from
former employee&#39;s military commanding officer certifying to completion
of l5 days or less of active duty, depending on amount of military
leave to which employee is entitled. As soon as certification is
received, payment will be made.

**EffDte: O1/15/1982 MCRT#: O Div: Gav: SecCls:
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| 10-5.4 Furlough | See MAOP, Part 1, 10-s.s.2 s!; MIOG, Part 1, 61-s.9.!|

An employee with reinstatement rights leaving for three
months or less of service may be placed on military furlough.
Material contained in item 1O�5.3, above, also applies to employee.

Only difference in this case is that employee does not resign, but
instead directs alcommunicationito employee&#39;s division head setting
out employee&#39;s military service plans and requesting military
furlough of specific duration.

**EffDte: O9/l6/l999 MCRT#: 919 Div: D3 Cav: SecCls

10-5.5 Reinstatement

**EffDte: Ol/l5/l982 MCRT#: O Div: D3 Cav: SecCls

10-5.5.1 Requirements for Reinstatement

 l!  Subject to the conditions as set forth below, if|an
employee had a permanent or temporary indefinite appointment and
leaves|the|Bureau to enter military service of the United States and
so enters without undue delay, remaining in service for a period not
exceeding four years  exclusive of any involuntary extension!, or in
some cases, as long as five years  plus additional service imposed
pursuant to law! employee has a right to be restored in the position
he/she left or one like it, unless such position is held by an
employee with greater rights, or if employee should incur a disabling
physical condition during his/her military service, in a position as
nearly similar to employee&#39;s former one as employee&#39;s physical
condition permits. Employee is entitled to within�grade raises and t
receive consideration for promotion in his/her absence to any
vacancies for which qualified. In some cases an employee can serve i
the military as much as five years  plus additional service imposed
pursuant to law! and still retain his/her reinstatement rights. In
each case in which service exceeds four years, circumstances will
determine whether employee still possesses such rights.

�! To be entitled to reemployment rights, an employee
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must complete his/her military service honorably and receive a
certificate to that effect, be92qualified|to perform the duties
oflhis/her|former position92 or an equivalent one!,|and apply for
reinstatement within the prescribed period. Ilf an employee is not
physically qualified to perform the duties of the former position by
reason of a disability sustained during military service, that
employee has a right to be placed in another position for which he/she
is qualified that will provide the employee with the same seniority,
status, and pay, or the nearest approximation consistent with the
circumstances in each case.|

�! |To be qualified for employment he/she must have a top
secret clearance since all positions within the FBI are at the
special�sensitive level. A security clearance is a necessary
qualification for reemployment and that it may be necessary to conduct
an updated background investigation which will serve as a basis for
determining whether the veteran who is applying for reinstatement
should be granted a security clearance.92

|�!92 Enlistee must apply for reinstatement rights within
90 days after military separation unless he/she is hospitalized at
separation, in which case reinstatement rights are extended for period
of hospitalization but not to exceed one year, plus 90 days.

|�!92 An employee who went into service as a reservist or
National Guardsman for an initial period of three to six months�
active duty for training must apply within 31 days after separation
unless hospitalized, in which case employee must apply within 31 days
after discharge from hospitalization incident to that active duty for
training or one year after release from that training, whichever is
earlier. In certain exceptional cases involving initial period of
active duty for training of less than three months, employee may also
have 31 days after release from active duty to exercise reinstatement
rights. Employee will be appropriately notified at time he/she
leaves. If employee&#39;s service as a reservist or National Guardsman is
for active duty for an indefinite period, exceeding six months,
employee has a period of 90 days to apply for reinstatement.

**EffDte: O9/26/1994 MCRT#: 307 Div: D3 Cav: SecCls:

10-5.5.2 Procedures for Reinstatement

�!
FBIHQ who calls
be advised that

FBIHQ and FBIHQ

A veteran ex�employee with reinstatement rights at
at a field office to arrange for return to duty should
his/her request will be transmitted immediately to
will then get in touch with him/her. Office should

notify FBIHQ of the matter by Form FD�435. Form FD�435 should, if
possible, include date employee desires tolreturn; place,|and type of
separation; rank, social security and/or serial number, and branch of
service; whether on interview employee admitted incurring disciplinary
measures or physical disabilities in military service; whether on
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interview employee admitted employee or any relatives have been in
difficulty with civil authorities since employee left Bureau.
Pertinent details should be included. An executed Form FD�224 and, if
available, a copy of the honorable separation should be attached to
Form FD�435. If, having no copy of employee&#39;s military separation
physical examination report, employee requests the office to arrange a
reinstatement physical examination, office should make necessary
arrangements. A physical examination report must be submitted, but
this can follow employee&#39;s reinstatement. ! See �! and �!.!|

�! Appropriate leads to check his/her military service
record should be set out immediately. If employee&#39;s discharge was
recent, the records are probably at the military installation where

employee was discharged. Otherwise, refer to MIOG, Part I1, Section
19, for location of military records. Appropriate intelligence agency
should also be requested to check records applicable.

�! If the veteran ex�employee with reinstatement rights
appears at the same field office where he/she formerly served to
arrange for restoration to duty there,|office!should send Form FD�435
to FBIHQ containing the same information described in 1O�5.5.2 �!,
above, indicating what steps are being taken to complete reinstatement
procedure, such as arranging for a physical examination, checking
military records, etc. Form FD�435 should also state grade and
position in which it is recommended employee be reinstated.

If there is any question as to whether employee meets reinstatement
requirements, employee should be advised office will resolve it by
contacting FBIHQ and employee will be informed of the decision.

�! If the veteran ex�employee requests reinstatement at
a different field office than the one to which employee has reported
for information and guidance, FBIHQ should be informed by Form FD�435
containing the same kind of information indicated in 1O�5.5.2 �!,
above. FBIHQ will take appropriate action. It should be noted Bureau
policy is to reinstate employee in the office he/she left to enter
military service.

�! Employees who were placed on military furlough �0-
5.4 above! can return to work as soon after their military duty is
over as they wish; the normal restoration processing can be completed
subsequently. FBIHQ must be advised of results of interview outlined
in 1O�5.5.2 �! above. FD�224, a copy of employee&#39;s honorable
separation, and physical examination report must be forwarded as soon
as possible. FBIHQ must be separately advised upon return to duty.
Usual entry�on�duty forms are not necessary and Government property
should be immediately reissued to employee.

�! Any veteran ex�employee who resigned from Bureau to
enter military service and subsequently returns to duty must execute
usual entry�on�duty forms, including statement of Federal Service
Form, FD�l95. Such forms should be forwarded to FBIHQ immediately to

facilitate placing employee on payroll. As explained above, they are
not necessary in military furlough cases, as furloughed employees were
never removed from our rolls.
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�! If any veteran ex�employee orally advises that he/she
does not desire to exercise reinstatement rights or does not desire to
return to duty from military furlough, this waiver should be secured
from employee in writing.

**EffDte: O9/26/1994 MCRT#: 307 Div: D3 Gav: SecCls:

10-5.5.3 Rejectees

ln order for an employee to
who has such rights and is rejected for
must, according to law, report back for
next regularly scheduled working period

exercise reinstatement rights

military service, employee
work at beginning of his/her
after expiration of last

calendar day necessary to travel from place of rejection to place of
employment following employee&#39;s rejection or within a reasonable time
thereafter if delayed return is due to factors beyond employee&#39;s
control. Failure to so report shall make employee subject to
administrative action as an unauthorized absentee. Rejectees
reporting back for work should be interviewed and reason for rejection
determined. Advise FBIHQ and check appropriate military service
installation where rejected to confirm reason for rejection and advise
FBIHQ of results. Should any employee delay his/her return so that
employee would be considered an unauthorized absentee, submit

employee&#39;s explanation for delay, along
any administrative action.

with your recommendation as to

**EffDte: Ol/22/1991 MCRT#: O Div: D3 Cav: SecCls:

| 10-6 ADVERSE PERSONNEL ACTlONS| See MAOP, Part I, 10-7.!|

In general, no veteran who92is

same or similar positions within
suspended for more than l4 days,

pay92without being given 3O92days&#39;
stating92specific reasons for the

**EffDte: 12/Ol/1994 McRT#: 353 Div: D3OP

"preference eligible"
and92who has|completed one year of current continuous service in the

an agencylmay be discharged,
or involuntarily reduced in92grade or
advancelwritten
proposed action.

discussion of this matter,92including the meaning

"preference eligible,"92is found in|MAOP,|Part I,

notice

A92further
of the term

|l3�lO.

Cav: SecCls:
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| 10-T EXCEPTIONS TO ELIGIBILITY FOR PREFERENCE RIGHTS

Ifla preference�eligible employeelhas not completed one
year|of current continuous service in the same or similar positions
within the agency, the employeeldoes not possess rights mentioned in
10-6 above. None oflthelbenefits of92the|Veterans Readjustment
Benefits Act of 1966, Cold War GT Bill, accrue to employees who served
under Title 1O, United States Code  USO!, Section 511 d!, in the
National Guard or Reserve  so called six�monthers!. Preference
claimed on the basis of a service connected disability requires

| appropriate official proof. 92 See MAOP, Part I, 13�1O.!92

**EffDte: 12/O1/1994 MGRT#: 353 Div: D3OP Gav: SecCls:

10-8 ADVANCEMENT

As already mentioned above, a permanent or temporary
indefinite employee must be considered for promotion during employee&#39;s
absence in military service. Tt is not mandatory that employee be
promoted but only that employee be considered. If employee is not
promoted, Bureau&#39;s policy is to accelerate employee&#39;s progress as much
as possible, consistent with its vacancies and employee&#39;s

qualifications, upon employee&#39;s return.

**EffDte: 11/25/1987 MGRT#: O Div: D3 Gav: SecGls:

10-9 MILITARY LEAVE

�! A support employee, veteran or not, who is a member
of a reserve component of Armed Forces  including National Guard! is
entitled to military leave for active duty or engaging in field or
coast defense training. This military leave accrues for an employee
in addition to annual leave at the rate of 15 days per fiscal year
and, to the extent that it is not used in a fiscal year, accumulates
for use in the succeeding fiscal year until it totals 15 days at the
beginning of a fiscal year. That is, up to 15 days of accrued, unused
military leave may be carried over into any fiscal year. Employee can
also be granted up to 22 workdays of military leave per calendar year
for Federal or state duty performed to provide military aid for
enforcement of the law; the coverage of this provision includes the
District of Columbia National Guard. Military pay received for this
kind of duty is deducted from federal civilian salary for same period.
Therefore, upon return to work employee must submit a certified
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statement showing amount  other than a travel, transportation, or per
diem allowance! employee received for military service so that
employee&#39;s salary may be reduced accordingly. District of Columbia
National Guardsmen may be granted additional military leave with pay
for parades, encampments, and certain other duty ordered by commanding

general.

�! Part�time career employees may be granted military
leave.

�! Members of Reserve Officers Training Corps  ROTC! are
not eligible for military leave with pay for training purposes but may
be granted annual leave or leave without pay.  See the LEAVE

IPOLICY MANUAL.!|

**EffDte: 10/31/2000 MCRT#: 1034 Div: D3 Cav: SecCls:

10-10 OTHER RIGHTS

�! There are certain other rights employees may have
based upon their military service. Examples are home loan guaranty
provisions of Servicemen&#39;s Readjustment Act of 1944  G1 Bill! and
under Korea G1 Bill. Under Veterans Readjustment Benefits Act of 1966,
Cold War GT Bill, term "veteran" is not always defined same way for
each benefit, but generally means an individual with more than 180
days of active military duty, any part of which occurred after
1-31-55. Definition excludes those whose service was in National
Guard or military reserve programs under Title 1O, USC, Section
511  d!, entailing six months or less of active duty for training
within a total six�year reserve commitment. The 1966 act provides
such benefits as education aid, home loan guaranty, medical care, and
veterans� preference.

�! Above rights are type administered primarily
by!Department of Veterans Affairs|which has local offices throughout
Nation.

**EffDte: O9/26/1989 MCRT#: O Div: D3 Cav: SecCls:

10-11 MILITARY RESERVE MATTERS  See IVIAOP, Part 1, 1-17.!

�! The Bureau maintains records on employees who are
members of military reserve  including National Guard! units.
Information as to any change in reserve status of an employee must be
promptly forwarded to FBIHQ. A change in reserve status includes such
matters as being discharged from a reserve unit, being promoted, or
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being transferred from the Ready Reserve to the Standby Reserve. Form
FD�295 is to be used for this purpose and should be sent to FBIHQ by
routing slip. In addition, routing slips should be used to keep FBIHQ
advised of any pending action, such as intended contacts with reserve
units for information. Routing slips should be marked for attention
of the Administrative Services Division. Whenever a member of the
Standby Reserve is to be ordered involuntarily to active duty in time
of war or national emergency declared by the Congress or whenever
otherwise authorized by law, the reservist would be ordered by
his/her branch of the Armed Forces to report to his/her unit for duty.
Should any Agent or key support personnel be so ordered as a member of
the Standby Reserve, FBIHQ is to be immediately advised so appropriate
employment data may be furnished.

�! Special Agents occupy Key Federal Employee positions
and may not belong to the Ready Reserve. However, Agents are
permitted to belong to the Standby Reserve. As a condition of
employment, new Agents who are members of the Ready Reserve must
either transfer to the Standby Reserve or separate entirely from
military reserve. Thereafter, Agents may not rejoin Ready Reserve
units. Agents should also keep in mind that Individual Mobilization
Augmentee  IMA! billets and all National Guard billets  including
inactive National Guard billets! are Ready Reserve positions for
which Agents are ineligible.

 a! Agents who are members of the Standby Reserve
may volunteer for active duty for training  ADT! and be granted
Military Leave. Any Agent in the Standby Reserve who seeks to
volunteer for ADT during duty time or inactive duty training  i.e.,
weekend drills! during off�duty time must submit a request for
approval to his/her SAC or division head at least 30 days in advance.
Such a request may be disapproved if, in the view of the SAC or
division head, granting the request would unreasonably and adversely
affect Bureau operations. A denial of a request for reserve training

I participation may be appealed to the!Deputy Director.!

 b! Employees approved for ADT are entitled to up to
I5 calendar days of Military Leave per year  but no more than BO days
of accrued Military Leave! while continuously receiving FBI pay. All
documentation of Military Leave, including copies of orders and
certification showing dates of duty actually performed, must be

I completed and submitted to the!Payroll Administration and Processing!
| Unit,!Finance!Division. Failure to submit proper

documentation will result in all absences from work for ADT being
charged to Annual Leave or Leave Without Pay.

**EffDte: IO/31/2000 MCRT#: I034 Div: D3 Cav: SecCls:
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SECTION 11. TRANSFERS

11-1 GENERAL INSTRUCTIONS  See Legal Attache Manual, Section 3.!

�! All personnel should be cautioned that they are not, under any circumstances, to discuss
transfers of other employees with unauthorized individuals, such as realtors or employees of
moving companies. To do so will subject employees to severe administrative action and possible
criminal liability under the Privacy Act of 1974.

�! Agents under transfer are to be relieved of assigmnents so that the transfer may be expedited.

�! All Agents must report to their new office of assignment within 90 days of the date of the
official letter of transfer.

�! Effective date of employee&#39;s assignment at new duty station is the date of arrival at the new
office.

�! Requests for delays in reporting to a new office of assignment must be submitted to the Bureau
with full justification and may be submitted on a UACB basis. These requests are reviewed
individually and coordinated with the pertinent field offices and/or FBIHQ divisions.

�! Do not incur transfer-related expenses prior to receipt of the letter of transfer.

�! Employees being transferred to any point within the United States should advise the Postal
Service that change of residence is the result of an official Government tra.nsfer. All classes of mail
for employee and immediate family residing with employee will be forwarded free of charge.

 8! Those offices receiving cost-of-living  COL! allowances must immediately advise the date the
employee departs since the COL is removed upon departure. Failure to advise FBIHQ on a timely
basis will result in an overpayment that the employee must refund.

 9! For policy concerning Agents who have completed a language school or who have passed a
Bureau language examination, refer to Part I, Section 22, and Part II, Section 1-1.9, of this manual
for additional instructions.

11-1.1 Use of SF-52  Request for Personnel Action!
�! The field office the employee is transferring into must submit an SF-52 to the Bureau showing
the arrival date of employee.

�! The following items must be executed on the SF-52 for Arrival Notices.

 a! Part A, Item 1  Relocation!

 b! Part A, Items 3, 5, and 6

 c! Part B, Items 1, 2, 4,14, 15,16, 18, and 22
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�! Deleted

�! Deleted

11-1.2 Use of FD-655  Routing of Earnings and Leave Record!

�! The four-part FD-655 should be completed by each employee receiving a permanent transfer
and any employee assigned to an extended temporary duty when special handling of his/her
Eamings and Leave Record is required.

�! The original of the FD-655 should be submitted to FBIHQ, Attention: Accounting Section,
Payroll Administration and Processing Unit, to arrive no later than the Thursday prior to the date of
the �rst Earnings and Leave Record to be sent to the employee&#39;s new of�ce of assignment or
temporary duty point. Part two should be retained by the submitting office; part three should be
forwarded to the new office of assignment; and part four should be retained by the employee for
his/her personal records.

�! Should the information on the initial FD-655 change, a new FD-655 should be executed, the
AMENDED block checked, and forwarded immediately to FBIHQ.

11-1.3 Personnel File and Bureau Property  See Legal Attache Manual, Part 1, 4-3.!
�! The following items should be sent to the new office by the SAC or division head of the old
of�ce: An employee&#39;s previously submitted Con�dential Financial Disclosure Reports  OGE-450!
and/or Con�ict of Interest Certi�cations, personnel �le,
Employee Medical File System  EMFS! sub�le, Employee Security sub�le, �eld firearms training

record  FD-40!, health report card, if any, electrocardiogram tracings, and report of medical history
 SF- 93!. Medical documents generated prior to the establishment of the EMFS sub�le should be
contained in the personnel �le.  See MAOP, Part l, 24-ll.! Cover letter, Records Transferred of
Personnel Transferred Form  FD-109!, should be used to forward �les. Send Form FD-475
 Physical Examination Card! if used for record purposes. Files are to be forwarded by the �rst
workday following employee&#39;s departure on transfer.  See MAOP, Part l, 20-4.1 �!.!

�! Prior to departure date, employee&#39;s property must be inventoried by item and serial number to
ensure property charged to an employee on the Bureau Personnel Management System, Issued
Personal Property System, coincides with property in employee&#39;s possession. FBIHQ employees
under transfer should contact the Property Management Unit, Property Procurement and
Management Section, Finance Division.

11-1.4 Travel Time and Annual Leave

 l! Employees under of�cial transfer at the government&#39;s convenience are allowed travel time
required for direct distance travel between transfer points based on mode of travel.

�! Annual leave to be taken in addition to travel time may be approved by the SAC or division
head ofthe former of�ce.  See MAOP, Part 2, 6-2.4.3.!
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11-2 SPECIAL AGENT TRANSFER POLICY

�! The Director of the FBI maintains the authority to transfer any FBI employee when it is in the
best interest of the United States government. All Special Agents  SAs! are subject to transfer at
any time to meet the organizational and program needs of the FBI. FBI SAs accept the possibility
of transfer as a condition of their employment. SAs may be transferred where and when the needs

of
the FBI may dictate. In this regard the overall needs of the Bureau, to include the assurance that
investigatory experience levels are appropriately represented in all field offices, along with
budgetary considerations, take precedence. The personal needs and preferences of the Agents are
considered wherever possible in carrying out the transfer policy.

�! In general, transfers will be made to �eld of�ces that are below their authorized Funded
Staf�ng Level  FSL! or have a critical specialty need. The Administrative Services Division will
determine whether vacancies in field of�ces will be �lled through �rst office, rotationals, or
Personnel Resource List  PRL! transfers to maintain an adequate combination of various
investigative experience levels in a particular field office.

11-2.1 First Office Transfers

When an Agent successfully completes new Agents� training at the FBI Academy, Quantico,
Virginia, he/she will be assigned to one of the Bureau&#39;s field offices based on the current staffing
and/or critical specialty needs. New Agents will be permitted to make known their preference for
assignment and consideration will be given to their desires; however, assignment will be based
upon the staffing needs of the Bureau. An Agent can generally expect to remain in his/her �rst
of�ce of assignment for a minimum of four years.

11-2.2 Rotational Transfers

Effective July 1, 1996, the policy goveming routine rotational transfers  including the provision for
requesting accelerated rotational transfers! was eliminated. In its place, nonvoluntary rotational
transfers  NVRT! and voluntary rotational transfers  VRT! were implemented. The policy
goveming NVRTs and VRTs is set forth below in 11-2.3 and 11-2.4.

11-2.3 Nonvoluntary Rotational Transfers  NVRT!  See 11-2.2.!
�! New Agent assignments and Personnel Resource List  PRL! transfers remain the primary means
of addressing the FBI&#39;s staf�ng needs. NVRTS will be considered only when a determination is
made that all other transfer options have been explored unsuccessfully. Agents will be subject to
NVRTS once they have completed four years in the �eld as Agents. Agents will be chosen for
NVRTs by examining the pool of eligible Agents and selecting the most junior Agent, based on the
date the individual entered on duty as an Agent.

�! Deleted

�! An Agent whose current assignment is the result of the Agent&#39;s one PRL transfer will generally
not be subject to an NVRT.
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11-2.4 Voluntary Rotational Transfers  VRT!  See 11-2.2.!
�! The Administrative Services Division  ASD! Will designate a hard-to-staff office With a.n
exigent need for Agent personnel as a recipient of VRTs. This designation Will typically be made
for offices with a limited number of Agents listed on their PRLs. ASD will periodically issue a
fieldvvide communication seeking volunteers for assignment to the designated office. Agents may
also volunteer independent of the canvass at any time. A list of Agents volunteering for assignment
will be maintained and utilized by ASD. The continued use of a particular VRT list Will be
deterrnined by ASD based upon existing staffing needs and budgetary considerations. The VRT
will not be utilized until all qualified Agents on the standing PRL for that office have been
canvassed.

�! An Agent will generally be eligible for a VRT after completing four years in the Agent&#39;s current
office of assignment. An Agent will be ineligible for a VRT if the Agent has consummated a cost
transfer within the past year.

�! Agents who have previously received a PRL are eligible for a VRT transfer provided they meet
the basic qualifications.

�! All Agents must achieve a rating of "Meets Expectations" on their most recent performance
appraisal to be considered for a VRT.

�! If an Agent is censured and currently on probation, that Agent will not be eligible for VRT
consideration. In situations involving any disciplinary matter Where administrative action may be
warranted, an evaluation Will be made on a case-by-case basis to determine if the circumstances
Warrant exclusion from consideration for a transfer.

11-2.5 Direct Placements

Direct placement is the nonvoluntary transfer or relocation of a Special Agent from one
division] office to another to meet the needs of the Bureau, including, but not limited to, transfers to
address administrative, inspection, or conduct issues. On April 16, 2002, Director Mueller
approved a decision memorandum titled "DELEGATIONS OF AUTHORITY IN THE FBI." At the
time the memorandum was approved, the FBI Was in transition, and the Deputy Director position
was vacant. The delegation of authority for direct placements was given to the Executive Assistant
Director  EAD! - Administration, in consultation With the EAD or SAC/ADIC of the affected
parties. With the Deputy Director position occupied, the delegated authority for direct placements
Will once again rest With the Deputy Director.

In some instances, the direct placement transfer involves the promotion of an Agent to a higher
grade position. While competing for a position through established EDSP protocol is preferred,
there Will be limited instances whereby the Director must direct place an Agent into a position for

operational necessity.

Per the approval of Deputy Director Bruce J. Gebhardt, the Deputy Director Will have the authority
and responsibility for making the �nal determination on direct placement transfers resulting from
administrative, inspection, or conduct issues. The Director Will authorize all direct placement
transfers involving the promotion of Special Agents.
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11-2.6 Lateral Transfers

Lateral transfers between FBIHQ divisions will be allowed with appropriate justification and the
consent of both division heads when the transfer is based on operational necessity, as opposed to
personal convenience. All lateral transfers between FBIHQ divisions will be considered no-cost
transfers, and Supervisory Special Agents transferred as a result of lateral transfers will be expected
to remain in those positions for nine months before applying for other positions.

11-3 SPECIAL AGENT PERSONNEL RESOURCE LIST TRANSFERS  PRL!

�! The PRL system was established to provide a means for Agents to document a preferred office
of assignment. Agents may also designate their Resident Agency s!  RA! of preference when
designating their PRL.

�! Preferred locations an Agent indicates on the PRL should not be confused with locations
indicated on the intraof�ce RA PRL. See MAOP, Part 1, 11-3.9, for more information on the
intraoffice RA PRL.

�! A PRL transfer is NOT a system of reward nor is it a guarantee. It is, however, a means by
which the personnel resource needs of the Bureau may be effectively addressed while satisfying the
preferences of employees. This system is based generally upon seniority, consistent with the needs
of the Bureau and budgetary considerations. Agents will be limited to one PRL transfer during their
career  with limited exceptions such as those Agents who received a PRL transfer from a then-Top-
12 office to another Top-12 office prior to June 9, 1987; and Agents receiving PRL transfers to
Anchorage, Honolulu, New York, or San Juan, all of whom may be eligible for a second PRL
transfer, see MAOP, Part 1, 11-3.6 and 11-3.8!.

�! The published PRL will be made available to each Special Agent in Charge  SAC! and
Assistant Director at the conclusion of the open seasons in January and July of each year for
inspection by all employees. During the open season the existing PRL printout will be utilized until
the revised list is published. The PRL will include the specific RAs of preference, if any; the
certi�ed specialties which qualify the Agent for transfer consideration; and identify those Agents
who qualify for an EOD enhancement based on service in Los Angeles or New York. These
printouts should be reviewed by Agent personnel for accuracy.

�! In designating a PRL preference, it is suggested that Agents consult with their family members
and others who will be affected by the transfer. Only those Agents who are considered ranked and
appear on the current PRL at the time of the PRL selection process will be considered for PRL
transfer. PRLs will include Agent managers, who although not ranked, prefer to maintain their
name on the list for possible future PRL consideration. As in the past, Agent managers will not be
considered for a PRL transfer unless they have removed themselves from the EDSP by EC, as
outlined in the MAOP, Part 1, 11-7.

�! All employees must achieve a rating of "Meets Expectations" on their most recent performance
appraisal to be considered for a PRL transfer.

�! If an Agent is censured and placed on probation, that Agent will not be eligible for a PRL
transfer as long as that Agent is on probation. In aggravated situations involving any disciplinary
matter where administrative action is warranted, an evaluation will be made on a case-by-case basis
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to determine if the circumstances warrant exclusion from consideration for a PRL transfer.  See
MAOP, Part 1, 13-14.3.!

 8! Agents passed over for a PRL transfer due to a documented need, such as involvement in an
undercover operation or other specialized needs requiring that the Agent remain in a current
assignment, will be afforded the �rst PRL transfer into that office following completion of that
assignment regardless of standing on the PRL.

 9! An Agent will generally be eligible for a PRL transfer after completing four years in the Agent&#39;s
current office of assignment. An Agent will be ineligible for a PRL transfer if the Agent has
consummated a cost transfer within the past year.

�0! Agents eligible for retirement and considered for a PRL transfer must have the capability of
performing at least one year of service in the requested office before being mandatorily obliged to
retire, or to complete any contractual agreement signed in connection with the transfer.

� 1! Agents who have consummated a cost transfer must remain in the service of the government
for one year following the effective date of the transfer. Agents who terminate their govemment
employment prior to the expiration of the one-year period are obligated to refund to the government
all costs incurred in connection with the transfer.

�2! Agents who are incapacitated and/or are classi�ed under the Medical Pro�le System, are
evaluated on an individual basis to determine the feasibility of receiving a PRL transfer.

�3! Bureau staf�ng needs remain the paramount consideration for transfers. Specialized
requirements, unique Agent skills and/or quali�cations, which are not readily available elsewhere
in the Bureau, are also recognized as matters which must take precedence when such needs exist.
PRL transfers made out of order and other deviations from regular rotational programs resulting
from these unique requirements are recorded in the appropriate FBIHQ �les, approved by the
Personnel Of�cer, Administrative Services Division, and, when necessary, by the Assistant
Director s! of the appropriate FBIHQ division s!.

�4! Deleted

11-3.1 Requesting a PRL Transfer

�! All Agents are required to maintain a preference on the PRL and may change their preference
during the open season months of January and July. Prior to the printing of the PRL, following
open season, the Transfer Unit will examine the PRL to ensure all Agents have a preference listed.
Those Agents not specifying a preference on the PRL will have their current location entered as
their preference.

�! The FD-314 form will be used for designating or modifying a PRL preference. All PRL changes
will be effected electronically by designated FBIHQ or �eld division front of�ce personnel with
access to the Bureau Personnel Management System  BPMS!.

�! An Agent must designate one �eld division of preference on the PRL by submission of an FD-
314. The Agent may elect to indicate the Agent&#39;s own �eld division. The preferred location s!
within that division may be speci�ed by the Agent, who may choose any combination of
headquarters city  HQC! and/ or resident agencies  RAs!. The Agent may elect to specify RAs only,
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excluding HQC. If quali�ed for transfer, the Agent will be considered for transfer to the division
designated by the Agent and, in no priority order, the locations Within that division which have
been speci�ed.

�! The locations speci�ed by the Agent will appear next to the Agent&#39;s name on the printed PRL.
If specifying HQC, the letters "HQC" will appear. A three-letter abbreviation will appear for each
RA selected and if all RAs Were selected, "ALL" Will appear. The FD-314 MUST BE SIGNED by
the Agent before entry in BPMS by designated FBIHQ or �eld division front office personnel. The
original fonn should be placed in the Agent&#39;s personnel �le.

11-3.2 Identifying an Experienced Agent for Transfer  See MAOP, Part 1, 11-11.!
�! When an experienced Agent is required to �ll a vacancy in a particular location  HQC or RA!,
the Transfer Unit Wlll �rst examine the PRL a.nd offer the transfer to the most senior eligible Agent
specifying the location of the vacancy.

�! If the Agent declines the transfer, the Transfer Unit will not consider the Agent for another PRL
transfer for two years.  See paragraph �! below.! The Transfer Unit will then repeat the above
procedure, advancing down the PRL to the next most senior eligible Agent specifying the location,
until an Agent accepts the transfer or the Transfer Unit reaches the end of the PRL.

�! If the Transfer Unit reaches the end of the PRL and all eligible Agents who indicated the
location decline the transfer, or if there are no eligible Agents specifying the location, the Transfer
Unit Will prepare a Bureauvvide canvass seeking volunteers. Of the Agents responding to the
canvass, the most senior eligible Agent Will be transferred, providing there are no specialty back-
�ll issues.

�! If no Agents respond to the canvass, the Transfer Unit Will offer the transfer to all remaining
eligible Agents on the PRL Who listed the division With the vacancy, but did not list the speci�c
location of the vacancy, with the understanding that the Agent would not be considered to have
used the Agent&#39;s one PRL transfer. There will be no penalty for declining the transfer. The most
senior Agent who accepts the offer will be transferred, providing there are no specialty back-�ll
issues. After �ve years in the assignment, upon request, the Agent Will be offered an intraof�ce
transfer to a location the Agent has speci�ed on the PRL, contingent on a staf�ng need and
available funding. This second transfer will be considered the Agent&#39;s one PRL transfer.

�! If an Agent still has not been identi�ed for voluntary transfer, the Transfer Unit will examine all
eligible Agents on the PRL who listed the division with the vacancy and the most junior eligible
Agent will receive a nonvoluntary rotational transfer  NVRT! to the location of the vacancy. The
Agent transferred would not be considered to have used the Agent&#39;s one PRL transfer. After �ve
years in the assignment, upon request, the Agent Will be offered an intraof�ce transfer to a location
the Agent has speci�ed on the PRL, contingent on a staf�ng need and available funding. This
second transfer will be considered the Agent&#39;s one PRL transfer.

�! If an Agent still has not been identi�ed for transfer, the Transfer Unit will examine all Agents
on the PRL who listed another location as close as possible to the location of the vacancy and the
most junior eligible Agent Will receive a NVRT to the location of the vacancy. The Agent
transferred would not be considered to have used the Agent&#39;s one PRL transfer. After �ve years in

SENSITIVE

7



SENSITIVE

Man]-1]!: MAOPP1 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 1

the assignment, upon request, the Agent will be offered a transfer to a location the Agent has
specified on the PRL, contingent on a staffing need and available funding. This second transfer will
be considered the Agent&#39;s one PRL transfer.

�! The two-year penalty for declining a PRL transfer will be effective the date the Agent declines
the transfer. The date the penalty expires will be printed on subsequent PRLs under the column,
"PRL PENALTY."

11-3.3 24-Hour Requirement

�! Agents will generally receive notification of an
offer for a PRL from the Transfer Unit through their designated front office representative. Agents

must affirmatively respond within 24 hours, excluding weekends and holidays, of receiving an
offer for a PRL to remain eligible for the transfer and avoid a two-year penalty.

�! It is incumbent upon each front office to maintain a record to verify the time and date of notice
to the Agent and the time and date of response to the Transfer Unit. The Transfer Unit will
maintain a similar record.

�! Deleted

11-3.4 Withdrawal of an Agent&#39;s Name From the PRL

�! Withdrawal of an Agent&#39;s name from the PRL will not be allowed, as all Agents are required to
maintain a preference on the PRL. Agents may, however, specify their own �eld division as their

preference.

�! Deleted

�! Deleted

�! Deleted

11-3.5 PRL Transfer Cancellation

�! If, at any time after the Transfer Unit is verbally notified of an Agent accepting a PRL transfer,
the Agent changes their decision to accept the transfer, the Agent will not be obligated to transfer.
The Agent will then be ineligible for another PRL transfer for four years and responsible for any
expenses associated with the transfer. The four-year penalty for declining a PRL transfer, after it
was accepted, will be effective the date the Agent declines the transfer. The date the penalty expires
will be printed on subsequent PRLs under the column, "PRL PENALTY."

�! Deleted

11-3.6 PRL Transfer Policy - New York, Los Angeles and San Francisco Divisions
 Formerly 11-3.1!  See 11-3.!
�! Agents assigned to the New York, Los Angeles, or San Francisco Division are eligible to
receive an "add-on" to their EOD when determining standing on the PRL. The add-on is not a
formal EOD adjustment. The Agents will receive a three-year add-on after serving five continuous
years in their division and an additional two-year add-on, resulting in a total �ve-year add-on, after
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serving ten continuous years in their division. For example, after serving five continuous years in
the New York Division  NY!, an Agent who entered on duty in 1996 will be considered as having
entered on duty in 1993 when determining standing on the PRL. An Agent who has earned the add-
on and transfers from the division loses the add-on, with the exception of an Agent who receives a
nonvoluntary rotational transfer  NVRT! from the division; that Agent retains the add-on until the
Agent transfers once more.

�! An Agent qualified for the three- or five-year add-on will have the number 3 or 5 appear next to
the Agent&#39;s name on the published PRL.

�! Agents who receive an Office of Preference  OP! or Personnel Resource List  PRL! transfer to
NY are eligible for a second PRL transfer subsequent to serving �ve continuous years in NY. This
policy applies only to those Agents who received OP/PRL transfers to NY before January 1, 1994,
and those Agents who received PRL transfer orders to NY dated between April 15, 1997, and April
15, 2002. Eligibility for a second PRL transfer will only be extended to quali�ed Agents while they
are assigned to NY. An Agent who accrues eligibility for a second PRL transfer and is thereafter
transferred from NY loses their eligibility for a second PRL transfer upon leaving NY.

11-3.7 Hardship Resident Agencies  RAs!
�! San Antonio Division - Rio Grande Valley Resident Agencies  RGVRAs!

 a! After serving five continuous years in the Brownsville, Del Rio, Laredo or McAllen RAs,
Agents will be considered for an intraoffice cost transfer within the San Antonio Division based
upon existing staffing needs, available transfer funding, and the concurrence of the SAC, San
Antonio. This will be accomplished by submitting an EC from the SAC, San Antonio to the
Administrative Services Division no sooner than 90 days prior to the Agent&#39;s five-year anniversary
date or at any time thereafter. Transfer orders will be issued no sooner than 60 days prior to the

Agent&#39;s five-year anniversary.

 b! After serving five continuous years in one of the above RAs, Agents not choosing to transfer to
Sa.n Antonio Headquarters City or another RA within the division, will be afforded a ONE-TIME
opportunity, either on this anniversary date or at any time thereafter, for transfer to one of three
offices selected by the Administrative Services Division based upon existing staffing needs a.nd
available transfer funding. Every effort will be made to provide a choice of offices located within
the region of the Agent&#39;s PRL; however, selections will be based strictly on FBI staffing needs.
This will be accomplished by submitting an EC from the SAC, San Antonio to the Administrative
Services Division no sooner than 90 days prior to their five-year anniversary date or at any time
thereafter. The EC should contain a statement regarding the Agent&#39;s investigative background and
specialties. At that time, the Agent will be provided a list by the Transfer Unit of available offices
from which to make a selection for transfer. Transfer orders will be issued no sooner than 60 days

prior to the Agent&#39;s five-year anniversary. Agents will not be permitted to officially depart San
Antonio under transfer until having reached their five-year anniversary.

 c! This policy does not preclude an Agent from being granted an EDSP, PRL or rotational transfer,
if eligible, in conformance with existing policy.
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 d! Agents who were assigned to the Laredo and Del Rio RAs prior to April 22, 1997, are eligible
for transfer consideration upon completion of their three-year commitment pursuant to previous
policy governing assignments to these hardship RAs. In those instances, Agents interested in a
transfer to San Antonio Headquarters City or another San Antonio RA will be transferred pursuant
to existing staffing needs, available transfer funding, and the concurrence of SAC, San Antonio.

 e! Agents who were assigned to one of the four RGVRAs prior to April 22, 1997, may take
advantage of this new policy upon the anticipated completion of five continuous years in one of
these RAs. An EC should be prepared as outlined in paragraphs  a! or  b! above.

 f! The benefits referred to in  a! and  b! above do not apply to RGVRA Agents whose transfer
orders were dated after August 6, 2001.

�! San Diego Division - El Centro Resident Agency  RA!

At anytime after serving three continuous years in the El Centro RA, Agents will be considered for
an intraoffice cost transfer to San Diego Headquarters City based upon existing staffing needs,
available transfer funding, and the concurrence of the SAC, San Diego. This will be accomplished
by submitting an EC from the SAC, San Diego to the Administrative Services Division no sooner
than 90 days prior to the Agent&#39;s three-year anniversary date. Transfer orders will be issued no
sooner than 60 days prior to the Agent&#39;s three-year amiiversary or at any time thereafter. This
benefit does not apply to El Centro RA Agents whose transfer orders were dated after August 6,
2001.

�! Albuquerque and Phoenix Divisions - Gallup Resident Agency  RA!

At anytime after serving three continuous years in the Gallup RA  GRA!, Agents will be
considered for an intraoffice cost transfer WITHIN THEIR RESPECTIVE DIVISION based upon
existing staffing needs, available transfer funding, and the concurrence of the SAC, Albuquerque
 AQ! and Phoenix  PX!. This will be accomplished by submitting an EC from the SAC to the
Administrative Services Division  ASD! no sooner than 90 days prior to the Agent&#39;s three-year
anniversary date. Transfer orders will be issued no sooner than 60 days prior to the Agent&#39;s three-
year anniversary. This benefit does not apply to GRA Agents whose transfer orders were dated
after August 6, 2001.

SAs assigned to the GRA after August 6, 2001, will be required to serve a minimum of three
continuous years and will thereafter qualify for a rotational or Personnel Resource List  PRL!
transfer under the following policy:

 a! THREE-YEAR POLICY: An Agent electing to serve only three continuous years in the GRA
will be able to select his/her next office of assignment from five offices identified by ASD. These
offices will be identified based upon �eld office staffing needs. If one of the identified offices is the
Agent&#39;s designated PRL, the Agent will be charged their one-time PRL.

 b! POUR-YEAR POLICY: Agents electing to S6l&#39;V6 four continuous years in the GRA will have
the opportunity to select from one of the two following transfer options:  l! select an office of
assignment from seven offices identified by ASD based upon field office staffing needs, OR �!
request an intradivisional transfer. If one of the identified offices is the Agent&#39;s designated PRL, the
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Agent will be charged their one-time PRL. The intradivisional transfer will be dependent on the
SAC�s concurrence and �eld of�ce staffing needs.

 c! FIVE-YEAR POLICY: Upon completion of �ve continuous years in the GRA, Agents will
receive a transfer to their listed PRL regardless of prior assignment or �eld office staf�ng levels.
The Agent&#39;s RAs of preference, if any, will also be considered with the concurrence of the affected
SAC and based upon existing staffing needs.

Alternatively, Agents who have served at least �ve continuous years in the GRA and have not
previously received a PRL, will be afforded, upon their request, a one-time opportunity to select
from one of the two following transfer options: �! select an office of assignment from seven
offices identi�ed by ASD based upon �eld office staffing needs OR �! request an intradivisional
transfer. If one of the identi�ed of�ces is the Agent&#39;s designated PRL, the Agent will be charged
their one-time PRL. The intradivisional transfer will be dependent on the SAC�s concurrence and
�eld of�ce staf�ng needs. In the event an Agent declines a transfer offer pursuant to this aspect of
the �ve-year policy, he/she remains eligible for a PRL transfer as set forth in this section.

It is incumbent upon the SACs in AQ and PX to advise ASD, FBIHQ, by of�cial communication
approximately 90 days prior to the completion of an Agent&#39;s current tour in the GRA if an Agent
does not wish to renew his/her assignment. At that time, ASD will provide the Agent with a list of
available of�ces from which to make a selection for transfer. Upon selection of an of�ce under the
three- or four-year policy, or a PRL under the �ve-year policy, transfer orders will be
issued and received by the AQ and/or PX Division 60 days prior to the Agent&#39;s anniversary date in

the GRA. Agents accepting a transfer under the three-, four-, or �ve-year policy will not be
permitted to depart the GRA until the required term of assignment is completed.

In addition, Agents who receive a transfer from the GRA will generally be required to remain in
their new assignment for a minimum of four years before being considered eligible for another cost
transfer.

The above transfer policy for Agents assigned to the GRA will be retroactive to August 1, 2001.
This date represents the date when the "hardship" of�ce designation was eliminated, pursuant to the
following reference electronic communications �6-HQ-Al240 
6-TF, serial number 1358, and
66-HQ-Al240026-TF, serial number 1367!. Agents currently assigned to the GRA, who arrived in
the GRA prior to this date, will be subject to the GRA transfer policy effective at the time of their

assignment.

�! Minneapolis Division - Minot, Pierre and Aberdeen Resident Agencies  RAs!

 a! After serving five continuous years in the Minot, Pierre, or Aberdeen RAs, Agents will be
considered for an intraof�ce cost transfer within the Minneapolis Division based upon existing
staf�ng needs, available transfer funding, and the concurrence of the SAC, Minneapolis. This will
be accomplished by submitting an EC from the SAC, Minneapolis to the Administrative Services
Division no sooner than 90 days prior to the Agent&#39;s �ve-year anniversaly date or at any time
thereafter. Transfer orders will be issued no sooner than 60 days prior to the Agent&#39;s �ve-year

anniversary.
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 b! After serving five continuous years in one of the above RAs, Agents not choosing to transfer to
Minneapolis Headquarters or another RA within the division, will be afforded a ONE-TIME
opportunity, either on this anniversary date or at any time thereafter, for transfer to one of three
offices selected by the Administrative Services Division based upon existing staffing needs and
available transfer funding. Every effort will be made to provide a choice of offices located within
the region of the Agent&#39;s PRL; however, selections will be based strictly on FBI staffing needs.
This will be accomplished by submitting an EC from the SAC, Minneapolis to the Administrative
Services Division no sooner than 90 days prior to their five-year anniversary date or at any time
thereafter. The EC should contain a statement regarding the Agent&#39;s investigative background and
specialties. At that time, the Agent will be provided a list by the Transfer Unit of available offices
from which to make a selection for transfer. Transfer orders will be issued no sooner than 60 days
prior to the Agent&#39;s five-year anniversary. Agents will not be permitted to officially depart
Minneapolis under transfer until having reached their five-year anniversary.

 c! This policy does not preclude an Agent from being granted an Executive Development and
Selection Program  EDSP!, Personnel Resource List  PRL! or rotational transfer, if eligible, in
conformance with existing policy.

 d! Agents who were assigned to one of these RAs prior to the implementation of this policy may
nevertheless take advantage of this new policy upon the anticipated completion of five continuous
years in one of these RAs. An EC should be prepared as outlined above in paragraphs  a! or  b!.

 e! The benefits referred to in  a! and  b! above do not apply to Minneapolis Agents whose transfer
orders were dated after August 6, 2001.

11-3.8 Transfer Policy - Nonconus Offices  Formerly 11-3.2.!  See 11-3.!

�! SAN JUAN OFFICE  See MAOP, Part 1, 3-2.19.!

 a! SA staffing and specialty needs of the San Juan Office will be addressed by rotational and PRL
transfers, as well as fieldwide canvasses for volunteers  generally, first office Agents will not be
assigned to the San Juan Office!.

 b! SAs assigned to San Juan will be required to serve a minimum of three continuous years and
will thereafter qualify for rotational or PRL transfer under the following policy. Agents who elect
to remain in San Juan must extend for one-year increments and advise FBIHQ, through the SAC,
three months prior to their anniversary date.

l. THREE-YEAR POLICY: An Agent electing to serve only three continuous years in San Juan
will be able to select his/her next office of assignment from five offices identified by the
Administrative Services Division  ASD!. These offices will be identified based upon field office
staffing needs.

2. FOUR-YEAR POLICY: Agents electing to serve four continuous years in San Juan will be able
to select from seven offices identified by ASD.

3. FIVE-YEAR POLICY: Upon completion of five continuous years in San Juan, a.nd achieving a
rating of "Meets Expectations" on the most recent performance appraisal, Agents will receive a
transfer to their LISTED PRL irrespective of prior assignment or �eld office staffing levels. The
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Agent&#39;s RAs of preference, if any, will also be considered with the concurrence of the affected SAC
based upon existing staffing needs.

Alternatively, Agents who have served at least five continuous years in San Juan and who have not
previously received a PRL transfer, will be afforded upon their request a ONE-TIME opportunity
for a transfer to one of seven offices selected by ASD. In the event an Agent declines a transfer
offer pursuant to this aspect of the Five-Year Policy, he/she remains eligible for a PRL transfer as
set forth in this section.

 c! Notwithstanding San Juan policy set forth above, any Agent who accrues SUFFICIENT
SENIORITY for a PRL transfer to his/her office of choice while assigned to San Juan will be
considered eligible for same, provided the Agent has been assigned to San Juan for a minimum of
ONE year and was transferred to San Juan on or BEFORE December 4, 1996. Agents transferred to
San Juan AFTER December 4, 1996, who accrue sufficient seniority for a PRL transfer to their
office of choice while assigned to San Juan will be considered eligible for same, provided the
Agent has been assigned to San Juan for a minimum of THREE years. This conforms with the
standing requirement that all Agents transferred to San Juan must agree to serve a minimum of
three years. Orders will be issued as soon as possible by ASD for Agents in San Juan who qualify
for a PRL transfer under this provision.

 d! It is incumbent upon the SAC, San Juan, to advise ASD, FBIHQ, by official communication
approximately 90 days prior to the completion of an Agent&#39;s current tour if a.n Agent does not wish
to renew his/her assignment. At that time, ASD will provide the Agent a list of available offices
from which to make a selection for transfer. Upon selection of an office under the three- or four-
year policy, or a PRL under the five-year policy, transfer orders will be issued and received by San
Juan 60 days prior to the Agent&#39;s San Juan anniversary date. Agents accepting a transfer under the
three-, four-, or five-year policy will not be permitted to depart San Juan until the required term of
assignment is completed.

 e! Agents who receive a PRL transfer to San Juan Headquarters City will be required to remain in
this assignment for a minimum of �ve years prior to being considered for a second PRL transfer.

 f! Once official transfer orders are issued, there will be no cancellations or attempts to enhance
selection of assignment.

 g! Agents assigned to San Juan, who were transferred under the previous policy may elect to
remain within the guidelines of that transfer policy.

�! ANCHORAGE AND HONOLULU OFFICES

 a! After serving �ve continuous years in the Anchorage or Honolulu Divisions, Agents who
received a PRL transfer are eligible for a second PRL transfer, consistent with their seniority
ranking and existing staffing needs.

 b! After serving five continuous years in the Anchorage or Honolulu Divisions, first office Agents
will be afforded a ONE-TIME opportunity, either on this anniversary date or at any time thereafter,
for transfer to one of three offices selected by ASD based upon existing staffing needs and
available transfer funding. Every effort will be made to provide a choice of offices located within
the region of the Agent&#39;s PRL; however, selections will be based strictly on FBI staffing needs.
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This will be accomplished by submitting an EC from the SAC, Anchorage or Honolulu to ASD no
sooner than 90 days prior to their five-year anniversary date or at any time thereafter. The EC
should contain a statement regarding the Agent&#39;s investigative background and specialties. At that
time, the Agent will be provided a list by the Transfer Unit of available offices from which to make
a selection for transfer. Transfer orders will be issued no sooner than 60 days prior to the Agent&#39;s
five-year anniversary. Agents will not be permitted to officially depart either division under transfer
until having reached their five-year anniversary.

 c! This policy does not preclude an Agent from being granted an EDSP, PRL or rotational transfer,
if eligible, in conformance with existing policy.

�! SAIPAN AND GUAM RESIDENT AGENCIES - HONOLULU DIVISION

 a! After serving three continuous years in the Saipan or Guam Resident Agencies  RAs!, first
office Agents will be considered, either on this anniversary date or at any time thereafter, for an
intraoffice cost transfer to Honolulu Headquarters City based upon existing staffing needs,
available transfer funding, and the concurrence of the SAC, Honolulu. This will be accomplished
by submitting an EC from the SAC, Honolulu to ASD no sooner than 90 days prior to the Agent&#39;s
three-year anniversary date or at any time thereafter. Transfer orders will be issued no sooner than
60 days prior to the Agent&#39;s three-year anniversary. First office Agents who choose to transfer to
Honolulu Headquarters City pursuant to this policy will be required to remain in that assignment
for five years.

 b! After serving three continuous years in one of the above RAs, first office Agents not choosing
to transfer to Honolulu Headquarters City, will be afforded a ONE-TIME opportunity, either on this
anniversary date or at any time thereafter, for transfer to one of three offices selected by ASD based
upon existing staffing needs and available transfer funding. Every effort will be made to provide a
choice of offices located within the region of the Agent&#39;s PRL; however, selections will be based
strictly on FBI staffing needs. This will be accomplished by submitting an EC from the SAC,
Honolulu to ASD no sooner than 90 days prior to their three- year anniversary date or at any time
thereafter. The EC should contain a statement regarding the Agent&#39;s investigative background and
specialties. At that time, the Agent will be provided a list by the Transfer Unit of available offices
from which to make a selection for transfer. Transfer orders will be issued no sooner than 60 days
prior to the Agent&#39;s three-year anniversary. Agents will not be permitted to officially depart these
RAs under transfer until having reached their three-year anniversary.

 c! After serving five continuous years in one of the above RAs, first office Agents will be afforded
a ONE-TIME opportunity, either on this anniversary date or at any time thereafter, for transfer to
one of five offices selected by the ASD based upon existing staffing needs and available transfer
funding. Every effort will be made to provide a choice of offices located within the region of the
Agent&#39;s PRL; however, selections will be based strictly on FBI staffing needs. This will be
accomplished as set forth above in subsection  b!.

 d! None of the transfer options set forth in subsections  a!,  b!, or  c! above, will be considered
PRL transfers.

 e! After serving three continuous years in one of the above RAs pursuant to a PRL transfer, Agents
will be afforded a ONE- TIME opportunity, either on this anniversary date or at any time thereafter,
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for transfer to one of three offices selected by ASD based upon existing staffing needs and
available transfer funding. Every effort will be made to provide a choice of offices located within
the region of the country selected by the Agent; however, selections will be based strictly on FBI
staffing needs. This will be accomplished as set forth above in subsection  b!.

 f! After serving three continuous years in one of the above RAs pursuant to a specialty transfer,
Agents will be afforded a ONE-TIME opportunity, either on this anniversary date or at any time
thereafter, for transfer to Honolulu Headquarters City OR to one of five offices selected by ASD
based upon existing staffing needs and available transfer funding. Agents opting to transfer to
Honolulu Headquarters City will be expected to remain in that assignment for five years prior to
partaking in incentives received by Honolulu Headquarters City persomqel. If the latter option is
elected, every effort will be made to provide a choice of offices located within the region of the
country selected by the Agent; however, selections will be based strictly on FBI staffing needs.
This will be accomplished as set forth above in subsection  a! or  b! dependent upon which option
is elected.

11-3.9 Transfer Policy - Resident Agency Staffing  See 11-3.!
�! The intraoffice RA PRL was established, separate from the PRL, as a means for Agents to
express a desire to transfer to another location within their own field division. The preferred
location on the intraoffice RA PRL may be submitted, in writing, to the division head three times
per year, during the months of February, June, and October. The designated front office personnel
will then enter the preferences into the Bureau Personnel Management System. Selection for
transfer will be based on a field division career board recommendation to the division head, who
will make the final decision. See MAOP, Part 1, 11-3 �!, for more information.

�! Division heads may staff RAs located less than 50 miles from the division&#39;s Headquarters City
with on-board Headquarters City SAs at their discretion. The selection of SAs for intraoffice
transfers to these RAs must be based upon a field office career board recommendation to the
division head, who will make the �nal selection  see MAOP, Part 1, 3-3.1!. Selections must be
made in accordance with the division&#39;s computerized intraoffice RA PRL unless the reasons for a
deviation are documented and consistent with business necessity. Such transfers will ordinarily be
no-cost and the affected SA will NOT be paid travel and transportation expenses and applicable
allowances. The Transfer Unit, Administrative Services Division, must be advised of these
transfers through the submission of an FD-407 at least 30 days in advance of the effective date of
the transfer so that transfer orders may be prepared.

�! As an altemative, division heads may request staffing for RAs located less than 50 miles from
the division&#39;s Headquarters City through a PRL, first office Agent or specialty  see MAOP, Part 1,
11-1 1! transfer. Such requests should be made pursuant to the division&#39;s "Annual Field Office
Report." In the event a critical staffing need develops at other times during the year, a request for
staffing may be made through the submission of an interim EC directed to the Transfer Unit,
Administrative Services Division, Room 6313, FBIHQ.

�! Division heads must request approval from the Administrative Services Division in staffing
RAs located 50 miles or more from the division&#39;s Headquarters City. Such requests should be made
pursuant to the division&#39;s "Annual Field Office Report" or through the submission of an interim EC
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directed to the Transfer Unit in the event of a critical staffing need. Requests for staffing of RAs
located 50 miles or more from the division&#39;s Headquarters City should include the division head&#39;s
analysis and recommendation regarding whether such a position would be best staffed by a PRL,
first office Agent or specialty transfer.

 a! In instances where a division believes that specific circumstances and/ or needs within that
division necessitate the intraoffice transfer of an SA to an RA located 50 miles or more from the

division&#39;s Headquarters City, the division head must receive authorization from the Administrative
Services Division prior to conducting a career board. Such authority should be requested by EC to
the Transfer Unit setting forth the specific basis for the request. Additionally, the EC should
indicate the number of SAs qualified for and interested in the RA assignment based upon the
division&#39;s intraoffice RA PRL and the circumstances andf or needs within the division. In such cases

the Administrative Services Division will make the �nal decision regarding how the RA will be
staffed based upon input from the division head, input from the appropriate substantive FBIHQ
division  if necessary!, a.nd the needs of the Bureau. In the event the Administrative Services
Division approves an intraoffice transfer under these circumstances, the selection must be made in
the same manner as described in �! above.

�! Division heads must request approval from the Administrative Services Division before
effecting the intraoffice transfer of an SA from an RA to the division&#39;s Headquarters City in all
instances when the RA is located 50 miles or more from the Headqualters City. Similarly, transfers
of Agents between RAs located 50 miles or more from one another must be approved by the
Transfer Unit, Administrative Services Division. Such requests should be submitted by EC to the
Transfer Unit, Administrative Services Division, setting forth the basis for the proposed transfer.

�! As necessary, the Transfer Unit, Administrative Services Division, will determine whether a
particular intraoffice transfer should be effected on a cost or no-cost basis pursuant to MAOP, Part
1, 11-10.

11-4 PERMANENT HARDSHIP TRANSFER REQUESTS AND PROCEDURES  See
MAOP, Part I, 11-16.5!
Requests for transfer based on a hardship must be forwarded to FBIHQ through the employee&#39;s
SAC or division head. Documentation supporting the hardship and the recommendation of the SAC
or division head must accompany the request.

11-4.1 Medical Hardship  See MAOP, Part I, 11-16.5.!
�! A request for transfer based on a medical hardship must be forwarded to FBIHQ through the
employee&#39;s SAC or division head. Medical hardship transfer requests must be accompanied by
supporting medical documentation  conditions existing prior to an employee&#39;s entry on duty will
generally not be considered of a hardship nature!. Hardship transfers may be granted, consistent
with staffing needs, for articulated medical reasons such as the need to be in a specific geographic
area or near a specific medical facility to address the health needs of the employee, spouse, child, or
legal dependent. Medical hardship requests are reviewed by the Chief Medical Officer  CMO!,
FBIHQ, and in some instances by other specialists. Alternatives to a perrnanent transfer must first

SENSITIVE

1 6



SENSITIVE

Man]-ID: MAOPP1 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 1

be examined, such as requesting a temporary hardship assignment. A permanent hardship transfer
request should not be the first course of action.

�! The SAC or division head must interview the employee concerning the circumstances of the
hardship. Results of the interview with speci�c recommendation for action must accompany the

request.

�! Medical hardship transfers are preferential in nature in that an Agent receiving same may be
transferred into a field office ahead of a more senior Agent who stands higher on the PRL. In light
of the preceding, a permanent hardship transfer will be designated as a PRL transfer and the Agent
will be ineligible for further PRL consideration.

The employee will be ineligible for a specialty or EDSP transfer if he/she is in receipt of a
permanent medical hardship transfer. If the employee requests removal of permanent hardship
status  for medical reasons! a medical report and/or tests must accompany the request for
evaluation by the CMO, FBIHQ, if appropriate. Upon confirmation by the CMO for removal of the
hardship the employee can be considered for EDSP or a specialty transfer.

11-4.2 General Hardship  See MAOP, Part 1, 11-16.5.!
�! PARENTAL HARDSHIPS: Dealing with the infirmities attendant with the aging process is a
common experience to all employees with living parents and in-laws. As such, employees cannot
expect hardship transfers. The Administrative Services Division will, however, consider, with
concurrent SAC approval, on a case-by-case basis, consistent with staffing needs, affording
permanent hardship transfers due to parental illness, when the illness is of a life threatening nature
and creates an extraordinary medical hardship. In making a transfer determination the
Administrative Services Division will examine a number of factors to include, but not limited to:
whether a TDY hardship assignment will alleviate the hardship; the parent s!/in-law s! ability to
move to the location of the Agent; medical facilities available at the Agent&#39;s location; availability of
other family member s! to assist parent s!/in-law s!; availability of home care services and
assistance of long-distance care organizations.

�! CHILD CUSTODY HARDSHIPS: In situations where FBI personnel, who are parents of minor
children, are divorced, subsequent to their entry on duty with the FBI, consideration will be given
to the issuance of child custody hardship transfers on a case-by-case basis. In instances wherein an
employee has court-ordered custody of, or visitation rights to, his/her children, limited to a specific
locale, the Transfer Unit will make every effort to approve a transfer, subject to staffing
requirements and the availability of funds. In all other instances, requests for transfers will be
adjudicated based upon the totality of the circumstances. If appropriate, the Transfer Unit may
consider a regional transfer as a means of addressing a child custody hardship transfer request.

The Transfer Unit will consider all pertinent facts in making transfer determinations, to include, but
not limited to: �! the well-being of the minor children; �! the employee&#39;s legal rights/obligations
to the children pursuant to a court order s! or a court-authorized custody agreement; and �! if
appropriate, the extent to which the employee contested the order granting custody. All requests for
transfers must be supported by appropriate documentation, such as pleadings, court orders, and/ or

medical/psychological reports.
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�! FINANCIAL HARDSHIP: Financial problems generally will not substantiate a hardship
request, particularly when the basis is the inability to sell a residence in light of the transfer
relocation bene�ts.

11-4.3 Hardship Transfer Review Board  See MAOP, Part 1, 11-16.5.!
A Hardship Transfer Review Board  HTRB! has been established at FBIHQ, and is chaired by the
Deputy Assistant Director of the Administrative Seryices Division. The Board is comprised of
ASACs and representatives selected at random on a rotational basis from FBIHQ divisions. When a
permanent hardship transfer request is denied, this decision may be appealed by submitting a letter
to the Administrative Services Division, FBIHQ, requesting that the transfer denial be reviewed by
the HTRB. The Board will review each case and submit a recommendation to the Assistant

Director, Administrative Seryices Division, for �nal adjudication.

11-4.4 Deleted

11-4.5 Deleted

11-4.6 Deleted

11-5 TEMPORARY HARDSHIP TRANSFER REQUESTS AND PROCEDURES  See
MAOP, Part 1, 11-16.5 and 11-17.!
�! In instances where a temporary hardship assignment would address the employee&#39;s needs to
alleviate a personal hardship, a request ca.n be made to the Transfer Unit, Administrative Services
Division. The request must contain the recommendation of the employee&#39;s SAC or division head
and the concurrence of the SAC at the office of temporary assignment. Requests for temporary
hardship can only be made for a period of 30 days with limited 30-day extensions granted on a
case-by-case basis. Documentation in support of the temporary hardship must be reviewed by the
SAC or division head with an explanation of the basis for hardship in the request submitted to

FBIHQ.

�! Temporary hardship transfers must be authorized by FBIHQ to ensure that appropriate changes
are made for the employee&#39;s cost code and time and attendance accountability.

�! In the event that a temporary hardship assignment is granted, all expenses of same must be
borne by the employee inasmuch as no per diem or transportation expenses are authorized.

11-6 TRANSFER POLICY FOR MARRIED SPECIAL AGENT COUPLES AND FOR

SPECIAL AGENTS WITH NON-BUREAU SPOUSES

�! All SAs, including married SA couples, must be available for general and special assignment.

�! In assignments of Agent married couples, the Bureau will make every effort to preserve a
common household. Refer to Section 11-10.

�! In assignments of Agents with non-Agent FBI employee spouses, every effort will be made to
provide the non-Agent FBI employee spouse with FBI employment opportunity in the new office if
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such is requested; however, no guarantee as to employment, grade level, and positions available
can be made.

�! Married Agent couples will not be considered for a PRL transfer to the same office, utilizing
either joint eligibility or separate eligibility methods, unless both Agents list that division on the
PRL. If the Agent indicates a desire to be transferred using the joint eligibility method, he/ she will
be passed over on the PRL until both Agents� names appear on the same PRL. In determining
seniority for PRL transfer purposes for married Agent couples, the couple may choose joint PRL
eligibility by EOD averaging. This method guarantees a "common household" PRL transfer - both
would be transferred together.

�! In the case of a preference for a particular RA vacancy, both Agents must have listed that RA to
be considered in the initial canvass of the PRL by the Transfer Unit. Staf�ng of an RA with a
married Agent couple will be contingent upon the staffing needs of the RA and the authorized
complement as determined by the SAC/ADIC and the Administrative Services Division.

�! Married Agent couples may choose separate PRL eligibility based on their own EODs. Under
this method, each Agent must qualify for a PRL transfer based solely upon his/her own seniority.
Subsequently, if the Agent accepts a PRL transfer utilizing this separate PRL eligibility method,
any resulting separation will not be the basis for "common household" or hardship transfer
consideration.

�! Married Agent couples need not preselect one eligibility method. Rather, they may choose
either the joint or the separate method at the actual time they qualify for PRL selection. In the event
that one of the Agents has received a PRL transfer during his or her career, the married Agent
couple MUST select the separate PRL eligibility based solely on the EOD of the Agent who has not
received a PRL. The spouse will be accommodated through a no-cost common household transfer.

 8! Due to the large number of employees with working spouses, requests for transfer or for
transfer cancellation based upon the outside employment of an Agent&#39;s non-Bureau spouse are
considered preferential in nature and will not be approved regardless of the spouse&#39;s income, career
advancement, or restricted geographic employment of the spouse.

An exception to this policy will be considered only if the spouse is employed by another DOJ law
enforcement agency. In these instances the transfers will be at no-cost to the Bureau, as described
below in connection with no-cost transfers.  See 11-10.!

11-7 REMOVAL FROM EXECUTIVE DEVELOPMENT AND SELECTION PROGRAM

 EDSP!  See MAOP, Part I, 3-6.1, 3-7.1 and 11-3.!
�! All Supervisory Special Agents  SSAs! who request removal in writing from the EDSP will be
afforded a PRL transfer only if that Agent is eligible for a PRL transfer, is number one on the PRL
for the desired office, has not received a cost transfer within the past year, and a staffing need exists

�! An SSA assigned to FBIHQ who requests removal in writing from the EDSP and does not
qualify for a PRL transfer as set forth in �! above, will be reverted to a GS-13 and transferred, at
no cost to the government, to Washington Field Office or Baltimore  unless staffing needs dictate
otherwise! and, thereafter, be afforded the same PRL considerations as any other Agent.
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�! An SSA assigned to a �eld division who requests removal in writing from the EDSP and does
not qualify for a PRL transfer as set forth in  l! above, will remain assigned, in an investigative
capacity, in that same division with the same PRL eligibility as any other Agent a.nd revert to a GS-
13.

�! Under exceptional circumstances and where critical operational/ administrative needs dictate, an
SSA assigned to FBIHQ who requests removal in writing from the EDSP but does not stand
number one on the PRL for the desired office, or that office does not have a current staffing need,
may request removal from the EDSP and remain in his/her current assignment until attaining
number one standing on the PRL and a staffing need exists in the respective office; otherwise,
he/ she will be transferred in accordance with �! above. This is contingent upon the approval of the
division head and concurrence of the Special Agent Mid-Level Management Selection Board. The
Agent will not be considered for further administrative advancement and will not be allowed to
apply for positions in the EDSP while awaiting movement into the desired office.

�! Requests by SSAs for removal from the EDSP should be forwarded through the employee&#39;s
SAC or division head to the Administrator, EDSP, with a copy to the Transfer Unit. The request
must contain the statement that the SSA is willing to accept a reduction in grade in connection with
the request, if appropriate. An SSA requesting removal from the EDSP resulting from the directed
transfer of his/her Bureau-employed spouse must also be willing to accept a reduction in grade,
however, may remain in the EDSP as a relief supervisor.

11-3 UNDERCOVER TRANSFER POLICY

 l! Selection of Undercover Agents  UCA! will continue to be made by the Criminal Investigative
Division  CID! and the National Security Division  NSD!. Upon identi�cation of candidates for a
particular assignment, the Administrative Services Division will review the selections for transfer
eligibility. After the Administrative Services Division&#39;s review, CID or NSD will select the UCA
for the assignment and, thereafter, make recommendations to the Administrative Services Division
regarding transfer of that individual depending on the particular o eration and duration of the
assignment After iundercover operation,

s authorized, consideration will be given to pennanently transfer the
UCA to that office takin into account staffing a.nd budgetary considerations. In intelligence
undercover operationslj
�! Upon completion of an undercover assignment or termination of an operation, CID or NSD may
make recommendations for transfer of the UCA:

al l
<1»! I
<@1 I
�! If transfer is deemed appropriate, the Agent will be afforded a PRL transfer provided he/ she is
net #1 on the PRL and a staffing need exists. If the Agent does not qualify for a PRL transfer, the
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Administrative Services Division will make a selection for transfer assignment based on staffing

requirements.

�! A PRL transfer will not be used as a reward in connection with undercover assignments.

�! An Agent will generally be eligible for transfer into an undercover role after completing four
years in the Agent&#39;s current office of assignment. An Agent will be ineligible for transfer into an
undercover role if the Agent has consummated a cost transfer within the past year.

11-9 AMENDED TRANSFERS  See MAOP, Part ll, 1-3.3.!
An amended transfer from Headquarters City to an RA does not constitute a second full-cost
transfer, but is rather a continuation of the original transfer. Therefore, it is necessary that the SAC
endeavor to make a decision to amend the pending tra.nsfer of an Agent directly to an RA before the
Agent reports to the division or, in the case of a new Agent, before the Agent graduates from new
Agents� training. In the event further evaluation is believed necessary, this decision may be deferred
but should be submitted no later than 30 days following the Agent&#39;s arrival in the division. The
Agent should be advised that his/her transfer may be amended, and this noti�cation documented, so
that appropriate arrangements may be made. It is also necessary to ensure that an Agent does not
incur unnecessary and possible nonreimbursable expenses in connection with his/her relocation.

11-10 COSTINO-COST TRANSFER DETERMINATIONS  See MAOP, Part 1, 11-3.9 and
1 1-6

�! Ordinarily, upon being transferred from one official duty station to another for permanent duty,
SAs shall be paid travel and transportation expenses and applicable allowances only if:  a! the
distance between the location of the old official duty station a.nd the new official duty station is at
least 50 miles AND, in the case of an intraoffice transfer,  b! the one-way commuting distance from
the old residence to the new official duty station is at least 10 miles greater than the one-way
commuting distance from the old residence to the old official duty station OR the one-way
commuting time from the old residence to the new official duty station is at least 45 minutes greater
than the one-way commuting time from the old residence to the old official duty station. Official
mileage determinations will be made by the Transfer Unit, Administrative Services Division, based
upon a computer database utilized by both the Administrative Services Division and the Finance
Division. In instances wherein a.n SA&#39;s commute will be increased by more than 45 minutes, it is
incumbent upon the division head to provide verification of the impact of the transfer on the SA.

�! No-cost transfers generally will not be approved because of their adverse impact upon other
transfer policies. Exempt from this policy are "Permanent Common Household� SA Couples. FBI
Agents who are partners in a "permanent common household" may request a no-cost transfer to one
of the Divisions where the agents are assigned. Upon certification of such a relationship, a no-cost
common household transfer will be afforded. The office to which the agents are ultimately
assigned will be determined by the ASD based upon the existing staffing needs of those offices,
current transfer policy and any other factors deemed pertinent by the ASD.

"Permanent common household" means:
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A. A marriage supported by a license which evidences same; or

B. An exclusive, interdependent relationship of partnership between the employees, in which the
employees intend to maintain and, to the extent practicable, cohabit a common household until the
death of one of the parties.

For purposes of this section, the following de�nitions are applicable:

"Exclusive" means that the relationship is limited to the two employees involved and that
neither is involved in a similar relationship with another.

"Interdependent" means that each partner has committed to providing lifelong care and support
to the other partner without compensation.

Speci�cally excluded from these de�nitions are familial relationships wherein the parties are
related by blood and/or a degree of closeness that would prohibit legal marriage in the state s! in
which the parties legally reside and/or where the parties may be transferred.

Proof of relationships as de�ned in item B above must also include statements notarized and made
under penalty of perjury, that establish the requirements above and that establish speci�c, objective
facts showing the existence and duration of that relationship. Such facts must be corroborated by
copies of relevant documents. Objective facts showing such relationships must include matters
such as the following:

 l! A bona �de marriage engagement supported by sworn statements from both partners; or,

�! A civil union establishing rights, obligations, and protections equivalent to marriage
under the laws of a state, supported by a license or state issued certi�cate which evidences the civil
union; or

�! Joint ownership of the residence of at least one of the employees; or,

�! Intermingling or co-ownership of other substantial property, such as joint bank accounts
or investments in which substantial amounts of money are deposited; or,

�! Cohabitation for an extended period of time consistent with item B; or,

�! Designation of the partners as primary bene�ciaries or representatives in wills, durable
powers of attorney, life insurance, and similar documents.

The facts establishing a relationship as defined above must have substantially pre-dated any recent
notice of transfer and the request for the CHT, and must not be for the purpose of obtaining a
common household transfer. Employees are also reminded that false statements made and/or
submitted in conjunction with this policy will be suf�cient predication for appropriate
administrative action.

Unmarried partners should be aware that they are not considered "spouses" or "family members"
for purposes of transfer bene�ts as discussed in  REF MAOP PROVISIONS!.
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�! Agents married to employees of other DOJ law enforcement agencies may, at their request,
receive a no-cost common household transfer to a �eld office Where their spouse is assigned,
consistent with staffing needs. The other DOJ law enforcement agency&#39;s ability to transfer the
spouse Will also be considered in these situations.

�! If an FBI Agent receives a directed transfer, his/her Agent spouse may, at their request, receive
a no-cost common household transfer to accompany their spouse.

�! FBI SAs married to employees of other DOJ law enforcement agencies may, at their request,
receive a no-cost common household transfer, consistent with staffing needs, to accompany their
spouse Wl�lO has received a directed transfer.

11-11 SPECIALTY TRANSFERS  See MAOP, Part 1, 11-3.9.!
�! Specialty needs of the field offices are generally identified by the ADIC/ SAC through the
Annual Field Office Report. For essential skills that arise through personnel transfer, retirement, or
other circumstances, the division head may make a separate specialty request to the Transfer Unit.
An employee who receives a specialty transfer will be expected to serve in that capacity for at least
three years at the discretion of the division head.

�! The following categories will be considered for specialty transfers:

 a! Bureau Pilot-In-Command  PIC!;

 b! Technically Trained Agent  TTA!;

 c! Special Agent Linguists;

 d! Special Agent Accountant  SAA!

Effective July l, 1996, the category of Principal Legal Advisor  PLA! was eliminated from the list
of certified specialties. Now considered the Chief Division Counsel  CDC!, these GS-14 positions
all come under the purview of the EDSP and the Office of the General Counsel  OGC!. As such,
these transfers will no longer be considered as specialties under this category.

�! An Agent Will generally be eligible for a specialty transfer after completing four years in the
Agent&#39;s current office of assignment. An Agent Will be ineligible for a specialty transfer if the
Agent has consummated a cost transfer Within the past year. Specialty transfer needs will generally
be filled by the same method described in MAOP, Pait l, ll-3.2.

�! It is the responsibility of the individual Agent and appropriate program managers to ensure that
Agents who qualify for the above specialties have the appropriate information included under
"skills" in their current information in BPMS. Failure to maintain the necessary accreditation or
failing to update the information maintained in BPMS Wlll result in a specialty designation not
appearing on the published PRL.

�! Deleted

11-11.1 Special Agent Linguists
�! In considering Special Agent Linguists for transfer, eligibility will be based on the Agent&#39;s valid
oral language proficiency of 2+ or higher and the concurrence of the appropriate FBIHQ program
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managers and the Language Training and Assessment Unit  LTAU!, FBIHQ, concerning the
office&#39;s need for a speci�c language skill.

�! To qualify for a PRL specialty transfer, Special Agent Linguists With an oral pro�ciency of 2+
must be tested by the LTAU once a year. Oral proficiencies of 3 or 3+ require testing every three
years. Oral proficiencies of 4, 4+, and 5 require testing every five years.

�! To be considered for a PRL transfer as a Special Agent Linguist, and to have the designation
appear next to an Agent&#39;s name, the Agent must meet the minimum oral proficiency requirement
and the required testing criteria established by the LTAU. It is the responsibility of the Agent to
ensure that his/her appropriate test scores have been entered and that he/she has been tested as
required by the LTAU.

�! In the event of a critical staffing need for Special Agent Linguists which necessitates the use of
an NVRT, an oral la.nguage proficiency of 2 or higher  recorded at any time during a.n Agent&#39;s
career! Will qualify the Agent for consideration.

11-11.2 Technically Trained Agent  TTA! Program  See MIOG, Part 2, 16-7.2.3.!
The selection of candidates to fill TTA vacancies will be accomplished through fieldwide
advertisements of the vacancy. Transfer Unit Will furnish the Operational Technology Division,
Technical Operations Section, a list of candidates who have expressed an interest in the TTA

vacancy. The Operational Technology Division, Technical Operations Section, Will, thereafter,
evaluate each candidate and make its recommendation to Transfer Unit for the best qualified TTA
to fill the vacancy.

11-11.3 Moved to 11-14.3

11-11.4 Moved to 11-14.4

11-11.5 Moved to 11-14.5

11-11.6 Moved to 11-14.6

11-11.7 Moved to 11-14.7

11-11.8 Moved to 11-14.8

11-12 HOSTAGE RESCUE TEAM  HRT! TRANSFER POLICY  See MIOG, Part 1, 244-
7.!
The following procedures for transfer are available to HRT members designated as Operators.

 l! Agents who are selected for HRT and have completed the four-year commitment, as an
Operator, have the following transfer options:

 a! To report to WFO as part of the Agent Work complement.

 b! If number one on the PRL, Will be afforded a PRL transfer to that office consistent With staffing
needs and budgetary restraints.
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 c! Accepting a specialty transfer other than an HRT specialty transfer consistent with �eldvvide
operational needs  such as undercover assignments!, or promotional opportunities available to SAs
of the FBI.

 d! After completion of four years as an HRT Operator, SAs will be afforded the opportunity to
accept the HRT specialty transfer to any �eld office, based on the operational/specialty needs of
that office. Agents eligible for an HRT specialty transfer based on the operational needs of a �eld
office Wlll be selected from quali�ed team members on the PRL, based on the recommendation of
the HRT management, consistent with the staf�ng needs of the HRT. In the event a quali�ed a.nd
recommended HRT team member cannot be found on the requesting office&#39;s PRL, the HRT
specialty transfer Will be offered to other HRT members under the same criteria. The HRT member
transferred under these terms Will not be considered as having received a PRL transfer, and the
Agent Will maintain his/her PRL eligibility. Prior to the issuance of such a transfer, a �eld office
must have a documented critical need for an HRT-trained Agent.

 e! In the event no current HRT member is available for a specialty transfer, the requesting field
office will be offered assistance by the HRT in training available �eld of�ce personnel in needed
HRT proficiency. This will be accomplished consistent with HRT availability.

�! Agents Who have successfully completed a �ve-year assignment as an HRT Operator Will have
the following options in addition to those set above:

 a! At the conclusion of a.n Agent&#39;s �fth year of service on the HRT, consistent with budgetary
considerations, Agents Who desire to do so Will be transferred back to their previous of�ce of
assignment, irrespective of staffing vacancies in that particular division. This option will not be
considered a PRL transfer.

 b! At the conclusion of an Agent&#39;s �fth year of service on the HRT, consistent With budgetary
considerations, he/she will be given a list of seven of�ces that have a need for an Agent. The
Agent will be afforded the opportunity to receive a transfer to one of the seven of�ces he/she
selects. The offer will not be considered a PRL unless so designated by the Agent transferred.

�! Agents Who have successfully completed a six-year assignment as an Operator on HRT,
consistent with budgetary considerations, Will be eligible to receive a transfer to the of�ce listed as
their PRL, irrespective of staffing vacancies in that particular division. The Agent&#39;s Resident
Agency of preference, if any, will also be considered, with the concurrence of the affected SAC,
based upon existing staf�ng needs.

�! An Agent will generally be eligible for a transfer to HRT, as an Operator, after completing four
years in the Agent&#39;s current of�ce of assignment. This requirement may be Waived, on a case-by-
case basis, by the Transfer Unit.

11-12.1 Moved to 11-15.1

11-13 SPECIAL AGENT REINSTATEMENT ASSIGNMENT POLICY  See MIOG, Part 1,
s7-s.a �!.!
Assignment of SAs who have been reinstated will be determined by the Transfer Unit based strictly
on the needs of the Bureau. The Agent Will be given the opportunity to indicate geographic
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preferences; however, ultimate assignment will be determined by the staffing needs of the field
of�ces as well as the need for any skills the Agent may possess. First consideration will be given to
assign the Agent to his/her last office of assignment. Unique and unusual situations will continue to
be addressed separately and evaluated on a case-by-case basis; for example, reinstating an Agent
who qualifies for a PRL or who is married to an on-board Agent.

11-13.1 Moved to 11-16.1

11-13.2 Moved to 11-16.2

11-13.3 Moved to 11-16.6

11-13.3.1 Moved to 11-16.3.1.

11-13.4 Moved to 11-16.5

11-13.5 Moved to 11-16.5

11-13.6 Moved to 11-16

11-13.7 Moved to 11-16.7

11-13.8 Moved to 11-16.8

11-14 TRANSFER TO FOREIGN OFFICES, ANCHORAGE, HONOLULU AND SAN
JUAN - SPECIAL AGENT AND SUPPORT

11-14.1 Service Agreement  FD-382!  See Legal Attache Manual, 2-6.1 and 4-4.1.!
Employees selected for assignment in the offices set out below must execute a service agreement to
serve tours of duty as specified:

�! Anchorage and Honolulu - Agents must serve two years with subsequent tours of one, two, or
three years at the employee&#39;s option.

�! Legal Attache Offices - Agent and support personnel must serve an initial three-year tour of
duty with subsequent tours of one or two years at the employee&#39;s option. Assignment to high-threat
and/or hardship post so designated by the Department of State will be for a two-year period, and the
employee may request an additional tour of one, two, or three years.

FBIHQ must be informed of Legat employee&#39;s intention to request, or not request, an additional
tour of duty or extension of current tour at least one year prior to the date the employee completes
current tour of duty. FBIHQ must be informed of the employee&#39;s home leave and/or leave plans for
purpose of travel at least three months prior to employee&#39;s completion of atour of duty.

�! San Juan - Agents - three years for initial contract, renewable annually thereafter. Agents are
entitled to receive home leave at the conclusion of their �rst two years and after their third year.
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Agents who sign an agreement to remain a fifth year will also be entitled to home leave after their
fourth year.

�! Anchorage, Honolulu, a.nd Sa.n Juan - Support Personnel - These transfers are pennanent
assignments. Employees must agree to remain in the service of the government for a speci�ed
period not more than three years from the effective date of the transfer.

11-14.2 Execution of Service Agreement
 l! An original and two copies of the Service Agreement will be attached to the letter of transfer to
Anchorage, San Juan, Honolulu, and foreign offices. All must be executed and the original and one
copy should be returned to FBIHQ. The second copy should be retained in the field �le.

�! The Service Agreement must be executed by employee before the Bureau can pay any transfer-
related expenses, including travel and transportation of employee, employee&#39;s family, and
household goods. The terms of the Service Agreement must be fulfilled before the Government will
pay return expenses. If the terms of the Service Agreement are not completed because of separation
from service, the reasons for separation must be beyond the control of the employee and agreeable
to FBIHQ before retum expenses are paid by the Government.

11-14.3 Annual Leave, Home Leave, and Tour Renewal Travel  See Legal Attache
Manual, Part 1, 2-6.1 and 4-4.2.!

�! A new Service Agreement must be executed by overseas personnel seeking an additional tour of
duty. The new agreement must be completed prior to the termination of the existing tour of duty.
Advise FBIHQ at least three months prior to completion of existing tour of employee&#39;s intention to
seek a.n additional tour and employee&#39;s plans concerning annual leave, home leave, and/ or tour
renewal travel.

�! Employees and dependents are eligible for travel and transportation expenses to their actual
place of residence in the U.S. after completion of the agreed tour of duty and execution of an
additional Service Agreement for a subsequent tour. For detailed information concerning travel and
transportation allowances, see Chapter 302, Federal Travel Regulations.

�! Employees assigned to foreign offices, who have completed 24 months of continuous service,
are entitled to additional leave, termed home leave. An employee who is eligible to take home leave
receives only the opportunity to take paid time away from the office, similar to annual leave. The
home leave bene�t does not include paid transportation. Employees earn home leave for each 12
months of service abroad. For details conceming home leave see the LEAVE POLICY MANUAL.

�! In the event of any change of legal residence in the United States, employee must execute a new
Service Agreement showing that change which must be approved by the Bureau.

�! Home leave is not required to be used strictly to retum to an employee&#39;s actual place of
residence in the U.S. Home leave is granted for use in the United States, the Commonwealth of
Puerto Rico, or a territory or possession of the United States, and during an employee&#39;s period of
service abroad, or within a reasonable period after a return from service abroad when it is
contemplated that the employee will retum to service abroad immediately or on completion of an
assignment in the United States.
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11-14.4 Physical Examinations

Support personnel transferred to San Juan and foreign offices must be afforded a physical
examination. Results of the examination and any special tests required by FBIHQ must reach the
Bureau prior to departure of employee to new office of assignment.

11-14.5 Cost of Living Allowance

Employees assigned to Anchorage, Honolulu, and San Juan are entitled to a cost of living
allowance not subject to federal income tax. The amount of allowance �uctuates based on periodic
studies made by the U.S. Department of Labor. Employees should contact FBIHQ, Payroll
Administration and Processing Unit, Finance Division, to determine the current allowance.

11-14.6 Transportation of Household Goods

Relocation Management Office, Fleet Management and Transportation Services Unit, Finance
Division, will handle necessary arrangements for transportation of household goods of employees.
For details, see Part II, 6-2.2.1 through 6-2.2.3, ofthis manual.

11-14.7 Checks and Bonds

In the event employee does not want checks and/or bonds forwarded to their home address, FBIHQ
Payroll Administration and Processing Unit, Finance Division, should be given instructions as to
their handling.

11-14.8 Income Taxes

Employee should be aware of regulations conceming payment of Federal and local income taxes.
Residence in a foreign country may not excuse employee from being taxed by authority covering
previous office of assignment. Immediately advise FBIHQ should a controversy arise with any

taxing authority.

11-15 TRAINING OF EMPLOYEES FOR FOREIGN ASSIGNMENT  See MAOP, Part ||,
s-2.3.!
Material on living conditions in Honolulu, Anchorage, San Juan, and our foreign installations will
be fumished to the employee upon transfer. SAC should arrange for an employee under foreign
transfer to utilize local library facilities for appropriate books concerning the culture and
background of the country of assignment.

11-15.1 Training of Support Employees for Foreign Assignment
�! Field Support Functions - Support employees selected for foreign assignment must, before their
departure, receive two full weeks� training in field support functions. SACs should ensure that the
training afforded them is type they would need if they were assuming duties of Administrative
Officer in small- to medium-sized office and should encompass the following:

 a! Handling of mail  including stamping, searching, matching, indexing, serializing, etc.!

 b! Opening and closing cases

 c! File reviews
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 d! Preparation of administrative report

 e! Preparation of expense accounts

 f! Handling and �ling of SAC letters and SAC Memoranda

 g! Preparation of 1-A serials and bulky exhibits

 h! Tickler systems

 i! Maintenance, consolidation, and destruction of file

 j! Deleted

 k! Operation of duplication machine

�! Preparation of vouchers connected with operation of official cars and maintenance of office fund
records

�! Cryptographic systems - Employees under transfer to foreign offices will be given three to five
days� training at FBIHQ in the operations and security of cryptographic systems.

�! Brie�ng by SAC or division head at FBIHQ - For various reasons, it is not always possible to
bring field support personnel selected for foreign assignment to FBIHQ for briefing before their
departure. SACs should call employees� attention to fact that while in foreign office of assignment
they will be known as an employee of the American Embassy, insofar as general public is
concerned, although official contacts of the office know of relations between Bureau and Legal
Attache�s office.

�! Conduct - It should be stressed that conduct abroad must be maintained at all times in
accordance with Bureau standards. In matters of conduct and dress, employees must adhere to good
taste within the standards of the country to which they are assigned. Inform employee that if
employee plans to take his/her personally owned automobile, uniform regulations maintained by
the U.S. Posts require that only inconspicuous automobiles should be imported.

�! Instructions by Legal Attache - Legal Attaches are responsible to ensure new employees are
instructed in maintenance of teletype records, listing and preparation of pouches, security of
information pertaining to pouch preparation, maintenance of pouch records and use of courier
service. Legal Attache must also ensure new employee is afforded cryptographic systems training
and in the preparation, handling, and dissemination of classified documents. Legal Attache should
also instruct new employees in maintenance of security peculiar to the Attache operations,
including the use of the telephone, personal contact, disposal of trash, and social gatherings.
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11-15.2 Moved to 11-18.2

11-15.3 Moved to 11-18.3

11-15.4 Moved to 11-18.4

11-15.4.1 Moved to 11-18.4.1

11-15.4.2 Moved to 11-18.4.2

11-15.4.3 Moved to 11-18.4.3

11-15.4.4 Moved to 11-18.4.4

11-16 SUPPORT PERSONNEL TRANSFER POLICY

11-16.1 General Policy

�! FBI support employees may be noncompetitively transferred to other �eld of�ces or FBIHQ
through the following methods:

 a! Support Employee Transfer Availability List  SETAL! transfers.

 b! Bureau Spousal Transfers

�! Non-Bureau Spousal Transfers

 d! Hardship Transfers

 e! Special Position Personnel Resource List  PRL! Transfers.

Policies concerning competitively posted positions are contained in the MAOP, Part 1, Section 7,
captioned "Merit Promotion and Placement Plan."

�! Under normal circumstances, entry-level general clerical vacancies are �lled by local
recruitment and/ or through the use of the SETAL. The use of the SETAL to �ll vacant clerical
positions is not mandatoly, but is highly recommended.

11-16.2 Support Employee Transfer Availability List  SETAL! Transfers
�! The SETAL is a list of support employees interested in being afforded a no-cost transfer, for
their personal convenience, between �eld offices or between a field office and FBIHQ. The SETAL
may not be used for transfers between FBIHQ divisions, organizational components within a �eld
of�ce, or organizational components within an FBIHQ division or of�ce. In the interest of
simplicity and equity, positions �lled through the use of the SETAL are entry-level, general clerical
positions only.

�! Eligibility - In order to be eligible for a SETAL transfer, a support employee must satisfy the
following criteria:

 a! One year&#39;s continuous service with the FBI.
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 b! A rating of "Meet Expectations" on his/her most recent performance appraisal.

 c! Agree to accept a demotion to an entry-level, general clerical position.

 d! Agree to bear all costs associated with the transfer.

 e! Agree to work whatever shift is required by the receiving office.

 f! Be able to report for duty within 90 days of the issuance of transfer orders.

�! A support employee is ineligible for a SETAL transfer if:

 a! He/ She has consummated a SETAL transfer within the past one-year period.

 b! If the employee is censured and placed on probation, that employee will not be eligible for a
SETAL transfer as long as he/she is on probation. In aggravated situations involving any
disciplinary matter where administrative action is warranted, an evaluation will be made on a case-
by-case basis to determine if the circumstances warrant exclusion from consideration for a SETAL
transfer.

Additionally, prior to effecting a SETAL transfer, the concurrence of the employee&#39;s division head
must be obtained. Exigent operational necessity may, at times, provide a temporary basis to
forestall the transfer or relocation of employees who possess critical skills. Release may also be
temporarily denied when granting the request would have a significant negative impact on
organizational efficiency or effectiveness. If a.n employee is denied release from his/her current
office for more than 30 days, pursuant to a SETAL transfer, the concurrence of the Transfer Unit
must be obtained.

�! Requesting a SETAL Transfer

 a! Support employees are obligated to keep their SETAL preferences current and are only allowed
to designate, or change, their preferences during January and July. Only one office of preference
may be selected by each employee. Employees may also designate resident agencies  RAs! of
preference, within their office of preference, or may designate RAs only, within their office of

preference.

 b! The designation of an office of preference and/or RA s! of preference on the SETAL must be
accomplished through the submission of an FD-817 to the Transfer Unit  TU!, Operational Support
Section  OS S!, Administrative Services Division  ASD!.

 c! Support employees may remove their name from the SETAL at any time by submitting an FD-
817 to the TU, requesting that their name be deleted from the SETAL. In order to avoid a one-year
SETAL penalty, the request to remove a name from the SETAL must be received by the TU prior
to a transfer offer.

�! SETAL Transfer Procedures

 a! Identification of Vacancies - Each field office or FBIHQ division which is below its authorized
support Funded Staffing Level  FSL! may request the transfer of general clerical personnel to their
office by the submission of an EC to the TU, OS S, ASD. Offices may consider employees on the
SETAL together with those listed on their Bureau Applicant Availability List.
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 b! Upon the concurrence of the Resource Management and Allocation Board  RMAB!, the
SETAL list for the requesting of�ce will be reviewed and the most senior  based upon Bureau EOD!
quali�ed employee on the SETAL will be offered a transfer. In instances where an office has
requested a particular entry-level skill, such as a Bureau-approved typist, the most senior quali�ed
employee on the SETAL with that skill will be offered a transfer. The employee must af�rmatively
respond within three days, excluding weekends and holidays, of receiving an offer for a SETAL
transfer to remain eligible for transfer and avoid a one-year penalty.

 c! Upon receipt of SETAL transfer orders, the transferred employee may immediately compete or
otherwise be selected for other positions in his/her new office. Employees who take a demotion in
connection with their transfer are eligible to compete for positions at the highest grade level for
which they satisfy all minimum quali�cations  e.g., an employee with one year at grade GS-8 who
demotes to a grade GS-4 position may be eligible to compete for grade GS-9 positions upon
transfer to the new of�ce, if they possess the requisite knowledge, skills and abilities and

specialized experience!.

 d! If a support employee declines a SETAL transfer offer, he/she will receive a one-year penalty
from SETAL consideration, effective the date of the transfer offer declination. The receipt of the
one-year penalty will be con�rmed in writing by the TU and include the date the one-year penalty
begins and expires. Support employees receiving a SETAL penalty may remain on the list, but will
not be considered for a SETAL transfer until the expiration of the one-year penalty.

11-16.3 Bureau Spousal Transfers
�! A Bureau spousal transfer is the transfer of an FBI support employee in order to allow that
employee to maintain a common household with his/her FBI-employed spouse, who has been
transferred to a different commuting area. Additionally, Bureau spousal transfers may be requested
in order to allow two FBI employees to establish a common household upon their marriage or
commitment to marriage. Without exception, approvable Bureau spousal transfers will be effected
regardless ofan of�ce&#39;s FSL.

�! Requesting a Bureau Spousal Transfer

 a! In the case of a request for a Bureau spousal transfer in order to accompany a spouse who has
been transferred to a different commuting area, the affected employee should submit an electronic
communication  EC! to the TU, OSS, ASD, requesting such a transfer. The EC should reference
the spouse&#39;s transfer by name, destination, and Transfer Cost Number. It should also state the
employee&#39;s willingness to accept a demotion to a.n entry-level position, if necessary, to bear all
costs associated with the transfer and to be available for assignment to any shift.

 b! In the case of a request for a Bureau spousal transfer in order to allow two FBI employees to
establish a common household upon their marriage or commitment to marriage, the employee
interested in a transfer to his/her spouse&#39;s or intended spouse&#39;s location should submit an EC to the
TU, OS S, ASD, requesting such a transfer. Proof of marriage or commitment to marriage  and the
anticipated date of the marriage! should be provided with the EC. The EC should also state the
employee&#39;s willingness to accept a demotion to a.n entry-level position, if necessary, to bear all
costs associated with the transfer and to be available for assignment to any shift. The ASD will
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determine which office the employees will be assigned to, consistent with staffing needs of those
offices and the needs of the FBI. Transfers requested upon commitment to marriage will not be
granted more than 30 days prior to the scheduled wedding date. In the event that a proposed
marriage does not take place, the transferred employee will be required to return to his/her previous
office of assignment.

�! Placement in other than entry-level positions will be at the discretion of the receiving office
based upon current vacancies. Additionally, upon receipt of Bureau spousal transfer orders,
employees may immediately compete for other positions in their new office.

11-16.3.1 Deleted

11-16.3.2 Deleted

11-16.4 Non-Bureau Spousal Transfers
�! A Non-Bureau spousal transfer is the transfer of an FBI support employee in order to allow that
employee to maintain a common household with his/her non-FBI employed spouse. Non-Bureau
spousal transfer requests will be accommodated when possible. Non-Bureau spousal transfers are
contingent upon the approval of the RMAB. Non-Bureau spousal transfers will only be granted
based upon proof of marriage.

�! Requesting a Non-Bureau Spousal Transfer

 a! Support employees may request a Non-Bureau spousal transfer through the submission of an EC
to the TU, OSS, ASD. The EC should state the employee&#39;s willingness to accept a demotion to an
entry-level position, if necessary, to bear all costs associated with the transfer and to be available
for assigmnent to any shift. Non-Bureau spousal transfer requests should not be submitted to the
TU more than 90 days in advance of the desired transfer date.

�! Placement in other than entry-level positions will be at the discretion of the receiving office
based upon current vacancies. Additionally, upon receipt of Non-Bureau spousal transfer orders,
employees may immediately compete for other positions in their new office.

11-16.5 Hardship Transfers  See MAOP, Part 1, 11-4, 11-4.1, 11-4.2, 11-4.3, 11-5, &
22-7.!
�! Requests for hardship transfers must be forwarded to the TU, OSS, ASD, through the
employee&#39;s division head. Documentation supporting the hardship and the recommendation of the
division head must accompany the request. Additionally, all requests must contain a statement by
the support employee that he/she is willing to accept a demotion to an entry-level position, if
necessary, to bear all costs associated with the transfer and to be available for assignment to any
shift  unless shift availability is precluded by the nature of the hardship!.

 a! Medical Hardships - Generally, conditions existing prior to an employee&#39;s EOD will not form
the basis for a medical hardship transfer. Medical hardship transfers may be granted, consistent
with staffing needs, for articulated medical reasons, such as the need to be in a speci�c geographic
area or near a specific medical facility to address the health needs of the employee, spouse, child, or
legal dependent. All medical hardship transfer requests must be accompanied by detailed
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supporting medical documentation provided by the employee. Such documentation must include a
diagnosis and prognosis for all medical conditions. Medical hardship transfer requests are reviewed
by the Chief Medical Of�cer  CMO! at FBIHQ and in some instances by other specialists.
Alternatives to a permanent transfer must first be examined, such as requesting a TDY hardship
assignment. A medical hardship transfer request should not be the �rst course of action.

 b! Parental Hardships - Dealing with in�rmities attendant with the aging process is a common
experience to all employees with living parents and in-laws. As such, employees cannot expect
hardship transfers for these circumstances. The ASD will, however, consider, with concurrent SAC
approval, on a case-by-case basis, consistent with staf�ng needs, affording parental hardship
transfers based on parental illness, when the illness creates a signi�cant medical hardship. In
making a transfer determination, the ASD will examine a number of factors to include, but not
limited to: whether a TDY hardship assignment would alleviate the hardship; the parent s!/in-law s!
ability to move to the location of the employee; medical facilities available at the employee&#39;s
location; availability of other family members to assist parent s!/in-law s!; availability of home
care services and assistance of long-distance care organizations.

 c! Financial Hardships - Financial problems generally will not substantiate a hardship transfer.
However, requests will be reviewed on a case-by-case basis, with concurrent SAC approval, to
determine whether a transfer would help to alleviate the employee&#39;s �nancial problems. Financial
hardship transfer requests must be accompanied by a professional written assessment of the
employee&#39;s �nancial situation. The assessment must demonstrate the employee&#39;s inability to
function at his/her current location and provide a functional plan to aid the employee in attaining
�nancial stability. Such an assessment may be obtained through a private �nancial counseling
entity, a public �na.ncial counseling entity or through the Employee Assistance Unit  EAU!, ASD.
The �nancial assessment should speci�cally address how a requested transfer would help to
alleviate the employee&#39;s �nancial problems. Consideration should also be given to what effect the
cost of the transfer and a potential demotion would have on the employee. Financial assessments
made by other entities will be reviewed by the EAU and in some instances by other specialists.

 d! Child Custody Hardships: In situations where FBI personnel, who are parents of minor children,
are divorced, subsequent to their entry on duty with the FBI, consideration will be given to the
issuance of child custody hardship transfers on a case-by-case basis. In instances wherein an
employee has court-ordered custody of, or visitation rights to, his/her children, limited to a speci�c
locale, the Transfer Unit will make every effort to approve a transfer, subject to staf�ng
requirements and the availability of funds. In all other instances, requests for transfers will be
adjudicated based upon the totality of the circumstances. If appropriate, the Transfer Unit may
consider a regional transfer as a means of addressing a child custody hardship transfer request.

The Transfer Unit will consider all pertinent facts in making transfer determinations, to include, but
not limited to: �! the well-being of the minor children; �! the employee&#39;s legal rights/obligations
to the children pursuant to a court order s! or a court-authorized custody agreement; and �! if
appropriate, the extent to which the employee contested the order granting custody. All requests for
transfers must be supported by appropriate documentation, such as pleadings, court orders, and/ or
medical/psychological reports.
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�! Hardship Transfer Review Board - When a hardship transfer request is denied, the decision may
be appealed by submitting a letter, within l5 days of the denial, to the ASD, FBIHQ, requesting
that the transfer denial be reviewed by the support employee Hardship Transfer Review Board
 HTRB!. The HTRB has been established at FBIHQ, and is chaired by the Deputy Assistant
Director, Personnel Assistance and Facilities Management Branch, ASD. The HTRB is comprised
of Administrative Officers  AOs! from local tield offices and representatives selected at random on
a rotational basis from FBIHQ divisions. The HTRB will review each case and submit a
recommendation to the Assistant Director, ASD, for �nal adjudication.

11-16.6 Special Position Personnel Resource List  PRL! Transfers  See MAOP, Part
1, 22-5.4, 22-7.!  Formerly 11-13.3!
Due to the unique nature of their positions, incumbents in the Special Surveillance Group  SSG!
Program and the Language Specialist  LS! Program are eligible for consideration for personal
convenience, no-cost, special position PRL transfers to offices of their preference. Special position
PRL transfers for the SSG and LS programs are administered by the respective Program Managers,
consistent with the following guidelines:

 l! A position in the desired office must be available.

�! The Program Manager must reasonably expect to backfill the vacancy created by the employee&#39;s
transfer, if necessary, with a newly hired employee or through another no-cost transfer.

�! Special position PRL transfers must be effected on a seniority basis pursuant to employees�
length of service in the SSG or LS program. Once the employee has received a special position
PRL transfer, his/her seniority level in the program for future special position PRL transfer
consideration will be calculated from the effective date of his/her last special position PRL transfer,
rather than his/her overall time in the program.

�! The Program Manager must maintain a formal list of personnel interested in special position
PRL transfers. The list must be updated at regular interyals, pursuant to procedures which must be
made known to all employees within the program.

�! Eligibility - In order to be eligible for a special position PRL transfer, the support employee
must satisfy the following criteria:

 a! One year&#39;s continuous service with the FBI.

 b! A rating of "Meet Expectations" on his/her most recent performance appraisal.

 c! Agree to bear all costs associated with the transfer.

 d! Agree to work whatever shift is required by the receiving office.

 e! Be able to report for duty within 90 days of the issuance of transfer orders.

�! A support employee is ineligible for a special position PRL transfer if:

 a! He/ She has consummated a transfer within the past three-year period.

 b! If an employee is censured and placed on probation, that employee will not be eligible for a
special position PRL transfer while on probation. In aggravated situations involving any
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disciplinary matter Where administrative action is warranted, an evaluation will be made on a case-
by-case basis to determine if the circumstances Warrant exclusion from consideration for a special
position PRL transfer.

�! Exigent operational necessity may at times provide a temporary basis to forestall the special
position PRL transfer or relocation of SSG or LS employees who possess critical skills. Release
may also be temporarily denied when granting the request would have a significant negative impact
on organizational efficiency or effectiveness. If an employee is denied release from his/her current
of�ce for more than 30 days, pursuant to a special position PRL transfer, the concurrence of the
Transfer Unit must be obtained.

11-16.7 Bureauwide Posted Positions  Formerly 11-13.7!
 l! Some key positions, such as Administrative Officer and Telecommunications Manager, are
required to be posted Bureauwide to ensure identifying a.n adequate pool of qualified candidates. In
the event a �eld of�ce is unable to identify an adequate pool of quali�ed candidates for other
critical positions, in the commuting area Where the vacancy is located, through internal posting
and/or external recruitment, FBIHQ will consider a request to announce the vacancy to all offices
in order to assist in �lling such a position. Of�ces should submit such requests to the Staf�ng Unit
 STAFU!, Human Resource Management Section  HRMS!, ASD, FBIHQ. Any transfer resulting
from �lling such vacancies will be considered in the best interest of, and for the convenience of, the
Bureau. See Part 1, Section 7, of this manual or the Merit Promotion and Placement Plan User&#39;s
Guide for guidance in determining the appropriate area of consideration for any support vacancy.

�! In instances where the STAFU determines that there is inadequate justi�cation to support a
Bureauwide posting, vacancies may be �lled through internal no-cost postings or through external
recruitment. In such cases, the internal posting must specifically state that any resultant transfers
will be at no cost to the Bureau.

11-16.8 Payment of Transfer Expenses
Costs incurred in connection with transfers made for the convenience of the Bureau Will be bome

by the government, consistent with the Bureau&#39;s policy for cost/no-cost transfer determinations, as
set forth in MAOP, Part l, Section ll-l0. The vacancy announcement for a position �lled through
a competitive action should indicate under what circumstances the selectee Will be eligible for
reimbursement of relocation expenses. Costs incurred in connection with transfers made for the
convenience of the employee will be borne by the employee  e.g., SETAL transfers, Bureau
spousal transfers, Non-Bureau spousal transfers, hardship transfers, special position PRL transfers!.

11-17 TEMPORARY DUTY ASSIGNMENTS  Formerly 11-14!  See MAOP, Part 1, 7-20.!

 l! Circumstances under which temporary duty  TDY! assignments for Special Agent  SA! and/or
support personnel can be requested:

 a! Unique specialities which the requesting division is unable to address from Within its existing
complement, such as language ability.

 b! An investigation of such magnitude that the requesting division can justify additional personnel.
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�! Requirements that must be met before requesting a TDY assignment. The only requirement
necessary in TDY requests for unique specialities is a demonstrated deficiency in that speciality.
Otherwise, the following requirements apply to TDY requests for additional investigative/support
personnel in cases of such magnitude wherein such assistance is deemed necessary. The requesting
division is to:

 a! Cancel all extended annual leave.

 b! Curtail in-service training during the pertinent period of time.

 c! Curtail the physical training program during the pertinent period of time consistent with
workload demands.

 d! Ensure all available personnel from the existing on-board complement are fully occupied on
priority work.

�! Procedures for requesting TDY assignments. All requests must be supported by speci�c
documentation which should be communicated to FBIHQ at the earliest possible time. Whenever
there is an initial request for five or more TDY personnel in support of the same investigative
matter, approval must be obtained from the Executive Assistant Director with program
responsibility over the investigative matter in coordination with the Administrative Services
Division  Transfer Unit!. Such authority must also be sought each time a request for less than five
TDY personnel increases the cumulative number of TDY personnel dedicated to an investigative
matter to more than five.

 a! The Transfer Unit  TU!, Administrative Services Division  ASD!, is to be advised of all Agents
designated for any operational TDY assignment in excess of seven calendar days. This will also
include TDY assignments to contiguous divisions and intradivisional TDY assignments on SAC
authority. This requirement is not applicable to travel outside of the division that is related to
Special Operations Group  SOG! assignments, training, court appearances, or administrative duties

 b! Requests for TDY assistance from SA or support personnel are to be supported by speci�c
documentation and communicated to FBIHQ at the earliest possible date.

l. The communication is to be directed to the appropriate investigative division with a copy to TU,
ASD.

2. Deleted

3. Request for SAs with foreign la.nguage abilities are to be directed to the Language Services
Section, Office of Intemational Operations  OIO!, with a copy each to the appropriate investigative
division and TU, ASD.

 c! Special Support Personnel:

Requests  with appropriate documentation! are to be directed to the Program Manager in the
appropriate division, with a copy to the TU, ASD. Divisional responsibility is as follows:

Accounting Technicians -  See Financial Assistants! Auto Maintenance Technicians - Fleet
Management and Transportation Services Unit, Finance Division Electronics Technicians -
Investigative Technology Division Financial Assistants/Financial Analysts - Financial Crimes
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Section, Criminal Investigative Division  CID! Intelligence Information System Analysts -
Counterintelligence Division Intelligence Analysts for drug or organized crime cases - CID
Investigative Assistants  IA! - CID Language Specialists - Language Services Section, OIO Legat
Personnel - OIO Pilots - Aviation and Special Operations Section, Critical Incident Response
Group  CIRG! Special Surveillance Group  S SG!, Special Operations Assistants  SOA! -
Counterintelligence Division

 d! General Support Personnel:

Requests  with appropriate documentation! are to be directed to the TU, ASD, and the proper
FBIHQ division with investigative and/ or administrative oversight for the matter creating the need
for assistance. Documentation should include steps taken by the division in an attempt to address
the work situation which has created the need for assistance. Once approved, the TU will
coordinate a canvass of pertinent divisions for available quali�ed personnel based on the expressed
needs of the requesting division. General support includes of�ce automation clerks/assistants,
confidential clerks  OA!, �le clerks, Information Management Assistants, secretaries, data loaders,
etc.

�! To ensure necessary administrative steps are taken within the automated Bureau Personnel
Management System, �eld of�ces and FBIHQ divisions requesting TDY general or special support
assistance should ensure that the TU, ASD, is properly noti�ed of the dates the assignment begins
and ends. Requests for extensions for both SA and support TDY assignments should be submitted
as soon as possible, preferably 30 days in advance, to allow for appropriate noti�cation of all
entities involved in administration of TDY assignments, e.g., Budget, Payroll, etc.

�! Time and attendance responsibilities for TDY personnel should be assumed by the requesting
of�ce upon arrival of TDY personnel and continue through the entire TDY assignment. Time and
attendance responsibilities will be reassumed by the home office on the �rst day following the
conclusion of the TDY assignment. It is the responsibility of the requesting office to notify the TU
and the home office prior to or immediately following the conclusion of a support TDY assignment
to ensure administrative pay procedures are redesignated to the employee&#39;s official office of
assignment. However, if the TDY assignment is to FBIHQ/Legat for a field Agent  GS-10 through
GS-13 or GS-14 Chief/Associate Division Counsel! or an investigative support employee who
TURKs, then the home office is responsible for the entry of the time and attendance and TURK
data.

�! Overtime for special and general support personnel must be requested and approved in advance.
In the field these requests should be coordinated through the Administrative Officer&#39;s
administrative staff, who should direct requests to FBIHQ, Attention: Budget Execution Unit,
Finance Division.

�! Travel costs and per diem will be at the expense of the requesting of�ce in cases where
requested assistance is for the purpose of maintaining normal �eld of�ce operations. In the event of
a Major Case, Special Event or other signi�cant investigative and/or administrative matter where
the appropriate FBIHQ division has made arrangements for appropriations, travel expenses may be
covered by the Special Travel Reserve. In these instances, travel expenses will be charged to a
speci�c account number which will be provided by TU at the time all TDY arrangements are made.
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Failure to use this account number will result in all expenses being absorbed by the employee&#39;s
of�cial of�ce&#39;s existing travel budget. There will be no recourse.

 8! Employees who will be on TDY in excess of 14 days, who do not have automatic deposit and
who desire their Earnings and Leave Record to be forwarded to their TDY of�ce of assignment,
should execute Form FD-655 and submit to the Accounting Section, Payroll Administration and
Processing Unit, FBIHQ, as soon as possible. In those cases where time does not permit routine
submission of the FD-655, the employee must contact the Payroll Administration and Processing
Unit as soon as possible.

 9! All correspondence captions should include the phrase "Temporary Assistance  TDY!," with
reference to pertinent case title s!, �eld office �le number s! or Universal Case File Number and/ or
FBIHQ �le number, if known. SSG/SOA correspondence must include the case title.
Correspondence in response to a canvass or ongoing TDY assignment should include the
employee&#39;s official Bureau name, specialty, title, and social security number. In all cases, the
designation of copies should include the Administrative Officer.

It is recommended that divisions establish administrative control �les to track all TDY requests for
assistance as well as assistance provided to other divisions of special and/or general support

personnel.

�0! Personal convenience/hardship TDY assignments for SUPPORT PERSONNEL will continue
to be considered on a case-by-case basis and should be coordinated with TU, ASD. All travel and
per diem costs associated with this type of assignment are at the expense of the requesting
employee. Such assignments are normally arranged for an initial period of up to 30 days, but can be
for a shorter period. Extensions of up to 30 additional days will be considered based on the
individual�s situation and the needs ofboth of�ces.  See MAOP, Part 1, 11-5.!

11-17.1 Procedures for Recording Interest in TDY Assignments to Legal Attache
 Legat! Offices  Formerly 11-14.1!
SA and/or support personnel who are interested in TDY assignment to a Legat of�ce should
prepare a Form FD-826 to their immediate supervisor expressing their interest. The FD-826 should
include speci�c skills, language ability, etc., that the employee possesses which would be
bene�cial in a Legat of�ce and should also specify which area of the world the employee is
interested in sewing  i.e., Far East, Europe, or the Americas!. It will be left to the discretion of each
supervisor which FD-826&#39;s are forwarded to the SAC or Assistant Director for review and �nal
approval. Once approved by the SAC or Assistant Director, the employee&#39;s name should be
forwarded to the Division&#39;s Administrative Of�ce for entry into the Bureau Personnel Management
System  BPMS!. The Liaison and International Affairs Section  LIAS!, Criminal Investigative
Division, which manages Legat operations, will run periodic reports of employees expressing
interest in foreign TDY assignment and, when a Legat requires TDY assistance, will contact the
appropriate SAC or Assistant Director to determine the availability of quali�ed employees who
have expressed an interest in that particular Legat of�ce.
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11-18 DETAIL ASSIGNMENTS OF EMPLOYEES OUTSIDE THE FBI  Formerly 11-15!

The Office of Personnel Management  OPM! and Department of Justice  DOJ! require prior
approval before an employee may be detailed to another position, particularly if the employee is
being detailed from an excepted service position to a competitive service position. This approval
requirement is mandated by Civil Service Rule 6.5 which stated that "No person Who is serving
under an excepted appointment shall be assigned to the Work of a position in the competitive
service Without prior approval of OPM."  See MAOP, Part I, 1-28, for conduct of employees on
detail.!

11-18.1 Details Within the DOJ  Formerly 11-15.1!

 l! If the position to which the FBI employee is to be detailed is another excepted service position,
details can be made in 120-day increments up to a maximum total detail of one year. Extensions
beyond one year Will then require prior OPM approval.

�! If the position to which the FBI employee is to be detailed is a competitive service position,
prior OPM approval of the proposed detail is required.

11-18.2 Details Outside the DOJ  Formerly 11-15.2!

Any proposed detail  or extension of same! of an FBI employee to an organization outside the DOJ
for 30 days or more must be submitted for approval of the Deputy Attomey General  DAG!
through the Justice Management Division, DOJ.

 l! If the position to which the FBI employee is to be detailed is another excepted service position,
only the DAG approval is necessary.

�! If the position to which the FBI employee is to be detailed is a competitive service position,
prior OPM approval of the proposed detail is also required.

11-18.3 Procedures for Approval  Formerly 11-15.3!
 l! In order to determine What approval is required, it will be necessary to obtain an official
position description from the agency to which the employee is being detailed. This position
description must be re�ective of the duties the employee Will be performing with the other agency
and should indicate Whether the position is in the excepted or competitive service.

�! Requests for approval must be submitted to the Staffing Unit, Human Resource Management
Section, Administrative Services Division, With sufficient time to seek the appropriate approval
from either DOJ or OPM. DOJ approvals average three Weeks. OPM approvals usually take longer.

�! To alleviate problems conceming the information needed to detail an employee, the following
must be provided to Staffing Unit, Administrative Services Division:

 a! The employee&#39;s official Bureau name, title, and grade.

 b! The name of the organization to which the detail is proposed.

 c! The proposed beginning and ending dates of the detail.
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 d! An official position description from the agency to which the employee is being detailed. This
position description must be re�ective of the duties the employee will be performing with the other
agency a.nd should indicate whether the position is in the excepted or competitive service.

 e! Reimbursable or nonreimbursable arrangement. A memorandum of understanding/reimbursable
agreement must be submitted to Administrative Services Division from the requesting agency
advising of all items being reimbursed with a contact  name, address, and telephone number! in
order for the FBI to bill the requesting agency.

 f! The purpose of the detail and individual organizational benefits.

�! Upon arrival in the other agency, a Notification of Personnel Action  SF-50! will be prepared
which will include the time limitations of the detail. Although the employee&#39;s cost center will
change to re�ect assignment to another agency, the employee will be headquartered to the division
that is requesting the detail. This division will be responsible for continuing any administrative
matters  i.e., time and attendance records, Bureau correspondence, etc.! for the employee.

The determination as to whether detailed Special Agents will be counted as part of a division&#39;s
Funded Staffing Level will be made by the Resource Management and Allocation Board.

11-18.4 House Appropriations Committee - Surveys and Investigations Staff  See
MAOP, Part I, 3-8.!  Formerly 11-15.4!

11-18.4.1 Introduction  Formerly 11-15.4.1!
�! Many of the programs handled by the House Appropriations Committee - Surveys and
Investigations Staff  hereinafter referred to as Staff! have national or worldwide significance and
can include such studies as national energy problems, military readiness and deployment and
worldwide intelligence activities. The responsibilities inherent in this highly visible, complex and
important assignment require individuals who have strong potential to develop executive ability in
order to accomplish the desired ends of the committee. Individuals considered for selection must
exhibit personal responsibility; have initiative, resourcefulness and versatility; a.nd possess
outstanding qualities of logic, perception and organizational and literary ability. Special Agents
assigned to the Staff will be dealing with persons representing the highest level of Govemment and,
therefore, it is imperative that they be capable of representing the FBI in an outstanding manner.

�! The Surveys and Investigations Staff is directed by an Executive Staff composed of a
permanent Chief, a Director and two Assistant Directors. The Director and two Assistant Directors
are selected from the ranks of the FBI and GAO.

11-18.4.2 Selection Process  See MAOP, Part 1, 3-8 �!.!  Formerly 11-15.4.2!
�! Requests for Staff personnel will be made known to the Assistant Director, Administrative
Services Division, who will cause to be posted a "Notice of Vacancy" communication to
appropriate �eld divisions. Applicants should submit completed FD-638 to FBIHQ, Attention:
Transfer Unit. The Staffs senior FBI representative will then advise the Assistant Director,
Administrative Services Division, of his/her preference of the respondents to the posting. Upon
approval from FBIHQ, Agents selected will be detailed for an initial mutual evaluation period of up
to 90 days. The decision to transfer an individual in the event his/her office is not contiguous to
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Washington, D.C., will be a negotiable point between FBIHQ, the Chief of the Staff and the
individual involved through discussion with him/her.

�! Agents considered for a Staff assignment will be selected from those nonsupervisory Special
Agents with an experience level of GS-12 or above. It would be beneficial if candidates possessed
prior commissioned military officer experience, auditing/accounting, or a procurement background.
Preference would be given to relief supervisors who are currently in the EDSP. Agents selected for
this assignment will be retained on the rolls of the FBI and will continue to be eligible for AVP

compensation.

11-18.4.3 Promotion  See MAOP, Part I, 3-8�!.!  Formerly 11-15.4.3!
�! Individuals selected for assignment to the Staff as team members may be considered for a "term
promotion" to the position of Supervisory Team Leader  GS-14!; however, it is to be clearly
understood that only a limited number of these positions are available. Therefore, promotional
opportunities are limited. The term promotion is for the duration of the Staff assignment.
Candidates must compete for such term promotions by submitting an FD-954 to the Special Agent
Mid-Level Management Unit, EDSP, in response to the advertised vacancy announcement
Recommendations for promotion to the position of Supervisory Team Leader will be furnished to
the chairperson of the SAMMS Board, FBIHQ, for their approval. An FBI employee who
completes his/her Staff time and has advanced to the GS- 14 term promotion status will return to the
FBI at the same grade that they would have been if they had not left the agency and had continued
in the normal "in-house" career path. However, these individuals will be given every consideration
for promotion upon their completion of the Staff assignment if positions are available and they
possess the necessary qualifications.

�! Individuals selected for assignment to the Executive Staff  Director and Assistant Directors! are
reviewed by the SAMMS Board. The Assistant Director on the Surveys and Investigations Staff
will be selected from the ranks of Supervisory Special Agents currently in the EDSP. The
individual selected will be initially placed in a Team Coordinator role for a period not to exceed
120 days. Upon mutual agreement to remain in the position, his/her name will be forvvarded to the
SAMMS Board as the designated Assistant Director, Surveys and Investigations Staff, GS-15. At
the SAMMS Board&#39;s discretion, the promotion to GS-15 would be temporary for the duration of the
assigmnent with reversion to GS-14 upon return to the FBI or a permanent promotion to GS-15 as
long as FBIHQ agrees to place the employee in a GS-15 position upon his/her return. Upon
approval for this position, he/she will be removed from the rolls of the FBI for the three-year
assignment. Upon completion of their assignment, FBI members of the Executive Staff will be
returned to FBIHQ and assigned as determined by the SAMMS Board.

11-18.4.4 Length of Assignment  Formerly 11-15.4.4!
All individuals, following the initial 90-day evaluation period, will be detailed to the Staff for
assignment of up to four years. Only under special circumstances will any team member&#39;s
assignment be extended beyond the four-year limit. Staff members who advance to the Team
Leader level will be allowed a one-year extension or a maximum of five years� total assignment.
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Also see "House Appropriations Committee - Surveys and Investigations Staff," Part I, Section 3-8
"Career Development Matters," of this manual.
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SECTION 12. MOTOR VEHICLE OPERATION AND ACCIDENTS

**EffDte: O2/28/1978 MCRT#: O Div: D3D9FD Cav: SecCls:

ALL IIEIF¬JRl"E.a�rTIF]H cuziwztrzizrn
EEEEIIJ IS LfI:I:ILA§§IFIE]}

12-1 OPERATION OF MOTOR VEHICLE 1:21:52 nz-21m2:3m BY 51334 zmr: BIi§§fCPB:"$TPL

**EffDte: O6/O9/1986 MCRT#: O Div: D3 Cav: SecCls:

| 12-1.1 |Motor Vehicle Operators

| Special Agent and Non�Agent personnel must possess an FBI
I Identification Card or Credential and meet the certification
I requirements listed below in Sections 12-1.2 through l2�1.2.5.92

**EffDte: O6/O5/1996 MCRT#: 554 Div: D3 Gav: SecCls:

| 12-1.1.1 |Deleted|

**EffDte: O6/O5/1996 MCRT#: 554 Div: D3 Gav: SecCls&#39;

| |12-1.1.2 Summer Employees and Honor Interns

A summer employee is not to be authorized to operate
government�owned/leased motor vehicles under any circumstances. An
Honors Intern employee can be authorized to operate government-
owned/leased motor vehicles provided he/she meets the certification
requirements listed in MAOP, Part I, l2�l.2 through l2�l.2.5.|

**EffDte: O5/22/1996 MCRT#: 549 Div: D3 Cav: SecCls:

| 12-1.2 Requirements for|0perators to Drive Government-OwnedlLeased Motor
Vehicle  See MAOP, Part I, 12-1.1, 12-1.1.2 and 12-1.5.!|

**EffDte: O6/O5/1996 MCRT#: 554 Div: D3 Gav: SecCls:
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| 12-1.2.1 Valid State or Local Operator&#39;s License | See MAOP, Part I, 12-1.1, 12-1.1.2
and 12-1.5.!|

 l! Each employee must have a valid operator&#39;s permit
issued by state or local authorities where the employee is domiciled,

| or principally employed, before he/she can obtainlauthorization
| toloperate a government�owned/leased motor vehicle.

| �! |Deleted!

**EffDte: O6/O5/1996 MCRT#: 554 Div: D3 Cav: SecCls:

| 12-1.2.2 Physical Fitness Report  Optional Form  OF! 345, formerly Standard
Form  SF! 47!  See MAOP, Part I, |12-1.1, 12-1.1.2, 12-1.4, and 12-1.5.!|

| All employees driving|government�owned/leasedImotor
vehicles must be certified as physically fit. The OF�345, formerly
SF�47  Physical Fitness Inquiry For Motor Vehicle Operators!, must be

| submitted by all|non�Agent!employees requestinglauthorization to
| operate a government�owned/leased motor vehicle.!

 l! Non�Agent personnel should fill out this form and it
should be placed in the employee&#39;s personnel file. The OF�345,
formerly SF�47, for field personnel will be initiated by their
respective field offices and maintained in the employee&#39;s field

| personnel file. Since Special Agent personnel receive either an
annual or triennial physical examination, Special Agents are not
required to execute the OF�345, formerly SF�47. Special Agent
personnel need only to execute the FD�288 for certification to operate
a government�owned/leased motor vehicle.

�! Division heads or SACs are responsible for ensuring
that only employees physically fit are permitted to operate a

I Igovernment�owned/leased motor vehicle. An affirmative answer to any
question on the OF�345, formerly SF�47, will require the reviewing
official to determine whether a physical examination is necessary.
Where doubt exists concerning the operator&#39;s physical fitness, the
case should be resolved in favor of a physical examination.

�! FBIHQ must be promptly advised of any employee who
has been restricted from driving for any physical reason. Each case
is then to be followed closely and when the restriction has been

removed, by proper medical certification, FBIHQ is to be advised.

�! Any employee whose vision is corrected by glasses to
meet the required standards must be specifically instructed he/she may

| operate a!government�owned/leased motorlvehicle only when wearing
I corrective lenses. Such restrictions should also be noted on the

employee&#39;s FD�288.
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**EffDte: O6/O5/1996 MCRT#: 554 Div: D3 Cav: SecCls:

12-1.2.3 Driving Certification  FD-288!  See MAOP, Part 1, 12-1.1, 12-1.1.2,
and 12-1.5.!

Form FD�288  Driving Certification! is to be filled out

upon request by any employee requesting authorization to operate a

government�owned/leased motor vehicle or requesting recertification
every four years thereafter to operate a government�owned/leased motor
vehicle. FBIHQ will advise the field by SAC Memorandum when FD�288

 Driving Certification! completion is necessary for recertification of
Agent personnel. Non�Agent personnel will be recertified in the four-
year anniversary month to the employee&#39;s original certification to
operate a government owned/leased motor vehicle.

 l! Agent and non�Agent personnel should fill out this
form and it should be placed in the employee&#39;s field personnel file.
Field offices shall not send their FD�288s to FBlHQ, Facilities
Management Section.! At FBIHQ, each division head or office head is to
ensure that executed FD�2B8s for non�Agent personnel are forwarded to

the Facilities Management Section|for review, approval, and
Iprocessing. NewiAgent trainees assigned to the Training Division are
not required to complete an FD�288 since the certifying information
has been previously obtained through the applicant investigation and
selection process.

�! If at any time a question arises concerning the past

safe�driving record of an employee, the division head or SAC must
carefully review all aspects of the case and determine whether or not
this employee must take a road test before he/she may be authorized to
operate a government�owned/leased motor vehicle incidental to his/her
official duties.

�! Any restrictions on an employee&#39;s state, District of
Columbia, or a territory of the United States driving permit, i.e.,
"valid only when wearing glasses," etc., must be noted on the FD�288
and on the government driving permit.

**EffDte: ll/O7/2002 MCRT#: l243 Div: D3 Cav: SecCls:

| 12-1.2.4 Road Test  FD-288! - Requirement and Administration | See MAOP, Part I
12-1.1, 12-1.1.2, and 12-1.5.!|

Certification may also be made by official FBI road test.
| |Division heads or SACs, except at FBIHQ, may waive the road test
I requirement for operators of vehicles of one�ton capacity or less and
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for incidental operators of any class vehicle, who possess a current
driver&#39;s license from one of the 50 states, District of Columbia, or
Puerto Rico, where the employee is domiciled or principally employed.
Division heads or SACs may not waive the road test requirement for any
category of operators cited in l2�l.2.4 �!.| If the employee
qualifies through the road test, notation to this effect should be
made on Form FD�288.

�! The following road test regulations are to be
followed unless they conflict with state laws or regulations of local
authorities in the state where employee is principally employed.

 a! The official FBI road test procedures are
contained in Form FD�288, operator&#39;s road test.

 b! The form provides a systematic method of
determining employee proficiency in operating a motor vehicle properly
and safely under both adverse and normal conditions.

�! The test will be used to determine the driving
ability of employees in the following categories:

 a! Those employees charged with moving violations
involving driver performance or who become involved in an accident in
which they are found to be at fault while operating any motor vehicle
on personal or government business. Those employees are to be road
tested only when it is considered necessary to redetermine their
driving competency before they are allowed to continue driving motor
vehicles in the performance of official duties.

 b! Employees undergoing training in New Agent&#39;s
class. Those employees are to be tested by the Training Division to
evaluate basic driving fitness.

 c! Employees who are to drivelany buses, panel
vans, passenger vans, law enforcement vehicles, emergency vehicles,
any vehicles of more than one�ton capacity, and any vehicles used for
the transportation of hazardous materials!are to be road tested as
required with the type of vehicle to be operated by them.

�! Administration of road test to Agent and non�Agent

personnel.

 a! Tests shall be administered to investigative

personnel by Special Agent examiners.

 b! Tests administered to noninvestigative employees
may be given by support personnel assigned to automotive inspection
duties, provided the division head or SAC indicates such employees are
fully qualified to perform this work.

 c! An employee is considered competent as an
examiner if: he/she has operated a motor vehicle of the type to be
used in the test for a distance of at least 3,000 miles during the
previous three�year period; he/she is considered to be an above-
average driver; and he/she has passed the FBI road test

SENSITIVE
4



SENSITIVE
Manl�ID: MAOPP1 MANUAL OF ADIN OPERATIONS AND PROCEDURES PART 1

satisfactorily.

**EffDte: O6/O5/1996 MCRT#: 554 Div: D3 Cav: SecCls:

12-1.2.5 Road Test - Failure

Employees failing the test should be so advised by the
division head or|his/herlassistant  SAC or ASAC! who should point out
the deficiencies of their driving and advise them that the
deficiencies must be corrected within a reasonable time by instruction
and practice obtained on their own time, using a non�Government�owned
vehicle.

�! Employees may not operate any motor vehicle on
official business during this interim period.

�! Employees should advise the division head or SAC
within a two�week period that remedial action has been completed so
that a second test may be scheduled.

�! Support personnel failing a second test will be
eliminated for a period of thirty days from being considered for
further opportunities to qualify to drivelGovernment�owned/leased|
vehicles.

If the support person occupies a position which reguires
driving a vehicle, FBIHQ should be advised of the employee&#39;s failure
to pass the FBI road test, setting forth UACB recommendation as to
further action to be taken. IFBIHQ should be advised of what duties
are being assigned to the employee while he/she is in a nongualified
status as a driver of Government�owned/leased vehicles.!

!�!| The second road test should not be given to an
employee by the same examiner.

**EffDte: O6/O9/1986 MCRT#: O Div: D3 Cav: SecCls:

12-1.3 Procedures to Identify Employees Authorized to Operate Government
0wnedlLeased Motor Vehicle

At FBIHQ, each division head or office head is to ensure
that executed FD�288 and OF�345, formerly SF�47, are forwarded to the
|Facilities Management Sectionlfor final review, approval, and

processing. Each field office will prepare the appropriate forms  OF-
345, formerly SF�47, and FD�288! for their respective employees. Each
field office is responsible for the certification and periodic review
of the competence and physical gualifications of their respective
employees. After certification, each field division is to file the
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FD�288 and the OF�345 in the employee&#39;s personnel file in their field
| office. Do not send the original or a copy to FBIHQ,!Facilities

| Management Section.!

**EffDte: 11/07/2002 MCRT#: 1243 Div: 03 Cav: SecCls:

| 12-1.4 |Recertification|of|Authorization to Operate a Government-0wnedlLeased
Motor Vehic|e|

I |Recertification of authorization to operate a government-
| owned/leased motor vehicle must occur at least once|every four UH

years.

 I! Forms OF�345  formerly SF�47! and FD�2B8 should be
filled out in accordance with l2�l.2.2 and l2�l.2.3 by employees who
drive government�owned/leased motor vehicles.

�! These forms are to be reviewed by the division head
or SAC to ensure that employees still meet the necessary requirements

| to operate a!government�owned/leasedimotor vehicle.

�! A road test is not mandatory for renewing an
employee&#39;s authorization to operate a vehicle on official business
when he/she has a safe driving record.

If there is a guestion or doubt about the employee&#39;s safe driving
record the division head or SAC should adhere to l2�l.2.3,

subparagraph �!.

**EffDte: O6/O5/1996 MCRT#: 554 Div: D3 Cav: SecCls:

12-1.5 Suspension of Driving Privileges

In any case where a guestion arises concerning an
employee&#39;s fitness to drive, the division head or SAC must carefully
review all aspects of the case and make a final determination. In all
cases, a recommendation should be submitted to FBIHQ UACB as to
whether the employee is to be allowed to operate a motor vehicle
incidental to his/her official duties on the strength of his/her
record or whether he/she must be given a road test to do so. This
communication must also contain any recommendation for other
disciplinary action FBIHQ should take with respect to the employee
involved.

 I! The AUTHORIZATION of any Bureau employee to operate a
motor vehicle incidental to his/her official duties shall be

immediately suspended and FBIHQ advised, when:

SENSITIVE
6



SENSITIVE
Manl�ID: MAOPP1 MANUAL OF ADIN OPERATIONS AND PROCEDURES PART 1

 a! The examining medical officer finds that the
employee fails to meet the required physical standards and the
disqualifying defect is of a permanent nature.

 b! The employee&#39;s state or local license is
suspended or revoked.

 c! The employee is convicted of operating a motor
vehicle under the influence of narcotics.

 d! The employee is convicted of leaving the scene
of an accident.

 e! Any arrest for violations described in
subparagraphs  c! and  d! must be reported immediately to FBIHQ as set
out in this manual, Part I, Section l3, entitled "Disciplinary
Matters."

 f! Immediately following an employee&#39;s arrest or
administrative finding of driving while under the influence  DUI! or
while intoxicated  DWI!.  See MAOP, Part I, l�3O.3.!

 g! In alcohol�related misconduct cases involving
the use of a motor vehicle, a presumption will exist that there is a

necessity to suspend the employee&#39;s privilege to operate a
Igovernment�owned/leased motor vehicle for a period of not less than
ONE YEAR following such offense. This suspension will occur
regardless whether the nature of the employee&#39;s motor vehicle offense
has been reduced as a result of judicial review, plea bargaining, or
the employee&#39;s entry into a diversion or substance abuse program.
 See MAOP, Part I, l�3.l and l�3O.3.!

�! CONSIDERATION for suspension of any Bureau employee
from operating a motor vehicle incidental to employee&#39;s official
duties when any one of the following conditions applies:

 a! It is determined by medical examination that the
employee fails to meet physical standards, but the defect is
considered to be of a temporary or correctable nature.

 b! While operating a motor vehicle on official or
personal business, the employee is involved in a traffic violation
other than a parking violation, or is involved in an accident in which
employee is found to be at fault.

 c! The employee improperly operates the motor
vehicle assigned to him/her.

�! An employee whose driving privilege is suspended
shall not be reauthorized to drive a government vehicle without FBIHQ
approval. This authority will be granted only after all FBI, state
and local requirements, as outlined under!l2�l.2|have been met.

**EffDte: O6/O5/1996 MCRT#: 554 Div: DBOP Cav: SecCls:
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| 12-1.6 |Deleted|

**EffDte: O6/O5/1996 MCRT#: 554 Div: D3 Cav: SecCls:

12-1.7 Trafficviolations

 I! Division heads and SACs must advise FBI Headquarters
of the issuance of traffic tickets, subpoenas or warrants to FBI
employees while driving in the following situations:

 a! Only aggravated traffic violations incurred
while driving a privately owned automobile, which have resulted in the
employee&#39;s being arrested by local authorities and all instances
involving the issuance of a traffic citation wherein the use of
alcoholic beverages is cited as part of or being a contributing factor
in the offense, i.e., Driving While Intoxicated  DWI!, Driving Under
the Influence  DUI!.

 b! Any traffic violation, no matter how minor in
nature, received while operating a Bureau vehicle or while performing
in a duty status.

�! An employee who receives a traffic citation in one of
the above�mentioned situations must advise his/her immediate

supervisor of any violations promptly. Any situation in which the
employee is in doubt as to the reporting reguirement is to be resolved
in favor of reporting the incident for a supervisory determination.

�! Any employee who takes any action to have a citation
for a traffic violation canceled or adjusted will be subject to severe
administrative action.

**EffDte: O6/O9/1986 MCRT#: O Div: D3OP Cav: SecCls:

12-2 ACCIDENTS

**EffDte: O8/25/1989 MCRT#: O Div: FD Cav: SecCls:

12-2.1 Reporting Requirements

**EffDte: OB/25/1989 MCRT#: O Div: FD Cav: SecCls:

12-2.1.1 Employees to Division Head or SAC

SENSITIVE
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Each division head or SAC must be promptly notified of all
accidents involving Bureau employees while driving either Government
or personally owned motor vehicles.

**EffDte: O8/25/1989 MCRT#: O Div: FD Cav: SecCls:

12-2.1.2

vehicles

personal
property
excepted

T0 FBIHQ

FBIHQ must be promptly advised of all accidents involving
engaged in official business except in cases in which no
injury is involved, no damage to third party property and
damage to Bureau vehicle s! does not exceed!$500.! In these
cases in which an employee is considered at fault,

appropriate notation concerning accident must be placed in employee&#39;s
field personnel file and FBIHQ advised so copy may be placed in
employee&#39;s FBIHQ personnel file.

**EffDte: OB/25/1989 MCRT#: O Div: FD Cav: SecCls&#39;

12-2.2 Investigations and the Reports

**EffDte: O8/25/1989 MCRT#: O Div: FD Gav: SecCls&#39;

12-2.2.1

official
to third
does not
indicate

personal

Need for Investigation

 l! Accidents involving motor vehicles engaged in
business in which no personal injury is involved, no damage
party property and property damage, if any, to Bureau vehicle
exceed $500 need not be investigated unless circumstances
desirability of investigation, which determination is SAC&#39;s
responsibility; In those cases where there is no damage to

the Bureau vehicle but liability is placed on the U.S. government, an

accident
reviewed

vehicle,

report must be done. Any guestion of liability should be
by the!Chief Division Counsel  CDC!.!

�! Anytime an accident occurs while utilizing a Bureau
it will be incumbent upon each office to determine the state

law for that particular state regarding the reporting of accidents and
ensure the submission of any reguired forms to local and/or state
authorities.

property

�! Any accidents involving injury to or damage to
of third party must be promptly and thoroughly investigated.

Particular care should be exercised to ensure extent of property

damage is properly estimated.
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�! All other accidents involving FBI personnel while on
official business must be completely investigated by an Agent who was
not the driver, an occupant, or witness. However, driver of Bureau
vehicle involved in accident, or other employees present, should
always be alert to possibility of procuring statements from driver of
other vehicle and witnesses immediately after accident.

�! An accident control file should be established in
each field office for those accidents which are not reportable to
FBIHQ or do not reguire a detailed investigation for damages over
$500:

 a! A nonreportable accident is an incident where
damages to the Bureau vehicle are under $500 and there is no
government liability. For this type of accident, there is no
requirement that FBIHQ be advised. This includes those accidents
where the damage to the Bureau vehicle is under $500 and liability
rests with the other party involved. Collection procedures involving
these accidents will be handled at the discretion of the|CDC.
An electronic communication  EC!!summarizing the accident and Standard
Form  SF! 91, Operator&#39;s Report of a Motor Vehicle Accident, should be
recorded in the control file.

 b! For those accidents over $500 where the Bureau
vehicle is the only identified vehicle, and there is no possibility of
a Federal Torts claim being filed by another party,|an ECI
with appropriate enclosures should be forwarded to FBIHQ. Appropriate
enclosures should include SF�9l of the Bureau driver, police report
 if one exists!, and estimates for repair of the Bureau vehicle. This
|EC!should be filed in the accident control file. This would
include those accidents involving animals; hit�and�run accidents where
the other party is not identified; other FBI vehicles; or those

instances where medians, curbings, poles, road debris, and building
structures are struck by the Bureau vehicle. If there exists a
possibility that a Federal Torts claim will be filed, a detailed
investigative report  FD�204 and FD�263! must be forwarded to FBIHQ.

**EffDte: 02/14/2000 MCRT#: 952 Div: FDD9 Gav: SecCls:

12-2.2.2 Assignment of Investigations

Investigations must be assigned to experienced Agents who
must be entirely familiar with all Bureau requirements relating to
these matters.

 l! Agents investigating these matters must always bear
in mind possibility of suits being brought against Government as a
result of accident.

�! Investigations and reports must be completely

objective.

SENSITIVE
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�! Investigations must be vigorously, speedily, and
thoroughly conducted and FBIHQ kept advised of all developments.

**EffDte: O8/25/1989 MCRT#: O Div: FDD9 Cav: SecCls:

12-2.2.3 Deadline for Submission of Reports and Copy Count

Reports of complete investigation must be
FBIHQ within ten working days after the accident. If
complete investigation within that period, FBIHQ must
notified, giving reason for delay. Reports should be

submitted to

impossible to
be promptly
submitted in

triplicate to FBIHQ, Attention: Automotive Management Unit, Room
6863. When applicable, the following enclosures should also be
submitted in triplicate: SF�9l, Operator&#39;s Report of
Accident; SF�94, Statement of Witness; and all repair

Motor Vehicle
estimates.

Photographs of damaged vehicles and/or other damaged property should
be submitted in duplicate.

**EffDte: OB/25/1989 MCRT#: O Div: FD Cav:

12-2.2.4 Need for Accident Report

SecCls:

Reports must be submitted in all accident matters which
I reguireiinvestigations, especially for those cases where liability
| rests with the U.S. Government.!

**EffDte: OB/25/1989 MCRT#: O Div: FDD9 Gav:

12-2.2.5 Cover Page for Report

SecCls:

ln every instance it is mandatory that following
information be set forth in cover page s! accompanying initial report:

�! Exact nature of assignment of Bureau employee s! in
Bureau vehicle at time of accident, including title of case to which

assigned.

�! Origin and destination of Bureau vehicle at time of
accident, including justification for route being taken.

�! Full identification of and accounting for presence of
each person in Bureau vehicle.

�! If Bureau vehicle on surveillance, exact location of
subject at time of accident. lf surveillance or any other

SENSITIVE
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circumstances, such as weather or surface conditions, in any way
contributed to accident, furnish details.

|�! The title for the case must show the Bureau car
number, year, make and model of the Bureau vehicle, official Bureau
payroll name of the Government driver s!, and date of the accident.
The field office car number assigned to the Bureau vehicle should not
be included in the title nor should any information regarding the
other party s! involved in the accident unless there are other Bureau
vehicles involved.

�! Driver training information should be included in the
cover pages of the report. List date for all training received at the
Emergency Vehicle Operations Center  EVOC! whether it be through in-
service or New Agents basic training.

�! If the Bureau vehicle is a rental or leased vehicle,
then the substantive case title and file number under which rental
authority was approved should be included on the cover page. If
vehicle is rented under SAC authority  i.e., under 30 days!, then this
should be noted. Any vehicle which has been rented for more than 30
days should have a Bureau car number assigned to it and FBIHQ
approval.  See Part ll, Section 6�8.lO of this manual.!|

**EffDte: O9/21/1993 MCRT#: 87 Div: FDD9 Cav: SecCls:

12-2.2.6 Reports Must Show

 l! Year, make, model, and motor number of vehicles
involved

�! Date, time, and place of accident

�! Description of accident scene. Photographs submitted
in duplicate and/or diagrams are highly desirable. Such photographs
or diagrams should be properly identified to clearly indicate
directions vehicles traveling, point of impact, and any other
pertinent information. Avoid administrative data which should be set
out only on cover pages of report.

�! Visibility, weather, road conditions, and type of
road surface

�! Pertinent distance and speeds of vehicles

�! Whether vehicle equipped with chains or snow tires,
if pertinent. It is SAC&#39;s responsibility to establish office policy
regarding use of chains or snow tires.

�! Complete details as to how accident occurred,
including statements of drivers, passengers, and all witnesses.
Interview results of employee�driver must be specific and in�depth
with regard to the circumstances of the accident. Signed statements,

SENSITIVE
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witnessed by Agent, should be obtained where possible from drivers of
other vehicles involved, passengers, and witnesses. When signed
statement not obtained, report should state specific efforts made to
procure same, as well as identity of negative witnesses. Since this
would at most result in civil proceedings, interviews need not include
warnings as required in criminal cases.

 8! Existing traffic controls and pertinent local traffic
regulations governing the actions of the drivers involved.

 9! Traffic violations of either party or anyone else.
Set out whether third party vehicle is equipped with seat belts, and
if operator and/or passengers in third party vehicle were wearing seat
belts, if available, at time of accident. Also state whether operator
 and passenger, if one! of Bureau vehicle was/were utilizing seat belt
at time of accident. Set out if operator of third party vehicle has
any restrictions on motor vehicle operator&#39;s license, such as
requirement that operator must wear glasses when driving, and whether
operator was abiding by such restrictions at time of accident. If
vehicle defect may have been cause, promptly have impartial tests
made.

�0! Summary of the results of any police investigation
conducted and, in addition, copies of police reports should be
submitted as enclosures.

 ll! Extent and amount of property damage and personal
injury. Photographs of damaged vehicles or other damaged property
should be taken, particularly in cases in which there is a possibility
of a claim or suit being filed by or against the Government.

 l2! Insurance status and financial ability of parties
involved. Enclose copy of employee&#39;s liability insurance policy if
personally owned vehicle has been used on official business. If
Bureau vehicle is used, include information concerning coverage for
damage to Bureau vehicle. All employees authorized to operate Bureau
vehicles should be informed Government does not provide insurance
coverage for damage to its vehicles.

 l3! Items  l! through  l2! above are not all�inclusive
and any other information pertinent to a particular accident should be
submitted.

**EffDte: OB/25/1989 MCRT#: O Div: FDD9 Cav: SecCls:

12-2.2.7 Obtaining Information for Possible Court Action

Information furnished by any individual who may be called
upon to testify at any time in the future should be reported in
accordance with instructions, regarding "Reporting Information that
May Become Testimony," set out in this manual. Refer to Part II,
Section 10.

SENSITIVE
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**EffDte: O3/30/1984 MCRT#: O Div: FDD9 Cav: SecCls:

12-2.2.8 Office of Origin

Office of origin is to be shown in title of all

communications, except reports.

**EffDte: O3/30/1984 MCRT#: O Div: FDD9 Cav: SecCls:

12-2.2.9 Cover Memorandum Forwarding Report

A cover memorandum transmitting the investigative report
of the accident should only be submitted when facts of the case
indicate gross or extreme negligence on the part of the employee or
when the employee sustains damage to the Bureau vehicle if utilizing
it on other than official business or if other violations of Bureau
rules are involved. In these instances, cover memorandum must include
SAC&#39;s recommendation for administrative action with a concise analysis
of pertinent facts involved.

**EffDte: OB/25/1989 MCRT#: O Div: FDDQOP Gav: SecCls:

12-2.3 Forms

Standard Government forms are to be executed by the
several parties involved when applicable.

**EffDte: O8/25/1989 MCRT#: O Div: FDD9 Gav: SecCls:

12-2.3.1 SF-91 - Operator&#39;s Report of Motor-Vehicle Accident

|SF�9l mustlbe executed by the Bureau|driver92in
alllaccidents, must be carried in Bureau vehicle at all times, and
must be included as enclosure to investigative report when sent to
FBIHQ. For those instances where more than one Bureau vehicle is
involved in an accident, each Bureau driver must complete an SF�9l.|

**EffDte: O9/21/1993 MCRT#: 87 Div: FDD9 Gav: SecCls:

SENSITIVE
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12-2.3.2 SF-94 - Statement of Witness

lMay|be executed by all available witnesses who are
willing. Where it appears that claim for personal injury might
result, it is imperative that signed statements be promptly procured
from all witnesses if willing.

**EffDte: OB/25/1989 MCRT#: O Div: FDD9 Gav: SecCls:

12-2.3.3 SF-95 - Claim for Damage, Injury or Death

Refer to MIOG, Part 1, 197-8.

**EffDte: OB/25/1989 MCRT#: O Div: FDD9 Cav: SecCls:

12-2.4 Claims and Suits

**EffDte: O8/25/1989 MCRT#: O Div: FDD9 Cav: SecCls:

12-2.4.1 Public Law 89-508  Federal Claims Collection Act of 1966!

Public Law 89-508, effective 1-15-67, requires aggressive
action with effective follow�up through written demands upon debtor in
terms which inform of consequences of failure to cooperate.

�! When the Bureau automobile is determined to be
totaled as result of an accident, you should collect the difference
between the retail value and amount received from salvage.

�! State in general terms such as "failure to cooperate
will necessitate collection through available legal remedies." Advise
the debtor the amount owed with documentation. Three written demands
should be made at BO-day intervals unless response to the first or
second indicates further demand would be futile. Furnish FBIHQ three
copies of such correspondence fully identifying it. Written demands
should be prepared by the Principal Legal Advisor.

�! When a private party damages a Bureau vehicle and is
found at fault, the party responsible for the loss, either
individually or through an insuring agent, may replace the vehicle in
kind or have it repaired to the satisfaction of the Bureau. The check
or monies paid for repairs must be made directly to the individual or
company making the repairs and not to the FBI. Any payment made
payable to the U.S. Government, FBI, or Bureau employee cannot be

SENSITIVE
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endorsed over to a repair facility for repair of a Bureau vehicle.
These checks must be forwarded to the Automotive Management Unit
 AMU!, FBIHQ, for eventual deposit in the Miscellaneous Receipts

Account at the U.S. Treasury.

�! If principal amount does not exceed $20,000,
collection action may be terminated if no indication of fraud,
misrepresentation or violation of antitrust laws and it appears no
person liable on the claim has present or prospective financial
ability to pay any significant amount of the claim, or when collection
costs will likely exceed recovery amount. If termination, suspension,
or compromise of claim seems expedient, do not so inform debtor
without prior FBIHQ authority but forward to FBIHQ debtor&#39;s current
address  or person upon whom service may be made!, current credit
data, summary of actions previously taken to collect or compromise
claim, and any records and exhibits on the claim not previously
forwarded. Regulations implementing the act provide that claims under
$600 exclusive of interest should not be referred for litigation
unless important to a significant enforcement policy, or the debtor is
able to pay and Government can effectively enforce payment.

�! Initial demand should not be made without prior FBIHQ
instruction. Finance Division will consult with|Office of the
General Counsellprior to issuing instructions.I

I
�! If demands are denied or ignored, ascertain if

financial responsibility laws have been complied with and, if not,
arrangements should be made toward revocation of operator&#39;s permit or
other legal penalties. Appropriate opinion of the U.S. Attorney&#39;s
Office should also be obtained.

**EffDte: 09/09/1994 MCRT#: 281 Div: FDD9 Cav: SecCls:

12-2.4.2 Public Law 89-506 - Action lnstituted Against the United States

Refer to MIOG, Part l, l97�8.

**EffDte: 08/25/1989 MCRT#: 0 Div: D9 Gav: SecCls:

12-2.4.3 Motor Vehicle Accident Results in a Suit for or Against the Government
or Bureau Employees

Refer to MIOG, Part l, Section l97.

**EffDte: 08/25/1989 MCRT#: 0 Div: D9 Gav: SecCls:

SENSITIVE
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12-2.4.4 Contacting United States Attorney

Refer to MIOG, Part 1, Section 197.

**EffDte: OB/25/1989 MCRT#: O Div: D9 Cav:

12-2.4.5 Third Party&#39;s Claim Rights

Refer to MIOG, Part 1, Section 197.

**EffDte: O8/25/1989 MCRT#: O Div: D9 Gav:

12-2.4.6 Forwarding Administrative Claims

Refer to MIOG, Part 1, 197-8.

**EffDte: OB/25/1989 MCRT#: O Div: D9 Cav:

12-2.4.7 Compromise of Suits Against the United States

Refer to MIOG, Part 1, Section 197.

**EffDte: O8/25/1989 MCRT#: O Div: D9 Gav:

12-2.4.8 Notification of Suits Against United States

Refer to MIOG, Part 1, Section 197.

**EffDte: O8/25/1989 MCRT#: O Div: D9 Gav:

12-2.5 Responsibility of Employee

**EffDte: O5/15/1980 MCRT#: O Div: FDD9 Gav:

SENSITIVE
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12-2.5.1 Financially Responsible  See LHBSA, Part 0, 9-2.1.1.!

A Bureau employee will not be held financially responsible
for damage to a Bureau vehicle

employee&#39;s negligence while on
employee be considered grossly
disregard in causing damage to

resulting from an accident caused by
official business. However, should an
negligent, that is, display wanton
the Bureau vehicle, or should employee

sustain damage to the Bureau vehicle if utilizing it on other than
official business, employee will be held accountable for costs of
repairing the Bureau vehicle.
employees who operate Bureau vehicles it
provide insurance coverage for
elect to personally pay for such damages
financially responsible for the accident.

Division head or SAC should inform all
is their responsibility to
Bureau vehicle unless they
in the event they are held

 See MAOP, Part I,

damage to

|l�3.l.2|regarding the employee&#39;s personal liability for damage to a
rental car that is being driven outside the scope of the employee&#39;s
official duties.! Also, see MAOP,|Part I, l�3.l and92Part II, 6�l.2.3.

**EffDte: O5/l5/1997 MCRT#: 671 Div: FDD9 Cav: SecCls:

12-2.5.2 Administrative Action

Division head or SAC must make recommendation regarding
administrative action where facts of case
negligence on the part of the employee or
damage to the Bureau vehicle if utilizing
business or if other violations of Bureau
|Instances of unauthorized use
involving a Bureau vehicle, or

indicate gross or extreme
when the employee sustains
it on other than official
rules are involved.

of a Bureau vehicle, misconduct
arrests  i.e., Driving While

Intoxicated, willful reckless driving, resisting arrest, leaving the
scene of an accident, etc.! must be immediately brought to the
attention of FBIHQ as set forth in this manual, Part I, Section l3,
entitled "Disciplinary Matters."92

**EffDte: O5/l5/1980 MCRT#: 0 Div: FDOP Cav: SecCls:

12-2.5.3 Employee&#39;s Claim for Injuries

HRefer to Part I, Section l5, Subsection on Employee
Compensation Matters," concerning action to be instituted by an

employee
expenses
official business.
**EffDte: OB/30/1991 MCRT#: 0

against a responsible third party for recovery of medical
because of injuries sustained by a Bureau employee while on

Div: FDD3 Cav: SecCls:
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12-3 USE OF PERSONALLY OWNED VEHICLES FOR OFFICIAL BUSINESS

AFTER REGULAR DUTY TOURS

**EffDte: OB/30/1991 MCRT#: O Div: FD Gav: SecCls:

12-3.1 lnjurieslncurred

Fu11 facts concerning circumstances of assignment should
be furnished to FBIHQ for presentation to Office of Workers�
Compensation Programs  OWCP!. OWCP will decide if circumstances
warrant compensation benefit coverage for personal injuries.

**EffDte: OB/30/1991 MCRT#: O Div: FDD3 Gav: SecCls:

| 12-3.2 Authorization | See MAOP, Part 2, Section 6-1.2.2.!|

I

**EffDte: 11/15/2001 MCRT#: 1155 Div: FD Cav: SecC1s:

| 12-3.3 |Deleted|

**EffDte: 11/15/2001 MCRT#: 1155 Div: FD Cav: SecC1s:

| 12-4 OPERATING BUREAU VEHICLES IN FOREIGN COUNTRIES - INSURANCE
MATTERS | See MAOP, Part 2, Section s-s.2.1�!.!|

I

**EffDte: 11/15/2001 MCRT#: 1155 Div: FD Cav: SecCls:

9<~k~k~k9<**~!<*9<*9¢*9<9<~!<~k>I<*~!<9<9<9<*~!<*~!<9<uI<~!<~k*~!<~!<9<    ~!<9<~k9<~k~!:9<9:**~!<9¢9<*~!<*~!<9<~!<*~k*~!<9<9<**~!<9<
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EEREIIBI I5 ETIEICLQESIFIEIJ
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SECTION 13. DISCIPLINARY MATTERS

13-1 INTRODUCTION  See MI-92OP, Part 1, 1-4 �!, 1-15.2, 1-23, 5-4.6,10-6,12-1.5�!
�!, 12-2.5.2, 15-3.2 �!, 21-2 �!; MIOG, Part 1, 62-1.1  B!, 62-1.3.1
�! As the govemment&#39;s primary investigative service with a Wide range of jurisdictional
responsibilities for which We are accountable to the public, it is imperative that a policy of tight
discipline be applied in the FBI. It is the responsibility of Bureau supervisory personnel to make
clear to employees under their supervision that the Bureau&#39;s disciplinary program is �rm but fair.

�! It is imperative that any information pertaining to allegations of misconduct or improper
performance of duty coming to the attention of any Bureau employee be promptly and fully
reported to FBIHQ, and it is the continuing responsibility of Bureau officials to see to it that the
employees under their supervision are properly indoctrinated regarding this requirement so that
they not only will fully understand it but Will comply with it.

�! The appropriate Assistant Director, SAC or Legal Attache is authorized to temporarily assign
personnel to other duties during an administrative inquiry if the circumstances surrounding the
allegation indicate that such action is warranted. Such a reassignment should not be made
automatically. Rather, each case must be judged on the individual factors involved, including the
credibility of the allegation and the sensitivity of the employee&#39;s current assigmnent. Temporary
reassigmnents may be justified in order to enhance the security and/or protect the integrity of FBI
investigations and �les; to preserve order; for the safety of persons and property; or for other
appropriate reasons. Any such action must be coordinated With the Office of Professional
Responsibility; Administrative Services Division; and the appropriate substantive FBIHQ division
and be fully supported by the facts. If an employee is temporarily reassigned during an
administrative inquiry, Assistant Directors, SACs and Legal Attaches must continually monitor
developments in the administrative inquiry in order to assess the employee&#39;s position. If, for
example, facts are later developed which alter the basis for the employee&#39;s original reassignment,
then he/she may be retumed to previous duties, even prior to a final adjudication of the matter.
Allegations regarding unauthorized access or attempted unauthorized access to national security
information should continue to be promptly reported to the Security Programs Manager, FBIHQ
 see MIOG, Part 2, 26-4!.

�! See Part l, Section l, of this manual regarding Activities and Standards of Conduct of

employees.

�! No statements in this section are to be construed so as to indicate that nonpreference eligible
FBI employees in the excepted service have a property interest in their employment such as in the
form of an expectation of continued employment with the FBI.  See MAOP, Part 1, 14-4.2�! &

21-l.!
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13-2 NOTIFICATION OF FBIHQ UPON RECEIPT OF ALLEGATIONS OF

MISCONDUCT OR IMPROPER PERFORMANCE OF DUTY  See MAOP, Part 1, 13-13
�! & �! & 14-4.2; MIOG, Part 1, 263-2
�! All allegations of employee misconduct must be reported to the Adjudication Unit, Office of
Professional Responsibility  OPR!. Allegations of criminality or serious misconduct must be
reported simultaneously to the OPR. OPR supervises and/or investigates all allegations of
criminality or serious misconduct on the part of FBI employees. Judicial criticism of an Agent&#39;s
conduct in findings of fact, opinions, or court orders, whether oral or written, is to be considered a.n
allegation of serious misconduct and reported to OPR as set forth below.  See MAOP, Part 1, 1-

23�!.!

�! When an allegation is received concerning criminality or serious misconduct, the appropriate
Assistant Director, SAC or Legal Attache will advise OPR of the allegation by telephone or
teletype. OPR will, in turn, advise Adjudication Unit, OPR. A confirming electronic
communication  EC!, with a copy designated for the Adjudication Unit, OPR, should be directed,
in a sealed envelope, to FBIHQ, Attention: OPR. OPR will then determine and advise who will
conduct the investigation. In most instances, the Assistant Directors, SACs, or Legal Attaches will
personally supervise and promptly investigate the vast majority of these matters. OPR normally
investigates only those allegations involving FBIHQ officials, SACs, ASACs, and Legal Attaches
and sometimes Headquarters and �eld supervisors or when circumstances dictate.

�! If an allegation of misconduct within the responsibility of OPR arises out of a substantive case
 pending or closed!, the responsible FBIHQ Division will, more than likely, continue to supervise
that investigation including the new allegation. However, FBIHQ divisions will immediately
inform OPR of the alleged improprieties and forward that portion of the investigation to OPR, for
further processing. These allegations should be carried under the "Office of Professional
Responsibility  OPR! Matter" caption and handled as a separate "263" classification investigation
so that the substantive investigation and/or prosecution is not hindered.

�! Other infractions, such as those involving minor personal misconduct are well defined and will
continue to be handled by OPR except for the following offenses which have been delegated to
SACs and Assistant Directors for handling: Absent Without Leave  AWOL!; Violations of
Availability Regulations; Sleeping on Duty; Loss of Government Property; Miscellaneous Traffic
Violations; Disruption of Office; Abusive/ Offensive Language/Behavior in Workplace; and Verbal
Altercations. SACs and Assistant Directors are authorized to orally reprimand or censure
employees under their supervision below the GS-14 level for the above-listed offenses.
Recommendations for more severe disciplinary action must be submitted to the OPR for resolution.
 See SAC Memorandum 11-90 dated April 20, 1990, for additional information regarding the
handling of above-mentioned offenses.! Any question as to whether a matter is or is not within the
responsibility of OPR must be referred to OPR for a determination in this regard.  See MAOP, Part
1, 13-13�! & �!.!

13-3 INVESTIGATION  See MIOG, Part I, 263-3.!

�! When investigation necessary to develop complete essential facts regarding any allegation
against Bureau employees must be instituted promptly, and every logical lead which will establish

SENSITIVE

2



SENSITIVE

Man]-ID: MAOPP1 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 1

the true facts should be completely run out unless such action might prejudice pending
investigations or prosecutions in which event FBIHQ will weigh the facts, along with the
recommendation of the division head.

�! The record of the inquiry shall include the initial allegation; the investigative results;
aggravating or mitigating circumstances; statement of speci�c charge s! and the employee&#39;s
answer s! including defenses to the specific charge s!, if any.

�! Requests to conduct audits of the computer systems activities of employees who are suspected
of misconduct or improper performance of duty will be handled only with prior notification to
FBIHQ. The term audit refers both to review and/ or evaluation of prior transactions or activities of
a user and procedures designed to monitor the ongoing activities of a user. The proper form for
such a request is a formal written communication to FBIHQ with a request directed to the
Information Resources Division&#39;s  IRD! Investigative Automation Support Section  IASS!, to
conduct the audit. In exigent circumstances, which dictate the need for immediate institution of an
audit, requests may be made telephonically to ASU and/ or OPR and subsequently confirmed in
writing. In instances where telephonic requests are authorized, the level of authority is at the ASAC
level or above in the field offices and at the Section Chief level or above at FBIHQ, with the
exception of requests emanating from ASU or OPR. Telephonic requests for user activities audits
made by ASU or OPR will be authorized at the Supervisory Special Agent level.  See MIOG, Part I
263-3 �!.!

�! Approval to conduct the audits will be made at the Section Chief level in IASS, based on the
technical feasibility and resource constraints. If the audit cannot be conducted or if additional
information is needed to formulate the audit, IASS will contact the requestor. The results of each
audit conducted will be reported on an FD-302 and disseminated to ASU or OPR and the requestor,
should it be different from ASU or OPR. The original FD- 302 will be forwarded to the office of
origin. In those instances where exigent circumstances dictate that the results of the audit be
telephonically disseminated, the results will be disseminated by IRD to ASU or OPR and to the
requestor, should it be different from ASU or OPR, and the telephonic response subsequently
con�rmed in writing to ASU or OPR and the requestor.  See MIOG, Part I, 263-3 �!.!

13-4 INTERVIEWS OF EMPLOYEES INVOLVED

�! Interviews of employees involved in allegations of criminality or serious misconduct should be
conducted at the earliest logical time and in a forthright manner. There should be no evasiveness on
the part of the Bureau official conducting the interview.

�! The employee should be fully and specifically advised of the allegations which have been made
against him/her in order that he/ she may have an opportunity to fully answer and respond to them.
The employee must be entirely frank and cooperative in answering inquiries of an administrative
nature. If allegations are possibly criminal in nature, the employee has the right to seek counsel in
the same vein as any other individual  see l3-6!.

�! Such interviews must be complete and thorough with all pertinent information obtained and
recorded so that all phases of the allegations may be resolved. The interviews must not be unduly
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protracted and should be held to a reasonable length by proper preparation and recognition of the
purpose of the interviews.

�! The inquiry shall not be complete until the specific allegations that may justify disciplinary
action are made known to the employee who may be disciplined and the employee is afforded
reasonable time to answer the speci�c allegations. The employee&#39;s answers, explanations, defenses,
etc., should be recorded in the forrn of a signed, sworn statement which should speci�cally include
the allegations made against the employee in an introductory paragraph. The statement is to be
prepared following an in-depth interview of the employee by the division head or designated
supervisory representative. The employee is not merely to be asked to give a written response to the
allegations, but is to be interviewed in an interrogatory fashion, and a signed, sworn statement
prepared from the results by the interviewing official. Since the statement represents that which the
employee is willing to sign and swear to, he/she retains the right to make corrections or changes
before doing so. If those changes or corrections differ materially from what the employee stated
during interview, that fact a.nd the nature of the statements should be separately recorded. Should
there be any question on the part of the interviewing official as to whether a particular allegation
 set of facts! might justify disciplinary action, he/she should contact OPR, Inspection Division, in
order to resolve this prior to the interview so the employee will be ensured of an opportunity to

appropriately respond.

�! When interviewing employees during administrative inquiries to solicit information about
themselves or about their own activities, the employee should be provided the Privacy Act notice
described in MIOG, Part I, 190-5�!, explaining the purpose of the inquiry a.nd how the information
will be used.

�! When interviewing employees, or others, to solicit information about the subject of an
administrative inquiry, the person interviewed as a source should be provided, if appropriate, the
opportunity to request a.n express promise of confidentiality, as described in MIOG, Part I, l9O-7,
and SAC Memorandum 51-77 C!, dated 11/ 15/77, in order to protect the source&#39;s identity should
the subject of the inquiry submit a Privacy Act request for access to records of the inquiry. The
source should be cautioned that if a fonnal adverse personnel action is taken against the subject of
the inquiry pursuant to Chapter 75 of the Civil Service Reform Act, the information furnished,
along with the source&#39;s identity must, by law, be provided to the subject, if any information
provided in that statement is used in whole or in part to support that personnel action. In addition,
pursuant to certain administrative inquiries and possible judicial proceedings, it may be necessary
to furnish the source&#39;s identity if any information provided in the source&#39;s statement is used in
whole or in part to support a personnel action. The principles discussed in 13-6, infra, are also
applicable to an interview of an employee regarding the actions of others, to the extent such
answers might reveal criminal misconduct on the part of the employee being interviewed.
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13-4.1 Deleted  See Security Policy Manual at http://rmd.fbinet.fbi/ppu/manua|s-
desk/manua|s_published_in_new_format.htm!

13-5 SIGNED SWORN STATEMENTS

Whenever there are circumstances in connection with investigations or inquiries indicating
misconduct of personnel, harassment or intimidation of subjects, other individuals or groups, or
derelictions of any kind by the Bureau, all Agents engaged in such investigations or inquiries must:

�! Immediately prepare signed sworn statements of fact so that a clear record will be available
should a question arise at a later date. These statements should:

 a! Cover facts bearing directly upon charges made.

 b! Be specific as to each allegation, if allegations are specific.

 c! Be general in nature, if allegations are general in nature.

In matters relating to a pending investigation, no interviews should be conducted until it is
determined by the USA�s office, the Department of Justice and/ or FBI Headquarters, that such
action will not hinder the investigation and/or prosecution. The SAC or any Special Agent
designated by SAC may administer the oath in these statements since, under existing regulations,
Agents are authorized to administer oaths in cases involving irregularities or misconduct in office
of a Government employee. This statement is comparable to an affidavit, but does not necessitate
notarization.

�! Forward the original and one copy of these statements to FBIHQ under the appropriate case
caption and retain a copy in the field office or Headquarters file. If the allegations relate to a matter
currently being investigated, prosecuted or on appeal, the USA&#39;s office  or in aggravated instances,
Office of Professional Responsibility-Department of Justice! should be made aware and an opinion
sought as to whether or not immediate preparation of the employee&#39;s statement would have a
detrimental effect on the substantive investigation. Thereafter, if appropriate, a signed copy of any
statement obtained can also be furnished to the appropriate USA so that the court records will
clearly show the true facts and any false allegations made will not stand undisputed in the court
record.

�! If the matter, whether criminal or administrative in nature, is considered sufficiently serious, an
attempt should be made to obtain the complainant&#39;s allegation in the form of an affidavit or sworn
signed statement also.

13-6 ADMINISTRATIVE OR CRIMINAL PROCEEDINGS - USE OF INTERVIEW FORMS

 See MAOP, Part I, 13-4; MIOG, Part I, 263-5.!
�! Prior to the interview of an employee against whom allegations of criminal misconduct have
been leveled a decision should be made as to whether the goal of the interview is to obtain a
statement admissible in subsequent criminal proceedings or whether the goal is to compel the
employee to make a full statement of the facts in order to ascertain what administrative action, if
any, is appropriate. This decision is to be made by OPR, FBIHQ.
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�! To ensure that employees being interviewed are fully and consistently made aware of their
rights and obligations, two forms have been adopted for use in such interviews. The Office of
Professional Responsibility, DOJ, has fully endorsed the use of these forms. These forms are only
to be utilized during OFFICIAL administrative inquiries and only when authorized by FBIHQ
 primarily those supervised by OPR!.

�! Neither of these two forms  FD-644 nor FD-645! which are described below are to be routinely
used during the investigation of a shooting incident. They will be used only in those shooting
inquiries when instructed to do so by FBIHQ as set forth in MIOG, Part II, Section 12-l l.7.

The decision as to which form will be used in a particular inquiry will be made by OPR, FBIHQ,
on a case-by-case basis, in accordance with the principles set forth below.

13-6.1 Criminal Proceeding Contemplated or Possible

 l! Form A  FD-644! captioned "Warning a.nd Assurance to Employee Requested to Provide
Information on a Voluntary Basis," is to be utilized in situations where an employee is provided an
opportunity to voluntarily respond to questions concerning allegations of job-related misconduct
which have the potential for criminal prosecution, but wherein the employee is not being compelled
to answer questions or provide a statement. Use of this form should assure that any statements
obtained will be freely and voluntarily given and, hence, admissible in any future criminal
proceeding.

�! Full Miranda warnings will be given to employees only in situations where the employee to be
interviewed is in custody or is significantly deprived of his/her freedom of action, an arrest is
clearly intended at the conclusion of the interview, or whether in custody or not, the employee
being interviewed has previously been arrested or formally charged and prosecution is pending on a
Federal offense a.nd the questioning concerns that offense or a related Federal offense.

�! Whenever Form FD-644 is utilized, a.n interview log should be prepared in accordance with the
Legal Handbook for Special Agents, Section 7-9.

13-6.2 Inquiry Solely for Administrative Purposes
�! In a situation where the allegation, if true, has the potential for criminal prosecution, but a
decision has been made not to seek an admissible statement,  but rather, to compel the employee to
fully and candidly answer all questions concerning the alleged incident!, Form B  FD-645!,
captioned "Warning and Assurance to Employee Required to Provide Information," should be used.

However, prior to the use of this form in any instance where the allegation, if true, would have
potential for Federal criminal prosecution of the employee to be interviewed, OPR-Inspection
Division must present the facts of the case to OPR-DOJ and obtain an initial opinion that the matter
in question should be handled administratively rather than criminally. This is necessary because
any incriminating statement obtained after use of Form FD-645 will not be admissible in a criminal
prosecution of the employee.

�! In a situation where the allegation, if true, has potential for non-Federal prosecution, and a
decision has been made by FBIHQ to compel full answers from the employee regarding the matter
under investigation, Form FD-645 should be used.
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�! In all other instances where an employee is being interviewed in connection with an official
administrative inquiry, Form FD-645 should be used.

�! There is no Sixth Amendment right to counsel in purely administrative interviews. Therefore,
even if the employee specifically requests to have an attorney present during the course of the
interview, the Bureau is not legally obliged to agree to this condition. Any administrative decision
to allow the presence of counsel during an administrative interview is to be made by OPR, FBIHQ.
�! An interview log is not required when Form FD-645 is utilized. Those conducting such
administrative interviews of employees should be alert, however, to circumstances where good
judgment might warrant preparation of an interview log; for example, in those interviews of a
particularly sensitive nature or in those concerning serious misconduct involving veterans which
may ultimately be heard before a Merit Systems Protection Board.

13-7 REPORTING

�! In most instances, after FBIHQ has been initially notified of the allegation, it will be
satisfactory for the responsible official to report the facts pertaining to the misconduct or improper
performance of duty, by letter setting forth a concise statement of the situation together with
supporting documentation and statements. In all cases, whether or not it is felt administrative action
is necessary, a statement that administrative action is, or is not, recommended must be made. There
can be no deviation from this procedure.

�! To prevent unauthorized disclosure of these allegations and the subsequent inquiry, a separate
�eld office file should be opened and indexed under a "263" classification for each investigation
and be maintained in the SAC&#39;s safe. This file number will be included on all communications

between field divisions and FBIHQ; communication being directed to the personal attention of the
SAC and/or enclosed in a sealed envelope to FBIHQ, Attention: OPR-Inspection Division.

�! Copies of the allegations and subsequent investigation should not be placed in the accused&#39;s
field office or FBIHQ personnel file. Only if some form of administrative action is taken will there
be any need to address the allegation in one&#39;s personnel tile. This is satisfactorily handled by a
designated copy of the approved justification memorandum and/ or addendum s! being placed in the
personnel file at FBIHQ as well as copies of the outgoing communication to the employee being
placed in both the field office and FBIHQ personnel �les.

13-7.1 Format

Certain factual situations may require the letters in which they are reported to exceed one page in
length. In these instances, such letters should conform to the following format:

�! Title--This should, when possible, relate only to the substance of the allegation regardless
whether or not it originated out of a substantive investigation or is work related. The title should

include the employee s! name; general allegation  i.e., alleged professional misconduct, etc.!;
complainant, if appropriate; division and classification, i.e., OPR Matter.

�! Synopsis--Here should be stated brie�y, but clearly the pertinent facts relating to the situation.
While brief, the synopsis should contain sufficient facts to give any reviewing official a clear
picture of each allegation and whether they are true or false.
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�! Action taken--Here should be clearly enumerated the action taken by the Bureau official
pertaining to the employee in connection with the misconduct or improper performance of duty.
For example, a statement as to the time and date an employee Was suspended from active duty, or
an explanation as to any investigation or information sought from other �eld offices in running out
the allegation, or the like, should be set forth under this heading.

�! Work record and any aggravating or mitigating factors--Under this heading should be reported
pertinent comments regarding the general Work performance record of the employee. In addition,
any other factors of an aggravating nature or which might have a mitigating or balancing effect
upon the dereliction should be set forth. For example, if an employee put a great deal of hard Work
and effort into a matter and Was also responsible for certain shortcomings, the administrative action
finally decided upon Would be dependent upon a balancing and weighing of the good and bad
aspects. However, any mitigating facts should not be restricted to the particular case or incident
from which the dereliction arises. An employee may have performed creditably in other cases
recently, on other occasions or displayed a commendable attitude which factors should be brought
to FBIHQ&#39;s attention.

�! Comments and conclusions--Under this heading should be set forth the observations of the
Bureau official and the conclusions upon which the recommendations for administrative action are
based.

�! Recommendations--Under this heading should be set forth the recommendations as to what, if
any, administrative action is necessary.

�! Enclosures--Attach statements of the complainant, Witnesses and employee s!, as Well as any
documentation relevant to the inquiry.

13-7.2 Investigative Reports  See MIOG, Part 1, 263-7.1.!
 l! Matters involving criminality or serious misconduct supervised/investigated by OPR should, for
the most part, be submitted to FBIHQ by Investigative Report which should be thorough, precise
and to the point. There may be instances Where the extent of the inquiry is so minimal that an
Investigative Report would not seem necessary. Any question conceming Whether or not to submit
an Investigative Report should be resolved by consulting with OPR.

�! Synopses of OPR Matter Investigative Reports should be extremely complete to include all
allegations, the results of investigation and the subject employee&#39;s responses to these allegations.
Consideration should be given to including a table of contents in these Investigative Reports.

�! Three copies of the Investigative Report  four copies if the matter involves a substantive case!
should be submitted by cover electronic communication  EC!, in a sealed envelope, to FBIHQ,
Attention: OPR. The cover EC should contain the SAC&#39;s observations, comments, mitigating or
aggravating circumstances, as Well as SAC&#39;s recommendations for administrative action.

�! FBIHQ is to be the office of origin in OPR Matter investigations.

13-8 ALLEGATIONS MADE BY INDIVIDUALS OUTSIDE THE BUREAU

 l! In instances in which allegations are made by persons outside the Bureau against Bureau
personnel or the Bureau itself and such charges are disproven, prompt action should be taken to
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refute such claims both with the source of the erroneous complaints and others having knowledge
of the allegations, including news media carrying stories on the matter. Where possible, every
effort should be made to have the refutation appear in the same article with the charges. Whenever
the advisability of taking this action appears questionable, FBIHQ should be advised and a
recommendation made on this point setting out clearly the reasons on which the conclusion is based.

�! If allegations are made against Bureau personnel by subjects of Bureau cases during a court trial,
it is the responsibility of the SAC with the concurrence of the USA and/ or DOJ, to see that proper
refutation is made and that such refutation appears in court records in accordance with the Manual
of Investigative Operations and Guidelines, Part II, Section 6. The purpose of this is to insure that
in case of an appeal the Bureau&#39;s refutation is in the court&#39;s record. FBIHQ is to be advised
promptly of all pertinent facts and circumstances relating to such allegations and refutations.

13-9 SUSPENSION WITHOUT PAY  See MAOP, Part I, 13-12 �!.!
�! No Bureau employees are to be suspended without pay without prior FBIHQ approval. Where
the seriousness of the situation warrants, the Assistant Director of the Personnel Division may be
contacted telephonically. His instructions regarding suspension without pay or other immediate
action to be taken pending a �nal determination of the matter may be secured.

�! In cases involving disciplinary suspension without pay for seven or more consecutive calendar
days, SF-8 will be sent to the employee by Personnel Management Section, FBIHQ, as an
enclosure with the letter addressed to employee containing suspension notification. However, when
telephonic or teletype instructions are issued by FBIHQ suspending the employee for seven or more
consecutive calendar days, instructions will be issued and recorded that SF-8 be furnished.

�! Employees who are under suspension without pay cannot legally be permitted to work during
the period of suspension. If employees offer to work while under suspension, they should be
informed it is illegal. FBIHQ decision in such instances is unnecessary, although FBIHQ should be
informed of the employee&#39;s attitude in making the offer.

�! Upon return to duty from suspension an SF-52 must be submitted to FBIHQ. The following
items must be completed:

 a! Part A, Items 1, 3, 5, and 6

 b! Part B, Items l, 2, 3, and 22

13-10 PROCEDURAL RIGHTS OF PREFERENCE ELIGIBLE EMPLOYEES

REGARDING ADVERSE ACTIONS  See MAOP, Part 1, 1-29, 1-30.3, 3-6.1, 8-1.11, 8-
1.12.2,10-6,10-7,13-11�!,13-13,14-4.1&14-4.2.!
�! A "preference eligible" employee who has completed one year of current continuous service in
the same or similar positions within an agency may have certain rights when an adverse action is
proposed or taken against the employee. For the purposes of this manual, an "adverse action"
involves removal, suspension for more than 14 days, reduction in grade or pay, or a furlough of 30
days or less. Such an action may only be ta.ken for such cause as will promote the efficiency of the
service.  See Title 5, United States Code  USC!, Sections 7511-7513.!  See MAOP, Part 1, 21-1.!
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�! As a general matter, a preference eligible employee includes an honorably discharged veteran
who served on active duty during a War or in a campaign or expedition for which a campaign badge
has been authorized; during the period beginning on April 28, 1952 and ending on July 1, 1955; or
for at least 180 days during a period occurring after January 31, 1955 and before October 15, 1976
 With exceptions applying to the National Guard and the Reserves!. The term also includes certain
disabled veterans. In addition, under certain limited circumstances "preference eligible" can include
an unmarried Widow/widower of a veteran, the spouse of a disabled veteran, or the mother of a
deceased or disabled veteran. It does not include members of the FBI-DEA Senior Executive

Service.  See Title 5, USC, Section 2108.!

�! With respect to adverse actions, the procedural rights of a preference eligible employee Who has
completed one year of current continuous service are set forth at Title 5, USC, Section 7513. These
rights include:  a! at least 30 days� advance Written notice stating the specific reasons for the
proposed action, unless there is a reasonable cause to believe the employee has committed a crime
for which a sentence of imprisonment may be imposed;  b! a reasonable time of not less than seven
days to answer orally and in Writing and to fumish affidavits and other documentary evidence;  c!
the right to be represented by an attorney or other representative;  d! a written decision Which
includes the specific reasons for the agency action;  e! the right to appeal the adverse action to the
Merit Systems Protection Board  MSPB!; and,  f! the right to inspect documents which the agency
relied upon in arriving at its decision. As a general matter, appeals to the MSPB by preference
eligible employees are to be filed within 30 days after the effective date of the adverse action.

�! During the period of advance Written notice, the employee may be retained on active duty, be
placed on administrative leave, be placed on annual leave or leave Without pay with the employee&#39;s
consent, or be suspended Without pay if the suspension does not exceed 14 days in length.

�! Like nonpreference eligible employees, a preference eligible employee who has completed
his/her one-year probationary period  see MAOP, Part 1, Section 21! may appeal an adverse action
to the Assistant Director, Administrative Services Division, FBIHQ.

�! Any necessary notices to preference eligible employees Will be handled by FBIHQ.

�! Upon receiving an employee&#39;s reply to the notice of proposed disciplinary action, FBIHQ will
consider the reply and advise the employee in Writing of the �nal decision.

 8! A nonpreference eligible employee in an "excepted service" agency such as the FBI is not
LEGALLY entitled to the same procedural rights afforded to a preference eligible employee in
adverse action cases.

13-11 USE OF AN INDEFINITE SUSPENSION IN PERSONNEL MATTERS  See MAOP,
Part I, 1-29.!
�! Inde�nite suspensions are defined by the FBI as the placing of an employee in a temporary
status Without duties and pay pending investigation, inquiry, or further agency action. The
inde�nite suspension continues for an indeterminate period of time and ends with the occurrence of
the pending conditions set forth in the notice of action which may include the completion of any
subsequent administrative action. An inde�nite suspension may be imposed When it is determined
that an employee&#39;s continued presence in the Workplace Will be injurious to the employee, to co-
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Workers or the public, to the FBI�s operations, or to national security interests pending additional
investigation into the underlying conduct of the employee. Members of the FBI�s Senior Executive
Service  SES! are not covered by this policy. Rather, indefinite suspensions involving members of
the FBI�s SES are govemed by the adverse action provisions set forth in the FBI�s SES policy.

�! An indefinite suspension for more than 14 days is considered an adverse action under 5 CFR,
752.401 a!�!. Preference eligible employees are, therefore, afforded statutory entitlements which
are set forth in Title 5, USC, Section 7513 and MAOP, Part I, 13-10.

�! See MAOP, Part I, 1-29 for further information conceming the use of an indefinite suspension
in matters involving revocation of a security clearance.

13-11.1 Use of an Indefinite Suspension in Matters Involving Criminal Conduct

�! Each incident involving suspected criminal conduct Will be considered from the viewpoint of
Whether the employee&#39;s continued presence in the Workplace is detrimental to the FBI in
accomplishing its mission. Should the Office of Professional Responsibility  OPR! find that
reasonable cause exists to believe an employee has committed a crime for which a sentence of
imprisonment may be imposed, a letter signed by the Assistant Director, OPR, will be prepared
advising the employee that he/she will be placed on inde�nite suspension  Without pay or duties!
and the reason for such action. Reasonable cause may be established, for example, by a.n indictment
arrest, the filing of criminal information, credible nevvs reports of egregious acts that are
detrimental to the Bureau&#39;s mission, such as murder or national security offenses, or through a
judicial determination of probable cause. A Warrantless arrest alone may not be sufficient to
establish reasonable cause. Separate action may be taken to suspend the employee&#39;s security
clearance in comrection with a criminal case. In these types of criminal conduct cases, employees
Wlll not be given the option ofusing leave.  See MAOP, Part 1, 1-29.!

�! An indefinite suspension for more than 14 days is considered an adverse action under Title 5,
United States Code  USC!, Section 7512 and Title 5, Code of Federal Regulations  CPR!, Part
752.401 a!�!. When an adverse action is proposed or taken against a preference eligible employee,
i.e., certain veterans or the spouses, Widows, or mothers of veterans who meet the definition of

"preference eligible" in Title 5, USC, Section 2108, specific statutory rights apply. Information
regarding these rights Will be contained in the letter advising the employee of the proposed
indefinite suspension.

Since federal law requires that a preference eligible employee continue to be paid during the
advance notice period even if required to be absent from the Work place, any preference eligible
employee receiving a letter proposing his/her indefinite suspension will remain on administrative
leave with pay until a �nal decision regarding placing the employee on inde�nite suspension is
made and communicated, in Writing, to the employee.

�! Nonpreference eligible employees do not have the additional rights granted to preference
eligible employees. Accordingly, an indefinite suspension is effective upon receipt of the Written
notice of such, a.nd no appeal rights are afforded.
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13-11.2 Other Sources of Compensation During Period of Indefinite Suspension

�! During periods of inde�nite suspension, an employee may request approval for outside
employment following established Bureau procedures, which include review to determine whether
the proposed outside employment presents a con�ict of interest. For a �eld support employee, an
outside employment request should be submitted through the security officer in the �eld of�ce
where located. For an FBIHQ support employee, an outside employment request should be
submitted to the Reinvestigation Unit, Security Division. For a Special Agent, an outside
employment request should be submitted through the Employee Bene�ts Unit, ASD. Form FD-331
should be used for such purposes. Review will be expedited upon the employee&#39;s request.

�! The written notice of inde�nite suspension will include instructions to the of�ce to provide the
employee a copy of Standard Form 8, Unemployment Compensation for Federal Employees
Program; Notice to Federal Employees About Unemployment Compensation. For additional
information on this topic, employees must contact their state or local unemployment compensation
of�ce.

13-11.3 Removal From Indefinite Suspension

An indefinite suspension will be terminated upon completion of the FBI&#39;s inquiry and decision
concerning the status of the employee  i.e., a decision to fully or partially allow the employee to
return to the work place or to terminate employment with the FBI!.

13-11.4 Back Pay Matters
If investigative results determine that an employee is to be restored to full duty, the employee is
immediately eligible to return to a paid status. In each such case, the Assistant Director, ASD, will
cause a review of the circumstances to determine whether back pay may be appropriate for the
period of inde�nite suspension and make decisions on a case-by-case basis. In addition, when an
employee&#39;s return to duty is delayed, back pay may be afforded from the time the decision to allow
the return to work and the actual return to work date. Such cases are reviewed on their merits and

decisions regarding pay and placement are made accordingly.

13-12 RESIGNATION TENDERED DURING PERSONNEL ACTION INQUIRY

 FORMERLY 13-11!  See MAOP, Part I, 17-1.1.!
�! It may be that an employee would rather submit his/her resignation than see the inquiry
continue and face possible charges. Division heads, SACs and other supervisory employees may,
upon conclusion of their �ndings, discuss with the employee what the intended recommendation to
FBIHQ will be with respect to administrative action, being careful to point out at the same time that
any formal action or charges will be made at FBIHQ. Accordingly, it is permissible to discuss the
possibility of resignation with the employee. Duress, deception, intimidation or anything similar
will not be tolerated and must not be used to in�uence employee&#39;s decision nor may employee be
denied adequate time, if requested, to make a decision between resigning or seeing the inquiry
continued. Employee should be advised of the Bureau&#39;s procedures for employee discipline and that
these procedures allow an employee the opportunity to rebut negative allegations and
recommendations of his/her supervisors. Employee should also be advised that a voluntary
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resignation might preclude him/her from receiving unemployment compensation he/she may
otherwise be entitled to.

�! Should an employee involved in allegations submit his or her resignation from the Bureau&#39;s
service, such resignation should be received and forwarded to FBIHQ.

13-13 SCHEDULE OF DISCIPLINARY OFFENSES AND PENALTIES FOR FBI

EMPLOYEES  FORMERLY 13-12!  See MAOP, Part 1, 1-30.3 and 21-7 �!.!
�! This schedule is to be used only as a guide in determining appropriate discipline based on the
violation of regulations by Bureau employees. This schedule is not all inclusive, and �nal
determination of the appropriate disciplinary action warranted in each case will be made by FBIHQ
except for those matters delegated to SACs and Assistant Directors  see 13-2�! of this section for
details!. It should be noted that the decision-making process utilized in determining appropriate
action in disciplinary matters is extensive in nature a.nd involves input from every level of
management in FBIHQ. In addition, consideration is given to Bureau policy and similar incidents
previously resolved, as well as any aggravating or mitigating circumstances of the case in point. In
some instances, discussions are held with the Department of Justice and the Of�ce of P6I�SOl�1l16l
Management before a �nal determination is made. In most instances, penalties for violations of
regulations will fall within the range of penalties set forth in this schedule. In aggravated case, a
penalty outside the range of penalties may be imposed. For example, supervisors a.nd Bureau
of�cials, because of their responsibility to demonstrate exemplary behavior, may be subject to a
greater penalty than is provided in the range of penalties. The purpose of this schedule is not to
remove the personnel management decisions made in all disciplinary matters but rather to provide
an example and guide which is used at FBIHQ and in the �eld in connection with decisions made
in regard to disciplinary matters.

�! In regard to suspensions, it is noted that the Civil Service Reform Act  CSRA! of 1978 provides
that days of suspension will be computed in terms of calendar days, not days worked. Therefore,
recommendations for a period of suspension will only be made in terms of calendar days. A period
of suspension will always commence at the close of business, Friday of any given week. For
example, recommendation of seven �! days� suspension, if approved, will result in a forfeiture of
�ve days� pay whereas a recommendation of fourteen �4! days� suspension will result in a
forfeiture often days� pay. A period of suspension in excess of 14 calendar days is an adverse
action as de�ned in the CSRA of 1978  see 13-10 of this section for details!.

�! A non-SES employee desiring to appeal any suspension from duty without pay and/� or an
adverse disciplinary sanction will be required to �le an appeal stating the grounds relied upon in
writing. Only employees who have completed the one-year  two years for Special Agents and
forensic examiners! probationary period required by the FBI will be entitled to an appeal. This
appeal must be �led within 30 days following noti�cation of the disciplinary action to the
employee. The Deputy Assistant Director  DAD!, Inspection Division  INSD!, will serve as the
primary of�cial responsible for the appellate review of disciplinary matters which have involved a
non-SES employee&#39;s suspension from duty without pay for a period of 14 days or less  called a
nonadverse action!, unless that disciplinary sanction was issued by the AD, OPR. Whenever the
AD, OPR, seryes as the deciding of�cial in the suspension of a non- SES employee in a nonadverse
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action, the AD, INSD, will serve as the deciding appellate official. The decision of the AD or DAD,
INSD, in such matters will constitute the �nal authority within the FBI for appellate review.

When a matter under appeal involves a suspension of more than 14 days, demotion or dismissal of
a non-SES employee  called an adverse action!, the AD, INSD, will establish a Disciplinary
Review Board  DRB! to review the action taken by OPR.

When disciplinary action is taken against SES members or ASACS, the Deputy Director is the
action authority. The Director is the �nal appeal authority for disciplinary actions taken by the
Deputy Director. Thereafter, nonpreference eligible FBI employees in the excepted service do NOT
have a right to appeal a disciplinary action to the Merit Systems Protection Board  MSPB!. A
"preference eligible" employee who has completed one year of current continuous service in the
same or similar positions in an agency, in addition to being able to appeal a disciplinary action as
indicated above, may also appeal an "adverse action"  e.g., removal, suspension for more than 14
days, reduction in grade or pay! to the MSPB. As a general matter, appeals to the MSPB by
preference eligible employees are to be filed within 30 days after the effective date of the adverse
action.  See MAOP, Part 1, 13-2, 13-10, 14-4.1 and 14-4.2.!

�! COMPOSITION OF A DISCIPLINARY REVIEW BOARD

 a! A DRB will be composed of three voting members, each of whom is a member of the FBI&#39;s
Senior Executive Service  SES!. After designation as members of a DRB, employees will be
instructed to refrain from acquainting themselves with any facts or circumstances involving the
subject of the appeal, except to review the record of the case.

 b! The DRB will be chaired by the AD, INSD, whenever the disciplinary sanction was imposed by
the AD, OPR. In instances in which the disciplinary action under appeal is decided by the DAD,
OPR, at the discretion of the AD, INSD, the Board may be chaired by the DAD, INSD.

 c! A non-SES employee who appeals a suspension of more than 14 days, demotion or dismissal
will be permitted to select one member of the DRB from a list of all FBI SES participants except
those serving at SES level 6, a.nd those who, due to the nature or geographical location of their
assigmnents, have been determined to pose con�icts with the objective and expeditious character of
DRB proceedings. This list will be forwarded by the INSD to the employee&#39;s division head, and
made available for the employee&#39;s review, upon request, by the division head or his/her designee
 e.g., the Chief Division Counsel!, who will then report the employee&#39;s selection to the INSD. The
third member of the DRB will be selected randomly from the same list. After serying on the DRB,
this third member will be removed from the pool of SES participants eligible for random selection
 but not employee selection! for DRBs for the remainder of the fiscal year.

 d! An SES member who serves  or last served, in the case of a dismissal! as an employee&#39;s rating
or reviewing official will not be permitted to serve as a member of a DRB which decides that
individual&#39;s appeal of an adverse disciplinary sanction.

 e! If, after selection, a member of a DRB feels constrained to disqualify himself/herself, a
replacement will be chosen in the same manner the disqualified member was selected.

�! INSD AND DRB AUTHORITY AND PROCEDURES
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 a! INSD, in an appeal from a suspension of 14 days or less, and a DRB, in an appeal of a
suspension of more than l4 days, demotion or dismissal, will review the issues presented in writing
by the employee. The review will be of the employee&#39;s written appeal, any response submitted by
OPR, and any documentary record. If the record of a disciplinary action taken under the auspices of
OPR is insufficient to decide the merits of an appeal, INSD or the DRB may remand the case to
OPR and direct such additional investigation and �ndings as may be necessary. Nothing shall
preclude INSD or a DRB from requiring an oral presentation if considered helpful to a resolution of
the appeal.

 b! An appeal of a suspension of l4 days or less will be decided by the designated INSD official.
The decision of a DRB in an appeal of a suspension of more than 14 days, demotion or dismissal
will be by majority vote.

 c! In exercising appellate authority, INSD and a DRB may independently redetermine the factual
�ndings and/or the penalty imposed. However, in the event that a different disciplinary sanction is
determined to be appropriate, that sanction must be consistent with applicable disciplinary

precedent.

 d! After reaching a decision in the review of an appeal, INSD or a DRB will document its findings
in writing and provide the employee a written decision.

 e! If INSD or a DRB finds that an employee has not received the procedural protections in the
disciplinary process to which he/she is entitled, it may retain the matter for decision, e.g., when the
matter involves harmless error, may refer the matter back to OPR for corrective action; or may
reverse or modify the action of the deciding official.

 f! The decision of INSD or of a DRB conceming the merits of an appeal involving a non-SES
employee will constitute the final decision of the FBI concerning the appropriateness of the
disciplinary sanction in the matter under appeal.

 g! Decisions by the INSD or a DRB in the appeal of disciplinary sanctions will be implemented no
later than 60 calendar days after the appellate decision is rendered in writing.

These procedures will not apply to matters involving an appeal of an adverse disciplinary action
resulting from an employee&#39;s loss of a security clearance.

The expansion of procedural entitlements in the appeal of disciplinary actions will not include the
right of appeal to the MSPB. The statutory right to appeal a.n adverse disciplinary action to the
MSPB is preserved for preference eligible employees. Existing policies goveming indefinite
suspensions, administrative leave actions, fitness for duty determinations and nonadverse actions
will not be affected by this expansion of appellate procedures.

�! The following definitions are furnished for information. This schedule does not include
discipline required by law or infractions which, in addition to being a violation of Bureau rules and
regulations, are also a criminal offense.

 a! Oral reprimand--Employees are advised of deficiency or infraction of regulations and notation
made in personnel file relating to the need for the official reprimand.
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 b! Commented upon in annual performance rating--In this instance, the infraction warranted more
than an oral reprimand but is not considered severe enough for official recognition in the form of a
letter of censure. This refers to Work-related matters only.

 c! Censure--Official Written reprimand.

 d! Censure and probation--Official Written reprimand which includes a minimum probationary
period of 90 days for Special Agents and 60 days for other employees.

 e! Censure, probation and suspension--Official Written reprimand Which, in addition to a
probationary period, includes a period of time in which the employee is removed from duty Without

Pay-

 f! Demotion--Any reduction in grade or pay.

 g! Removal--Dropped from the rolls of the FBI.

�! The standards by which all employees are held are set forth in greater detail in this manual. For
further reference, these standards of conduct can be found in the Department of Justice Order 350-
65 captioned "Standards of Conduct," Executive Order 12764, a.nd the ETHICS HANDBOOK
which is distributed to all personnel.

 8! An employee may be censured When the cause for administrative action is sufficiently
aggravated as to require a Written reprimand. At the time FBIHQ makes a promotional decision, all
relevant information including the cause for a disciplinary matter, including probation, is
considered. FBIHQ expects the employee&#39;s superior to provide a strong favorable recommendation
when the employee has been the subject of disciplinary action Within the preceding 12 months.
Lacking such a recommendation, FBIHQ may determine that a promotion from one GS or Wage
level to another should be delayed for a period of up to 60 days for support employees or up to 90
days for Agents.  See MAOP, Part 1, 3-1.2.2 �! & �!.!

SCHEDULE OF DISCIPLINARY OFFENSES AND PENALTIES FOR FBI EMPLOYEES

1. Unexcused or unauthorized absence of 8 hours or less

Applies to: All Personnel

First Offense - Oral Reprimand to 3-day suspension

Second Offense - Oral Reprimand to 5-day suspension

Third Offense - Oral Reprimand to removal

2. Excessive unauthorized absence  in excess of 8 hours!

Applies to: All Personnel

First Offense - Oral Reprimand to 5-day suspension

Second Offense - Oral Reprimand to 15-day suspension

Third Offense - Oral Reprimand to removal

3. Work de�ciencies a.nd/or inattention to duty  See MAOP, Part 1, 8-1.11.!

SENSITIVE
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Applies to: Agent Personnel

First Offense - Oral reprimand to removal

Second Offense - 5-day suspension to removal

Third Offense - l5-day suspension to removal

Applies to: Non-Agent Personnel  Excluding Fingerprint Examiners, Information Services Section,
Criminal Justice Information Services Division, for Whom standards of production and accuracy, as
Well as minimum penalties, have been established.!

First Offense - Oral reprimand to removal

Second Offense - 3-day suspension to removal

Third Offense - 5-day suspension to removal

4. Insubordination  See MAOP, Part 1, 8-1.11.!

Applies: All Personnel

First Offense - Censure to removal

Second Offense - 5-day suspension to removal

Third Offense - 15-day suspension to removal

5. Unauthorized possession of, use of, or loss or damage to government property other than motor
vehicle or aircraft

Applies to: All Personnel

First Offense - No action to removal

Second Offense - Oral reprimand to removal

Third Offense - Censure to removal

6. * **Unauthorized possession of, use of, loss of or damage to government-owned or -leased motor
vehicle or aircraft

Applies to: All personnel

First Offense - Oral reprimand to removal

Second Offense - 3-day suspension to removal

Third Offense - 5-day suspension to removal

***Title 31, U.S. Code, Section 1349 b!, provides a minimum of 30 days� suspension for employee
Who willfully uses or authorizes the use of any govermnent-owned or -leased motor vehicle or
aircraft for other than official purposes.  See MAOP, Part l, l-3.1.!

7. Traffic violations

Applies to: All personnel
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a. Aggravated  all types!

First Offense - Oral reprimand to removal

Second Offense - Oral reprimand to removal

Third Offense - Oral reprimand to removal

b. Driving Under the In�uence or While Intoxicated  See MAOP, Part 1, 1-30.3 and 8-1.12.2.!

First Offense - 30-day suspension to removal

Second Offense - Removal

8. Illegal use of controlled substance  drugs a.nd marijuana!

Applies to: All personnel

First Offense - Censure to Removal

Second Offense - Removal

9. Criminal, dishonest, immoral, infamous or notoriously disgraceful conduct

Applies to: All personnel

First Offense - Oral reprimand to removal

Second Offense - 5-day suspension to removal

Third Offense - 30-day suspension to removal

10. Failure to honor con�rmed �nancial obligations

Applies to: All personnel

First Offense - Oral reprimand

Second Offense - Oral reprimand

Third Offense - Oral reprimand to removal

l 1. Unauthorized disclosure of information from Bureau records

Applies to: All personnel

First Offense - Oral reprimand to removal

Second Offense - Removal

12. Falsi�cation of official documents and/or records

Applies to: All personnel

First Offense - Oral reprimand to removal

Second Offense - Removal

13. Availability

Applies to: All personnel
SENSITIVE

18



SENSITIVE

Man]-1]!: MAOPP1 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 1

First Offense - Oral reprimand to removal

Second Offense - Oral reprimand to removal

Third Offense - Oral reprimand to removal

14. Fitness for duty  overweight!

Applies to: Agent Personnel

First Offense - Oral reprimand

Second Offense - Oral reprimand to 5-day suspension

Third Offense - Oral reprimand to 15-day suspension

15. Smoking regulations  See MAOP, Part 2, 2-1.6.!

Applies to: All personnel

First Offense - Oral reprimand to censure

Second Offense - Oral reprimand to 5-day suspension

Third Offense - Oral reprimand to 14-day suspension

16. Security violations for:

Applies to: All personnel

a. Loss of classi�ed/sensitive information

First Offense - Censure to removal

Second Offense - Suspension to removal

Third Offense - Suspension to removal

b. Mishandling classified/sensitive information by: improper removal, storage  to include
unlocked/unsecure safes, vaults, or cabinets!, disposal, transpolting, reproduction, transmittal, or
access

Applies to: All personnel

First Offense - Oral reprimand to removal

Second Offense - Censure to removal

Third Offense - Suspension to removal

c. Computers

Applies to: All personnel

Medium Risk

1. Failure to properly label ADP storage media

2. Unauthorized Software
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SENSITIVE

3. Unlicensed Software

4. Nonofficial use of FBI computers

5. Introduction of malicious code

First Offense - Oral reprimand to removal

Second Offense - Censure to removal

Third Offense - Suspension to removal

High Risk

l. Misuse of accessor IDs and passwords

2. Improper maintenance

3. Improper equipment and media disposal

4. Failure to maintain proper control of FBI microcomputers and ADP storage media

5. Unauthorized telecommunications

6. Unauthorized access to FBI computers or networks or exceeding authorized codes

First Offense - Censure to removal

Second Offense - Suspension to removal

Third Offense - Suspension to removal

d. Routing of "Top Secret" or SCI information by telelift system mail-mobile pneumatic tube U S
Postal Service, or other commercial mail S¬l&#39;VlC¬

Applies to: All personnel

First Offense - Oral reprimand to removal

Second Offense - Oral reprimand to removal

Third Offense - Censure to removal
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13-13.1 Moved to 13-14.1

13-13.2 Moved to 13-14.2

13-13.3 Moved to 13-14.3

13-13.4 Moved to 13-14.4

13-13.5 Moved to 13-14.5

13-14 DISCIPLINARY PROBATION  FORMERLY 13-13!  See MAOP, Part |, 1-30.3, a-
1.12.2.!

Disciplinary probation is a corrective and/ or punitive procedure  Which may be imposed with
censure and/or suspension when so dictated by the factual situation! to closely monitor an
employee&#39;s performance with intent to provide counsel and correction during a speci�ed period of
time. During the disciplinary probation period, a denial of certain employee benefits may be

imposed.

13-14.1 Purpose of Disciplinary Probation  Formerly 13-13.1!
To provide the employee With notice that the particular area of inefficiency, delinquency, or poor
judgment, etc., will be afforded close scrutiny for a speci�ed period of time. During the period of
disciplinary probation, the employee is expected to make a concerted effort to improve in the
deficient area.

13-14.2 Length of Disciplinary Probation  Formerly 13-13.2.!
The length of the disciplinary probation period is �exible and Will be detennined by the Director or
Director&#39;s delegated representative. In most cases the original disciplinary probation period will be
90 days for Special Agents and 60 days for support employees.

13-14.3 Effects of Disciplinary Probation on Employee  Formerly 13-13.3!

During the period of disciplinary probation an employee:

�! Will not be promoted from one GS or Wage Board level to another;

�! Will not be considered for advancement Within the Executive Development and Selection
Program of the Bureau;

�! Will not be considered for a Personnel Resource List Transfer;

�! May have a promotion delayed for a period of time not to exceed the period of disciplinary
probation if the action occurred during the preceding 12 months and has not been offset by a strong
favorable recommendation for promotion from the employee&#39;s superior. The final determination
will be made by the Personnel Officer at FBIHQ.
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13-14.4 Application of Disciplinary Probation  Formerly 13-13.4.!
An employee will be placed on disciplinary probation only when the cause for administrative action
is work performance related or work-related.

�! Work performance considers the technical competence aspect of an employee.

�! Work-related action involves judgment, common sense, and the impact the cause has on the
public&#39;s perception of the FBI.

13-14.5 Removal from Disciplinary Probation  Formerly 13-13.5!
�! At the expiration of a disciplinary probation period, the Administrative Summary Unit,
Personnel Division, will activate a computer entry into the Bureau&#39;s Personnel Management System
to remove the employee from probation. No paperwork will be involved on the part of the SAC/AD
or FBIHQ for this process to occur. However, should the SAC/ AD choose to recommend that an
employee remain in a probationary status due to continued de�ciency in the area for which the
employee was disciplined, the Administrative Summary Unit should be telephonically advised just
prior to the end of the period, followed by an appropriate communication detailing the basis for
same. It is important that a tickler be set in the respective divisions so this matter can be followed

closely.

�! As a guideline in recommending that an employee in a probationary status be continued in this
status, the employee must continue to be deficient in the area for which they had been initially
disciplined. If the employee is deficient in another area, this would not be sufficient justification to
continue the initial probationary status. If additional problems are identified, the SAC/AD should
seriously consider recommending an additional disciplinary action to address the other deficient
areas, whether it be performance or conduct related.
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SECTION 14. APPEALS AND GRIEVANCES

**EffDte: O2/28/1978 MCRT#: O Div: OPD3 Cav: SecCls:

ALL II=1FURl�I.¬LTII]I=I IIIJIETJIIEIEIJ
HEHEIIJ I5 I.IIJi:E1l§§§IFIED

14-1  DATE U2-21.-Ei£EU&#39;.~� BY EUIEEQ E-s.U£ BEQUCFBESTP

 l! The FBI has always attempted to anticipate and avoid
possible sources of employee discontent or grievances by following
fair and objective policies, uniformly applied to all. To detect and
solve grievances which might arise, the FBI depends upon the alertness
of its supervisors and officials.

�! The FBI is confident that its indoctrination and
training programs ensure that each employee is fully aware that any
grievance should be brought to the attention of their supervisor so
that the matter may be discussed, explained and resolved. All
employees should be aware that their division head or Special Agent in
Charge is always available for further discussion with them of any
problem which cannot be handled satisfactorily on the supervisory
level; and that any problem which cannot be resolved satisfactorily
on any lower level may be brought to the Director&#39;s attention in
writing, or may be presented orally to an appropriate Bureau official.

�! Other means by which employees may present their
problems include the suggestion program or contact with the inspectors
who periodically inspect each division or field office. In addition,
certain formal procedures exist as set out in the subsections below.

**EffDte: O2/28/1991 MCRT#: O Div: D3 Cav: SecCls:

14-2 CONTESTING PERFORMANCE APPRAISALS

 See Part I, Section 5 of this manual.!

**EffDte: O2/28/1991 MCRT#: O Div: D3 Cav: SecCls:

14-3 POSITION CLASSIFICATION

Position classification decisions may be appealed in
accordance with provisions of Title 5, Code of Federal Regulations,
Chapter l, Part 5ll. Supervisors should be alert for situations in
which it appears an employee may be considering an appeal.
Experience has shown that if a supervisor carefully explains to an
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| 14-4.1 |Appeal Rights of Preference Eligible Employees Regarding Adverse

employee the basis for a given classification action misunderstandings
are averted. If difficulty persists in a given case, it may be
feasible to take administrative steps, such as readjustment of work
assignments, to eliminate it. FBTHQ should be notified of problems
which resist settlement. If need arises, FBIHQ will furnish, upon
request, the necessary instructions for filing classification appeals.

**EffDte: O2/28/1991 MCRT#: O Div: D3 Gav: SecCls:

14-4 APPEAL RIGHTS

**EffDte: O2/28/1991 MCRT#: O Div: D3OP Cav: SecCls:

Actions

Pursuant to Title 5, United States Code  USC!, Section

7511, "preference eligible" employees  e.g., certain veterans! who
have completed one year of current continuous service in the same or

similar positions with an agency may have certain procedural rights
when an adverse action is proposed or taken against them. For the
purposes of this manual, an "adverse action" involves removal,
suspension for more than 14 days, reductions in grade or pay, or a
furlough of 30 days or less.  See MAOP, Part T, 13-1O, 13-13�! &
14-4.2.!|

**EffDte: 12/O1/1994 MCRT#: 353 Div: D3OP Cav: SecCls:

14-4.2 Appeal Rights in General  See MAOP, Part 1, 8-1.11 and 13-13.!

�! This subsection provides a general overview of the
appeal rights of an employee when there is an administrative action of
a disciplinary nature. For a discussion of the additional rights of a
preference eligible employee when there is an adverse action, see
MAOP, Part 1, 13-10 and 14�4.1. For the purposes of this manual, an
adverse action is removal, suspension for more than 14 days, reduction
in grade or pay, or a furlough of 30 days or less. For a discussion
of an employee&#39;s rights when there is a proposal for the employee to
be reduced in grade or removed for unacceptable performance, see MAOP,
Part 1, 5-4.7 and 5-4.7.1.

�! Recommendations for adverse actions are made by a
field office, headguarters division or the inspection staff and
forwarded to the Office of Professional Responsibility  OPR!. The
matter is reviewed in the|Administrative Services!Division or OPR and
a decision recommended. If, following review of the matter by the
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Assistant Director of the OPR, it is determined that administrative
action is warranted, the action is taken and the employee notified.
The action taken  or determination made! by the Assistant Director of
the OPR is subject to review by the Deputy
disciplinary action is against a member of
Service  SES!, below the rank of Assistant
Deputy Director would determine whether an
warranted. The action taken by the Deputy

Director. If the proposed
the FBI&#39;s Senior Executive
Director, or an ASAC, the
administrative action is
Director is subject to

review by the Director. If the proposed disciplinary action is
against an Assistant Director or the Deputy Director, the Director
would determine whether an administrative action is warranted. The
actions taken by the Director with regard to an Assistant Director or
Deputy Director are subject to review by the Deputy Attorney General.

�! If the employee has not completed his/her
probationary period of employment which began when the employee
entered on duty, he/she will be notified that he/she has no right to
appeal the action within the FBI  see MAOP, Part l, 21-8!. If the
employee has completed the probationary period, the employee will be
notified that he/she may appeal the action to the next level of
authority for appeals. Should an employee who has completed his/her
probationary period be concerned about other administrative actions
taken against him/her short of adverse action, with the exception of
oral reprimands and letters of censure, the employee may express this
concern, through channels, to his/her SAC, Assistant Director, office
head, or the Personnel Officer. In a case where disciplinary action
was taken by an SAC, Assistant Director, office head, or the Personnel
Officer, the appeal will be handled by the Assistant Director,
|Administrative Services!Division. When disciplinary action is taken
against SES members or ASACs, the Deputy Director is the action
authority. The Director is the final appeal authority for
disciplinary actions taken by the Deputy Director. Appeals must be
received within 30 calendar days after the effective date of the

disciplinary action. Thereafter, nonpreference eligible FBI employees
in the excepted service do NOT have a right to appeal a disciplinary
action to the Merit Systems Protection Board  MSPB!. A "preference
eligible" employee who has completed one year of current continuous
service in the same or similar positions in an agency, in addition to
being able to appeal a disciplinary action as indicated above, may
also appeal an "adverse action"  e.g., removal, suspension for more
than l4 days, reduction in grade or pay! to the MSPB. As a general
matter, appeals to the MSPB by preference eligible employees are to be
filed within 30 days after the effective date of the adverse action.
 See SAC Memorandum ll�9O dated April 20, l99O, and MAOP, Part l,
l3�2�! and l3�lO, regarding the handling of offenses by SACs and
Assistant Directors.!

�! With the exception of the reference to the appeals
rights of preference eligible employees in regard to the MSPB, the
rights discussed in this section are not required by statute or
regulation and should not be construed to indicate or imply that
nonpreference eligible employees in the excepted service have a
property interest in their employment such as in the form of an
expectation of continued employment with the FBI.  See MAOP, Part I,
13-1�! & 21-1.!
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**EffDte: O5/O1/2002 MCRT#: 1191 Div: OPD3 Cav: SecCls

14-5 CIVIL SERVICE REFORM ACT  PUBLIC LAW 95-454!

**EffDte: O4/27/1990 MCRT#: O Div: D3 Cav: SecCls

14-5.1 Public Law 95-454

Public Law 95-454 provides the authority to grant grade
retention for a period of 2 years and the authority for granting
indefinite pay retention when an employee is demoted through no fault
of his/her own. This is provided the demotion is not due to personal
cause based upon conduct, character or inefficiency or at the
employee&#39;s own request or consent.

**EffDte: O4/27/1990 MCRT#: O Div: D3 Gav: SecCls

14-5.2 Requirement for Grade Retention

When an employee is demoted to a position which is lower
graded than the position held immediately prior to demotion, as a
result of a reduction�in�force or as a result of a reclassification

process, he/she may qualify for grade retention. To qualify, the
employee must have had served 52 consecutive weeks in the same agency
in a grade or grades higher than the one to which demoted, and the
position which is being reduced has to have been classified at the
higher grade for a continuous period of at least one year immediately
before the reduction.

**EffDte: O4/27/1990 MCRT#: O Div: D3 Gav: SecCls

14-5.3 Requirement for Pay Retention

Pay retention shall apply to an employee whose rate of
basic pay would otherwise be reduced as the result of the following:
the expiration of a two�year period of grade retention; a
reduction�in�force when the employee does not meet the eligibility
requirements of grade retention; the reduction or elimination of
scheduled rates; placement of an employee into a nonspecial rate
position or into a lower special rate position from a special rate
position; placement of an employee in a position in a lower wage area
or in a position in a different pay schedule; or the placement of
employee in a formal employee development program  upward mobility!.
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**EffDte: O4/27/1990 MCRT#: O Div: D3 Cav: SecCls

14-5.4 Appeals

The denial of grade or pay retention benefits can be
appealed under some circumstances. See Title 5, Code of Federal

Regulations, Chapter l, Part 5ll, for appeal rights.

**EffDte: O3/28/1989 MCRT#: O Div: D3 Cav: SecCls

14-5.5 Temporary Promotion or Reassignment

Employee&#39;s entitlement to grade or pay retention is not
affected by a temporary promotion or temporary reassignment. However
an employee serving under a temporary promotion or temporary
reassignment may not retain a grade or rate of basic pay held during
the temporary promotion or temporary reassignment.

**EffDte: O3/28/1989 MCRT#: O Div: D3 Gav: SecCls

14-5.6 Wage Board Employees

Similar salary retention provisions apply to Wage Board

employees.

**EffDte: O3/28/1989 MCRT#: O Div: D3 Gav: SecCls

| 14-6 WITHIN-GRADE INCREASE | See MAOP, Part 1, 8-8.6!|

�! An employee who is denied a within�grade increase
because of failure to perform at an acceptable level of competency ma
request reconsideration of the Bureau&#39;s action by filing a written
request within 15 calendar days after receiving the denial
notification.

�! If the employee files a request for reconsideration,
FBIHQ will establish a reconsideration file containing all pertinent
documents relating to the negative determination and the request for
reconsideration. This file will be made available to the employee

and/or his/her personal representative for review.
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�! If the negative determination is sustained after
reconsideration, the employee will be informed in writing of the
reasons for the decision and that he/she has the right of appeal to

| the Merit Systems Protection Board| MSPB!92within|3O|days of receipt of
I the notification. 92An employee can only appeal to the MSPB if he/she
| requests internal reconsideration of the WIGI denial first.92

**EffDte: O2/14/2003 MCRT#: 1258 Div: D3 Gav: SecCls:

14-7 SUPPORT PROMOTION AND PLACEMENT

| Refer to MAOP, Part l, Section|7�7.92

**EffDte: O6/O6/1995 MCRT#: 389 Div: D3 Gav: SecCls:

�k�$<"k�k�%r�A"k�3<"k�A"k�%r�k�k�3<"%r�k�k�k�k�2<"k�A"k�!<"k�A"k�%r�k�k�k�A"3<"%r    �k�k�k�k�3<"%r�k�%r�k�k�$<"%r�A"k�£"k�A"k�%r�k�k�k�A"3<"%r�k�k�k9r
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First Offense - Oral reprimand to removal

Second Offense - Oral reprimand to removal

Third Offense - Oral reprimand to removal

14. Fitness for duty  overweight!

Applies to: Agent Personnel

First Offense - Oral reprimand

Second Offense - Oral reprimand to 5-day suspension

Third Offense - Oral reprimand to 15-day suspension

15. Smoking regulations  See MAOP, Part 2, 2-1.6.!

Applies to: All personnel

First Offense - Oral reprimand to censure

Second Offense - Oral reprimand to 5-day suspension

Third Offense - Oral reprimand to 14-day suspension

16. Security violations for:

Applies to: All personnel

a. Loss of classi�ed/sensitive information

First Offense - Censure to removal

Second Offense - Suspension to removal

Third Offense - Suspension to removal

b. Mishandling classified/sensitive information by: improper removal, storage  to include
unlocked/unsecure safes, vaults, or cabinets!, disposal, transpolting, reproduction, transmittal, or
access

Applies to: All personnel

First Offense - Oral reprimand to removal

Second Offense - Censure to removal

Third Offense - Suspension to removal

c. Computers

Applies to: All personnel

Medium Risk

1. Failure to properly label ADP storage media

2. Unauthorized Software

SENSITIVE
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SENSITIVE

3. Unlicensed Software

4. Nonofficial use of FBI computers

5. Introduction of malicious code

First Offense - Oral reprimand to removal

Second Offense - Censure to removal

Third Offense - Suspension to removal

High Risk

l. Misuse of accessor IDs and passwords

2. Improper maintenance

3. Improper equipment and media disposal

4. Failure to maintain proper control of FBI microcomputers and ADP storage media

5. Unauthorized telecommunications

6. Unauthorized access to FBI computers or networks or exceeding authorized codes

First Offense - Censure to removal

Second Offense - Suspension to removal

Third Offense - Suspension to removal

d. Routing of "Top Secret" or SCI information by telelift system mail-mobile pneumatic tube U S
Postal Service, or other commercial mail S¬l&#39;VlC¬

Applies to: All personnel

First Offense - Oral reprimand to removal

Second Offense - Oral reprimand to removal

Third Offense - Censure to removal

SENSITIVE
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13-13.1 Moved to 13-14.1

13-13.2 Moved to 13-14.2

13-13.3 Moved to 13-14.3

13-13.4 Moved to 13-14.4

13-13.5 Moved to 13-14.5

13-14 DISCIPLINARY PROBATION  FORMERLY 13-13!  See MAOP, Part |, 1-30.3, a-
1.12.2.!

Disciplinary probation is a corrective and/ or punitive procedure  Which may be imposed with
censure and/or suspension when so dictated by the factual situation! to closely monitor an
employee&#39;s performance with intent to provide counsel and correction during a speci�ed period of
time. During the disciplinary probation period, a denial of certain employee benefits may be

imposed.

13-14.1 Purpose of Disciplinary Probation  Formerly 13-13.1!
To provide the employee With notice that the particular area of inefficiency, delinquency, or poor
judgment, etc., will be afforded close scrutiny for a speci�ed period of time. During the period of
disciplinary probation, the employee is expected to make a concerted effort to improve in the
deficient area.

13-14.2 Length of Disciplinary Probation  Formerly 13-13.2.!
The length of the disciplinary probation period is �exible and Will be detennined by the Director or
Director&#39;s delegated representative. In most cases the original disciplinary probation period will be
90 days for Special Agents and 60 days for support employees.

13-14.3 Effects of Disciplinary Probation on Employee  Formerly 13-13.3!

During the period of disciplinary probation an employee:

�! Will not be promoted from one GS or Wage Board level to another;

�! Will not be considered for advancement Within the Executive Development and Selection
Program of the Bureau;

�! Will not be considered for a Personnel Resource List Transfer;

�! May have a promotion delayed for a period of time not to exceed the period of disciplinary
probation if the action occurred during the preceding 12 months and has not been offset by a strong
favorable recommendation for promotion from the employee&#39;s superior. The final determination
will be made by the Personnel Officer at FBIHQ.

SENSITIVE
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13-14.4 Application of Disciplinary Probation  Formerly 13-13.4.!
An employee will be placed on disciplinary probation only when the cause for administrative action
is work performance related or work-related.

�! Work performance considers the technical competence aspect of an employee.

�! Work-related action involves judgment, common sense, and the impact the cause has on the
public&#39;s perception of the FBI.

13-14.5 Removal from Disciplinary Probation  Formerly 13-13.5!
�! At the expiration of a disciplinary probation period, the Administrative Summary Unit,
Personnel Division, will activate a computer entry into the Bureau&#39;s Personnel Management System
to remove the employee from probation. No paperwork will be involved on the part of the SAC/AD
or FBIHQ for this process to occur. However, should the SAC/ AD choose to recommend that an
employee remain in a probationary status due to continued de�ciency in the area for which the
employee was disciplined, the Administrative Summary Unit should be telephonically advised just
prior to the end of the period, followed by an appropriate communication detailing the basis for
same. It is important that a tickler be set in the respective divisions so this matter can be followed

closely.

�! As a guideline in recommending that an employee in a probationary status be continued in this
status, the employee must continue to be deficient in the area for which they had been initially
disciplined. If the employee is deficient in another area, this would not be sufficient justification to
continue the initial probationary status. If additional problems are identified, the SAC/AD should
seriously consider recommending an additional disciplinary action to address the other deficient
areas, whether it be performance or conduct related.

SENSITIVE
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SECTION 14. APPEALS AND GRIEVANCES

**EffDte: O2/28/1978 MCRT#: O Div: OPD3 Cav: SecCls:

ALL II=1FURl�I.¬LTII]I=I IIIJIETJIIEIEIJ
HEHEIIJ I5 I.IIJi:E1l§§§IFIED

14-1  DATE U2-21.-Ei£EU&#39;.~� BY EUIEEQ E-s.U£ BEQUCFBESTP

 l! The FBI has always attempted to anticipate and avoid
possible sources of employee discontent or grievances by following
fair and objective policies, uniformly applied to all. To detect and
solve grievances which might arise, the FBI depends upon the alertness
of its supervisors and officials.

�! The FBI is confident that its indoctrination and
training programs ensure that each employee is fully aware that any
grievance should be brought to the attention of their supervisor so
that the matter may be discussed, explained and resolved. All
employees should be aware that their division head or Special Agent in
Charge is always available for further discussion with them of any
problem which cannot be handled satisfactorily on the supervisory
level; and that any problem which cannot be resolved satisfactorily
on any lower level may be brought to the Director&#39;s attention in
writing, or may be presented orally to an appropriate Bureau official.

�! Other means by which employees may present their
problems include the suggestion program or contact with the inspectors
who periodically inspect each division or field office. In addition,
certain formal procedures exist as set out in the subsections below.

**EffDte: O2/28/1991 MCRT#: O Div: D3 Cav: SecCls:

14-2 CONTESTING PERFORMANCE APPRAISALS

 See Part I, Section 5 of this manual.!

**EffDte: O2/28/1991 MCRT#: O Div: D3 Cav: SecCls:

14-3 POSITION CLASSIFICATION

Position classification decisions may be appealed in
accordance with provisions of Title 5, Code of Federal Regulations,
Chapter l, Part 5ll. Supervisors should be alert for situations in
which it appears an employee may be considering an appeal.
Experience has shown that if a supervisor carefully explains to an

SENSITIVE
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| 14-4.1 |Appeal Rights of Preference Eligible Employees Regarding Adverse

employee the basis for a given classification action misunderstandings
are averted. If difficulty persists in a given case, it may be
feasible to take administrative steps, such as readjustment of work
assignments, to eliminate it. FBTHQ should be notified of problems
which resist settlement. If need arises, FBIHQ will furnish, upon
request, the necessary instructions for filing classification appeals.

**EffDte: O2/28/1991 MCRT#: O Div: D3 Gav: SecCls:

14-4 APPEAL RIGHTS

**EffDte: O2/28/1991 MCRT#: O Div: D3OP Cav: SecCls:

Actions

Pursuant to Title 5, United States Code  USC!, Section

7511, "preference eligible" employees  e.g., certain veterans! who
have completed one year of current continuous service in the same or

similar positions with an agency may have certain procedural rights
when an adverse action is proposed or taken against them. For the
purposes of this manual, an "adverse action" involves removal,
suspension for more than 14 days, reductions in grade or pay, or a
furlough of 30 days or less.  See MAOP, Part T, 13-1O, 13-13�! &
14-4.2.!|

**EffDte: 12/O1/1994 MCRT#: 353 Div: D3OP Cav: SecCls:

14-4.2 Appeal Rights in General  See MAOP, Part 1, 8-1.11 and 13-13.!

�! This subsection provides a general overview of the
appeal rights of an employee when there is an administrative action of
a disciplinary nature. For a discussion of the additional rights of a
preference eligible employee when there is an adverse action, see
MAOP, Part 1, 13-10 and 14�4.1. For the purposes of this manual, an
adverse action is removal, suspension for more than 14 days, reduction
in grade or pay, or a furlough of 30 days or less. For a discussion
of an employee&#39;s rights when there is a proposal for the employee to
be reduced in grade or removed for unacceptable performance, see MAOP,
Part 1, 5-4.7 and 5-4.7.1.

�! Recommendations for adverse actions are made by a
field office, headguarters division or the inspection staff and
forwarded to the Office of Professional Responsibility  OPR!. The
matter is reviewed in the|Administrative Services!Division or OPR and
a decision recommended. If, following review of the matter by the
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Assistant Director of the OPR, it is determined that administrative
action is warranted, the action is taken and the employee notified.
The action taken  or determination made! by the Assistant Director of
the OPR is subject to review by the Deputy
disciplinary action is against a member of
Service  SES!, below the rank of Assistant
Deputy Director would determine whether an
warranted. The action taken by the Deputy

Director. If the proposed
the FBI&#39;s Senior Executive
Director, or an ASAC, the
administrative action is
Director is subject to

review by the Director. If the proposed disciplinary action is
against an Assistant Director or the Deputy Director, the Director
would determine whether an administrative action is warranted. The
actions taken by the Director with regard to an Assistant Director or
Deputy Director are subject to review by the Deputy Attorney General.

�! If the employee has not completed his/her
probationary period of employment which began when the employee
entered on duty, he/she will be notified that he/she has no right to
appeal the action within the FBI  see MAOP, Part l, 21-8!. If the
employee has completed the probationary period, the employee will be
notified that he/she may appeal the action to the next level of
authority for appeals. Should an employee who has completed his/her
probationary period be concerned about other administrative actions
taken against him/her short of adverse action, with the exception of
oral reprimands and letters of censure, the employee may express this
concern, through channels, to his/her SAC, Assistant Director, office
head, or the Personnel Officer. In a case where disciplinary action
was taken by an SAC, Assistant Director, office head, or the Personnel
Officer, the appeal will be handled by the Assistant Director,
|Administrative Services!Division. When disciplinary action is taken
against SES members or ASACs, the Deputy Director is the action
authority. The Director is the final appeal authority for
disciplinary actions taken by the Deputy Director. Appeals must be
received within 30 calendar days after the effective date of the

disciplinary action. Thereafter, nonpreference eligible FBI employees
in the excepted service do NOT have a right to appeal a disciplinary
action to the Merit Systems Protection Board  MSPB!. A "preference
eligible" employee who has completed one year of current continuous
service in the same or similar positions in an agency, in addition to
being able to appeal a disciplinary action as indicated above, may
also appeal an "adverse action"  e.g., removal, suspension for more
than l4 days, reduction in grade or pay! to the MSPB. As a general
matter, appeals to the MSPB by preference eligible employees are to be
filed within 30 days after the effective date of the adverse action.
 See SAC Memorandum ll�9O dated April 20, l99O, and MAOP, Part l,
l3�2�! and l3�lO, regarding the handling of offenses by SACs and
Assistant Directors.!

�! With the exception of the reference to the appeals
rights of preference eligible employees in regard to the MSPB, the
rights discussed in this section are not required by statute or
regulation and should not be construed to indicate or imply that
nonpreference eligible employees in the excepted service have a
property interest in their employment such as in the form of an
expectation of continued employment with the FBI.  See MAOP, Part I,
13-1�! & 21-1.!
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**EffDte: O5/O1/2002 MCRT#: 1191 Div: OPD3 Cav: SecCls

14-5 CIVIL SERVICE REFORM ACT  PUBLIC LAW 95-454!

**EffDte: O4/27/1990 MCRT#: O Div: D3 Cav: SecCls

14-5.1 Public Law 95-454

Public Law 95-454 provides the authority to grant grade
retention for a period of 2 years and the authority for granting
indefinite pay retention when an employee is demoted through no fault
of his/her own. This is provided the demotion is not due to personal
cause based upon conduct, character or inefficiency or at the
employee&#39;s own request or consent.

**EffDte: O4/27/1990 MCRT#: O Div: D3 Gav: SecCls

14-5.2 Requirement for Grade Retention

When an employee is demoted to a position which is lower
graded than the position held immediately prior to demotion, as a
result of a reduction�in�force or as a result of a reclassification

process, he/she may qualify for grade retention. To qualify, the
employee must have had served 52 consecutive weeks in the same agency
in a grade or grades higher than the one to which demoted, and the
position which is being reduced has to have been classified at the
higher grade for a continuous period of at least one year immediately
before the reduction.

**EffDte: O4/27/1990 MCRT#: O Div: D3 Gav: SecCls

14-5.3 Requirement for Pay Retention

Pay retention shall apply to an employee whose rate of
basic pay would otherwise be reduced as the result of the following:
the expiration of a two�year period of grade retention; a
reduction�in�force when the employee does not meet the eligibility
requirements of grade retention; the reduction or elimination of
scheduled rates; placement of an employee into a nonspecial rate
position or into a lower special rate position from a special rate
position; placement of an employee in a position in a lower wage area
or in a position in a different pay schedule; or the placement of
employee in a formal employee development program  upward mobility!.
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**EffDte: O4/27/1990 MCRT#: O Div: D3 Cav: SecCls

14-5.4 Appeals

The denial of grade or pay retention benefits can be
appealed under some circumstances. See Title 5, Code of Federal

Regulations, Chapter l, Part 5ll, for appeal rights.

**EffDte: O3/28/1989 MCRT#: O Div: D3 Cav: SecCls

14-5.5 Temporary Promotion or Reassignment

Employee&#39;s entitlement to grade or pay retention is not
affected by a temporary promotion or temporary reassignment. However
an employee serving under a temporary promotion or temporary
reassignment may not retain a grade or rate of basic pay held during
the temporary promotion or temporary reassignment.

**EffDte: O3/28/1989 MCRT#: O Div: D3 Gav: SecCls

14-5.6 Wage Board Employees

Similar salary retention provisions apply to Wage Board

employees.

**EffDte: O3/28/1989 MCRT#: O Div: D3 Gav: SecCls

| 14-6 WITHIN-GRADE INCREASE | See MAOP, Part 1, 8-8.6!|

�! An employee who is denied a within�grade increase
because of failure to perform at an acceptable level of competency ma
request reconsideration of the Bureau&#39;s action by filing a written
request within 15 calendar days after receiving the denial
notification.

�! If the employee files a request for reconsideration,
FBIHQ will establish a reconsideration file containing all pertinent
documents relating to the negative determination and the request for
reconsideration. This file will be made available to the employee

and/or his/her personal representative for review.
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�! If the negative determination is sustained after
reconsideration, the employee will be informed in writing of the
reasons for the decision and that he/she has the right of appeal to

| the Merit Systems Protection Board| MSPB!92within|3O|days of receipt of
I the notification. 92An employee can only appeal to the MSPB if he/she
| requests internal reconsideration of the WIGI denial first.92

**EffDte: O2/14/2003 MCRT#: 1258 Div: D3 Gav: SecCls:

14-7 SUPPORT PROMOTION AND PLACEMENT

| Refer to MAOP, Part l, Section|7�7.92

**EffDte: O6/O6/1995 MCRT#: 389 Div: D3 Gav: SecCls:

�k�$<"k�k�%r�A"k�3<"k�A"k�%r�k�k�3<"%r�k�k�k�k�2<"k�A"k�!<"k�A"k�%r�k�k�k�A"3<"%r    �k�k�k�k�3<"%r�k�%r�k�k�$<"%r�A"k�£"k�A"k�%r�k�k�k�A"3<"%r�k�k�k9r
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SECTION 15. INJURIES AND DISABILITIES

**EffDte: O2/28/1978 MCRT#: O Div: D3 Cav: SecCls:
ALL IEFURHATZUK CEHTAIHE
HEREIN I3 UHCLAE5IFIED
DATE §E�E£�2UO7 BY �$32% ASK §AH FPB 2T?

15-1 EMPLOYEE COMPENSATION MATTERS  FEDERAL EMPLOYEES�
COMPENSATION ACT!

**EffDte: O4/14/1988 MCRT#: O Div: D3 Cav: SecCls:

15-1.1 Coverage

The Federal Employees� Compensation Act  FECA!  Title 5,
USC, Section 8101 and following! provides compensation and medical
care for all civil officers and employees of all branches of the
Government of the United States  including instrumentalities of the
United States wholly owned by the United States! for disability due to
personal injuries sustained while in the performance of duty. The
term "injury" includes, in addition to injury by accident, a disease
proximately caused by the employment. The law also provides for the
payment of funeral and burial expenses and compensation for the
dependents if the injury or disease causes the employee&#39;s death. The
FECA is also applicable to Federal employees while serving as Federal
petit or grand jurors and while serving as members of the Reserve
Officers� Training Corps and certain other groups, a listing of which
is maintained by the Department of Labor. The FECA is administered by
the Office of Worker Compensation Programs  OWCP!, United States
Department of Labor.

**EffDte: O4/14/1988 MCRT#: O Div: D3 Cav: SecCls:

15-1.1.1 NOIICG Of Injury  See MAOP, Part 1, 15-1.4, 15-1.7.!

�! An employee is required to give his/her official
superior  supervisor! written notice of injury in the performance of
duty. Compensation may be denied if notice of injury is not given or
if the supervisor does not have actual knowledge of the injury. The
applicable Form CA�1 or CA�2 is used. Section 10.110 of the Code of
Federal Regulations requires the Agency to submit the CA�1 to OWCP not
later than 10 days after receipt of the written notice from employee
of an injury. Field offices must submit the CA�1 directly to the OWCP
District Office which covers their geographical area. The only CA�1
forms which should be forwarded are those in which there has been time
lost from work and/or medical treatment received by the injured
employee. Field offices must forward a copy of the CA�1 to FBIHQ.
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All other employee compensation matters must be submitted to EBIHQ.
EBIHQ forwards compensation cases and related material to OWCP which
has the adjudication responsibility.

�! The CA�l forms should be submitted to the appropriate
District Office listed below:

BOSTON
Connecticut

Maine
Massachusetts
New Hampshire
Rhode Island
Vermont

NEW YORK
New Jersey
New York
Puerto Rico

PHILADELPHIA
Delaware
Pennsylvania
West Virginia

JACKSONVILLE

Alabama
Florida
Georgia
Kentucky

Mississippi
North Carolina
South Carolina
Tennessee

Virgin Islands

DALLAS

Arkansas
Louisiana
New Mexico
Oklahoma
Texas

CHICAGO
Illinois
Minnesota
Wisconsin

DISTRICT OE COLUMBIA

Maryland
Virginia
District of Columbia
All Legats

CLEVELAND
Indiana
Michigan
Ohio

KANSAS CITY
Iowa
Kansas

Missouri
Nebraska

DENVER
Colorado

Montana
North Dakota
South Dakota
Utah

Wyoming

SEATTLE

Alaska
Idaho
Oregon
Washington

SAN FRANCISCO
Arizona

California
Hawaii  HONOLULU!
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authorized exercises under the Program.

 c! When a Form CA�2 is filed claiming that an
occupational disease is casually related to the PFP participation, the
employee should state specifically what activities caused the
condition. A statement should be provided by the supervisor showing
what exercises were approved, in order to assure that the activities
performed were authorized under the Program.

 d! All employees in a PFP must receive medical
clearance to participate.  Be certified by a medical doctor during
his/her annual, or in some cases, triennial medical examination.!

**EffDte: O2/26/2003 MCRT#: 1259 Div: D3 Gav: SecCls:

15-1.1.2 Medical Care

An injured employee is entitled to first aid and medical
care for the injury; this includes hospital care when needed. The
medical care may be provided by any nearby duly qualified physician or
hospital of the employee&#39;s choice. When travel is necessary to
receive medical care, the injured employee may be furnished
transportation and may be reimbursed for travel and incidental

expenses.

**EffDte: O4/14/1988 MCRT#: O Div: D3 Cav: SecCls:

| 15-1.1.3 Traumatic lnjuries| See MAOP, Part 1, 15-1 .8.!|

A traumatic injury is defined as a wound or other
condition of the body caused byla specific event or incident or a
series of events or incidents within a single workday or shift.| The
injury must be identifiable as to time and place of occurrence and
member or function of the body affected and be caused by a specific
event or incident or series of events or incidents within a single day
or work shift. Traumatic injuries are distinguished from occupational
disease or illnesses in that the latter are produced by systemic
infections; continued or repeated stress or strain; exposure to
toxins, poisons, fumes, etc.; or other continued and repeated exposure
to conditions of the work environment over a longer period of time.
Traumatic injuries also include damage or destruction to prosthetic
devices or appliances, exclusive of eyeglasses and hearing aids unless
the eyeglasses and hearing aids were damaged incidental to a personal
injury requiring medical services.

**EffDte: O4/l3/2000 MCRT#: 967 Div: D3 Cav: SecCls:
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15-1.2 Continuation of Pay  COP!

An employee who sustains a disabling, job�related
traumatic injury is entitled to continuation of regular pay for a
period not to exceed 45 calendar days. However, in no event shall
this be construed as requiring continuation of a person&#39;s employment
beyond the date it would have terminated had the employee not been
injured. The Bureau will continue the injured employee&#39;s pay unless
the claim falls in one of the controversial categories listed below.
This pay is subject to income tax, retirement, and other deductions.
It should be noted that any other benefit  including medical care! is
considered to be compensation. An employee&#39;s pay during continuation
of pay will include premium, night or shift differential, Sunday and
holiday pay, or other extra pay; however, overtime pay must not be
included. Employees have 45 days in which to begin using the 45-day
COP. Additionally, if employees use only a portion of the 45-day COP,
they are allowed to use the remaining days within 45 days from the
date they first returned to work following the date of injury.

 l! In counting COP, use calendar days and not workdays.
This includes holidays, weekends and days off.

�! A day or portion of a day, spent in a light�duty or
limited�duty status, within the 45 days of disability, is counted as
one day of COP. This also includes the days the
modified to accommodate work restrictions set by

physician. However, COP is only chargeable when
formal assignment to an established job which is

employee&#39;s job was
the attending
there has been a
normally paid at a

lower salary and would otherwise result in loss of income to the
employee. The employee must be furnished with documentation of the
personnel action prior to the effective date of the action. If the
employee performs work of a limited light�duty nature in the absence
of documentation of a personnel action as described, COP will not be
chargeable. Return to work on a light�duty reassignment or detail is
to be reported to|OWCP. OWCP|must be provided with documentation
that the employee was found unfit for his or her

**EffDte: O7/l6/2002 MCRT#: l226 Div: D3

15-1.2.1 Controverting Claims

regular job.

Gav: SecCls:

If an employee&#39;s claim falls into one or more of the
categories listed below, it must be controverted and the employee&#39;s
pay stopped. Tn all other cases it may be controverted; however, the
employee&#39;s regular pay will not be interrupted during the 45-day
period unless the controversion is sustained by the OWCP. FBIHQ or
field office will controvert and terminate pay only if:

 l! The disability is a result of an occupational disease
or illness; or

SENSITIVE
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�! The injury occurred off the premises and the employee
was not involved in official "off�premise" duties; or

�! The injury was caused by the employee&#39;s willful
misconduct; the employee intended to bring about the injury or death
of himself/herself or another person; or the employee&#39;s intoxication
was the proximate cause of the injury; or

�! The injury was not reported on Form CA�1, within 30
days following the injury; or

�! Work stoppage first occurred�5|days or more
following the injury; or

�! The employee initially reports the injury after
his/her employment has terminated; or

�! When the employee, having been requested to submit a
doctor&#39;s certificate substantiating incapacitation for duty, fails or
refuses to do so.

**EffDte: O7/16/2002 MCRT#: 1226 Div: D3 Cav: SecCls:

15-1.2.2 Procedure for Controverting

�! COP is controverted by:

 a! Completing the indicated portion on Form CA�l,
Federal Employee&#39;s Notice of Traumatic Injury and Claim for
Continuation of Pay/Compensation, and submitting the form to OWCP
within 10 days of thelinjured employee&#39;s signature date on the form.!

 b! Submitting detailed information and a statement
to support controversion of COP.

�! Where pay is continued after the employee stops work
due to a disabling injury, it is not interrupted until information is
received to the effect that the employee is no longer disabled; or
notification from the OWCP that pay should be terminated; or the

expiration of 45 days  the period of COP!. If|it appears that!the
employee|will!not return to work by the end of COP, the following
procedures are to be followed:

 a! After 30 days of COP: Begin preparations to
submit a wage loss claim to OWCP. Office supervisory personnel should
give Form CA�7, Claim for Compensation on Account of Traumatic Injury,
to the injured employee with instructions to complete Part A and
return the form within one week. The employee should be advised that
OWCP consideration of the claim will depend on timely submission of
the Form CAr7 by the employee and the timely submission by the doctor
of medical evidence of disability for work for a specific period
 CA�l6 or CA�2O!.

SENSITIVE
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 b! After 40 days of COP: lf the Form CA�7 has not
been returned, the office should contact the employee telephonically
and request immediate submission of the form. If the employee has not
returned to work by the 40th day of COP, the office should submit the
completed Form CAr7, and any new medical evidence it has, to OWCP. If
the employee returns to work after the Form CA�7|had been submitted,
the office should notify OWCP BY TELEPHONE lMEDIATELY tolverify
return to work. Telephone notification is critical to avoid

overpayment|

 c! Ten �0! days before the period covered by Form
CA�7 expires: If disability is expected to continue beyond the period
claimed on the Form CA�7, the office should give the injured employee
lanother Form CA�7, Claim for Compensation on Account of Disability, 

with instructions to complete and return it to the office. The office
should send it to OWCP at least 5 days before the end of the period

covered by the initial Form CA�7 expires. Where disability is
expected to continue, and until advised by OWCP that the employee has
been placed on its regular roll, the office should continue to obtain
and submit Forms|CA�7|at least 5 days before the end of the period
claimed on the preceding Form|CA�7. 

�! Compensation based on loss of wages is payable after
the 45th day in traumatic injuries or from the beginning of pay loss
in all other types of injuries.

**EffDte: O7/16/2002 MCRT#: 1226 Div: D3 Cav: SecCls:

15-1.3 Injuries Resulting in Total Disability

When an injured employee who has no dependents loses pay
due to total disability resulting from an injury, compensation is
payable at the rate of 66 2/3 percent of the pay rate established for
compensation purposes. The compensation rate is increased to 75
percent when there are one or more dependents. Dependents include a
wife or husband; an unmarried child under 18 years of age or if over
18, incapable of self�support, or a student  until reaching 23 years
of age or completing four years of school beyond the high school
level!; or a wholly dependent parent. Compensation begins when the
employee starts to lose pay if the injury causes permanent disability
or if there is pay loss for more than 14 days; otherwise compensation
begins on the fourth day after pay stops. Compensation may not be
paid while an injured employee receives pay for leave. The employee
has the right to elect whether to receive pay for leave or to receive

compensation.

**EffDte: O4/14/1988 MCRT#: O Div: D3 Cav: SecCls:
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15-1.4 Responsibility for Reporting Traumatic Injury  See MAOP, Part 1, 15 1 1 1
15-1.7 �!.!

When an employee sustains a traumatic injury in the
performance of duty, the employee or someone acting on his/her
behalf must give a written report on Form CA�l to the supervisor
within two workdays following the injury; The supervisor must
ensure its prompt submission  no later than 10 workdays following
written notice of injury from employee! to the OWCP District Office
with one copy forwarded to FBIHQ. It must be shown on the form
whether the employee wishes sick or annual leave or requests

| continuation of regular pay for the period of disability.|

**EffDte: O7/l6/2002 MCRT#: l226 Div: D3 Cav: SecCls:

15-1.5 Duty Status Reports

 l! A "Duty Status Report," Form CA�l7, will be used to
obtain interim medical reports concerning the employee&#39;s duty status.
If during the 45-day period the treating physician indicates the
employee is able to return to work but he/she refuses to do so, the
continued absence from work will result in an overpayment. If the
treating physician indicates the employee is able to return to work
with restrictions, Form CA�17, showing the ability to work, plus
an explicit statement of the light�duty job offered to the employee,
along with its physical requirement and documentary evidence of the
offer, are to be submitted to the appropriate OWCP district office, as
evidence that entitlement to COP may be terminated. The period of
absence from the job which resulted in the overpayment will be
determined by the OWCP. The supervisor may then require the employee
to resolve any overpayment.

�! Similarly, if an employee returns to light duty,
documentation must be submitted in writing to the appropriate OWCP
office, that the employee was found unfit for regular duty by the
attending physician, and that the employee was placed in a light�duty
job, or that the employee&#39;s regular job was modified as a result of
the injury.

�! If medical evidence shows disability is expected to
continue beyond 45 days and compensation is desired after expiration
of the period, Form CA�7 must be completed and filed with the
appropriate OWCP district office not more than 14 workdays

| after the termination of the 45 days of COP.  Additional Forms CA�7|
should be submitted every two weeks until the employee returns to duty
or is placed on automatic rolls with OWCP.

**EffDte: O7/16/2002 MCRT#: 1226 Div: D3 Gav: SecCls:
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| 15-1.6 Responsibility for Reporting Nontraumatic Injury | See MAOP, Part 1, 15
1.4.!|

An injured employee, or someone acting on the employee&#39;s
behalf, is required to give notice of injury and file claim for
compensation for disability within BO days after an injury in the
performance of duty or in unusual cases a longer period is
permissible. Form CAr2 is provided for this purpose. If the injured
employee dies, dependents are required to file claim for compensation
for death within the specified time, with the exception that the
timely filing of a disability claim because of an on�the�job injury
will satisfy the time requirements for a death claim based on the same
injury. Notices and claims are to be filed with the employee&#39;s

| supervisor who will submit the notice and claim to|the designated
| workers&#39; compensation representative  with a copy forwarded to FBIHQ!|

for transmittal to OWCP. The person claiming benefits must thereafter
submit any other reports and proof that OWCP may require.

**EffDte: O7/16/2002 MCRT#: 1226 Div: D3 Cav: SecCls:

15-1.7 Responsibility of Supervisor  Traumatic Injury Cases!

 l! Upon receiving notice that an employee has sustained
a job�related traumatic injury the division head, SAC, or appropriate
supervisor will promptly authorize medical care. Form CA�l6 must be
issued by Bureau official within 4 hours of employee&#39;s request, or in
case of emergency, at the time the need for medical treatment is
recognized by the official supervisor. Provide the employee with Form
CA�l for reporting the injury and upon receipt of the completed form
return to the employee the "Receipt of Notice of lnjury."

�! Advise the employee of the right to elect
continuation of regular pay or use annual or sick leave, if the injury
is disabling. Inform the employee whether continuation of pay will be
controverted, and if so, whether it will be terminated, and the basis
for such action. If the supervisor controverts the claim  whether or
not pay is terminated!, explanation for the controversion must be
submitted on the supervisor&#39;s portion of Form CA�l and/or by separate
narrative report for consideration by the Bureau and OWCP. Form CA�l,
fully completed by both employee and supervisor, together with all
other pertinent information and documents, must be submitted within

| twolworkdayslfollowing the supervisor&#39;s receipt of the form from
employee  and within 10 days following written notice of the

| employee&#39;s injury! to OWCP District Office inithe appropriate|
geographical area  see l5�l.l.l!.

�! Form CA�l6 may be released to an Army, Navy, Air
Force or Department of Veterans Affairs medical officer or facility,
or to a duly qualified private physician.

SENSITIVE
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**EffDte: O7/l6/2002 MCRT#: l226 Div: D3 Cav: SecCls:

| 15-1.7.1 Selecting Medical Facility or Physician | See MAOP, Part 1, 15-1.1

 l! The injured employee has the option to initially
select a duly qualified private physician or hospital in the area.
Generally speaking, the area is defined as within 25 miles of the
employing establishment or the employee&#39;s home. The supervisor shall
give the injured employee an opportunity to select the physician. The
physician selected by the employee should be contacted by telephone to
determine if the physician is available and will accept the employee
for treatment. If not, the employee
physician. Should the employee wish

must select another qualified
to change physicians after the

initial choice, the OWCP must be contacted for approval.

�! Medical providers  physicians! who have been
convicted under a criminal statute for fraudulent activities in
connection with a federal or state program for which payments are made
to providers for medical services are automatically excluded from
participation in the FECA program. This means that their bills for
services rendered to the employee will not be honored by OWCP. OWCP
will periodically distribute the names and addresses of excluded
providers, along with those who have
agencies. An excluded physician may
rendered in a medical emergency. An
attending physician is excluded will
choose a new physician.

�! Authorization of medical care is valid for
unless withdrawn sooner by OWCP, by written notification to

I providerland injured employee.!

�! OWCP will make no payment or reimbursement
is submitted more than one year beyond the calendar year in
expense was incurred or the case was
later.

been reinstated, to federal
be reimbursed only for services
employee whose initially chosen
be given the opportunity to

60 days,
the

if a bill
which the

first accepted, whichever is

**EffDte: O7/16/2002 MCRT#: 1226 Div: D3 Cav: SecCls:

15-1.7.2 Physician Defined

The term physician includes surgeons, osteopathic
practitioners, podiatrists, dentists, clinical psychologists,
optometrists, and chiropractors within the scope of their practice as
defined by state law. The term physician includes chiropractors only
to the extent that their reimbursable services are limited to
treatment consisting of manual manipulation of the spine to correct an
abnormal subluxation as demonstrated by X�ray to exist, and subject to
regulation by the Secretary of Labor. Naturopaths, faith healers, and

SENSITIVE
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other practitioners of the healing arts are not recognized as
physicians Within the meaning of the law.

**EffDte: O8/29/1990 MCRT#: O Div: D3 Gav: SecCls:

15-1.8 Occupational Disease Cases

Upon receiving notice that an employee has sustained an
occupational disease, the supervisor should provide the employee with

| |FormlCA�2 for reporting the occupationalldisease. Upon|receipt of
| the completedlform, the supervisor willlreturn to the employee the

"Receipt of Notice of Injury." Continuation of pay is not applicable
in these cases. Advise the employee to furnish supporting medical and
factual information requested on the Instruction Sheet, attached to
the CA�2. If possible, this information should accompany the form
when it is submitted to FBIHQ. Submission of the form should not be
delayed. Advise the employee of the right to elect sick or annual
leave, pending adjudication of the claim by the OWCP.

**EffDte: O7/l6/2002 MCRT#: l226 Div: D3 Cav: SecCls:

15-1.9 Permanent Total Disability

| When an injury causes total disability, the employee is
entitled to compensation until death unless the employee is medically

I or vocationally rehabilitated. Compensation for total disability
eguals 66 2/3 percent of the employee&#39;s pay, and 75 percent when there
is a dependent. The employee may receive additional compensation, not
to exceed92$l500lper month, when the services of an attendant are
lmedically established and documented. These services are to be

provided by a home health aide, licensed practical nurse or similarly
trained individual.92

**EffDte: O4/l3/2000 MCRT#: 967 Div: D3 Cav: SecCls:

15-1.9.1 Partial Disability; Loss of Wage-Earning Capacity

An injured employeelwho returns to work at a lesser paying
position|may receive compensation computed on loss of wage�earning
capacity when unable to returnito his/her position at the date of
his/her injurylbecause of partial disability as a result of the
injury. The compensation will be paid so long as there is a loss of

wage�earning capacity.

SENSITIVE
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**EffDte: 04/l3/2000 MCRT#: 967 Div: D3 Cav: SecCls:

15-1.9.2 Scheduled Awards

Compensation is provided for specified periods of time for
the permanent loss, or loss of use, of each of certain members,
organs, and functions of the body. Compensation for proportionate
periods of time is payable for partial loss, or loss of use, of each
member, organ or function. The compensation for scheduled awards will
equal 66 2/3 percent of the employee&#39;s pay, and 75 percent of the pay
when there is a dependent. Proper and equitable compensation, not to
exceed $3,500, may be paid for serious disfigurement of the face, head

| or92neck.| Compensation for loss of wage�earning capacity may be paid
after the schedule expires.

**EffDte: 04/l3/2000 MCRT#: 967 Div: D3 Cav: SecCls:

| 15-1.10 Death | See Legal Attache Manual, Section 4.!|

Burial Expense � A sum, not to exceed $800, may be paid
| for funeral and burial expenses. When anlemployee dies outside of
| the United States or away from home or official duty stationlan

additional sum may be paid for transporting the remains to the
I |employee&#39;s|home. An additional sum of $200 is paid to the personal

representative of the decedent for reimbursement of the costs of
termination of the decedent&#39;s status as an employee of the United
States.

**EffDte: 04/l3/2000 MCRT#: 967 Div: D3 Cav: SecCls:

15-1.10.1 Dependent Compensation

When there are no children entitled to compensation, the
employee&#39;s widow or widower may receive compensation equal to 50
percent of the employee&#39;s pay until death or remarriage. Upon
remarriage, a widow or widower will be paid a lump sum equal to 24
times the monthly compensation being paid on his or her own behalf,

| except that if such remarriage occurs on or after the age of9255,92the
lump sum payment will not be made and compensation will continue until
the beneficiary&#39;s death. When there is a child entitled to
compensation, the compensation for the widow or widower will equal 45
percent of the employee&#39;s pay plus l5 percent for each child, but not
more than 75 percent of the employee&#39;s pay. A child is entitled to
compensation until he or she dies, marries, or reaches 18 years of
age, or, if over 18 and incapable of self�support, becomes capable of

SENSITIVE
ll



SENSITIVE
Manl�ID: MAOPP1 MANUAL OF ADIN OPERATIONS AND PROCEDURES PART 1

self�support. If an unmarried child is a student when reaching 18
years of age, compensation may be continued for as long as the child
remains a student or until he or she marries. It may not, however, be
continued beyond the end of the semester or enrollment period after
the child reaches 23 years of age or has completed four years of
school beyond the high school level.

**EffDte: O7/16/2002 MCRT#: 1226 Div: D3 Gav: SecCls:

15-1.10.2 Minimum and Maximum Compensation

92Maximum compensation|for disability may not exceed 75
percent of the monthly pay of the highest step of grade 15 of the
General Schedule. 92Basic monthly pay does not include locality
adjustments. This maximum compensation limit does not apply to
disability sustained in the performance of duty which was due to an
assault that occurred during an attempted assassination of a federal
official. |For total disability,92minimum,compensationimay not be less
than 75 percent of the monthly pay of the first step of grade 2 of the
General Schedule or actual pay, whichever is less. |Minimum
compensationifor death is computed on a minimum pay equal to the
Ibasic monthly pay of an employee at the|first step of grade 2 of the
General Schedule. The totalimaximumicompensation may not exceed the
employee&#39;s pay or 75 percent of the monthly pay of the highest step of
grade 15 of the General Schedule, except that compensationiin death
casesiis allowed to exceed the employee&#39;s monthly pay if such excess
is created by authorized cost of living increases.

**EffDte: O4/13/2000 MCRT#: 967 Div: D3 Gav: SecCls:

15-1.11 Vocational Rehabilitation

Vocational rehabilitation, job counseling, and placement
assistance may be provideditolan injured employee who is unable to
return to usual employment because of permanent disability due to the
injury. Additional compensation not to exceed $200 per month may be
paid if it is considered necessary for maintenance when the employee
is pursuing an approved training course. Also, an employee will be
paid at the rate for total disability while pursuing an OWCP�approved
training course.

**EffDte: O7/16/2002 MCRT#: 1226 Div: D3 Gav: SecCls:

15-1.12 Medical Information Needed for Reinstatement  See MIOG, Part 1, 67-3 9 !
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| l! The Bureau may monitor the employee&#39;s medical progress
and duty status by obtaining periodic medical reports:

 a! The form CA�l7 is usually adequate for this

purpose.

 b! To aid in returning an injured employee to
suitable employment, the employer may also contact the employee&#39;s
physician in writing to obtain work limitations and consideration of

possible light duty assignments.

 c! The employer may also contact the injured
employee at reasonable intervals to request periodic medical

reports.

�! The Bureau does not have the authority to order an
employee or former employee receiving compensation benefits to submit
to a medical examination related to the accepted compensable injury
for the purposes of re�employment, but the Bureau may offer a medical
examination by a Bureau designated physician. The Bureau is obligated
to pay for the cost of this examination.

�! Where the attending physician or the OWCP notifies
the Bureau that the employee is partially disabled  that is, the
employee can perform some work but is not able to return to the
position held on the date of injury!, the employer should act as
follows:

 a! If the employee can perform a specific
alternative position that is available at the Bureau, written notice
must be provided to the partially disabled employee. The notice must
include all items noted in �! d! below.

 b! If the employee can perform restricted or
limited duties only, which are not a part of an existing specific
position, the Bureau should determine whether an existing job can be
modified to accommodate the medical restrictions of the injured
employee. If so, the Bureau must advise the employee in writing of
the modified position. Such notification must include all items noted
in �! d! below.

 c! The employer may make any job offer verbally,
but is required to provide the same offer in writing to the employee
within two business days of the verbal offer.

 d! The written job offer must include a description
of the duties of the position, the physical requirements of those
duties, the date that the position is available and the salary rate of
the position. This notice must also include a date by which the
employee is required to either return to work or notify the Bureau of
his/her decision to accept or refuse the job offer. The Bureau must
send a complete copy of any job offer to the OWCP when it is sent to
the employee.

OWCP has the final authority in determining whether any job offer that
is within the employee&#39;s medical limitations, is suitable.

SENSITIVE
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**EffDte: O4/13/2000 MCRT#: 967 Div: D3 Cav: SecCls:

15-1.13 Buy-back of Leave

 l! |When disabled from work, an|employee may decide to
take sick or annual leave, or both,!rather than compensation!to avoid
possible interruption of income. If the employee elects to take leave
and the claim for compensation is subsequently approved, the employee
may arrange with the employing agency to buy back the leave used and
have it reinstated to the employee&#39;s account. The compensation to
which he or she is entitled would pay a part of the buy�back cost and
the employee!is required!to pay the balance. The amount the employee
will be required to pay will depend on several factors such as the
length of the period of disability and the amount of Federal income
tax which is withheld from leave pay.

�! An employee who uses leave and decides to buy it
back, may file a claim on Form CA�7 while still in leave status. In
the interim, the OWCP will consider and resolve any points at issue.
No compensation payments may be paid, however, while the employee is
still in leave status. Arrangements to buy back leave must be made
with the Bureau.

�! Under regulations of the Office of Workers�

Compensation Programs, Department of Labor, an agency may establish
the period in which a request for buy�back of leave will be!accepted.

Effective!June l, l979, FBTHQ will not accept buy�back requests|for
periods!which are in excess of three!years retroactive.! The time
period during which a request will be accepted will commence on the
last day of leave utilized in connection with the injury.

�! If an employee buys back regular annual leave which
is recredited to a prior leave year, and the recredit causes a leave
balance at the end of that leave year to be in excess of the maximum
accumulation �40 hours!, the excess leave will immediately be
forfeited as of the beginning of the leave year following the year to
which it is recredited. In situations in which it appears that the
Bureau did not inform the employee of the consequences of buying back
leave which would be forfeited, the employee can be retroactively
returned to an annual leave status to an extent necessary to avoid
forfeiture of the repurchased leave. This procedure would also
require a refund of compensation payments to OWCP for the period of
annual leave.

�! If repurchase of sick or annual leave is in the same
tax year in which the leave was used, the amount is excluded from
taxable income for that year.

**EffDte: O4/l3/2000 MCRT#: 967 Div: D3 Cav: SecCls:
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15-1.14 Third Party Liability

| l! If an injury or death for which benefits are payable
under the FECA is caused, wholly or partially, by someone other than a
federal employee acting within the scope of his or her employment, the
injured employee can be required to take action against that third

party.

�! The OWCP has the right to reimbursement for expenses
incurred in a claim from any damages recovered in a case involving
third party liability. The recovery of these funds ultimately reduces
the "charge�back" amount that the Bureau is required to pay to the
OWCP. At the minimum, in the presence of third party liability, the
injured employee is required to seek damages for the injury or death
from the third party, either through an attorney or on his/her own
behalf. He or she must:

 a! Either initiate a lawsuit within the appropriate
statute of limitations period or obtain a written release of this
obligation from OWCP or Solicitor or Labor  SOL! unless a recovery
is possible through a negotiated settlement prior to filing suit;

 b! Refuse to settle or dismiss the case for any
amount less than the amount necessary to repay OWCP&#39;s disbursements
without receiving written permission from OWCP or SOL;

 c! Provide periodic status updates and other
relevant information in response to requests from OWCP or SOL;

 d! Submit detailed information about the amount
recovered and the costs of the suit on a "Statement of Recovery" form

approved by OWCP; and

 e! Pay any required refund to OWCP.92

**EffDte: O4/l3/2000 MCRT#: 967 Div: D3 Cav: SecCls:

15-1.15 Basic Compensation Forms

FORM # TITLE

CA�l Federal Employee&#39;s Notice of Traumatic Injury
and Claim for Continuation of Pay/Compensation

CA�2 Federal Employee&#39;s Notice of Occupational
Disease and Claim for Compensation

CA�2a Notice of Employee&#39;s Recurrence of Disability
and Claim for Pay/Compensation

CA�5 Claim for Compensation by Widow, Widower,

SENSITIVE
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CA�5b

CA�6

CA�7

I
CA�16

CA�l7

CA�2O

and/or Children

Claim for Compensation by Parents, Brothers,
Sisters, Grandparents, or Grandchildren

Official Superior&#39;s Report of Employee&#39;s Death

Claim for Compensation on Account of Traumatic
Injury or Occupational Disease

Request for Examination and/or Treatment

Duty Status Report

Attending Physicians Report

CA�2Oa Attending Physicians Supplemental Report

**EffDte: O7/16/2002 MCRT#: 1226 Div: D3 Cav: SecCls

15-1.16 Penalties

| |�! Statutory provisions make it a crime to file a false
I or fraudulent claim or statement in connection with a claim under the
| FECA, or to wrongfully impede a FECA claim.

Justice.

submit or present

the FECA.

of defrauding the
for benefits, the
terminated. This

subsequent change

�! Any person who makes a false statement to obtain
federal employees� compensation payments to which he or she is not
entitled is subject to criminal prosecution by the Department of

�! In addition, administrative proceedings may be
initiated under the Program Fraud Civil Remedies Act of 1986 to
impose civil penalties and assessments against persons who make,

or cause to be made, submitted or presented false,
fictitious or fraudulent claims or written statements to OWCP under

�! When a beneficiary of compensation either pleads
guilty or is found guilty on either federal or state criminal charges

United States government in connection with a claim
entitlement to any further compensation benefits is
termination is permanent and not subject to any
in the employee&#39;s medical condition.!

**EffDte: O4/13/2000 MCRT#: 967 Div: D3 Cav: SecCls

| 15-2 FEDERAL EMPLOYEES HEALTH BENEFlTS| FEHB!|PROGRAM
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| The Federal Employees Health Benefits! FEHB! Program,|
which became effective at the beginning of the first pay period after

| July 1, l96O,!gives!all eligible government employees an opportunity
to enroll in an approved health benefits plan. The government

only or self and family!.|

contributes a portion of!an employee&#39;s|premium, and the remainder is
paid by!the|employee through payroll deduction. The amount!of the
premium!varies depending!on the chosen plan and option  i.e., self

**EffDte: O7/O9/2001 MCRT#: 1117 Div: D3 Cav: SecCls:

| 15-2.1 |Avai|ab|e FEHB Plans and|E|igibility

reimburse the employee or the

sponsored by unions and other

generally have no deductibles
service plans, since payments
basis instead of for specific

�! A comparison
of all|FEHB plans|and general

 OPM&#39;s!!Brochure R1 7O�1,|the

appointments in excess of one
in the FEHB program within 60

the permissible changes cited

�! Eligible employees have the choice of enrolling inla
fee for service plan or a comprehensive medical plan  often called a
health maintenance organization  HO! plan!. Fee for service plans

health care provider  doctor, hospital,
etc.,! for services covered by the plan, and the employee may choose
any provider at any time  although these plans usually provide
preferred provider options  PPOs! as an incentive to reduce costs!.
Fee for service plans available to FBT employees include the
governmentwide Service Benefit Plan sponsored by the national Blue
Cross/Blue Shield organization, the plan sponsored by the Special
Agents Mutual Benefit Association  SAMBA!, and a variety of plans

employee organizations. HMOs, on the
other hand, designate the physicians and organizations which will
serve as health care providers to enrollees of those plans, and
provide their services only within defined geographic areas. HMOs

and lower copayments than fee for
to the provider are made on a regular
covered services.!

chart of the major benefits and premiums
information about the|FEHB program!

are included in the!U.S. Office of Personnel Management&#39;s
Guide to FEHB Plans for Federal Civilian

Employees.! The complete description of benefits|for!each|FEHB!
plan is described in the individual brochure for|that!plan.
|The RI 70-1, the plan brochures, and Standard Form 2809, the Health
Benefits Registration Form, are available from FBlHQ&#39;s Employee
Benefits Unit  EBU! and each division&#39;s insurance representative, as
well as on OPM&#39;s Internet site. Regardless of which plan an employee
may choose, he/she is not required to take a physical examination, and
he/she  and any eligible family member! is covered without regard to
any preexisting medical condition.  See MAOP, Part 1, 2-7.!

�! Employees serving on permanent  i.e., career or
career�conditional! appointments, term appointments, and temporary

year&#39;s duration are eligible to enroll
days after entry on duty, as well as for
in section l5�2.4 below. FEHB coverage

is not available to contract employees and those temporary employees
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whose appointments are limited to less than one year&#39;s duration.
Eligible employees may enroll to cover only themselves or both
themselves and their eligible family members. Family members eligible
to be covered by an FEHB plan include an employee&#39;s current spouse and
his/her unmarried dependent children under age 22, including
stepchildren  if they live with the employee in a regular parent�child
relationship!, foster children, adopted children, and/or recognized
natural children. An employee cannot register to enroll in the FEHB
program if he/she is covered through the FEHB registration of another
individual.|

**EffDte: O7/09/2001 MCRT#: 1117 Div: D3 Cav: SecCls:

15-2.2 Effective Dates

|Generally, FEHB enrollments and changes in enrollment
become effective on the first day of the first pay period after the
pay period in which an authorized FBI official receives the Standard
Form 2809 requesting the enrollment or change. The Standard Form 2809
may be received either by FBTHQ&#39;s EBU or by a field office insurance
representative. The effective date of a cancellation made outside the
annual FEHB Open Season is the end of the pay period in which the
Standard Form 2809 is received by an authorized FBI official. The
effective date of enrollments and changes made in conjunction with the
annual FEHB Open Season is January 1 of the year following the year in
which the Open Season is conducted. The effective date of an
enrollment or change made in conjunction with the birth or acquisition
of an eligible child is the first day of the pay period in which the
child is born or otherwise acquired. Upon an employee&#39;s specific
written request certifying that there are no longer any family members
eligible to be covered in a self and family enrollment, the effective
date of a change from self and family to self only made under such
circumstances may be retroactive to the first day of the first pay
period after the one in which there were no family members eligible
for coverage.92

**EffDte: 07/09/2001 MCRT#: 1117 Div: D3 Cav: SecCls:

15-2.3 SAMBA

ISAMBA offers a fee for service FEHB plan to all FBI
employees eligible for coverage in the FEHB program. However, an
employee may enroll in the SAMBA plan only if he/she is otherwise
eligible to enroll or change an FEHB enrollment due to an event cited
in section 15�2.4 below; Coverage under the SAMBA Health Benefit Plan
conveys full membership in SAMBA; employees not covered by the SAMBA
Health Benefit Plan may enroll in other SAMBA plans  i.e., dental and

vision, group term life insurance, accident, disability, etc.!, but
must pay an associate member&#39;s fee of $1.00 per pay period. In
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addition, SAMBA offers a Dependent Health Benefit Plan to employees
under the regular SAMBA Health Benefit Plan whose children are
unmarried, financially dependent, and between the ages of 22 and 27.
This plan is outside the FEHB program and is not a part of the FEHB
Temporary Continuation of Coverage  TCC! provisions described in
section 15�2.13 below. Additional information pertaining to
enrollment, premiums, and benefits of the SAMBA Health Benefit Plan
are set forth in the FEHB plan brochure for the SAMBA plan, while
additional information pertaining to other SAMBA plans are set forth
in the separate SAMBA general brochure.!

**EffDte: O7/O9/2001 MCRT#: 1117 Div: D3 Gav: SecCls:

| 15-2.4 Permissible Changes | See 15-2.1 and 15-2.3.!|

�! |An eligible employee not currently enrolled in the
FEHB program may enroll when the following events occur:

 a! Entry on duty, or first eligibility for
coverage,

 b! The annual FEHB Open Season,

 c! A change in family status  for example,
marriage, birth or death of family member, adoption, legal separation,
divorce, acquisition of child, or issuance of a court or
administrative order requiring coverage for eligible children!,

 d! A change in employment status  for example,
reemployment after a break in service of more than three days, return
to pay status following a loss of coverage due to expiration of 365
days of nonpay status, or termination of coverage during nonpay
status, restoration to a civilian position after military service,
change in type of appointment from temporary to a type eligible for
FEHB participation, or a change to or from a part�time tour of duty!,

 e! Separation from federal employment when either
the employee or the employee&#39;s spouse is pregnant,

 f! A transfer to or from a post of duty outside the
50 United States,

 g! A loss of coverage by either the employee or an
eligible family member under either FEHB or another group insurance
plan  for example, loss of coverage under another FEHB enrollment due
to termination, cancellation, or change to self only of the covering
enrollment, loss of coverage under another federal health insurance
plan such as TRTCARE, loss of membership in an employee organization
plan when employee is no longer a member of the organization, loss of
coverage under Medicaid or similar state�sponsored program, or a loss
of coverage for any reason under a nonfederal health plan!,
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 h! The employee&#39;s spouse&#39;s loss of coverage under a
nonfederal health plan when the spouse follows an employee who moves
out of the previous home area to accept another federal position, or

 i! A temporary employee completing one year of
continuous service, thereby making him/her eligible for FEHB

participation.!

�! Iln addition to the above, an employee who is already
enrolled in an FEHB plan may change plans, or may change from self
only to self and family under the same plan, when the following events
occur:

 a! An employee, or eligible family member, loses
coverage due to the discontinuance, in whole or in part, of his/her
FEHB plan,

 b! An employee, or eligible family member, moves
out of the geographic servicing area of the HMO covering them,

 c! An employee
change may only be made once in a

becomes eligible for Medicare  this

lifetime!,

 d! An enrolled
insufficient to make withholdings
enrolled, or

temporary employee receives a salary
for the FEHB plan in which he/she is

 e! An employee enrolled in a self only plan
receives a court or administrative order requiring a change to a self
and family plan serving the area where his/her children live, in order
to provide health insurance coverage for his/her children.!

�! |An employee may cancel his/her enrollment or, if
enrolled for self and family, may change to self only at any time,
provided he/she is not under court or administrative order to maintain
a self and family plan to provide coverage for his/her children. In
such an event, and if FBIHQ receives a qualifying court order on or
after October 30, 2000, EBU may deny the requested change. lf such a
change was inadvertently processed by the FBI, EBU may change the
enrollment back to self and family  if the plan serves the area where
the children live!, or may change the enrollment to the standard self
and family enrollment of the Service Benefit Plan  if the employee&#39;s
own plan does not serve the area where the children live!, provided
that the employee does not make the appropriate change on his/her own
within one pay period after receiving written notice from EBU of the
obligation to comply with the order. If otherwise eligible, a
cancellation or change to self only could result in loss of pretax
treatment of FEHB premiums  i.e., premium conversion!, unless the
change is made in conjunction with a qualifying life event  see
section l5�2.l4!.|

|�! The!Notice of Change in Enrollment Status!form
 Standard Form
8l0! is for the exclusive use of|FBIHQ personnel!to
give official notice to employees and carriers of enrollment actions
and must not be!completed and/or submitted!by a field office

representative.
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| |�!92 The enrollment of an employee continues without
change when an individual enters the service of the Bureau from
another government agency without a break in service of more than
three calendar days provided the employee was notlpreviouslylenrolled
in an92HMO not covered by the new geographic area, or in a plan
sponsored by an employee organization of which the employee is no
longer eligible for membership. In such a circumstance, thelemployee
should register again by92completing a new SF�2809.|

**EffDte: O7/O9/2001 MCRT#: lll7 Div: D3 Cav: SecCls:

15-2.5 Nonpay Status

 l! Employees in|any type of nonpay status  including
military service, suspension, absence without leave, or approved leave
without pay! may terminate their FEHB coverage during nonpay status,
or they may continue their FEHB coverage for up to 365 consecutive
days of nonpay status and have both the employee share and the
government share of their health insurance premiums paid by the
Bureau. However, employees who choose continued coverage must
reimburse the Bureau for the employee share by either
submitting|payments for health benefits coverage|to the FBIHQ Payroll
UnitIorlhavinglthelaccumulated premiumslwithheldlfrom paylupon return
to pay status.

| �! |Deleted92

**EffDte: O7/O9/2001 MCRT#: lll7 Div: D3 Cav: SecCls:

| 15-2.6 |De|eted|

**EffDte: O7/O9/2001 MCRT#: lll7 Div: D3 Cav: SecCls:

| 15-2.7 |De|eted|

**EffDte: O7/O9/2001 MCRT#: lll7 Div: D3 Gav: SecCls:

| 15-2.8 Retirement | See 15-2.9.!|

 l! Employees who retire are eligible to continueltheir
FEHB enrollments into retirement92if they meet all of the following
requirements: 92be|enrolled in a health benefits plan at the time of
retirement; retire92on an92immediate annuity92 including an optional,
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| discontinued, or disability retirement!; and|have been continuously
| enrolled for health benefits during all service sinceleither thelfirst

opportunity to enroll or for the five years of service immediately

| preceding!retirement.|

�! |When an employee is eligible to continue his/her
enrollment into retirement, FBIHQ will prepare the appropriate
documents to transfer his/her enrollment to the Office of Personnel
Management  OPM! under the Civil Service Retirement System  CSRS! or
Federal Employees Retirement System  FERS!, as appropriate.!

**EffDte: O7/O9/2001 MCRT#: 1117 Div: D3 Gav: SecCls:

| 15-2.9 |Reemp|oyed Annuitants

CSRS and FERS annuitants who are reemployed in the Bureau
and who had their FEHB coverage transferred to OPM at the time they
retired may continue their health insurance as retirees, and need not
re�register for FEHB coverage upon returning to duty. CSRS and FERS
annuitants who either lose their annuities upon reemployment or who
did not meet the five�year participation reguirement for continuing
FEHB coverage after retirement may re�register for FEHB coverage upon
returning to duty, provided they have been appointed in positions
eligible for FEHB coverage. In addition, a CSRS or FERS annuitant may
ask OPM to transfer his/her FEHB coverage back to the Bureau upon
reemployment in order to participate in the premium conversion  i.e.,
pre�taX treatment of premiums! program. Reemployed annuitants who
are covered by the FEHB program as employees may have their FEHB
coverage transferred to OPM upon final separation, provided they meet
the five�year participation reguirement in section 15�2.8 above.!

**EffDte: O7/O9/2001 MCRT#: 1117 Div: D3 Cav: SecCls:

15-2.10 Survivors

A survivor of an enrolled employee or annuitant is
eligible to continue!FEHB coverage after the death of the employee or
annuitant if the employee or annuitant was enrolled for self and
family at the time of death, and if at least one member of the family
 i.e., the current spouse or any eligible child! is entitled to a
survivor benefit under CSRS or FERS  either a continuing annuity or
the FERS Basic Employee Death Benefit!. Continued coverage for all
eligible family members will be automatic when the title to the
qualifying survivor benefit is established, provided the above
qualifications are met. If the survivor benefit is insufficient to
pay the monthly FEHB premium, the eligible survivor may establish a
direct payment plan with OPM to continue the FEHB coverage.!

**EffDte: O7/O9/2001 MCRT#: 1117 Div: D3 Cav: SecCls:
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15-2.11 Federal Employees� Compensation Act

An employee or former employee who receives benefits under
the Federal Employees� Compensation Act is eligible to continue
enrollment if all of the following requirements are met: is enrolled
in a health benefits plan at the time compensation starts; has been
continuously enrolled for health benefits during all of service since
first opportunity to enroll, or for the five years of service
immediately preceding the start of compensation under the Federal
Employees� Compensation Act, or, from on or before December 31, 1964,
until the start of compensation; receives "monthly compensation"; and
is determined by the Secretary of Labor to be unable to return to

duty.

**EffDte: 1O/27/1986 MCRT#: O Div: D3 Cav: SecCls:

| |15-2.12 Civil Service Retirement Spouse Equity Act

Federal Employees

Program  FEHBP!.
must pay both the
and must register

employee

The Civil Service Retirement Spouse Equity Act of 1984 and
the Federal Employees Benefits Improvement Act of 1986 amended the

Health Benefits Act to permit certain former spouses
of civil service employees, former employees and annuitants to enroll
in a health benefit plan under the Federal Employees Health Benefits

Former spouses who are eligible for health benefits
employee&#39;s and the Government&#39;s share of the premium
to enroll in the program with the agency where the

is or was employed at the time the marriage was dissolved.|

**EffDte: 1O/27/1986 MCRT#: O Div: D3 Cav: SecCls:

15-2.12.1 Conversion Rights and Temporary Extension of Coverage

The former spouse of an employee is covered for health
benefits for 31 days after divorce with the right to convert to a
nongroup plan. To prevent loss of health benefits coverage, the
former spouse may
employee&#39;s health
eligibility under
the enrollment to
sends information

delay between the

desire to convert to the nongroup policy with the
benefit carrier while waiting for health benefits
the Spouse Eguity Act to be established and
become effective. 92Since the National Finance Center
to carriers on the first and fifteenth of each month

and it takes insurance carriers at least two weeks after receipt to
establish enrollees on their systems, enrollees should prepare for the

time they sign up for insurance and the time they
receive their identification cards from the carriers. Enrollees
should stock up on needed medication and make doctor appointments
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| during the 31-day extension of coverage.  See MAOP, Part T, 15�2.13.3
I �!-!!

**EffDte: 12/16/1993 MCRT#: 171 Div: D3 Cav: SecCls:

15-2.12.2 Eligibility Requirements for Health Benefits

The former spouse must meet the following requirements to
be eligible to enroll in a health benefit plan:

�! The former spouse must not have remarried before age
55;

�! The former spouse must have been covered as a family
member in an FEHBP plan at some time during the 18 months preceding
the date of the dissolution of marriage; and,

�! The former spouse must provide evidence of future
entitlement to any of the following benefits:

 a! A portion of the employee&#39;s annuity based on a
qualifying court order under Title 5, United States Code  USC!,
Section 8345  j!, which requires that the Office of Personnel

Management  OPM! shall pay  in part or in whole! another person other
than the employee, if and to the extent expressly provided for in the
terms of any court decree of divorce, annulment, or legal separation,
or the terms of any court order or court�approved property settlement
agreement incident to such court decrees.

 b! Survivor annuity benefits based on a qualifying
court order under Title 5, USC, Section 8341  h!, which states that a
former spouse of a deceased employee, member, or annuitant is entitled
to a survivor annuity if and to the extent expressly provided for in
an election under Section 8339  j!�!, or in terms of any decree of

divorce, annulment, court order, or court�approved property settlement
agreement incident to such decree.

 c! A survivor annuity elected by the employee under
Title 5, USO, Section 8339  j!�!, which refers to an election to
provide survivor annuity to a former spouse which shall be made at the
time of retirement or, if later, within two �! years after the date
the marriage to the employee or member is dissolved, subject to a
deposit in the fund by the retired employee or member, within a two-
year period, the amount to be determined by the OPM. An election
under this paragraph shall not be effective if it conflicts with any
court order or decree or in case an employee or member has remarried;
then the spouse&#39;s written consent is required.

�! A special eligibility rule exists for a former spouse
who was married to an employee who retired prior to May 7, 1985. Such
a former spouse must not be remarried before age 55 and must have been
enrolled in a health benefits plan as a family member at any time
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during the 18 months preceding the dissolution of marriage.
Additionally, it is required that either the employee annuitant
elected before May 9, 1986, to provide a survivor annuity to the
former spouse, or the former spouse satisfies all the following
conditions:

 a! the former spouse&#39;s marriage to the retiree was
dissolved after September 14, 1978;

 b! the former spouse was married to the retiree for
at least 1O years of the retiree&#39;s creditable civilian service;

 c! the former spouse is not receiving any other
employer�produced retirement or survivor annuity;

 d! the spouse has not married before reaching age
55;

�!
annuity before May 9,

the former spouse applies to OPM for a survivor
1987; and

 f! the former spouse is at least 50 years old when
filing the application.

�! A special eligibility rule also exists for a former
spouse who was married to an employee who died prior to May 7, 1985.
Such a person is eligible for enrollment if �! the deceased employee
had been eligible for an immediate annuity on or before the date of
death; �! the former spouse has not remarried before the age of 55;
�! the former spouse was enrolled as a family member in an FEHBP
health benefits plan at any time during the 18 months preceding the
dissolution of marriage; and �! the former spouse satisfies all the
conditions for a survivor annuity described above.

�! A former spouse of an employee who separates from
Federal service before becoming eligible for immediate annuity is
eligible to enroll only if the marriage to the former employee was
dissolved before the employee left Federal service.

|�!When a former spouse who has continued coverage
remarries during the 36 months following the divorce or annulment,
he/she is eligible for temporary continuation of coverage. This
coverage expires on the same date it would have expired if the person
had never been eligible for coverage under the spouse equity

provisions.|

**EffDte: 12/16/1993 MCRT#: 171 Div: D3 Cav: SecCls:

15-2.12.3 Procedure for Establishing Eligibility

�! OPM will determine the former spouse&#39;s entitlement to
a survivor annuity or a portion of the employee&#39;s retirement annuity
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25



SENSITIVE
Manl�ID: MAOPP1 MANUAL OF ADIN OPERATIONS AND PROCEDURES PART 1

as a prerequisite to the former spouse&#39;s eligibility to enroll in the
FEHBP. The former spouse should send a written request to the Office
of Personnel Management, Compensation Group, Office of Retirement
Programs, Post Office Box l7, Washington, D.C. 20044, for the
determination. The former spouse should include a certified copy of
the court order, the employee&#39;s or retiree&#39;s name, date of birth,
social security number, the last employing agency and, if applicable,
the date of retirement.

�! After reviewing the information provided by the
former spouse, OPM will send the former spouse a written decision
concerning the former spouse&#39;s entitlement to a future survivor
annuity. The former spouse must submit a copy of OPM&#39;s decision to
Headquarters along with a copy of the divorce decree. Upon receipt,
the employee&#39;s file will be reviewed to determine if the former spouse
was covered as a family member in an FEHBP plan at any time during the
l8 months preceding the date of dissolution of marriage, to verify the
former spouse&#39;s age, and if under age 55, that he or she has not
remarried. The former spouse is required to certify that the
qualifications for eligibility to enroll have been met and that the
former spouse will notify the employing office within 31 days of an
event that disqualifies eligibility.92

**EffDte: lO/27/1986 MCRT#: O Div: D3 Cav: SecCls:

15-2.12.4 Registration Procedures

If it is determined that the former spouse is eligible,
the former spouse will be advised and furnished the appropriate
information. To enroll, the former spouse should complete the Health
Benefits Registration Form  SF�2809!, using his or her own name, date
of birth and social security number. The name, date of birth, and
social security number of the employee, former employee or annuitant
should be entered in the "Remarks" section of the SF�2809. A
certification must be obtained from the former spouse that the
employing office will be notified within 3l days of an event which
would terminate eligibility.l

**EffDte: lO/27/1986 MCRT#: O Div: D3 Cav: SecCls:

15-2.12.5 Denial of Enrollment

If it is determined that the former spouse is ineligible
for health benefit coverage, the former spouse will be notified in
writing and furnished the reason for the denial. The former spouse
will be advised in writing of the right to request OPM&#39;s
reconsideration of the denial within 31 days of the date of the letter
stating that coverage has been denied. The former spouse should send
a request to the Office of Personnel Management, Compensation Group,
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I Office of Insurance Programs, Program Coordination and Control, Post
I Office Box 436, Washington, D.C. 20044.!

**EffDte: 1O/27/1986 MCRT#: O Div: D3 Cav: SecCls:

I I15-2.12.6 Office Where Former Spouse Must Enro||| See MAOP, Part I, 15
2.1s.s s!.!|

�! Former spouses who are receiving payment of survivor
annuity or a portion of an employee annuity from OPM must enroll
through OPM and pay premiums directly to OPM. Former spouses whose
marriages dissolved after the employee retired must also register with
and pay premiums to OPM.

�! Former spouses who have future entitlement to a
survivor annuity or portion of an employee annuity but are not yet

I receiving them, must register with and pay premiums to theINational
I Finance Center.!

**EffDte: 12/16/1993 MCRT#: 171 Div: D3 Cav: SecCls:

I |15-2.12.7 Time Limitation for Enrollment

I An eligible former spouse must apply for health benefits
I coverage by the latest of the following dates:

I �! February 27, 1987; or

�! within 60 days after the dissolution of the marriage,
or if the marriage is dissolved after retirement, 60 days after the
dissolution or after the retired employee elects to provide a survivor
annuity for the former spouse; or

I �! within 60 days after the employee annuitant elects to
I provide a former spouse annuity or after OPM notice of entitlement to
I a former spouse annuity.!

**EffDte: 10/27/1986 MCRT#: 0 Div: D3 Gav: SecCls:

I I15-2.12.8 Choice of Plan

A former spouse may enroll in either of the two
Governmentwide plans  Service Benefit Plan and lndemnity Benefit
Plan!, the employee organization plans or the comprehensive medical
plans which are available for a specific geographical area. The
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former spouse is not restricted to the same plan that the employee
enrolled under prior to the divorce. To enroll in an employee
organization plan, the former spouse must become a member of the

sponsoring organization and pay the annual or one�time only membership
dues. Former spouses who enroll in the SAMBA Health Benefit Plan are
not eligible for the various insurance programs offered by SAMBA.|

**EffDte: 10/27/1986 MCRT#: 0 Div: D3

15-2.12.9 Type of Enrollment

Gav: SecCls:

A former spouse who is eligible to enroll in the FEHBP may
elect coverage for self only or for self and family. A family
enrollment covers only the former spouse and any
natural or adopted children of the former spouse
former employee or annuitant, provided the child
by another FEHBP enrollment. To be eligible for

unmarried dependent
and the employee,
is not also covered
coverage a child must

be single and under age 22. An unmarried child over age 22 who is
incapable of self�support because of a mental or
existing before age 22 is eligible for coverage.|

**EffDte: 10/27/1986 MCRT#: 0 Div: D3

15-2.12.10 Effective Date of Enrollment

physical disability

Cav: SecCls:

The effective date of the former spouse&#39;s enrollment will
be the first day of the pay period beginning more than 30 days after
the employing office receives the SF�2809 and satisfactory proof of

eligibility.92

**EffDte: 10/27/1986 MCRT#: 0 Div: D3 Gav: SecCls:

15-2.12.11 Payment of Premiums| See MAOP, Part I, 15-2.13.3�!.!|

The former spouse must submit payment  both the employee&#39;s
Yand Government s share! of the premiumslon a monthly basis to the

National Finance Center.92 If the92National Finance Center|does not
receive payment by the due date, the former spouse will be notified
that coverage will be cancelled if payment is not paid within l5 days
after receipt of the notice which is sent by certified mail, return
receipt requested. The effective date of a termination for failure to
pay premiums within the time frame is
for which payment has been received.
cancelled, the former spouse will not
extension of coverage for conversion,
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contract, and cannot reenroll.

**EffDte: 12/16/1993 MCRT#: 171 Div: D3 Cav: SecCls:

| |15-2.12.12 Opportunities to Change Enrollment

| The following events will allow the former spouse to
| enroll or change enrollment:

extension of coverage
individual contract.

�! A former spouse may change enrollment to self only at
any time. If a former spouse changes enrollment to self only, any
family members who lose coverage are not entitled to the temporary

for conversion, and may not convert to an

| �! The former spouse may make an enrollment change
I during open season or
| events, in accordance

I Ia!

I  b!
| medical plan,

I  C!

I Id!

I  B!

I  f!

upon the occurrence of one of the following
with regulations issued by OPM:

birth or acguisition of a child,

move from an area served by a comprehensive

termination by an employee organization plan,

termination of plan in which enrolled,

eligibility for Medicare,

change from self only to self and family if an
| eligible child loses coverage under another FEHBP enrollment.|

**EffDte: 1O/27/1986 MCRT#: O Div: D3 Cav: SecCls:

| |15-2.12.13 Cancellation of Enrollment by Former Spouse

executing an SF�2809.

extension of coverage

cancelled, the former

A former spouse may cancel enrollment at any time by
The coverage will be cancelled the last day of

the pay period following the pay period in which the SF�2809 is
received. However, once the enrollment is cancelled, the former
spouse and family members, if any, are not entitled to the temporary

for conversion and cannot convert to an
individual contract for health benefits. Once the enrollment is

spouse may not enroll.|

**EffDte: 1O/27/1986 MCRT#: O Div: D3 Cav: SecCls:
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| 15-2.12.14 Termination of Enro|lment| See MAOP, Part I, 15-2.13.1�!.!|

Upon terminating an enrollment, the former spouse will be
furnished a copy of the SF�28lO. The former spouse|has 36 months in
which to convert to nongroup coverage if eligible under temporary
continuation of coverage. At the end of the 36 months, the former
spouse has an additional 3l days to convert his/her coverage.| Once a
former spouse&#39;s enrollment has been terminated, the former spouse may
not reenroll. A former spouse&#39;s enrollment terminates, subject to the
temporary extension of coverage for conversion, at midnight of the
last day of the pay period in which the earliest of the following
events occurs:

 l! Qualifying court order ceases to provide entitlement
to survivor annuity or a portion of retirement annuity under a
retirement system for Government employees.

�! Former spouse remarries before age 55.

�! Former spouse remarries the employee, separated
employee, or annuitant on whose service the benefits are based.

�! Former spouse dies.

�! Employee on whose service the benefits are based
dies, and no survivor annuity is payable.

�! Separated employee, on whose service the benefits are
based dies before meeting the requirements for a deferred annuity.

�! Employee on whose service benefits are based leaves
Federal service before establishing title to a deferred annuity.

 8! OPM refunds retirement contributions to the separated
employee on whose service the health benefits are based.

**EffDte: l2/l6/1993 MCRT#: l7l Div: D3 Cav: SecCls:

| |15-2.12.15 Termination of Coverage of Family Members

I The coverage of a family member of a former spouse
| terminates, subject to the temporary extension of coverage for
I conversion, at midnight of the earlier of the following dates:

|  l! The day on which the individual ceases to be a member
| of the family  family members who lose coverage because the former
| spouse cancels have no temporary extension or conversion rights!;

| �! The day the former spouse ceases to be enrolled.|

**EffDte: lO/27/1986 MCRT#: O Div: D3 Cav: SecCls:
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I I15-2.13 Temporary Continuation of Coverage

On December 27, 1989, the Office of Personnel Management
 OPM!, issued implementing regulations to Title IT of Public Law 100-
654, "Federal Employees Health Benefits Program  FEHB! Amendments Act
of 1988." These regulations went into effect on January 1, 1990, to
provide for the temporary continuation of health benefits coverage for
certain individuals who lose their coverage. These include former
employees who separate from the Bureau, children of Bureau employees
or annuitants who lose their status as family members, and certain
former spouses of employees or annuitants who lose their status as
family members.

**EffDte: 12/16/1993 MCRT#: 171 Div: D3 Cav: SecCls:

I I15-2.13.1 Eligibility Requirements and Length of Coverage

I �! Three groups of individuals are eligible for
I temporary continuation of coverage based on the following qualifying
I events:

I Ia! Employees who separate from service  voluntarily
I or involuntarily! unless the separation is due to gross misconduct and
I would not otherwise be eligible for continued coverage.

I  b! Children who were covered under an employee&#39;s,
I former employee&#39;s or an annuitant&#39;s enrollment, but no longer meet the
I requirements for coverage. This includes children who:

I 1. marry before reaching age 22

I 2. reach age 22

I 3. lose status as stepchildren or foster
I children

I 4. not recognized as natural children

I 5. disabled children age 22 or older who marry,
I recover from their disability, or become self�supporting

 c! Former spouse who was enrolled in an FEHB plan
as a family member at some time during the 18 months before the
marriage ended and has since remarried before reaching age 55, or is
otherwise not entitled to a portion of the employee or annuitant&#39;s
annuity benefit or a survivor benefit based on the employee or
annuitant&#39;s service.
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�! Tndividuals who ARE NOT eligible for temporary
continuation of coverage include:

 a! Family members who lose coverage when an
employee changes to self only or cancels coverage.

 b! Employees who lose coverage after 12 months in a
nonpay status.

 c! Civil Service Retirement System  CSRS!
annuitants and survivor annuitants who lose coverage because their
annuities are insufficient to cover premiums.

 d! Annuitants who annuities terminate. This

applies primarily to disability annuitants whose annuities stop
because of recovery or restoration to earning capacity.

 e! Compensationers who lose coverage because their
compensation terminates.

 f! Survivor annuitants whose annuities terminate,
unless the terminating event is one that allows temporary continuation
of FEHB coverage.

 g! Employees who transfer to a position that is
excluded from FEHB coverage by law.

 h! Widow er!s and children who lose coverage
because of the death of an employee or annuitant and who are not
eligible for survivor benefits.

 i! Children whose survivor annuities stop because
they are no longer students.

 j! Employees who separate from the Bureau due to
gross misconduct cannot participate.

�! The length of temporary coverage for individuals is
as follows:

 a! Former employees � 18 months after the date of
separation from service.

 b! Children and former spouses of employees and
annuitants � 36 months after the date of the change in status.

 c! Children and former spouse of former employees
with temporary continuation of coverage � 36 months after the date the

employee separated from the Bureau.  See MAOP, Part 1, 15�2.12.14.!92

**EffDte: 12/16/1993 MCRT#: 171 Div: D3 Cav: SecCls:
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| |1s-2.13.2 Notification of Eligibility

�! Eligible individuals have 60 days from the time they
lose coverage to notify Employee Benefits Unit  EBU! that continuation
of temporary coverage is desired. If the EBU is not notified of a
child or former spouse&#39;s eligibility for temporary continuation of
coverage within the 60-day time limit, the OPPORTUNITY to elect
coverage ENDS 60 days after the qualifying event in the case of a
child and 60 days after the change in status in the case of a former
spouse unless circumstances beyond the enrollee&#39;s control occurs which
prevent him/her from advising of the qualifying event within the
appropriate time frame. HOWEVER, A LACK OF KNOWLEDGE OF THE
REGULATIONS DOES NOT CONSTITUTE CAUSE BEYOND HTS/HER CONTROL.

�! Separating employees will be notified by the employee
conducting the exit interview of their opportunity to elect temporary
continuation of coverage no later than 30 days after their coverage
ends. Former employees must submit their election of continued
coverage to the EBU within 60 days after the date of separation.

�! Tn the case of children who become eligible, the
covered employee has the responsibility of notifying EBU of the change
in the child&#39;s status within 60 days after the event that caused the
loss of coverage. EBU will send an enrollment form and pertinent
literature. The child MUST respond within 60 days after the
qualifying event or notification by the Bureau to elect coverage in
order to ensure temporary continuation of coverage.

�! If a former spouse becomes eligible for temporary
continuation of coverage, EITHER THE EMPLOYEE OR THE FORMER SPOUSE
must notify EBU within 60 days after the change in status. Within 14
days EBU will contact this individual with a detailed explanation of
the program and enrollment procedures. The former spouse must submit
the election of continued coverage within 60 days after the later of
the date of qualifying event, date coverage under spouse equity
provisions is lost, or within 60 days from date notification from the
Bureau was received.!

**EffDte: 12/l6/1993 MCRT#: l7l Div: D3 Cav: SecCls:

| |15-2.13.3 Enrollment and Payment of Premiums

 l! To enroll, the eligible individual should complete an
SF�2809, Health Benefits Enrollment Formn An individual electing
continued coverage may enroll in any plan or option for which he or
she is eligible, not necessarily the plan they were in at the time
they became eligible for temporary continuation of coverage. After
their initial enrollment, individuals may change enrollment during the
FEHBP "Open Season" or when there is an event which allows a change in
enrollment.
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�! Tndividuals must pay the full cost of the premium
 theirs and the Government&#39;s share!, plus a 2 percent administrative
charge. Once eligibility has been established and enrollment is
allowed, EBU will send all necessary materials required for processing
to the United States Department of Agriculture, National Finance
Center, New Orleans, Louisiana. The Center will establish and
maintain enrollee&#39;s accounts, perform billing and collection
functions, respond to inquiries, and make other appropriate
determinations such as cancellation of enrollments and eligibility to
make other changes in enrollments.

I �! National Finance Center  NFC!  See MAOP, Part I,
| 15-2.12.1, 15-2.12.6, 15-2 12.11 !

 a! The NFC acts as the central processing office
for collection of premiums and the administrative fee. NFC will issue
coupons directly to the enrollee for payment of monthly premiums,
conduct open season each year for eligible enrollees, perform billing
and collection functions, generate termination or cancellations of
enrollees, correspond with enrollees regarding the Direct Premium
Remittance System, and maintain computer system operations regarding
this program.

 b! Since the NFC sends information to insurance
carriers on the first and fifteenth of each month and it takes
carriers at least two weeks after receipt to establish enrollees on
their systems, enrollees should prepare for the delay between the time
they sign up for insurance and the time they receive their
identification cards from the carriers. Enrollees should stock up on
needed medication and make doctor appointments during the free 31-day
extension of coverage.

 c! Enrollees should be aware coverage is
retroactive to the 32nd day after termination of regular group
coverage. If there are delays in notification and processing of
enrollment forms, enrollees may have to pay a sizeable LUMP SUM
PAYMENT at the time of the first billing for coverage.!

**EffDte: 12/l6/1993 MCRT#: l7l Div: D3 Cav: SecCls:

| |15-2.13.4 Changing Enrollment

 l! Enrollees may change their enrollment from self and
family to self only at any time. If an enrollee changes to self only,
family members who lose coverage are entitled to the free 31-day
temporary extension of coverage before conversion to an individual
contract.

| �! Enrollees may change coverage during open season or
| upon the occurrence of one of the following events: change in family
I status; change to self alone; move from area served by comprehensive
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plan, termination of an employee organization plan, termination of the
plan in which enrolled, eligibility for Medicare coverage, or child&#39;s
coverage under another enrollment ends.!

**EffDte: 12/16/1993 MCRT#: 171 Div: D3 Gav: SecCls:

15-2.13.5 Termination of Enrollment

�! Former employees and family members who lose coverage
other than by cancellation  including cancellation by nonpayment of
premiums! or discontinuance of the plan have a 31-day temporary
extension of coverage for the purpose of converting to a nongroup
contract with their health benefits plan. This is true even when they
also have the right to elect temporary continuation of FEHB coverage.
The first 31 days of the period of eligibility for coverage under
Public Law 100-654 run simultaneously with the 31-day temporary
extension of coverage. If they elect continued coverage under Public
Law 100�654, their enrollment charges begin on the day after the free
31-day temporary extension of coverage ends. If they elect temporary
continuation of FEHB coverage instead of conversion policy, they have
another 31-day extension of coverage  with no cost to them! and
another opportunity to convert to nongroup coverage when the temporary
continuation ends  unless it ends due to cancellation or
discontinuance of the plan!.

�! An enrollee may cancel his/her enrollment at any
time. However, once canceled, neither the enrollee nor any family
member covered by the enrollment will be entitled to a 31-day
extension of coverage for conversion to a nongroup plan. Tn addition,
once canceled, the former enrollee cannot reenroll.

�! Tf an enrollee does NOT make payments to the NFC
within the specified time frame, he/she is considered to have
voluntarily canceled his/her enrollment effective with the last day
for which premiums were paid. Enrollees whose coverage is canceled by
nonpayment of premiums may NOT reenroll or be reinstated unless they
were prevented by circumstances beyond their control from making
payment within the specified time frame.

�! An enrollee whose coverage is canceled due to
nonpayment of premiums is NOT entitled to the free 31-day temporary
extension of coverage NOR to conversion to an individual contract.

�! Enrollment ends either because the period of
temporary continuation expires or enrollee cancels enrollment
 including cancellation by nonpayment of premiums!. Tf the enrollment
ends because of expiration of the period of temporary continuation of
coverage, the enrollee TS entitled to free 31-day temporary extension
before conversion to an individual contract.

�! Coverage of family members ends when the covering
enrollment ends or when the person ceases to meet the requirements for
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being considered a family member. A family member who loses the
continued coverage for any reason other than cancellation of the
covering enrollment  including cancellation by nonpayment of premiums!
IS entitled to the 3l�day extension of free coverage before conversion
to an individual contract.!

**EffDte: 12/16/1993 MCRT#: 171 Div: D3 Cav: SecCls:

15-2.14 Pre-Tax FEHB Premium Payments  Premium Conversion!

 l! As of the first pay period after October l, 2000,
employees covered by FEHB plans will have their health insurance
premiums withheld from their paychecks before taxes are applied to the
remainder of their salaries. Legally speaking, a Bureau employee
allots a part of his/her salary back to the FBI under this procedure;
the Bureau in turn pays the employee&#39;s share of his/her FEHB premium
without that share being subject to federal, state, or social security
taxes  of course, the Bureau still pays the government&#39;s share of the
premium as well!. This is known as "premium conversion" and is
authorized by part 892 of Title 5, Code of Federal Regulations, and by
section l25 of the lnternal Revenue Code.

�! All FEHB�covered employees are eligible to participate
in premium conversion, and it is automatic unless an employee elects
not to participate by submitting a signed document to the Employee
Benefits Unit, Administrative Services Division. An employee may
submit such a document only at his/her initial enrollment in the

program, at the initial premium conversion offering in September
within 60 days after experiencing a qualifying life event  QLE!,
the annual FEHB Open Season. As premium conversion is otherwise
automatic, no signed document will need to be submitted in order
elect to participate
chooses to return to premium conversion during an Open Season or
following a QLE after previously waiving participation.

�! An employee may decline participation in premium

FEHB

2000,
or at

to

in premium conversion, except when an employee

conversion, or return to participation if he/she previously declined,
in conjunction with a QLE even if the employee does not make a change
in his/her FEHB enrollment due to the OLE. Any election to decline,
or return to, premium conversion is effective prospectively: on the
effective date of an Open Season change for declinations/elections
filed in conjunction with the Open Season, and on the first day of the
first pay period after receipt in the employing office for
elections/declinations made in conjunction with a QLE. A QLE is
defined as:

 a! Addition of a dependent

 b! Birth or adoption of a child

 c! Changes in entitlement to Medicare or Medicaid for
an employee and/or the employee&#39;s spouse or dependent
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I  d! Change in work site

 e! Change in the employee&#39;s, spouse&#39;s, or dependent&#39;s
employment status from full�time to part�time, or the reverseI

I

I  f! Death of the employee&#39;s spouse or dependent

I  g! Divorce or annulment

I  h! Loss of a dependent

I  i! Marriage

I  j! Significant change in the employee&#39;s or spouse&#39;s
I health coverage related to the spouse&#39;s employment

 k! Start or end of an unpaid leave of absence for
either the employee or his/her spouse

I
I

I  l! Start or end of a spouse&#39;s employment

�! An employee who is participating in premium conversion
may elect to cancel his/her enrollment or change from self�and�family
to self�only coverage either at the annual FEHB Open Season or in
conjunction with, and consistent with, a QLE.

�! An employee who is placed in nonpay status may continue
participation in premium conversion if he/she  l! elects to prepay
his/her share of the FEHB premium to the Finance Division before
nonpay status begins, or �! elects to pay his/her share of the FEHB
premium to the Finance Division through direct "catch�up" payroll
withholding after he/she returns to pay status. An employee who
elects to pay his/her share of the FEHB premium to the Finance
Division through direct periodic payments while in nonpay status will
not have those payments subject to premium conversion; they will be
made on an after�tax basis.

�! Premium conversion may not be carried into retirement.
However, an annuitant who is reemployed by the Bureau is eligible to
participate in premium conversion, provided that he/she is reemployed
in a position which would convey eligibility to FEHB coverage, and
his/her health insurance would be transferred from his/her retirement
system to the Bureau. At the time of reemployment, the reemployed
annuitant has the right to request that the insurance not be
transferred  keeping him/her out of premium conversion! if he/she so

desires.I

**EffDte: O9/2l/2000 MCRT#: lOl3 Div: D3 Gav: SecCls:

I 15-3 IFBI EMPLOYEE ASSISTANCE PROGRAM  EAP!|

**EffDte: O2/14/1992 MCRT#: O Div: D3 Cav: SecCls:
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| 15-3.1 |Definition of Terms

 l! Alcoholism/Alcohol Abuse � A treatable

disorder/disease characterized by repeated episodes of excessive
drinking which interferes with an employee&#39;s health, social
adjustment, and work performance.

�! Community Resources � Agencies and individual
practitioners available to provide professional services to FBI
employees referred to them by the Employee Assistance Program  EAP!
These agencies and individual practitioners include, but are not
limited to: hospitals and other inpatient treatment facilities,
mental health clinics, counseling centers, marriage counselors,
psychologists, social workers, psychiatrists, financial counseling
services, and attorneys.

�! Drug Abuse � A treatable disorder/health problem
characterized by a pattern of repeated episodes of drug use which
interferes with an employee&#39;s health, social adjustment, and work

performance.

�! Drug Deterrence Program  DDP! � A comprehensive
program, within the FBI, which is consistent with the President&#39;s
Drug�Free Federal Workplace initiative, consisting of: urinalysis
testing for drugs of abuse, referral to the BAP for counseling and
rehabilitation, employee education, and supervisory training about
drug abuse issues.

�! EmotionalfBehavioral/Mental Health Problems � A wide

range of personal problems any of which may be characterized by
feelings of distress and/or impairment of an employee&#39;s health, social
adjustment, work performance, and psychological well�being.

�! Illegal Drug � A controlled substance as defined by
Section BO2 a! of the Controlled Substances Act, Title 21, United
States Code  USC!, the possession of which is unlawful. This does not
include the use of a controlled substance pursuant to a valid
prescription or other uses authorized by law.

�! Management Official � An employee required or
authorized by the FBI to formulate, determine, interpret, or influence
the policies of the FBI.

 8! Supervisor � An employee required or authorized by
the FBI to direct or assign work to other employees and who, through
observation and the exercise of independent judgment, is able to
evaluate their performance.

 9! Employee Assistance Counseling � Confidential

counseling by FBI Headguarters EAP staff, Field
duly authorized individuals, which may include,
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| basic short�term counseling and referral services for employees with
| personal problems that adversely affect their work performance.

 l0! Self�Referral � The voluntary request for assistance
made directly to an EAP staff member by an employee who is, or has a
family member who is, experiencing a life problem which may have a
negative impact on his or her job performance.

 ll! Short�Term Counseling � Approximately one to three
sessions required to assess presenting and/or underlying problems and
concerns to determine a source for referral. This term is defined on
a case�by�case basis as some situations may require longer assessment
to identify problems or extended follow�up following referral and
treatment.

�2! Supervisory/Management Referral � The referral of an
employee to the EAP by a supervisor as a result of recognized
deteriorating job performance, conduct problems, and or noticeable
distress impacting on employee behavior.|

**EffDte: O2/14/1992 MCRT#: O Div: D3 Cav: SecCls

| 15-3.2 Policy

It is the policy of the FBI to provide confidential,
short�term counseling and referral assistance to employees who have
personal problems that adversely affect their job performance and
health. Ordinarily, an employee will overcome personal life problems
independently and there may be little or no effect on job performance
If the employee cannot resolve such problems alone, traditional
supervisory practices may serve as the needed motivation or guidance
necessary to return the employee&#39;s job performance to an acceptable
level. In some cases, however, neither the efforts of the employee
nor the supervisor are effective at resolving the employee&#39;s problems
and unsatisfactory job performance persists. The EAP will be
available to deal with such persistent employee problems within the
following framework:

 l! The FBI recognizes that almost any human problem is
treatable if identified early and referral is made to the appropriate
community resource for care. These problems include, but are not
limited to: alcoholism, drug abuse, physical illness, mental or
emotional distress, marital and family problems, and financial and
legal concerns.

�! For the purposes of this policy, alcoholism is a
preventable and treatable disease in which the employee&#39;s job
performance may be impaired as a direct consequence of the abuse of
alcohol.

�! With regard to drug abuse, the FBI recognizes that
this is a treatable health problem and employees with this problem
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will receive the same offer of assistance as that extended to

employees having any other illness or health problem. However, the
Bureau cannot condone employee drug activity which is contrary to law.
When illegal drug use is involved, an individual&#39;s participation in
the EAP will not preclude the Bureau from taking appropriate
disciplinary/administrative action against the employee for his or her
use of illegal drugs, except as provided herein for self�referrals.
Disciplinary action in accordance with Executive Order 12564 can be
initiated and could include the full range of
disciplinary/administrative actions up to and including dismissal.

�! When supervisors have reasonable cause to believe
that an employee&#39;s problem also involves criminal conduct directed
toward or potentially harmful to the person or property of others,
this information should be reported to the appropriate authority in
accordance with existing policy set out in the MAOP, Part 1 Section
1-4, entitled, "Illegal Activities" and Part 1, Section 13,
"Disciplinary Matters."

�! The EAP is not bound to extend assistance to an
individual who persists in conduct that is against the law, openly
discusses illegal activities, or plans or exhibits behavior that would
threaten either his/her own life or the lives of others.

�! Employees will not have their job security,
promotional opportunities, or retirement eligibility jeopardized on
account of their request for assistance and participation in the EAP.

�! Employees found to be using illegal drugs as a result
of urinalysis drug testing pursuant to the FBI&#39;s Drug Deterrence
Program  DDP!, or who have otherwise been identified by management
officials to have used illegal drugs, shall be referred to the EAP.
An employee&#39;s decision to participate in the EAP when he or she has
been referred under these circumstances will be taken into

consideration by management officials and disciplinary/administrative
action will be decided on a case�by�case basis depending on all
mitigating factors and the totality of the circumstances. Such
considerations will include, but are not limited to, the sensitivity
of the employee&#39;s position and whether the employee&#39;s conduct has
undermined the Bureau&#39;s confidence in his/her trustworthiness. The
intent of the EAP policy is rehabilitative and not punitive.

 8! Information concerning individuals who participate in
the EAP is confidential and governed by federal regulations which
impose certain criminal penalties for improper disclosure. Records
and EAP counselor&#39;s notes pertaining to an individual&#39;s participation
in this program are protected and WILL NOT be referred to or made part
of an employee&#39;s Official Personnel Folder. The confidentiality of
these records/information, whether recorded or not, will be maintained
in accordance with Title 42, Confidentiality of Alcohol and Drug Abuse
Records  CPR!, Part 2, the Privacy Act, Title 5, USC, Section 552a,
1984 and all other relevant laws and regulations.  See MAOP, Part 1,
15�3.3.1 �!.!

 9! Employees who decide to undergo a prescribed program
of treatment or rehabilitation which will require absence from work

SENSITIVE
4 O



SENSITIVE
Manl�ID: MAOPP1 MANUAL OF ADIN OPERATIONS AND PROCEDURES PART 1

will be granted sick leave as is the case with any other health
problem. If the individual has an insufficient amount of accrued sick
leave available, advanced sick leave, annual leave, or leave without
pay may be granted for this purpose in accordance with the92LEAVE
POLICY MANUAL.92 Administrative leave should be allowed, within
reasonable constraints, when an employee meets with an EAP
Coordinator/Counselor.

**EffDte: ll/I8/1999 MCRT#: 935 Div: D3 Cav: SecCls:

15-3.3 Administration of Program

 l! In order to be an effective and viable program,
supervisors must realize the EAP policy is positive��not punitive��and
that in cases other than "self�referrals," it will be the supervisor
who is in the best position to recognize an employee&#39;s problem through
job deterioration manifesting itself through such things as
absenteeism, changes in guality of performance, and behavioral
changes. The supervisor, however, is cautioned not to diagnose; this
is the function of a trained clinician. |Further, since sensitivity to
employee problems and support of the EAP are integral to good
leadership, FBI managers are expected to facilitate employee
assistance and outreach efforts. To underscore the importance of
these efforts, all management and supervisory personnel will be held
directly accountable for any inaction on their part under
circumstances which reasonably reguire their intervention.  See MAOP,
Part I, l�3O.l through l�3O.4.!92

�! The management officials and supervisors are
responsible for:

 a! Supporting the EAP by continually observing and
evaluating the work performance of all employees under their

supervision.

 b! The identification and documentation of specific
instances of deteriorating work performance and employee behavior that
fails to meet acceptable standards of conduct.

 c! Consulting with the EAP Counselor when the
employee&#39;s problem s! cannot be resolved by traditional supervisory
practices alone and there may be a need for referral to the EAP for
corrective action. Managers and supervisors must be able to
effectively document and describe the employee&#39;s behavior as it
relates to work performance but they are not to attempt to diagnose or
draw conclusions about an individual&#39;s personal problem s!. The
preliminary assessment of the nature of the employee&#39;s problem s! is
an EAP function, especially when it may involve mental health and/or
substance abuse problems.

 d! Determining, after consultation with and the
concurrence of EAP staff, that referring the employee to the EAP is
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appropriate.

 e! Conducting an interview with the employee
focusing on the behavior that is directly related to poor job
performance or deteriorating conduct. Whether or not the employee
indicates that his/her difficulty is caused by a personal problem, the
supervisor should inform the employee about the EAP services available
and offer to refer him/her to the EAP. If the problem persists after
the initial consultation with EAP staff, the supervisor should present
a firm choice for the employee by encouraging referral acceptance and
by describing the consequences of continued unsatisfactory work
performance. Participation in the EAP is voluntary and does not
preclude supervisors from taking necessary disciplinary action. An
employee&#39;s acceptance, refusal or cooperation with the EAP, if
indicated, should be taken into consideration by a supervisor before
he/she proceeds with administrative/disciplinary action. If the
employee refuses help and performance continues to be unsatisfactory,
the supervisor has complied with his/her program responsibilities and
is then obligated to take the necessary adverse action.

referral to the EAP is
The written documentation is
has been offered EAP

 f! Ensuring that their
documented in writing as well as92orally.|
the supervisor&#39;s record that the employee
assistance. The EAP staff can assist the supervisor in preparing a
memorandum for this purpose, during supervisory consultation sessions.
The memorandum will NOT be placed in the employee&#39;s Official Personnel
Folder. The memorandum will be maintained by the supervisor as part
of his/her recordkeeping system, and the Privacy Act prevents its
disclosure beyond the EAP without the employee&#39;s written consent. In
the event that administrative/disciplinary action is instituted
against an employee who has had a documented offer of EAP assistance
and who subsequently denies having received it, the memorandum may
become part of the adverse action file to dispute the validity of the
employee&#39;s claim.

 g! Refraining from discussing with the employee the
possibility that his/her work performance difficulties may be related
to alcohol or drug problems. Again, the supervisor should focus on
the employee&#39;s job performance only. However, when the employee is at
work and does not appear to be in full control of his/her faculties,
the supervisor should immediately inquire about the employee&#39;s
physical/medical condition while being aware that behavioral symptoms
commonly associated with alcohol intoxication and drug abuse can be
caused by other health problems. Where applicable, the employee
should be immediately referred to the Health Service/Occupational
Health Nurse for assessment and emergency treatment. Locations that
have no medical personnel should refer the employee to a private
physician, community health service or hospital. 92Further, any
employee who experiences problems with substance abuse must be
encouraged to seek professional assistance on an immediate basis. We
must be assertive in reaching out to coworkers in need of EAP services
and take steps to ensure those in need are promptly afforded whatever
counseling, treatment or assistance may be necessary.92

Ultimately, if the employee&#39;s behavior was determined to be related to
alcohol or drug intoxication, the supervisor and/or medical personnel
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should discuss the facts of the situation with the employee and refer
him/her to the EAP.

�! The Employee Assistance Administrator  EAA! will be
assigned on a full�time basis and has the lead role in providing
technical expertise, as well as direct program administration, which
will include planning, budgeting, organization, implementation,
supervision and training responsibilities for the Bureauwide program.
In addition, the EAA will be responsible for:

 a! The technical and administrative supervision of
the field office and Headquarters EAP Coordinators;

 b! Establishing field office EAP Coordinators and
providing them with technical supervision and assistance;

 c! Overseeing the preparation and submission of
annual EAP statistical accomplishment reports to the OPM;

 d! Providing consultation to management officials
and supervisory staff concerning organizational matters and employees
with behavioral problems. Organizational matters are not limited to
administrative/operational issues but also include the identification
of occupational stressors unique to the FBI, their impact on job
related employee problems and resolution strategies;

 e! Ensuring coordination of training services
between the EAP and the Behavioral Science Unit;

 f! Ensuring that the policies and procedures set
forth in this manual and all supporting federal directives are
followed by all employees under his/her supervision. This includes
the adherence to confidentiality requirements and other standards of
ethical practice;

 g! Providing for the design and implementation of
training programs for managers, supervisors and employees concerning
their roles within the program and publicizing the services that are
available;

 h! Making recommendations to management officials
and supervisory staff concerning the continuing education requirements
necessary for EAP personnel;

 i! Developing and maintaining a nationwide
listing/register of community rehabilitation and treatment resources
available for the referral of employees and/or their family members in
need of such assistance;

 j! Representing the FBI through liaison with
national, state and local organizations which are public, private and
professional on matters concerning EAPs;

 k! Conducting the necessary evaluation, research
and monitoring to ensure program effectiveness;

SENSITIVE
43



SENSITIVE
Manl�ID: MAOPP1 MANUAL OF ADIN OPERATIONS AND PROCEDURES PART 1

 l! Ensuring that counseling, assessment and
referral services are provided to all employees referred by others or
upon self�referral;

 m! Overseeing coordination and follow�up of
employee rehabilitation through communication with community treatment
resources;

 n! Hiring and supervising contractors, personnel,
and other resources in order to accommodate EAP needs;

 o! Establishing and maintaining budgetary needs to
accomplish program effectiveness.

�! The EAP Coordinator is responsible for:

 a! The implementation and operation of the EAP
within his/her local area  field/Headguarters!.

 b! Providing short�term counseling and referral
services to all employees referred to the EAP by others or upon self-
referral.

 c! Providing consultation with supervisory staff
concerning the identification and management of employees with
problems that may be adversely affecting job performance.

 d! Providing educational materials and training to
supervisors in order to familiarize them with their roles and
responsibilities within the program.

 e! Publicizing the EAP and ensuring that all
employees are aware of the services available.

 f! Coordination with the DDP Coordinator in order
to educate employees about illegal drug abuse in the workplace and the
relationship between the DDP and the EAP.  EAP Coordinators are not
to be assigned any responsibilities or duties directly under the DDP
which would involve the actual drug testing of employees.!

 g! Referring employees in need of assistance to
community treatment/rehabilitation resources and monitoring the

employee&#39;s progress, through appropriate follow�up, during and after
the rehabilitation period.

 h! Adhering to all policies and procedures set
forth in the EAP policy and all supporting federal directives. This
includes strict adherence to federal confidentiality regulations and
other standards of ethical practice.

 i! Preparing and submitting to the EAA biannual
statistical accomplishment reports on employee participation in the
program. Information provided in these reports will be for
statistical purposes only and will not contain any data that would
either directly or indirectly reveal the identity of a participating

employee.
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 j! Conducting periodic evaluations of program
effectiveness and, when appropriate, providing feedback to management
officials and the EAA.

 k! Maintaining a local listing/register of
community rehabilitation and treatment resources utilized for the
referral of employees and/or their family members in need of such
assistance.

 l! Periodically visiting community
treatment/rehabilitation resources for assessment and quality
assurance purposes.

 m! Maintaining his/her skills and the knowledge
base necessary for the effective delivery of EAP services, by
participation in continuing education programs.

**EffDte: O3/16/1995 MCRT#: 387 Div: D3 Gav: SecCls:

| 15-3.3.1 Employee ResponsibilitylSelf-Referral Procedure

 l! Employees who suspect that their work performance has
been negatively affected by an emotional, behavioral, alcohol, or drug
abuse problem are encouraged to contact the EAP. In addition, EAP
services are offered to the members of an employee&#39;s family, to the
extent feasible, who may also need assistance with a personal problem.
Employees seeking assistance can contact the EAP Coordinator in their
respective field office/division or the EAA at FBI Headquarters.
Communications between an employee&#39;s family members and EAP personnel
are subject to all applicable confidentiality requirements previously
cited in l5�3.2 8!.

�! When an employee in good faith voluntarily seeks EAP
assistance for an illegal drug abuse problem, EAP personnel will not
require the employee to waive his/her right to confidentiality before
assistance will be provided. These employees, however, must remain
drug free as a subsequent finding of illegal drug use will result in
the initiation of disciplinary action as detailed in the DDP.
Furthermore, if the employee&#39;s illegal use of drugs comes to the
attention of management subsequent to the employee&#39;s receiving EAP
assistance or successfully completing a rehabilitative program, no
disciplinary action will be taken against the employee for illegal
drug use. For example: The employee is treated, rehabilitated, and
returned to work. One year later management is informed of the
employee&#39;s previous drug use for which he/she was treated the previous
year. No disciplinary action can be taken against this employee.

**EffDte: ll/l8/1999 MCRT#: 935 Div: D3 Cav: SecCls:
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15-3.3.2 On-Call Schedule

�! In the event of an emergency during after�duty hours,
all employees and their family members are authorized to contact the
FBIHQ EAP on�call counselor.

�! A monthly schedule of counselors on call will be
forwarded to the Assistant Director of the!Personnel!Division and the

FBIHQ switchboard.

�! The switchboard operator will connect the caller
directly to the counselor on call that evening.

�! All major emergencies must be fielded through the EAP
Administrator.

**EffDte: O4/21/1994 MCRT#: 226 Div: D3 Cav: SecCls:

15-3.4 Implementation of the Program

 l! Personnel in charge of field offices and regional
support centers are responsible for:

 a! Designating an individual to serve, on a
full�time or part�time basis, as an EAP Coordinator. !To avoid
potential conflicts of interest, the EAP Coordinator  or counselor! or
anyone administering the EAP should not also be assigned the
responsibilities of Security Countermeasures Program Manager and/or
Security Officer.  See MIOG, Part I, 26l�l.!!

 b! Knowing the Federal confidentiality regulations
cited in this manual section and ensuring that EAP Coordinators adhere
to these requirements and other standards of ethical practice.

 c! Ensuring that EAP Coordinators are allowed
sufficient time, as part of their official duties, to effectively
implement the program.

 d! Providing the necessary space, equipment and
other resource needs required to ensure individual confidentiality and
the accomplishment of program goals.

 e! Ensuring that employees under their supervision
in need of EAP services are referred to the EAP Coordinator for
assistance.

 f! Providing for the training of managers,
supervisors, and employees concerning their roles within the program
and publicizing the services that are available.

 g! Allowing EAP Coordinators the opportunity to
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participate in continuing education programs in order to maintain
their skills and the knowledge base
delivery of services.

necessary for the effective

�! This program should not be construed as a relaxation
of FBI standards of conduct. FBI policy continues to require that
employees should never cause themselves to be mentally or physically
unfit for duty.

�! While Public Law 91-616 and Merit Systems Protection
Board decisions generally reguire rehabilitation efforts to be made
before disciplinary action for unsatisfactory job performance be
taken, they do not preclude agency action if rehabilitation fails, is
refused, if job performance does not improve, or either actions or
activities are present and constitute employee misconduct.

�! No employee&#39;s job security will be threatened by
self�referral for counseling or referral assistance provided by the
EAP staff.

**EffDte: ll/15/1993 MCRT#: 139 Div: D3 Cav: SecCls

| |15-3.4.1 FBl&#39;s Critical Incident Response Program

| �! Basic Definitions

critical incident is often called a

the critical incident is extreme in

Stress Disorder."

Research demonstrates that PTSD can
pre�incident education programs and
Critical Incident Stress Management
experiencing PTSD can have symptoms

 a! Critical Incident � A turning point event. A
crisis event. A critical

incident is any event which has a stressful impact sufficient enough
to overwhelm the usually effective coping skills of either an
individual or a group. Critical incidents are typically sudden,
powerful events which are outside of the range of ordinary human
experiences. Because they are so sudden and unusual, they can have a
strong emotional effect even on well�trained, experienced people. If

nature, it may serve as the
starting point for the psychiatric disorder called "Post�Traumatic

 b! Post�Traumatic Stress Disorder  PTSD! � A

psychiatric disorder which may result from exposure to traumatic
events and critical incidents. Symptoms include flashbacks related

to the event, sleep difficulties, problems in concentration,
withdrawal, difficulty controlling anger and problems in
relationships. PTSD is common in professionals who are routinely
exposed to traumatic events in the course of their employment and may
be mistaken for depression. PTSD negatively impacts the ability of a
professional to function effectively at their job.

be reduced significantly by

by debriefings provided by
Teams. Individuals who are
reduced or eliminated, often
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quickly, by experienced mental health professionals who have
been trained in techniques to treat PTSD.

 c! Debriefing � Generic term for the Critical

Incident Stress Debriefing process developed by Dr. Jeffrey T.
Mitchell  see  d!!.

 d! Critical Incident Stress Debriefing  CISD! � A
group meeting or discussion about a distressing critical incident.
Based upon core principles of crisis intervention, the CISD is
designed to mitigate the impact of a critical incident and to assist
the personnel in recovering as quickly as possible from the stress
associated with the event. The CISD is run by a specially trained
FBI team which includes a mental health professional and peer support

personnel.

 e! Critical Incident Stress Management  CISM! � A
wide range of programs and intervention strategies which have been
designed to prevent stress in emergency personnel and to assist them
in managing and recovering from significant stress should they
encounter it in their work. CISM is much broader than just Critical

Incident Stress Debriefings  CISD!. It contains many special
programs and strategies including pre�incident education, significant
other support programs, individual consults, peer counseling, initial
discussions, crisis intervention training, disaster preparedness, and
disaster assistance programs. The best way to think of CISM is as a
comprehensive approach to stress management. CISD is only one of the
many techniques under the heading of CISM.

 f! On�Scene Support Services � Whenever direct
support services are provided at the scene of a traumatic incident,
while the event is still going on, the services are called "on�scene"
support services. There are three basic supports which are provided
at the scene: l! brief interventions with FBI personnel who are
showing significant signs of distress, 2! advice and counsel to the
commanders, and 3! assistance to victims, survivors and family members
who are directly involved with the incident. On�scene services are

provided by trained FBI peer support personnel. It is extremely
important to remember that no group services are ever provided at the
scene since group services at the scene will invariably cause more
distress in the personnel. On�scene support services to FBI
personnel are limited to one�to�one contacts, not groups.

 g! Spouse and Significant Other Support Services �
Support for the emergency services personnel is inadequate unless it
also includes special support services for the spouses and
significant others. Greater emphasis is being placed on the loved
ones of the emergency worker. They also hurt and are indirectly
negatively impacted by the same traumatic events which affect the
emergency services personnel  tertiary victims!. Many CISM teams are
adding significant others to the teams in order to better serve the
loved ones of emergency personnel who have been distressed by the
traumatic events. Many special programs already exist to assist the
significant others of emergency personnel. There are educational
programs, debriefings after traumatic events, small ongoing support
groups, grief seminars and family fairs.
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 h! Follow�Up Services � Every time an on�scene
support service, a defusing or a debriefing is provided, it is
necessary to follow these actions up with one or more types of
follow�up services. Follow�up services include telephone calls,
office visits, chaplain contacts, small group meetings, contacts with
SACs, peer visits, one�on�one services, family contacts, referral for
professional contact and any number of other helpful outreach
programs which can be thought of in the aftermath of a tragic event.

�! General Principles of Critical Incident Stress

Debriefing  CISD!:

 a! CISD is not psychotherapy.

 b! Following most well�defined and delineated
traumatic events, the ideal time for a debriefing is after the first
24 hours and before 72 hours. There will, of course, be some
variation on the best time for a debriefing depending on the nature
of the event, the level of distress in the personnel, schedule
considerations, the needs of the group, and the demand of the job.
Some debriefings, particularly those for line�of�duty deaths, may be
provided before the end of the first day; Certainly, many debriefings
have been given much later than the 72-hour time frame because
circumstances warranted a later debriefing. In the final analysis,
debriefings are ideally utilized when the participants are most

psychologically receptive.

 c! CISD is primarily prevention but can be used to
mitigate post�traumatic stress as well.

 d! CISD accelerates the rate of normal recovery, in
normal people, who are having normal reactions to abnormal events.

 e! CISD is not an operational critique of a crisis
situation or traumatic event.

�! The Employee Assistance Unit  EAU!, under the
auspices of the FBI, has advanced the initiative to better safeguard
and promote the psychological well�being of its employees following a
critical incident through the Critical Incident Response
Program/Critical Incident Stress Management  CISM!.

�! Critical Incident Response Teams

In June, l995, the FBI instituted four Critical Incident
Response Teams throughout the United States for immediate response to
critical incidents which include, but are not limited to:

 a! Death of employee, spouse, or family member

 b! Major disaster or man�made catastrophe
 earthquake, bombing, etc.!

 c! Taking a life in the line of duty
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 d! Suicide of an employee, spouse, or family member

�! Violent traumatic injury to an employee

 f! Witnessing/handling multiple fatalities

 g! SWAT operation where dangers are present

 h! Hostage taking/barricaded suspect negotiation

 i! Observing an act of corruption, bribery, or other
illegal activity by a fellow worker

 j! Suspension and/or threat of dismissal

�! The purpose of the FBT&#39;s CTSM policy is to afford
those individuals who were exposed to critical incidents  shooting,

death, or serious injury, suicide, homicide, hostage situation,
Special Weapons And Tactics  SWAT! activities, etc.! a confidential
program that will mitigate the adverse effects of the critical

incident through peer counseling, CTSD, defusing, family assistance
and support, and follow�up services. Like EAP, the CTSM is available
to help all employees and their family members readjust to life
following a traumatic incident.

�! CISDs/defusings will be provided to the individual or
group of individuals exposed to or experiencing a critical incident.
This will be decided by the EAU after consultation with the
appropriate division head. Debriefings are most effective when they
are mandatory because individuals who are the most traumatized by an
incident are usually the most resistant to talking about their
reactions.

�! The trauma of a critical incident is catastrophic to
the person experiencing the event. A critical incident is not only
one single situation in a person&#39;s life, but it can also be a series
of events which add up to cumulative stress. No two individuals have
the same reaction to a critical incident. One�third have a serious
reaction; one�third have a medium reaction; and one�third have a
minimal reaction. How an individual responds to a critical incident
depends upon the nature and extent of the emotional baggage he or she
is carrying. The failure to resolve personal issues often leads to a
variety of negative patterns. Some individuals overreact to
perceived threats; some underact to clear dangers; and, for some,
neither real nor perceived threats evoke any discernible reaction.
While some employees quit the job prematurely, others develop
discipline problems due to increased absenteeism, burnout, stress
disorders, alcohol abuse problems or a host of other personal
problems that can interfere with functioning at home and on the job.

 B! Agents are given training, firearms and bulletproof
vests to equip them to survive critical incidents. The FBI also has
the responsibility to equip its employees so they are able to deal
constructively with and survive the emotional aftermath of critical
incidents. A CTSM program represents a set of interventions that can
help FBI employees cope with emotional effects of a critical
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incident.!

**EffDte: O9/21/1998 MCRT#t 829 Div: D3

15-3.5 Confidentiality of Information

Cav: SecCls:

The law requires that information relating to the identity
diagnosis, prognosis, or treatment of an
and maintained in connection with an EAP
may be released to others only under the

�! With employee&#39;s written

employee, which is developed
function, is confidential and
following circumstances:

consent.

 a! This includes disclosures about the fact that an
employee has ever contacted EAP personnel, participated in the program
in any way or about any information regarding the employee&#39;s problem,
unless the employee consents to such disclosure in writing. EAP
personnel must discuss this issue during their first contact with an
employee to determine the extent and nature of information, if any, to
be disclosed to supervisors and/or management officials.

 b! Persons authorized to receive information
provided for in an initial disclosure are prohibited from making any
redisclosure of this information unless further disclosure is

expressly permitted by written consent. This prohibition includes
disclosures by EAP personnel to supervisors, management officials,
and/or community treatment resources.

 c! Example of circumstances when disclosure can be
made with employee consent are:

l. For purposes of diagnosis, treatment, and
rehabilitation  e.g., referral to community resources!.

2. To an employee&#39;s attorney.

3. To an employee&#39;s family.

4. To an insurance company, third�party payers,
or other funding sources; and

5. To a supervisor or management official.

In all of the above situations, EAP personnel must ensure that
consent was given voluntarily and granting the request for disclosure
will not be harmful to the employee or the EAP&#39;s capacity to provide
services.

�! Without employee written consent:

 a! These conditions are purposely limited and
include medical emergencies and court orders.
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 b! If the EAP Coordinator believes:

l. The employee&#39;s mental or physical condition
is a threat to the employee&#39;s safety or to the safety of others or
would otherwise affect the national security or law enforcement
operations; or

2. The employee&#39;s behavior in conjunction with
his/her problem undermines the investigative process, the EAP
Counselor should immediately advise the EAA at FBI Headquarters an
appropriate action will be determined.|

**EffDte: O2/14/1992 MCRT#: O Div: D3 Gav: SecCls:

| 154 |DELETED|
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**EffDte: O4/23/1991 MCRT#: O Div: D3 Cav: SecCls:

| 16-1.2 |De|eted|

**EffDte: O6/21/2001 MCRT#: 1124 Div: D3 Cav: SecCls:

16-2 HOUSING  FIELD!

Housing registers in field offices need not be maintained
except in those areas where housing facilities are
register or guide is necessary to assist employees
office in finding suitable housing. The necessity
a register is left to the SAC. If the register is
tickler to review the situation at least once each

so scarce that a
coming to that
of maintaining such
maintained, set a
year. Each SAC

should endeavor to ensure that employees are not living in

disreputable or questionable guarters. If the register
following instructions apply:

�! The register should contain a list of

is maintained,

those

apartment developments where furnished and unfurnished apartments are
available. Liaison should be maintained with the management of larger
apartment projects for the purpose of assisting Bureau personnel,
particularly Agents on transfer to field offices, to obtain suitable
living accommodations.

�! This register should contain a list of private homes
where suitable furnished rooms may be obtained for both male and
female personnel. Tn those cities where business residences for female
employees are in existence, female employees arriving on transfer or
entering on duty from other areas of the country may have the
opportunity to secure suitable accommodations. It shall be the

responsibility of the SAC to arrange for inspection of places
recommended to personnel for housing, and the names of individuals
operating rooming houses or residences should be checked through
office indices.

�! This register should contain a list of hotels in
the field office territory so that accommodations may be secured for
Bureau personnel desiring hotel rooms.

�! In larger field offices, it may be helpful to have
available a photocopied list of apartment developments to provide
employees on transfer so that it may be used as a guide in seeking
suitable living guarters.

**EffDte: O4/23/1991 MCRT#: O Div: D3 Cav: SecCls:
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16-3 BU REAU-APPROVED RECREATIONAL ASSOCIATION

**EffDte: O9/25/1987 MCRT#: O Div: D3 Cav: SecCls

16-3.1 General

 l! Employees of FBI Headquarters  FBIHQ!, field
offices, resident agencies, or Legats may join together and form a
Recreation Association  RA!. Each office&#39;s association may be
operated separate and distinct from any other association.

�! The purpose of the association shall be to promote
and encourage athletic, social, and welfare activity among all
members thereof so that there may exist among the FBI employees who
are association members a realization of their common interests and

goals as well as a feeling of good fellowship and a spirit of
camaraderie. So that these objectives may be achieved, the RA of
each office shall sponsor and/or encourage athletic, recreational,
and welfare activities.

�! This association shall not knowingly operate in
violation of the regulations and/or policies of the FBI. Employees
are not to participate in recreational�type activities, i.e.,
athletic, social, etc., during their official working hours. The
association shall look to the FBI for guidance to ensure that the
activities of the association do not violate the regulations and/or
policies of the FBI. This shall be accomplished by reference to
established written codifications and sources of FBI regulations and
policies such as the FBI&#39;s manuals of regulations and memoranda, and
through seeking the advice of FBIHQ whenever such written
codifications are not available or applicable.

**EffDte: O9/25/1987 MCRT#: O Div: D3 Cav: SecCls

16-3.2 FBIRA Membership

 l! All FBI employees working at Headquarters, a field
office, resident agency, or Legat, shall be eligible to join an RA
operating in that office. Depending on the nature of the
association&#39;s activities, the association may restrict membership to
those paying membership dues, which are to be established by the
individual association, board, or executive committee. Membership
in a field office association does not necessarily afford members the
rights or benefits available to other field office association
members; each local association may restrict its benefits to current
FBI employees who are assigned to the particular field office and
are members of that office&#39;s association. However, nothing is to
preclude any RA from using its organization to notify other

SENSITIVE
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employees in other offices of recreational activities, or other
information of interest to such employees.

�! Each local association should determine when the
membership drive should begin and should have procedures in place for
the election of association officers and/or Board of Directors.

**EffDte: 09/25/1987 MCRT#: 0 Div: D3 Cav:

16-3.3 FBIRA Funds

bake
must
line
will

office&#39;s inspection process.

�! Each local
its operation must properly
entity  if appropriate! and

report such income to the

after receiving that status from IRS will not need to

recreational and social activities for FBIRA members.
may be used to purchase flowers or gifts in the event
hospitalization, or death of member/employees. Gifts
flowers may include items like books or fruit, or, in
cards or contributions to favorite charities. Gifts
are not to be provided in

with RA activities.!

**EffDte: O8/24/1987 MCRT#: O Div: D3 Cav:

|16-3.4 Forma||0rganizati0n|

SENSITIVE
4

SecCls:

| l! If any local association collects money from dues,
sales, sales of FBI memorabilia, or the like, the association
maintain records and books for such income and expenditures in
with appropriate accounting practices. These records and books
be reviewed by the Inspection Division audit staff during each

association earning profits or income from
state income tax

to the Federal Internal Revenue Service
 IRS!. It should be noted that field office associations, if they
restrict the source of their income and limit their membership to only
local FBI employees, may qualify as a tax exempt organization, and

file taxes with
IRS thereafter. They should also seek tax exempt status from the
state and local taxing authorities and operate accordingly.

�! FBIRA funds are to be used to promote office
The FBIRA fund

of illness,
in lieu of
case of death,
from FBIRA funds

connection with resignations, retirements,
promotions, transfers, departures on military leave or maternity
reasons, weddings, birthdays, baby showers, and the like. However,
FBIRA funds can be expended to buy plagues or gifts recognizing
employees who have volunteered their time and effort in connection

SecCls:

 l! !A field office association should adopt a
constitution and bylaws. The constitution, at a minimum, should set
forth the association&#39;s purpose, eligibility for membership in the
association, the governing body and how they are elected/appointed,
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the existence of bylaws, provisions

bylaws.

�! The bylaws should

 a! eligibility for membership
association;

 b! officers of
elected/appointed, and their responsibilities; the
executive committee, if any, and its functions and

 c! sources of the RA&#39;s income
approval of each expenditure;

 d! provisions for maintenance
records and timely filing of tax returns;

for amending the constitution and

explain in detail the following:

in the field office

the association, how they are
existence of an

responsibilities;

and provisions for

of financial

 e! provisions for the auditing of each office&#39;s
financial records; and

 f! language reflecting that the activities of the
association must conform with Bureau regulations and policies.92

**EffDte: O8/24/1987 MCRT#: O Div: D3 Cav: SecCls:

16-3.5 Merchandising

 l! The use of the FBI name, initials, and seal are
governed by federal laws and regulations. Title I8, United States
Code  USO!, Section 709, prohibits, without the written
the Director, the use of the name or initials "FBI," or
imitation of such words or initials in any manner which
conveys the impression that the FBI approves, endorses,
a particular product or business.

�! In conjunction with this, Title 41,

permission of
any colorable

reasonably
or authorizes

Code of Federal

Regulations, Section l28�l.5007 b!, provides that "reguests for
permission to reproduce the seal s! of the FBI... shall be referred to
the head of the Departmental organization for decision." It has been
the position of the Bureau to deny all reguests for commercial
reproduction of the FBI&#39;s name and initials where a particular product
was to be marketed to the public at large.

�! The Washington Metropolitan FBIRA has authorization
from the Director to market various items bearing the FBI&#39;s seal,
badge, name, and initials through the Washington Metropolitan FBIRA
Store. The use of a single authorization source ensures the integrity
of items purchased by Bureau employees. Therefore, all field office
FBIRAs must obtain from the Washington Metropolitan FBIRA a copy of
the necessary procedures for purchase of items either from the
Washington Metropolitan FBIRA Employee Store, Room

SENSITIVE
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Pennsylvania Avenue, NW, Washington, DC 20535-0001, or directly from
the Washington Metropolitan FBIRA�approved vendors. Only the
Washington Metropolitan FBIRA may approve vendors. Authority to
approve the use of the FBI&#39;s seal, badge, name, and initials on
merchandise sold at the FBI Academy PX, Quantico, Virginia, has been
delegated to the Assistant Director, Training Division. |Reguests to
use FBI indicia and violations of related federal laws should be
coordinated with the Administrative Law Unit, Office of the General

Counsel.|

�! All offices should be alert to the unlawful use of
the FBI seal or initials on products without authorization. Any
violations should be referred to the Criminal Investigative Division
to determine whether there is a violation of Title 18, USO, Section
709.

**EffDte: 07/l5/2002 MCRT#: l2l2 Div: D9 Cav: SecCls

16-4 LITERATURE

**EffDte: 08/24/1987 MCRT#: 0 Div: D3 Cav: SecCls

| 16-4.1 |De|eted|

**EffDte: l2/06/1999 MCRT#: 938 Div: D3 Cav: SecCls

16-4.2 Recreational Literature

I The Personnel|Assistance92Section receives and
distributes literature and announcements on various non�Bureau social
functions being held in the Washington area to the various divisions.
It is the responsibility of the various division heads to ensure that
material is properly posted and that the bulletin boards are
maintained in a current condition.

**EffDte: 12/06/1999 MCRT#: 938 Div: D3 Gav: SecCls

16-4.3 Distribution of Literature

All floaters and announcements of FBIRA activities are
distributed to FBIHQ division heads and field offices for information
of employees by the FBIRA activity promoter.

**EffDte: 04/23/l99l MCRT#: 0 Div: D3 Cav: SecCls
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| 16-5 FBI HEALTH CARE PROGRAMS UNIT: J. EDGAR HOOVER  JEH! F.B.I
BUILDING AND FIELD OFFICES | See MAOP, Part 1, Section 24.!|

**EffDte: 02/26/2003 MCRT#:

| 16-5.1 |Deleted|

**EffDte: 02/26/2003 MCRT#:

| 16-5.1.1 |Moved to 24-1|

**EffDte: 02/26/2003 MCRT#:

| 16-5.1.2 |Moved to 24-1.1|

**EffDte: 02/26/2003 MCRT#:

| 16-5.1.3 |Deleted|

**EffDte: 02/26/2003 MCRT#:

| 16-5.2 |Moved to 24-1 .2|

**EffDte: 02/26/2003 McRT#;

1259

1259

1259

1259

1259

1259

Div: D3

Div: D3

Div: D3

Div: D3

Div: D3

Div: D3

16-6 VOLUNTEER BLOOD DONORS

**EffDte: 04/23/1991 McRT#: 0 Div: D3

16-6.1 American Red Cross

Cav:

Cav:

Gav:

Cav:

Cav:

Cav:

Gav:

SecC1s:

SecC1s:

SecC1s:

SecC1s:

SecCls:

SecCls:

SecCls:

Through arrangements with the American Red Cross Blood

| Center, the Personnel|Assistance92Section of theIAdministrative

SENSITIVE
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Services|Division schedules and

Building for employees desiring
Cross.

operates bloodmobiles in the JEH
to donate blood at the American Red

**EffDte: 12/O6/1999 MCRT#: 938 Div: D3 Gav: SecCls:

16-6.1.1 Benefits

Since the Bureau is an active participating member of the
Red Cross blood donor program, blood is furnished free of charge when
needed to Bureau employees and relatives defined as spouse, parent,
minor child of a donor or a participant, or any other relative living
in the same household and economically dependent upon the employee.
Employees may secure blood replacements when needed, by contacting
their supervisors or the central blood donor representative. The
person hospitalized must advise the hospital that the Red Cross
should be notified if blood is needed.

**EffDte: O4/23/1991 MCRT#: O Div: D3 Cav: SecCls:

16-6.1.2 Requirements

An employee may donate every eight weeks, but only five
times in any 12-month period. A donor is accepted from ages 18
through 65; however, from 18 to 21 years, a parent&#39;s permission is
required unless the donor is married or living away from parental
household and self�supporting. A permit must be presented at the
center for each time a minor donates. This permit, as well as
additional information as to the medical history requirements, may be
obtained from the blood donor representative in either the
|Personnel|Division or the92Criminal Justice Information

Services|Division.

**EffDte: O4/21/1994 MCRT#: 226 Div: D3 Gav: SecCls:

16-6.1.3 Field Offices

Field offices should ensure that employees are made aware
of and encouraged to participate in the blood donor program. In the
offices in which no blood donor program is available, periodic contact
should be made with the American Red Cross or similar facility to
determine if a program is being established. FBIHQ should be advised
of any change.

**EffDte: 11/28/1983 MCRT#: O Div: D3 Cav: SecCls:

SENSITIVE
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| 16-6.2 |Deleted|

**EffDte: 11/28/1983 MCRT#: 0 Div: D3 Gav: SecCls

16-6.3 Leave

No leave is to be charged for the time necessary for!the!
purpose of donating blood. |At FBIHQ, each employee who
successfully completes a blood donation is authorized to receive
two hours of administrative leave for recuperative purposes
immediately following his/her blood donation. A slip certifying
the donation is to be provided as each donor leaves the donation
area. The administrative leave is intended to be used

immediately following a donation; however, employees and their
supervisors may arrange a more mutually convenient time that day
to use the leave if Bureau needs prevent the leave from being
immediately used. Since the leave is being granted for
recuperative purposes, it is not to be used beyond the day it is
granted. Other FBI offices which host or regularly participate
in blood donor programs may establish a similar grant of
recuperative administrative leave along these guidelines.!

**EffDte: 06/21/2001 MCRT#: 1123 Div: D3 Cav: SecCls

16-T FEDERAL EMPLOYEES&#39; GROUP LIFE INSURANCE  FEGLI!

**EffDte: ll/28/1983 MCRT#: 0 Div: D3 Cav: SecCls

16-7.1 General Information

�! Group life insurance first became available to
federal employees by law effective August 29, 1954. Effective
February 14, 1968, all eligible employees  including those who
previously waived coverage! were permitted to acquire Regular
Insurance coverage of  a! a minimum of $10,000, if they earned less
than $8,000 per year, or  b! their annual salary  rounded to the next
highest $1,000! plus $2,000, if they earned $8,000 or more per year.
Employees covered by Regular Insurance could also elect Optional
Insurance of an additional $10,000. Effective April 1, 1981, all
previous enrollments and waivers of FEGLI were cancelled, and all

eligible employees were permitted to acguire Basic  formerly Regular
Insurance!, Option A � Standard  formerly Optional Insurance!, Option
B � Additional, and Option C � Family. Open enrollment periods,
during which eligible employees could enroll or change their FEGLI

SENSITIVE
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coverage without restriction, were held in	9B5, 1993, and 1999;!
those actions took effect August 1, 19B5,!May 30, 1993, and
April 23, 2000,!respectively. A limited open enrollment period took
place in 1995 which allowed employees who had previously waived FEGLI
coverage to enroll only for FEGLI Basic coverage; those enrollments
became effective the first day of the first pay period after they were
processed by FBTHQ. ! See 16�7.4 �!.!|

�! FEGLI Basic coverage is equal to an employee&#39;s annual
basic pay  rounded to the next highest $1,000! plus $2,000. Locality
pay authorized by the Federal Employees� Pay Comparability Act of 1990
is included in basic pay, as is Availability Pay for Special Agents.
Basic coverage has an Accidental Death and Dismemberment feature which
is equal to the basic insurance amount at the time of an employee&#39;s
accidental death, or varying percentages in the event of loss of
Ivision or limbs.! This feature is discontinued at retirement. An
extra benefit is given to employees under age 45 at no cost.
Beneficiaries of employees who die under age 36 receive double the
amount of Basic coverage. The extra benefit payable to beneficiaries
of employees who die between!ages|36 and 44 is reduced by 10 percent
for each year over age 35 at the time of death; no extra benefit is
payable if an employee dies after reaching age 45. The extra benefit
is not subject to Accidental Death and Dismemberment coverage.
Employees who have Basic coverage may also be covered by Options A, B,
and C. Option A � Standard provides $10,000 of coverage. Like Basic,
Option A � Standard has Accidental Death and Dismemberment coverage
which is discontinued at retirement. Under Option B � Additional,

employees may elect an amount equal to one, two, three, four, or five
times their annual basic pay  rounded to the next highest $1,000!.
Accidental Death and Dismemberment coverage is not included in Option
B � Additional. Option C � Family insures the employee&#39;s spouse for
|a minimum of!$5,000 and each of the employee&#39;s eligible children under
age 22 for|a minimum of|$2,500. !An employee electing Option C �
Family may elect amounts of coverage equal to one, two, three, four,
or five times the minimum amounts stated above.! Children incapable of
self�support are eligible for coverage after age 22. Accidental Death
and Dismemberment coverage is not included in Option C � Family.

**EffDte: 04/20/1999 MCRT#: 889 Div: D3 Cav: SecCls:

16-7.2 Cost of FEGLI Coverage

�! The cost per biweekly pay period of FEGLI Basic
insurance to employees is|$0.155!per $1,000 of coverage. This
represents two�thirds of the Basic premium; the government pays
other third.

the

�! The cost per biweekly pay period of Option A �
Standard insurance to employees is the full cost of the premium and
varies by age as follows:  See MAOP, Part 1, 16�7.7�!.!

WITHHOLDING FOR

SENSITIVE
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AGE GROUP

Under age 35
|Ages 35 � 39
Ages 40 � 44
Ages 45 � 49
Ages 50 � 54
Ages 55 � 59
Ages 60 � 64
Ages 65 � 69

Age 70 and over

$10,000 INSURANCE

|$0.30|
0.40
0.60
0.90
1.40
2.10
6.00
6.00
6.00|

�! The cost per biweekly pay period of Option B �
Additional insurance to employees is the full cost of the premium and
varies by age as follows:  See MAOP, Part 1, 16�7.7 �!|and
20-26.4.!!

Age Group

Under age 35
|Ages 35 � 39
Ages 40 � 44
Ages 45 � 49
Ages 50 � 54
Ages 55 � 59
Ages 60 � 64
Ages 65 � 69

Age 70 and over

Withholding per
$1,000 Insurance

|$0.03|
0.04
0.06
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upon entry�on�duty and will remain so unless they complete a Standard
Form  SF! 2817 to decline such coverage. Within 31 days after entry-
on�duty, employees should complete a SF�2817 to indicate whether they
desire to keep FEGLI Basic coverage, and if so, whether they want to
elect any or all of the options. A copy of the completed SF�2817 is
filed in the employee&#39;s Official Personnel Folder at EBIHQ. Once
completed, this form must be promptly forwarded with the other entry-
on�duty forms to the!Administrative Services|Division for processing.
Employees may also elect Basic and/or any optional coverages during
any FEGLI Open Season designated by the United States Office of

Personnel Management  OPM!. However, employees eligible to
participate in the 1995 Open Season were limited to enrolling only in
FEGLI Basic coverage. !During the 1999 Open Season, employees made
their EEGL1 elections on a special EEGLI 1999 Open Enrollment
Election Form  Form RI 76-27! rather than the SE�2817.!

**EffDte: O4/2O/1999 MCRT#: 889 Div: D3 Cav: SecCls:

16-7.4 Effective Dates of Coverages

�! FEGLI Basic coverage is effective on an employee&#39;s
first day in pay and duty status. Coverage under Options A, B, and C
is effective on his or her first day in pay and duty status occurring
on or after the date the completed SF�2817 is received at EBIHQ.

�! FEGL1 Open Season changes are effective on the first
day of the first pay period following the date prescribed by OPM and
following a pay period in which the employee was in both pay and duty
status for at least half of his or her tour of duty. However, no date
was prescribed for enrollments in the 1995 Open Season; those
enrollments took effect under the provisions of Section 16�7.4�!
above. ! See 16�7.1 �! above re effective date of 1999 Open Season.!|

�! A waiver of coverage by a new employee is effective
the day his or her SE�2817 is received at FBIHQ, if it is received
during the employee&#39;s first pay period. If an SF�2817 waiving any
FEGLI coverage is received after an employee&#39;s first pay period, the
waiver is effective on the last day of the pay period in which it is
received at EBIHQ.  See MAOP, Part 1, 16�7.9.1.!

**EffDte: O4/2O/1999 MCRT#: 889 Div: D3 Cav: SecCls:

16-7.5 Conditions for Changing Elections

�! Employees who waive coverage and later decide to
request Basic and/or any of the options may do so during a FEGL1 Open
Season regardless ofiage or|medical condition; however, they must
enroll in or maintain Basic coverage in order to elect any option. At
times other than an Open Season, an employee who desires to cancel a

SENSITIVE
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previous waiver of Basic, Option A, and/or Option B, or to add as many

multiples of Option B as desired without changing family status, can
do so only if  a! at least one year has passed since his or her last
change in EEGLT coverage, and  b! the employee provides satisfactory
evidence of insurability. To meet the latter requirement, the
employee should have a physician complete an SE�2822  Request for
Insurance!; the cost of any examination given to complete this form is
the responsibility of the employee.

The employee should notify the Administrative Services Division in
writing of his or her desire to cancel a previous EEGLT waiver so that
an SF�2822 may be provided to him or her.

number of
�! Employees may waive any EEGLl|coverage, or reduce the

multiples previously elected under Option B and/or Option
C, by completing an SF�2Bl7 to show what coverages, if any, they
choose to keep in force.

�! Upon marriage, or the birth, adoption, or other
acquisition of an eligible child, employees who have Basic coverage
may enroll under Option B � Additional. The number of salary

multiples
number of of Option B coverage an employee may elect is limited to the

eligible family members the employee acquires with the
qualifying event. For example, an employee who marries someone with
no children may elect one multiple of Option B, while an employee who
marries someone with three children who become the employee&#39;s
stepchildren may elect four multiples. A married employee who
previously had no Option B coverage and who acquires a child may
elect one multiple, not two. If an employee already has Option B
coverage and either marries or acquires new children, he or she may
elect as many additional multiples of Option B  up to the maximum of
five! as the number of family members he or she acquired with the
qualifying event.  lf an employee loses his or her spouse by death or
divorce, he or she may elect as many additional multiples of Option B
 up to the maximum of five! as he or she has dependent children. For
example, an employee who divorces and who has three children may elect
up to three additional multiples for this event.| No SE�2B22 is
required to make these changes in Option B coverage; however, the
employee must file a new SF�28l7 to make the changes within 60 days
after the

enrolllor

date of the qualifying event.

�! Employees who have Basic coverage are eligible to
increase multiples of coveragelunder Option C � Family after

marrying or acquiring an eligible child.  The number of multiples of
Option C coverage an employee may elect is limited to the number of
eligible family members the employee acquires with the qualifying
event  up
spouse by

multiples
dependent
in Option
lmake the
event.

to the maximum of five!. lf an employee loses his or her
death or divorce, he or she may elect as many additional
of Option C  up to the maximum of five! as he or she has
children.  No SE�2822 is required tolmake these changes
C coverage;|however, an employee must file a new SE�28l7 to
changeslwithin 60 days after the date of the qualifying

�! Employees who return to federal service after a break
in service of l8O days or more are treated as new employees for EEGLT

SENSITIVE
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purposes. This means that all previous waivers of FEGLI coverage are
cancelled, and the returning employee is automatically under FEGLI
Basic coverage from the date he or she returns to service. This
coverage will remain in effect unless the employee waives it. As in
16�7.3 above, the employee should file an SF�2817 within 31 days after
returning to service, indicating whether he or she wants to continue
Basic coverage and, if so, whether he or she wants to enroll in any of
the options. No SF�2822 will be required to enroll in any FEGLI
coverage the employee desires under these circumstances.

**EffDte: O4/20/1999 MCRT#: 889 Div: D3 Cav: SecCls:

| 16-7.6 Designation of Beneficiaries  See MAOP, Part 1, 16-7.12|and 16-7.13.!|

It is not necessary to name a beneficiary if an employee
have FEGL1 death benefits paid in accordance with the
order of precedence:

wishes to

following

�! the employee&#39;s widow or widower,

�! the employee&#39;s children, in equal shares, with the
share of any deceased child distributed among that child&#39;s

descendants,

�! the employee&#39;s surviving parent s!, in equal shares
if both parents are living,

�! the duly appointed executor or administrator of the
employee&#39;s estate, or

the
or her�! the employee&#39;s next of kin, as determined by

laws of the employee&#39;s state of domicile at the time of his
death.

|However, if there is a court order in effect naming a specific person
or persons to receive life insurance benefits upon the employee&#39;s
death, the benefits under the employee&#39;s FEGLI Basic, Option A, and
Option B coverage will be paid to the person s! named in the court
order, instead of those who would otherwise be entitled under the
order of precedence.!

Employees who wish to name a beneficiary other than|those provided
in the order of precedence,|or who wish to change the order of
precedence with regard to a beneficiary named above, may file an
SF�2823  Designation of Beneficiary!. Beneficiaries can be
designated ONLY by filing an SF�2823, and that form must be received
by!the Employee Benefits Unit, Administrative Services Division,!
prior to the death of the employee. A person who signs an SF�2823 as
a witness may not be designated as beneficiary of that FEGLI payment.
A trust may be named as a beneficiary; such a designation must
indicate that the FEGLI benefit is payable to the trustee or successor
trustee, give the name of the trust  if any!, and show the name s! of

SENSITIVE
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the person s! who signed the trust document and the signature|date,
and acknowledge that no further claim may be filed with FEGLI for the
insurance benefit if the trustee is paid and then fails to distribute
the benefit in accordance with the terms of the trust.! Any
designation of beneficiary on an SF�2823 remains in effect until
revoked by the employee through another SE�2823. An employee who
simply wishes to revoke a previous designationland thereby
reinstitute the order of precedenceiis not reguired to name a new
beneficiary if he or she is satisfied with the above order of
precedence; the revoking SF�2823 need only state, "Cancel previous

designations."

**EffDte: 04/20/1999 MCRT#: 889 Div: D3 Cav: SecCls:

16-7.7 Continuation of FEGLI Coverage After Retirement  See MAOP, Part
7.10.!

�! Employees may continue their FEGLI Basic coverage
 without the Accidental Death and Dismemberment supplement! into
retirement if they  a! retire on an immediate annuity,  b! have had
Basic coverage for the five years of service immediately before
retiring  or all service since their FIRST chance to enroll, if less
than five years!, and  c! do not convert the Basic insurance into an

individual policy  see Section l6�7.9.2!. A retiring employee who
wants continued Basic coverage after retirement must file|Standard
Form 2818  Continuation of Life Insurance Coverage as a Retiree or
Compensationer!,Ielecting whether to have the Basic insurance amount
reduced by 75 percent, 50 percent, or Zero after he or she reaches age
65. The amount of Basic insurance carried into retirement is the
amount in force on the date of separation, and that amount remains
fixed until the month after the employee reaches age 65. If the 75
percent reduction has been chosen, the Basic insurance begins reducing
at that point by 2 percent each month until the chosen level has been
reached; the reduction is 1 percent each month if the 50 percent
reduction has been chosen. Employees who elect the 75 percent
reduction will pay a premium of!$0.3358!per $1,000 of coverage until
they reach age 65; after then, the Basic coverage is free. Employees
who elect the 50 percent reduction will pay a premium of|$0.8558!per
$1,000 of coverage until they reach age 65; after then, the premium is
$0.52 per $1,000 of coverage. Employees who elect no reduction will
pay a premium of|$2.0258!per $1,000 of coverage until they reach age
65; after then, the premium is $1.69 per $1,000 of coverage.
Employees who desire to continue coverage under Options A, B, or C
after retirement must also continue their Basic coverage.

�! Employees may continue their coverage under Option
A � Standard into retirement if they have had such coverage for the
five years of service immediately before retiring  or all service
since their FIRST chance to enroll, if less than five years! and if
they do not convert the Option A coverage to an individual policy.
Employees who retire before age 65 and continue Option A into
retirement will pay the normal Option A premium for their age  see

SENSITIVE
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Section 16�7.2�!! until they reach age 65; after then, the Option A

COVGIHQQ is free. At age 65, the amount of Option A coverage
 $10,000! begins to reduce by 2 percent per month until it reaches
$2,500  a 75 percent reduction!, where it remains for the rest of a
covered employee&#39;s life unless cancelled.

�! Employees may continue their coverage under Option B �
Additional into retirement if they have had such coverage for the five
years of service immediately before retiring  or all service since
their FIRST chance to enroll, if less than five years! and if they do
not convert the Option B coverage to an individual policy;  At the
time of retirement, employees covered by Option B must note on an
SF�2818 or its accompanying attachment whether they wish to continue
the amount of their Option B unreduced after age 65, or to allow it to
begin reducing at age 65 by 2 percent per month for 50 months until
Option B
continue

coverage ends.| Employees who retire before age 65 and
Option B into retirement will pay the normal Option B premium

 per $1,000 of coverage! for their age  see Section 16�7.2�!! until
they reach age 65.  After then, employees who elected to
Option B
for their age; employees who elected to allow Option B to
pay no further premium after reaching age 65.! A retiring
carry into retirement only the lowest number of multiples

COVGISQG

continue

B premium
reduce will

employee may
of Option B

he or she had during the five years of service immediately

unreduced will continue to pay the normal Option

before retiring. |However, he or she may elect to reduce the number of
multiples at any time before or after retirement by completing an
SF�2817.

�! Employees may continue their enrollments in Option
C � Family into retirement if they have been enrolled in Option C for
the five years of service immediately before retiring  or all service
since their FIRST chance to enroll, if less than five years!.  A

retiring employee may carry into retirement only the lowest number of
multiples of Option C coverage he or she had during the five years of
service immediately before retiring; however, those employees enrolled
in Option C prior to April 24, 1999, who elect additional multiples of
Option C during 1999, are still in service on April 23, 2000, and who
retire before April 23, 2005, will be able to carry into retirement
the number of multiples elected during 1999. As with Option B above,
he or she may elect to reduce the number of multiples at any time
before or after retirement by completing an SF�2817. At the time of
retirement, employees covered by Option C must note on an SF�28l8 or
its accompanying attachment whether they wish to continue the amount
of their

reducing
coverage
Option C
multiple

Option C unreduced after age 65, or to allow it to begin
at age 65 by 2 percent per month for 50 months until Option C
ends.! Employees who retire before age 65 and continue
into retirement will pay the normal Option C premium| per
of coverage!| for their age  see Section 16�7.2�!! until

they reach age 65.  After then, employees who elected to continue
Option C unreduced will continue to pay the normal Option C premium
for their age; employees who elected to allow Option C to reduce will

pay no further premium after reaching age 65|.

**EffDte: 04/20/1999 MCRT#: B89 Div: D3 Cav: SecCls:
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16-7.8 Effect of Leave Without Pay  LWOP! on FEGLI Coverage  See MAOP, Part
1,16-7.9.1.!

An employee on LWOP continues his or her FEGLI coverage
| for up to 36592consecutive|days in LWOP status. No premium is due for

this coverage during LWOP. The insurance terminates after 365
consecutive days on LWOP; if the employee returns to the federal
service afterward in a FEGLT�covered position, the insurance he or she
had at the time of termination is restored upon reentry on duty. An
employee on LWOP due to a work�related injury or disease may continue
FEGLI coverage as a compensationer  see Section l6�7.lO! and would not
be subject to the 365�day coverage limit.

**EffDte: O4/20/1999 MCRT#: 889 Div: D3 Cav: SecCls:

| 16-7.9 Termination|and Conversion|of FEGLI Coverage

**EffDte: O5/O8/2002 MCRT#: 1196 Div: D3 Cav: SecCls:

|16-7.9.1 |Termination|

IFEGLT coverages|terminate when an employee files a waiver
| see Section 16�7.4�!!,|is separated from the92Federal service,!has

been|on LWOP more than 365 days  see Section l6�7.8!,92or transfers to
a job where|he or she|is excluded from|FEGLI|coverage by law or
regulation. 92The employee&#39;s FEGLI Basic and optional coverages
 without the Accidental Death and Dismemberment feature! are extended

without cost for 31 days after the day the coverages terminate.|

**EffDte: 1O/14/1993 MCRT#: 118 Div: D3 Cav: SecCls:

16-7.9.2 Conversion

�! Upon resignation or retirement, employees may convert
their FEGLI coverages to individual life insurance policies  for other
than term insurance!. The Payroll Unit, Finance Division, will issue
a separating employee covered by FEGLI an SF�28l9  Notice of
Conversion Privilege!. To convert, a former employee should request
an SF�2821  Agency Certification of Insurance Status! from the
Employee Benefits Unit, Administrative Services Division, FBIHQ. The
former employee should send this form, together with the SF�28l9 and
other documentation outlined on the form, to the Office of Federal

| Employees Group Life Insurance  OFEGLT!,|Post Office Box 2627,
| Jersey City, New Jersey 07302-2627.! OFEGLT will then inform the
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17



SENSITIVE
Manl�ID: MAOPP1 MANUAL OF ADIN OPERATIONS AND PROCEDURES PART 1

former employee how much insurance he or she may convert and with
which participating insurance companies he or she may purchase
coverage. The former employee may then contact a participating
insurance company as directed by OFEGLl&#39;s notice. A retiring employe
has the same conversion privilege as a separating employee if he or
she retires on an immediate annuity and does not choose to carry some
or all of his or her FEGLI coverage into retirement  see MAOP, Part l
16-7.? �!.!

�! Effective January l, l987, employees who entered the
military on active duty; including active duty for training purposes,
could continue their FEGLI coverage for up to 365 days in the same
manner as coverage is continued for employees in other types of nonpa
status. At the end of 365 days of military service, an SF�28l9,
 Notice of Conversion Privilege! will be furnished to employees still
in the military in order for them to convert their coverage.

**EffDte: O5/O8/2002 MCRT#: ll96 Div: D3 Cav: SecCls

| 1e-7.9.3 |Deleted|

**EffDte: O5/O8/2002 MCRT#: ll96 Div: D3 Cav: SecCls

| 16-7.10 |FEGL| Coverage During|Workers&#39; Compensation| See MAOP, Pa
7.8.!|

Employees entitled to benefits from the Office of Workers

Compensation Programs  OWCP! for a job�related illness or injury may
continue FEGLI coverage as a "compensationer."  FEGLI Basic coverage!
is continued during the first 365 consecutive days of LWOP without
cost, and the cost for any of the three options will be withheld from
the compensation payments. |Following the 365 day LWOP period, FEGLI
coverage may be continued through OWCP  with no Accidental Death or
Dismemberment feature! for employees receiving benefits from that
agency. The qualifications to continue coverage are the same as in
Section l6�7.7 for continuing coverage as a retiree.!

**EffDte: lO/l4/1993 MCRT#: ll8 Div: D3 Cav: SecCls

| 16-7.11 |FEGLl Coverage for|Reemp|oyed Annuitants

IA Federal retiree whose annuity continues during
reemployment keeps FEGLI coverage in one of two ways. lf the retiree
is reemployed in a position which does not carry eligibility for life
insurance as an employee, his or her FEGLI coverage continues through
the retirement system and is administered by OPM. If the retiree is
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reemployed in a position which carries the right to
an employee, the coverage as a retiree is suspended
reacguires FEGLI coverage as an employee  including
and Dismemberment benefits!. Premiums are withheld

merely supplemented! upon the second retirement has

life insurance as
and the retiree
Accidental Death
from the

reemployed annuitant&#39;s salary as they would be for other covered
employees. If the reemployed annuitant waives or declines any FEGLI
coverage while he or she is reemployed, the waiver or declination will
also apply to FEGLI coverage as a retiree when he or she retires
again. A reemployed annuitant whose annuity is RECALCULATED  not

his or her FEGLI
retirement coverage determined by the amounts and types of FEGLI
coverage in effect on the day of the second separation.!

**EffDte: l0/l4/1993 MCRT#: ll8 Div: D3 Gav: SecCls:

16-7.12 Filing for FEGLI Death Benefits  Previously Section 16-7.9.3!

When an employee dies, the person entitled to be paid the
FEGLI death benefits  see Section l6�7.6! must complete a Form FE�6
 Claim for Death Benefits!. Following the death of a Bureau employee,
the completed FE�6  with a certified copy of the death certificate! is
sent to FBIHQ, which files the FE�6 with the Office of Federal

| Employee&#39;s Group Life Insurance  OFEGLI!,�00 Park Avenue, New
I York, New York l0l66�0ll4.  When the spouse or child of an employee

covered by Option C � Family dies, the employee completes a Form FE�6
DEP  Statement of Claim!. A Bureau employee in this situation would
send the FE�6 DEF  and certified copy of the death certificate! to
FBIHQ, which would file it with OFEGLI. The appropriate survivor of a
retired federal employee would obtain the FE�6 from OPM and, upon
completion, file it directly with that agency.

**EffDte: 07/l9/1995 MCRT#: 424 Div: D3 Cav: SecCls:

| |16-7.13 Living Benefits

SENSITIVE
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Effective 7/25/95, a terminally ill employee who is
determined by his or her physician to have nine or fewer months to
live may apply to be paid all of his or her FEGLI Basic insurance
amount, or any multiple of $1,000 up to the total of the FEGLI Basic
insurance amount  less approximately five to six percent of the
requested amount, which OFEGLI will retain to represent lost interest
to the FEGLI program!. No Living Benefits payment may be made from
the employee&#39;s FEGLI optional insurance amounts, and when the employee
dies, any FEGLI optional insurance still in force and any FEGLI Basic
amount not previously paid as Living Benefits will be paid to the
employee&#39;s beneficiaries as described in Section l6�7.6. Should the
employee be paid Living Benefits and not die as expected, the employee
may not subsequently reenroll in FEGLI Basic insurance. An employee
desiring Living Benefits should obtain Form FE�8  Application for
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| Living Benefits! from OFEGLI and, upon completion, file it directly
| with OFEGLI.

**EffDte: O7/l9/1995 MCRT#: 424 Div: D3 Cav: SecCls:

| 16-7.14 Assignment of Ownership of FEGLI

Employees covered by FEGLI may assign ownership of their
FEGLI insurance policies to someone other than themselves, including

any firm, corporation, trust, or other legal entity. Assignment
transfers from the employee to the new owner of the policy all rights
and title to the policy, including the right to designate
beneficiaries and the right to decide whether the employee may make
changes in his/her FEGLI coverage  including cancellation!.
Assignment of shares of the policy may be made to more than one new
owner; however, if the employee assigns any part of his/her FEGLI
policy to a new owner, he or she may not retain any part of the FEGLI
policy �� the remainder must also be assigned to someone else.

Following assignment, the employee will still be liable for paying the
legal FEGLI premiums described above for his/her coverage. Assignment
of a FEGLI policy may be made for any reason; but assignment is an
irrevocable action. However, the new owner may subsequently assign
the policy back to the employee if the new owner so desires.
Employees who wish to assign ownership of their FEGLI policies may
obtain Form RI 76-10  Assignment of Federal Employees Group Life
Insurance! from the Personnel Division.!

**EffDte: O7/l9/1995 MCRT#: 424 Div: D3 Cav: SecCls:

16-8 UNEMPLOYMENT COMPENSATION FOR FEDERAL EMPLOYEES

Unemployment compensation benefits are available to
eligible separated federal employees after terminal leave expires.
Tax�free basic benefits extend generally for 26 weeks in a benefit
year, but vary in amount per week depending upon the state. Some
states augment benefits with additional allowances made for
dependents. Eligibility determination rests solely with state
unemployment insurance offices. Generally, claimants must register
with those offices, must be unemployed, and must be able and available
to work when work is offered, or must be in a leave�without�pay status

I for seven days or more. Employees should be furnished an SF�8 at the
time of the exit interview notifying them of their rights to claim
such benefits.

**EffDte: lO/3l/2000 MCRT#: lO34 Div: D3 Cav: SecCls:
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16-9 FEDERAL SAFETY COUNCILS

The Federal Safety Council and its field affiliates,
Regional Federal Safety Councils, are administered by the Secretary
of Labor. The Council and its regional affiliates periodically hold
meetings for the purpose of assisting Government agencies in
preventing and reducing accidents, and developing and maintaining
safety organizations to eliminate work hazards and health risks. The
President and the Secretary of Labor have in the past reguested the
cooperation of all Government agencies in this endeavor, and Federal
regulations reguire that agencies should participate in such councils.
Accordingly, FBIHQ desires that the SAC or SAC&#39;s designated
representative participate in such councils in your area in an
"observer" status when a local council requests your attendance or
when information to be provided would be of benefit to employees or

office operations. Only extreme operational requirements should be
allowed to justify any given instance of nonparticipation.

**EffDte: O3/26/1992 MCRT#: O Div: D3 Cav: SecCls:

16-10 CHARITY CAMPAIGNS

Since l956 the guidelines for charity campaigns in the
FBI have been governed by the White House policy and program
overseeing charitable fundraising within the Federal establishment.
See the administrative file for details regarding the policies and
procedures. A copy of Executive Order 10927 regarding fundraising
within the Federal service is also maintained in the administrative
file.

**EffDte: O3/26/1992 MCRT#: O Div: D3 Cav: SecCls:

16-10.1 Fundraising Activities

 l! An employee may engage in fundraising only in
accordance with the restrictions in part 950 of 5 CFR on the
conduct of charitable fundraising in the federal workplace and in
accordance with paragraphs �! and �! of this section.

�! DEFINITIONS OF TERMS:

 a! Fundraising means the raising of funds for a
nonprofit organization, other than a political organization as defined
in Title 26, USC, Section 527  e!, through:

l. Solicitation of funds or sale of items; or
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2. Participation in the conduct of an event by
an employee where any portion of the cost of attendance or
participation may be taken as a charitable tax deduction by a person
incurring that cost.

 b! PARTICIPATION IN THE CONDUCT OF AN EVENT means
active and visible participation in the promotion, production, or
presentation of the event and includes serving as honorary
chairperson, sitting at a head table during the event, and standing in
a reception line. The term does not include mere attendance at an

event provided that, to the employee&#39;s knowledge, his/her attendance
is not used by the nonprofit organization to promote the event. While
the term generally includes any public speaking during the event, it
does not include the delivery of an official speech as defined in the

following paragraph or any seating or other participation appropriate
to the delivery of such a speech. Waiver of a fee for attendance at
an event by a participant in the conduct of that event does not

constitute a gift for purposes of 5, CFR, Part 2635, Subpart B.

�!
employee in his/her
to his/her official

OFFICIAL SPEECH means a speech given by an
official capacity on a subject matter that relates
duties, provided that the employee&#39;s agency has

determined that the event at which the speech is to be given provides
an appropriate forum for the dissemination of the information to be
presented and provided that the employee does not request donations or
other support for the nonprofit organization. Subject matter relates
to an employee&#39;s official duties if it focuses specifically on the
employee&#39;s official duties, on the responsibilities, programs, or
operations of the employee&#39;s agency as described in 5, CFR,
2635.SO7 a! �!  i!  E!, or on matters of Administration policy on
which the employee has been authorized to speak.

 d! PERSONALLY SOLICIT means to request or otherwise
encourage donations or other support either through person�to�person
contact or through the use of one&#39;s name or identity in correspondence
or by permitting its use by others. It does not include the
solicitation of funds through the media or through either oral
remarks, or the contemporaneous dispatch of like items of mass-
produced correspondence, if such remarks or correspondence are
addressed to a group consisting of many persons, unless it is known to
the employee that the solicitation is targeted at subordinates or at
persons who are prohibited sources as defined in MAOP, Part I,
l�l3.2.l. It does not include behind�the�scenes assistance in the
solicitation of funds, such as drafting correspondence, stuffing
envelopes, or accounting for contributions.

�! Eundraising in an official capacity. An employee may
participate in fundraising in an official capacity if, in accordance
with a statute, Executive order, regulation or otherwise as determined
by the agency, he/she is authorized to engage in the fundraising
activity as part of his/her official duties. When authorized to
participate in an official capacity, an employee may use his/her
official title, position and authority.  See  l!.!

�! Eundraising in a personal capacity. An employee may
engage in fundraising in his/her personal capacity provided that
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| he/she does not:

|  a! Personally solicit funds or other support from a
subordinate or from any person known
prohibited source.

position or any authority associated

ordinarily addressed using a general

to the employee to be a

 b! Use or permit the use of his/her official title,
with his/her public office to

further the fundraising effort, except that an employee who is
term of address, such "The

Honorable," "Doctor" or a former military rank, may use or permit the
use of that term of address or rank for such purposes; or

I  c! Engage in any action that would otherwise
I violate the Office of Government Ethics standards of conduct.  See

I �!-	

**EffDte: O7/12/1994 MCRT#: 271 Div: D9D3 Cav: SecCls:

16-11 PAYROLL MATTER - VOLUNTARY ALLOTMENTS TO FINANCIAL

ORGANIZATIONS

�! Regulations provide that employees can have: a
maximum of two deductions made from their salary for savings
allotment s! purposes and sent to a financial organization s!; the
entire amount of net pay  after all other deductions! sent to a
financial organization for credit to
voluntary allotments for SATT and/or
Ivoluntary allotments for dues to an

payments.

a checking account; separate
SAMBA life insurance premiums;
association of management

officials and/or supervisors  including membership dues for the EBIAA,
SES and BADGE!; charitable contributions to the Combined Federal
Campaign; Special Agents� Insurance Fund membership assessment; income
tax withholdings; savings for an employee assigned to a post of duty
overseas;!and a voluntary allotment for child support and/or alimony

 a! Employees desiring to enroll in the Savings
Allotment Program and/or net pay checking must execute SE�1199A
 Direct Deposit Sign�Up Form! bearing revision date of July, 1984.
Public Law 103-356, dated October 13, 1994 mandates that all newly
hired employees, who begin to receive federal wage or salary payments
on or after January 1, 1995, must be
transfer. All newly hired employees
as a condition of employment, within
form should also be used to increase

allotment s!. The government agency

paid by electronic funds
must sign up for direct deposit,
45 days of their EOD date. This
or decrease the savings
copy of the completed SE�1199A

should be forwarded to EBIHQ, Attention: Payroll Administration and
Processing Unit, Accounting Section.
the employee should retain the other

The financial organization and
completed copies of SF�1199A.

 b! Cancellations of savings and net pay allotments
to financial organizations may be accomplished by executing ED�434

SENSITIVE
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 Request for Cancellation of Savings!or!Checking Account Allotments!.
The completed form should be forwarded to FBIHQ, Attention: Payroll
Administration and Processing Unit, Accounting Section. The request
for cancellation should be processed by the Payroll Office prior to
the account being cancelled at the financial organization.

�! Amounts withheld for SATI and SAMBA life insurance

lpremiums; Combined Federal Campaign; Special Agents� Insurance Fund
membership assessment; and income tax withholdings|are deducted as
separate voluntary allotments and will not affect the two savings
allotments.

�! Optional Form 299  Request by Employee for Action on
Allotment of Pay! must be used to authorize a voluntary allotment for
child support and/or alimony payments. A new form should be submitted
to increase or decrease the amount of the allotment or to cancel the
allotment. The original copy of the completed form should be
forwarded to FBIHQ, Attention: Payroll Administration and Processing
Unit, Accounting Section. One copy each of the form should be
retained by the recipient of the allotment and by the employee.

Extreme care must be exercised when completing Optional Form 299;
particularly item eight must show the correct name and mailing address
of the recipient of the allotment since the biweekly payments will be
forwarded to the recipient by the Department of the Treasury rather
than by the FBI. The amount of the allotment will be deducted each
pay period and forwarded to the recipient. No deduction will be made
when an employee is on leave without pay for a part of the pay period
in which the pay is insufficient to cover the entire allotment. An
amount will not be withheld for a voluntary allotment from the final

salary payment upon separation from the FBI.

�! A supply of Forms SF�1199A, FD�434 and Optional Form
299 may be ordered by requisition from Bureau supply.

**EffDte: 10/19/1995 MCRT#: 464 Div: FD Cav: SecCls:

16-12 THE SPECIAL AGENTS INSURANCE FUND

�! The Special Agents Insurance Fund  SAIF! was
organized
money for
policy at

collected
$4,136.17
result of

on January 29, 1935, for the purpose of providing a sum of
the families of Agents killed in the line of duty. The
that time was to pay to the beneficiary the entire sum
at the time of death; thus the initial payment was

Because of the disparity in death benefits paid as a
this policy, the membership voted during September, 1939,

to thereafter pay the sum of $5,000 to each beneficiary. During
November, 1940, the membership voted to extend payments to the
beneficiaries of Agents who died from any cause, rather than

requiring that the Agent&#39;s death be caused by violence. During 1943,
the Agent membership voted to increase member contributions to $10
and to increase the survivor benefits to $10,000. Assessments and

SENSITIVE
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benefits remained constant until April 12, 1967, when the membership
voted to increase the assessment to $20 and to increase the survivor
benefits to $20,000. Effective January 1, 1980, the Board of
Governors increased the benefits payable to $30,000 with no increase
in the $20 assessment. The purpose of the fund is to merely
supplement, not replace, the Agent&#39;s insurance coverage and to
provide funds which are immediately available to the surviving spouse.

�!
been called after
fund fall below a
fund is reinsured
so that in the event of five or more deaths in any
�4�hour period! the fund will pay the beneficiary
and INA will then pay the next 90 beneficiaries.

�! Membership is limited to Special
Inspectors, Assistant Directors, Assistants to the
Associate Director,92the Deputy Director, Associate

Historically, an assessment of the membership has
six successive deaths or when the assets of the

predetermined amount, presently $500,000. This
with Life Insurance Company of North America  INA!

one incident
of the first five

Agents,
Director, the
Deputy Directorsl

and the Director of the Federal Bureau of Investigation who are on
active duty. To apply for membership in the SAIF prospective members
should execute Form FD�253, Application/Renewal of
Designation of Beneficiary.

�! Because the
funds to the beneficiaries of

individuals may be designated
trust funds may be designated

Membership and

purpose of SAIF is to provide immediate

deceased Special Agents, only
as primary beneficiaries. Estates and
as contingent or secondary

beneficiaries. If a minor child is listed as the beneficiary, a delay
of payment of the fund may be incurred until a guardian is appointed.

**EffDte: 09/28/1990 MCRT#: 0 Div: D3 Cav: SecCls:

16-12.1 Bylaws of the Special Agents Insurance Fund

"BYLAWS OF
THE SPECIAL AGENTS INSURANCE

"ARTICLE I
"Name

FUND

"Section 1. The name of this beneficial association shall be the
Special Agents Insurance Fund, hereinafter referred to as SAIF or the
Fund.

"ARTICLE II

|"Objective|

"Section 1. The|objective92of SAIF is to provide a sum of money by
voluntary contributions from members for payment to the designated
beneficiary or beneficiaries of a deceased member, or the Fund
member&#39;s estate if no beneficiary has been designated, upon the death

SENSITIVE
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of a member.

"ARTICLE III

"Membership

"Section l. The membership of SAIF shall be limited to the Special
Agents, Inspectors, Assistant Directors, Deputy Director, and the
Director of the Federal Bureau of Investigation  FBI! who arellaw
enforcement officers and who arelon active duty.

"Section 2. Membership of a person eligible under Section l of this
Article shall commence with the acceptance of an application and
initial assessment by an authorized representative and continues until
terminated by any of the following events, except as otherwise
provided in Sections 3, 4, and 5 of this Article:

 a! Death of the member.
 b! Separation from the rolls of the FBI by the member&#39;s retirement,
resignation, dismissal, or transfer to another federal agency.
Membership shall terminate as of the date and time active duty in
the FBI ceases.
 c! Commencement of leave without pay  LWOP! for active service in
the United States Armed Forces. Membership shall terminate as of the
date and time active duty in the FBI ceases.

 d! Failure to pay an assessment within thirty �0! calendar days
from the date upon which the SAIF Board of Governors has declared an
assessment is due and payable. Membership shall terminate as
of close of businesslonlthe thirtieth day.

"Section 3. For each newly appointed Special Agent of the FBI,
membership in SAIF shall commence immediately upon the administration
of the Oath of Office. Membership shall continue only if formal
application is made and initial assessment paid by the newly appointed
Agent within thirty calendar days of entering on duty as an Agent.
Should the new Agent die within the thirty�day period, and before
making formal application for membership and payment of the initial
assessment, the initial assessment will be withheld from the death
benefit. Failure of the new Agent to make formal application for
membership and to pay the initial assessment within thirty days of
entering on duty will result in an immediate termination of

membership.

"Section 4. Any member of the Fund who is carried on the rolls of the
FBI in the status of Leave Without Pay  LWOP! due to illness, any
member on LWOP due to a special assignment, and any member on detail
to another federal agency or Congressional92Committee who is not paid
under the FBI&#39;s payroll system,92shall continue as a member of SAIF
provided that all assessments are|paid directly to the Fund.92

"Section 5. A retired member who has returned to active duty in the
FBI is eligible for membership.

"Section 6. Persons on active duty and eligible for membership, but
who have not previously been members of the Fund, may become members
upon the acceptance of an application and payment of an initial
assessment and all prior assessments since the date they first became
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eligible for membership in the Fund.

"Section 7. Former members of the Fund who are on active duty and
continue to be eligible for membership under Section l of this
Article, may become members upon the acceptance of an application and
payment of all prior assessments occurring after the termination of
their membership and while they were on active duty and eligible for

membership.

"ARTICLE IV

"Member&#39;s Voting Privileges

"Section l. Each member shall be entitled to cast one vote, by
ballot, on all matters submitted to the membership for vote. The
Assistant Director of the Personnel Division  PD! shall furnish
written proposals and ballots to the membership for voting on any
occasion required by the Board of Governors or any occasion covered
elsewhere in these Bylaws. The Assistant Director, PD, shall
supervise the election process, tally all votes cast and submit a
written report of the results to the Chairman of the Board of
Governors.

"Section 2. A majority vote cast by the members shall govern in all
matters properly submitted to the membership for vote, except as
provided in Section 3 of this Article.

"Section 3. In elections held for the purpose of selecting a new
Board of Governors, the five �! nominees with the greatest individual
accumulations of votes cast shall constitute the newly elected Board.

"ARTICLE V
"Board of Governors

"Section l. The Board of Governors of the Fund shall consist of five
�! members elected by the members of SAIF. The Board of Governors
shall serve for a term of three �! years. Governors may serve no
more than two consecutive terms. A newly elected Board of Governors
shall take office on December l, 1985, and each third year thereafter.

"Section 2. Governors will automatically cease to hold office upon
termination of their membership in the Fund.

"Section 3. Except as provided in Section 2 of this Article, unless a
Governor resigns, the Board shall hold office until a new Board is
elected. Completion of term of office shall not be considered
disqualifying for the purpose of this Section.

"Section 4. Any vacancy on the Board of Governors shall be filled for
the remainder of the unexpired term by appointment of a Fund member by
the Chairman of the Board of Governors.

"Section 5. The Board of Governors shall act as a nominating
committee to submit to the membership a list of ten  lO! nominees for
election of a new Board before the expiration of its term of office.

"Section 6. The Board of Governors shall act as advisors to the
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Director of the FBT, in his capacity as Trustee of the Charles S. Ross
Fund, on matters regarding investment of Ross funds and payment of
benefits.

"ARTICLE VI

"Organization and Meetings of
The Board of Governors

"Section 1. The Board of Governors shall elect from the Governors, a
Chairman who shall hold such office for the remainder of the Board&#39;s
term or until the Board&#39;s successors are elected. The Chairman shall
be the presiding officer of the Board, and shall perform all of the
duties usually incident to such office.

"Section 2. The Board of Governors shall appoint a Fund member as
Recording Secretary to maintain a record of the Governing Board&#39;s
deliberations. The Recording Secretary serves at the pleasure of the
Board of Governors.

"Section 3. There shall be no stated meetings of the Board of
Governors, except that the Board must meet at least once annually.
The Chairman shall convene meetings of the Board from time to time as

required by pending business.

"Section 4. Three members of the Board of Governors shall constitute
a quorum capable of transacting any business that may come before the
Board, except as provided in Section l of Article IX.

"Section 5. The following shall be the order of business at meetings:

Reading of Minutes of previous meeting
Reports of Recording Secretary
Unfinished Business

. New Business

. Adjournment

"ARTICLE VII
"Powers and Duties of the Board of Governors

in addition to those covered elsewhere

in these Bylaws

"Section 1. The business management and affairs of SAIF shall be
under the direction and control of the Board of Governors. The Board
of Governors shall have authority to levy assessments on the
membership, authorize contracts, incur liabilities, expend and invest
funds, and such other matters and things connected with the conduct of
the Fund as they may determine. The Board of Governors shall act with
due care and diligence and exercise ordinary skill with respect to the
management and administration of the affairs of the Fund and in the
use or preservation of its property and assets.

"Section 2. The Board of Governors may grant special or general
authority to others, and may likewise withdraw such authority, all
upon such terms and conditions as the Board of Governors may
determine, except that the Assistant Director of the Personnel
Division  PD! of the FBI will receive and account for all monies of
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the Fund. The Assistant Director, PD, shall take necessary steps to
announce assessments as required by the Board of Governors and to
collect same, and shall disburse benefit payments in appropriate
instances. The Assistant Director, PD, shall prepare and submit in
writing to the Board of Governors, an annual report on the financial
condition of the Fund. All financial, administrative and other
records of the Fund shall be placed in the care, custody, and control
of the Assistant Director, PD, and be made available to the Board of
Governors upon request.

"Section 3. The funds of SAIF shall be deposited only in regular
 interest�bearing! savings accounts, certificates of deposit, or money

market funds, in such banks and financial institutions as the Board of
Governors may determine, to be withdrawn only as may be determined by
the Board of Directors, except as otherwise provided in Section 4 of
this Article.

"Section 4. All transactions concerning investments of SAIF funds
shall be approved by the Chairman of the Board of Governors. This
approval shall be recorded in memoranda format from the Recording
Secretary to the Chairman. In the event time is of the essence, the
Chairman may orally authorize the investment of SAIF funds to be
confirmed by follow�up memorandum. In the Chairman&#39;s absence, another
Governor shall be designated by the Chairman to act in his stead.

"Section 5. The Board of Governors shall consider all matters
pertinent to the operation of the Fund and all suggestions submitted
by members of the Fund and shall submit to the membership of the Fund
for vote only those matters deemed appropriate by the Board. When a
matter is submitted to the membership of the Fund for vote, the
submission shall be in writing and shall be accompanied by a ballot.

"Section 6. The Board of Governors shall cause the financial
statements of the Fund to be audited annually by Special Agent
Accountants of the FBI and advise the membership of the results of all
audits conducted.

"ARTICLE VIII
"Assessments, Benefits and Disbursements

"Section l. The initial assessment for each new member shall be
twenty dollars  $20! and subsequent assessments in the amount of
twenty dollars  $20! may be levied on the entire membership from time
to time by the Board of Governors, as the state of the Fund may
require, except as provided in Section 2 of this Article.

"Section 2. A newly appointed Special Agent shall be required to pay
an initial assessment of twenty dollars  $20! to become a Fund member
but shall not be required to pay any assessments payable before the
completion of New Agents� Training at the FBI Academy.

"Section 3. Members failing to pay an assessment within thirty �0!
calendar days from the date upon which the assessment is due shall
forfeit all rights under the Fund until they shall have paid the
assessment missed and any subsequent assessments. Should a member die
within the thirty-day grace period provided for payment of the
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assessment, the assessment amount will be withheld from the death

benefit payable.

"Section 4. The primary beneficiary designated by a member shall be a
person or persons. Estate and trust funds shall not be designated by
a member as the primary beneficiary, but may be designated as the

contingent beneficiary.

"Section 5.

Beneficiary
The �Application for Membership, Designation of

Form�  FD�253! shall be executed by all eligible persons
to apply for SATF|membership92and to designate Fund beneficiaries.
Form FD�253 must again be executed in its entiretylto change
beneficiaries. A change in beneficiaries, to be valid, must be
received and processed by the Personnel Division prior to the death of
the member.|

"Section 6.
4, of these

assessments
Form FD�8l8
to properly

92Except as otherwise provided under Article TIT, Section
Bylaws, the initial assessment and all subsequent
must be paid through payroll allotment. Payroll allotment
has been established for this purpose. Any member failing
execute an FD�8l8, or who cancels their SAIF payroll

allotment, shall immediately forfeit all rights under the Fund.|

"Section|7.| The liability of the Fund shall not under any
circumstances exceed the amount of monies in the Fund at the time any
liability shall occur.

Section|B.| Except as provided in Sections92792and929|of this Article,
payment shall be made|upon92the death of a member of the Fund in the
amount of thirty thousand dollars  $30,000!. Payment shall be made to
the designated beneficiary or beneficiaries, orltolthe estate of the
decedent if no beneficiary has been designated.

"Section|9.| Tn the event death of a member is by suicide, no payment
shall be made unless the member has been a member of the Fund for a
continuous period of at least two years at the time of death.

"Section|l0.92 One signature from each of two groups of signatories
shall be required for any and all disbursements of monies from the
Fund. One group of signatories shall be composed of all members of
the Board of Governors; the second group of signatories
composed of

shall be
the Assistant Director, Personnel Division, the FBI

Personnel Officer and the Recording Secretary.

"Section l.

"ARTICLE IX

"Changes in Bylaws

These Bylaws may be altered, amended, or changed only by
a majority vote of the Board of Governors.

"Section 2. The membership must be notified in writing of any changes
to these Bylaws approved by the Board of Governors"

**EffDte: 07/l3/1995 MCRT#: 406 Div: D3 Cav: SecCls:
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16-13 CHARLES S. ROSS FUND

�! The Charles S. Ross Fund was established on
December 15, 1944, by Mrs. May C. Ross, widow of Charles S. Ross,
with the Director of the FBI as trustee. This charitable trust was
established to provide a payment of $1,500 to the beneficiary of any
Special Agent killed in the line of duty. There is no cost for
membership in this fund.

�! In 1980, the U.S. District Court was petitioned to
relieve the Director from the $1,500 limitation on the amount which
may be paid to the beneficiary of Agents killed in the line of duty.
The Court ruled to allow the Director to pay a sum which is

approximately equivalent to the purchasing power of $1,500 in 1944
dollars. Annually, the amount paid is reevaluated and increased
accordingly to the purchasing power of the 1944 dollar.

�! The Board of Governors for the SAIF serves in an
advisory capacity to the Director of the FBI for the Charles S. Ross
Fund. Form FD�253, Application/Renewal of Membership and Designation
of Beneficiary, is also used for Special Agents to designate a
beneficiary for the Charles S. Ross Fund.

**EffDte: 01/23/1986 MCRT#: 0 Div: D3 Cav: SecCls:

16-14 PUBLIC SAFETY OFFICERS� DEATH AND DISABILITY BENEFITS  See
MIOG, Part 1, 184-9.!

�! The Public Safety Officers� Benefit Act, as
amended  Title 42, USC, Section 3796 a! through  f!!, provides a lump-
sum benefit to survivors of federal law enforcement officers killed in
the line of duty or accidentally while on duty. The benefit shall be

I |$259,000,|adjusted annually by the percentage increase in the
Consumer Price Index. Eligibility for this benefit will be
determined by the Department of Justice.

�! Congress has provided in this Act that
the surviving spouse of a qualifying law enforcement officer will
receive the entire benefit if there are no surviving children. One-
half of the benefit will be divided equally among the law enforcement
officer&#39;s surviving children, with the other half of the benefit paid
to the surviving spouse. The surviving children would share the
entire benefit equally if there is no surviving spouse. If the law
enforcement officer is survived by neither a spouse nor any children,
the benefit will be divided in equal shares among the officer&#39;s
surviving parent s!. If the law enforcement officer is survived by no
spouse, child, or parent, no benefit will be paid. Law enforcement
officers may not designate any beneficiary to receive the benefit
under this Act.
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�! Congress has provided by amendment to this Act that
the lump�sum benefit described in paragraph �! shall be paid to any
federal law enforcement officer who has become permanently and totally
disabled as the direct result of a catastrophic personal injury
sustained in the line of duty on or after November 29, 1990.
Eligibility for this benefit will be determined by the Department of
Justice. However, the following prerequisites must be met to receive
the disability benefit:

 a! An award of maximum compensation must be
granted; and

 b! The disability must result in the law
enforcement officer&#39;s permanent and complete separation from his or

her employing agency.

**EffDte: 08/26/2002 MCRT#: 1224 Div: D3 Cav: SecCls:

16-15 HUMANITARIAN EXPENSE FUND

�! On 10/27/90 Congress passed Public Law 101-647, 104
Stat. 4916, the Crime Control Act of 1990  CCA of 1990!. For lack of
specific statutory authorization, the FBI was never able to provide
assistance to survivors  i.e., spouse, parents, children, and in�laws!
of employees who were wounded or killed in the line of duty. Under
Title 28, United States Code, Section 3201 a!, authority was granted
to the Director of the FBI to appropriate $25,000 per fiscal year to
pay humanitarian expenses incurred �! by an employee of the Bureau as
a result of a serious illness, serious injury, or death occurring
while on official business, or �! by a member of the immediate family
of such employee, incident to the serious injury or death occurring
while on official business.

�! Authority for administering the Humanitarian Expense
Fund has been delegated to the Employee Benefits Unit  EBU!,
|Personnel|Division! PD!,|with all approved expenses incurred on behalf
of FBI employees or their immediate families charged to the EBU&#39;s cost
code � 0344.

�! Since the Humanitarian Expense Fund has a cap set by
law of $25,000 per fiscal year, the FBI is not permitted to supplement
it by additional funding from other sources. Therefore, in order to
ensure funds are disbursed in an equitable and uniform manner, direct
reimbursement is limited to $1,000 per individual and $3,000 per
family. This policy ensures equal treatment and that one accident or
other covered matter would not use all the available funding.
However, the EBU is authorized to exceed the $1,000 and $3,000
limitations in unusual situations.

�! The fund will be reconsidered in September of each
year, if funds are available, to determine whether additional
reimbursements can be made. Only those unpaid expenses which are
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appropriate and which would have been paid in the first place if
funding had allowed it at the time will be considered.

�! Expenses generally fall into two categories,  l!
professional services such as psychological counseling, and �! travel
expenses associated with transporting the family to the hospital, when
remote from the office of assignment, and survivors to attend
funerals, memorial services, and critical incident seminars.

�! The following procedures
use of Humanitarian Expense Funds:

are to be used to request

the EBU with
. Requests must
involved and

 a! Requests are to be submitted to
full details and justification for requested expenses
identify the employee and/or immediate family members
detail the nature of the expenses and estimated costs, including
travel cost  detail travel on Travel Request Form FD�54O!, of any FBI
employee s! required to travel with the employee&#39;s family members.

 b! Upon approval or disapproval of request by the
Assistant Director of|PD,|the EBU will notify the requestor and
provide instructions and financial limitations, if appropriate.

 c! Professional services approved by the EBU should
be documented on Requisition for Supplies and/or Equipment  FD�369!
which will be converted into a purchase order. In addition, the
vendor may submit invoices for services to the EBU.

 d! Travel�related expenses will require extensive
involvement of an on�scene assistance officer, assigned by the field
office or FBIHQ entity, who is to coordinate all travel arrangements,
pay all related bills, and submit a travel voucher for the expenses
incurred by the individuals being provided humanitarian assistance and
any accompanying FBI employee. Travel expenses will be limited to the
levels currently established by Federal Travel Regulations.

 e! The assistance officer is to make hotel
reservations and pay the hotel bill and expenses such as food, taxi,
etc., or provide the family with cash to pay their own expenses,
ensuring costs are within the per diem rate limits. An advance of
funds may be obtained for this purpose.

 f! The assistance officer is to prepare the travel
voucher to account for all travel expenses and submit same to EBU for
review and approval.

**EffDte: O4/21/1994 MCRT#: 226 Div: D3 Cav: SecCls:

16-16 EMPLOYEE BENEVOLENT FUND  See also MAOP, Part 1, 16-16.1.

 l! The Employee Benevolent Fund  BF!, also known as the
Benevolent Fund, was established on April 9, 1997. This fund
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provides immediate financial assistance to the family of any FBI
employee who dies from any cause during his or her service with the
FBI. The BF is open to all employees.

�! The cost of membership in the BF is $1.00 per pay
period, payable through payroll deduction, and will include the

following coverage:

 a! If a member of the BF dies while a Bureau
employee, the designated beneficiary will be paidla minimum of
$l5,000!by check within one workday after the death is reported to the
Employee Benefits Unit, Administrative Services Division. The check
will belsentlto the beneficiary by|the BF&#39;s administrator|.  If
death is caused by suicide, no payment will be made unless the member,
at the time of death, had been a member of the BF for a continuous
period of two years.! Unlike conventional life insurance, there will
be no need for survivors to fill out a claim form or get a
certificate of death in order to receive the money. The money is
guaranteed, as the BF is backed by the Special Agents Mutual Benefit
Association  SAMBA!.

 b! If the employee dies due to a terrorism�related
incident, SAMBA has agreed to pay an additional $100,000 payment to
the beneficiary, for alminimum of $ll5,000,!as long as the
employee does not already have such protection through another SAMBA

plan.

�! There are two types of beneficiaries an employee may
designate to receive proceeds from the BF.

 a! Primary beneficiaries are those persons who
would immediately receive the money if they are still living when the
employee dies. The employee may designate as many of these as he or
she wishes and divide the money between them, but may only designate
individuals  not businesses, trusts, or other entities! to be primary
beneficiaries.

 b! Secondary beneficiaries are the beneficiaries
who the employee chooses to receive the money if the primary
beneficiaries have died by the time the employee dies. Secondary
beneficiaries may be individuals, or may be designated as trusts,
corporations, schools, charities, or any other legal entities.

�! Membership in the BF ends when an employee separates
from active�duty employment in the FBI for any reason, including
retirement.

�! The BF is governed by a five�member Board of
Governors. The initial Board was appointed by Aegis, the Support
Employees Advisory Committee to the Director, and took office
December 1, 1996. Future Boards will be elected by vote of the
Fund&#39;s members. Board members serve a term of three years and may
serve no more than two consecutive terms.

�! Persons eligible for membership may become members
only during an "open season" and upon the execution and delivery
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of the forms FD�862  payroll allotment authorization form! and FD�863
 enrollment form! to an authorized representative. The initial open
season shall extend for 30 calendar days. Open seasons are expected
to be infrequent and cannot be held more frequently than once every
two years. Open seasons are initiated at the discretion of the Board
of Governors.

 a! New employees are enrolled in the BF upon taking
the oath of office; however, to remain enrolled they must execute and
deliver forms FD�862 and FD�863 to an authorized representative
within 30 calendar days of entering on duty.

 b! A former member who has returned as a permanent
or term employee is eligible for membership upon reinstatement, and
must complete and deliver forms FD�862 and FD�863 to an authorized
representative within 30 calendar days of reinstatement.

�! Execute FD�862  payroll allotment authorization form!
to cancel allotments. Execute FD�863  enrollment form! to change
beneficiaries.

 B! See MAOP, Part 1, l6�l6.l, for complete BF Bylaws.

**EffDte: O5/l6/2000 MCRT#: 976 Div: D3 Cav: SecCls:

16-16.1 "By|aws of the Employee Benevolent Fund  See MAOP, Part 1, 16-16.!

"ARTICLE I
"Name

"Section 1. The name of this beneficial association shall be the
Employee Benevolent Fund Inc., hereinafter referred to as BF or the
Fund. The Fund is a nonprofit corporation formed under the laws of
the District of Columbia.

"ARTICLE II

"Objective

"Section l. The objective of BF is to provide a sum of money by
voluntary contributions from members for payment to the designated
Primary beneficiary ies! or Contingent beneficiary ies! of a deceased
member, or the Fund member&#39;s estate should the employee die prior to
executing and delivering the reguired "Application of Membership and
Designation of Beneficiary Form"  FD�863! and Allotment Form  FD�862!
during his/her first 30 days of service.

"ARTICLE III

"Membership

"Section l. Membership in the BF is limited to employees of the FBI
who are permanent or term employees, Full�time or part�time.
Temporary employees are ineligible to join. All permanent or term

SENSITIVE
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employees on the FBI personnel rolls 3O calendar days after the date
that these bylaws become effective, and all employees who enter on
duty thereafter, are eligible to join the BF.

"Section 2. Except as provided for in Section 3 of this Article,
membership of a person eligible under Section l of this Article shall
commence with the execution and delivery of the "Application of
Membership and Designation of Beneficiary Form"  FD�863! and the
Allotment Form  FD�B62! to an authorized representative and continues
until terminated by any of the following events, except as otherwise
provided in Sections 3, 4, and 5 of this Article:

" a! Death of the member.

" b! Separation from the rolls of the FBI by the member&#39;s retirement,
resignation, removal, or transfer to another Federal agency.
Membership shall terminate as of l2:Ol AJMIJ of the calendar day
after the effective date of the member&#39;s separation from the
personnel rolls of the FBI.

" c! Leave without pay  LWOP! for any reason for more than 365
consecutive days.

" d! Voluntary cancellation of the payroll allotment  FD�B62! as of
12:01 A.M., of the calendar day after the effective date of the
cancellation.

"Section 3. For each new employee of the FBI, membership in BF shall
commence immediately upon the administration of the Oath of Office.
Membership shall continue only if the "Application of Membership and
Designation of Beneficiary Form"  FD�863! and Allotment Form  FD�B62!
are executed and delivered to an authorized representative within
thirty calendar days of entering on duty. Failure to execute and
deliver the forms within thirty calendar days of entering on duty
will result in an immediate termination of membership.

"Section 4. A former member who has returned as a permanent or term

employee in the FBI is eligible for membership upon reinstatement.
Membership shall continue only if the "Application of Membership and
Designation of Beneficiary Form"  FD�B63! and Allotment Form  FD�B62!
are executed and delivered to an authorized representative within
thirty calendar days of reinstatement. Failure to execute and
deliver the forms within thirty calendar days will result in an
immediate termination of membership.

"Section 5. Persons eligible for membership may become members only
during an "open season" and upon the execution and delivery of the
"Application of Membership and Designation of Beneficiary Form"
 FD�863! and Allotment Form  FD�862! to an authorized representative.
The initial open season shall extend for 3O calendar days. Open
seasons are expected to be infrequent and cannot be held more
frequently than once every two years. Open seasons are initiated at
the discretion of the Board of Governors.

"ARTICLE IV

"Member Voting Privileges
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"Section l. Each member shall be entitled to cast one vote, by
ballot, on all matters submitted to the membership for vote. The
Assistant Director of the Administrative Services Division  ASD!
shall be requested to furnish written proposals and ballots to the
membership for voting on any occasion required by the Board of
Governors or any occasion covered elsewhere in these Bylaws. The
Board shall request the Assistant Director, ASD, to supervise the
election process, to tally all votes cast and submit a written report
of the results to the Chairman of the Board of Governors.

"Section 2. A majority vote cast by the members shall govern in all
matters properly submitted to the membership for vote, except as
provided in Section 3 of this Article.

"Section 3. In elections held for the purpose of selecting a new
Board of Governors, the five �! nominees with the greatest
individual accumulations of votes cast shall constitute he newly
elected Board.

"ARTICLE V
"Board of Governors

"Section l. The Board of Governors of the Fund shall consist of five
�! members elected by the members of BF. The Board of Governors
shall serve for a term of three �! years. Governors may serve no
more than two consecutive terms. A newly elected Board of Governors
shall take office on December l, and each third year thereafter.

"Section 2. Governors will automatically cease to hold office upon
termination of their membership in the Fund.

"Section 3. Except as provided in Sections 2 and 6 of this Article,
unless a Governor resigns, the Board shall hold office until a new
Board is elected. If at the completion of term of office a new board
is not elected, the current board will preside until such elections
may occur.

"Section 4. Any vacancy on the Board of Governors shall be filled
for the remainder of the unexpired term by appointment of a Fund
member by the Chairman of the Board of Governors.

"Section 5. The Board of Governors shall act as a nominating
committee to submit to the membership a list of ten  lO! nominees for
election of a new Board before the expiration of its term of office.

"Section 6. A minimum of three Board members is required to call an
emergency meeting of the entire Board for the purpose of removing a
fellow Board Member. All five Board members must be present at such
a meeting and all Board members must vote on whether to remove a
Board member. A majority vote will be required to remove the Board
member for cause only.

"ARTICLE VI
"Organization and Meetings of

The Board of Governors
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"Section l. The Board of Governors shall elect from the Governors, a
Chairman who shall hold such office for the remainder of the Board&#39;s
term or until the Board&#39;s successors are elected. The Chairman shall
be the presiding officer of the Board, and shall perform all of the
duties usually incident to such office.

"Section 2. The Board of Governors shall appoint a Fund member as
Recording Secretary to maintain a record of the Governing Board&#39;s
deliberations. The Recording Secretary serves at the pleasure of the
Board of Governors.

"Section 3. The Board must meet at least once annually. The
Chairman shall convene other meetings of the Board from time to time

as required by pending business. Meetings may also be called as set
forth in Article V, Section 6.

"Section 4. Three members of the Board of Governors shall constitute
a quorum capable of transacting any business that may come before the
Board, except as provided in Article IX, Section l and Article V,
Section 6.

"Section 5. The following shall be the order of business at

meetings:

. Reading of Minutes of previous meeting
Reports of Recording Secretary
Unfinished Business

. New Business

. Adjournment

"ARTICLE VII
"Powers and Duties of the Board

of Governors in addition to those
covered elsewhere in these

Bylaws

"Section l. The business management and affairs of BF shall be under
the direction and control of the Board of Governors. The Board of
Governors shall have authority to adjust the level of contributions
on the membership, authorize contracts, incur liabilities, expend and
invest funds, accept gifts, contributions, donations, bequests, and
devises and such other matters and things connected with the conduct
of the Fund as they may determine. The Board of Governors shall act
with due care and diligence and exercise ordinary skill with respect
to the management and administration of the affairs of the Fund and
in the use of preservation of its property and assets.

"Section 2. The Board of Governors may grant special or general
authority to others, and may likewise withdraw such authority, all
upon such terms and conditions as the Board of Governors may
determine, except that the Assistant Director of the Administrative
Services Division  ASD! of the FBI will be requested to receive and
account for all monies of the Fund. At the request of the Board of
Governors the Assistant Director, ASD, shall take necessary steps to
announce open seasons and/or allotment adjustments as required by the
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Board of Governors, and shall disburse benefit payments in
appropriate instances. The Assistant Director, ASD, will be
requested to prepare and submit in writing to the Board of Governors,
an annual report on the financial condition of the Fund. All
financial, administrative, and other records of the Fund shall be
placed in the care, custody, and control of the Assistant Director,
ASD, and be made available to the Board of Governors upon request.

"Section 3. The funds of BF shall be deposited only in regular
 interest�bearing! savings accounts, certificates of deposit, or

money market funds, in such banks and financial institutions as the
Board of Governors may determine, to be withdrawn, only as may be
determined by the Board of Governors except as otherwise provided in
Section 4 of this Article.

"Section 4. All transactions concerning investments of BF funds
shall be approved by the Chairman of the Board of Governors. This
approval shall be recorded in memoranda format from the Recording
Secretary to the Chairman. In the event time is of the essence, the
Chairman may orally authorize the investment of BF funds to be
confirmed by follow�up memorandum. In the Chairman&#39;s absence,
another Governor shall be designated by the Chairman to act in
his/her stead.

"Section 5. The Board of Governors shall consider all matters
pertinent to the operation of the Fund and all suggestions submitted
by members of the Fund and shall submit to the membership of the Fund
for vote only those matters deemed appropriate by the Board. When a
matter is submitted to the membership of the Fund for vote, the
submission shall be in writing and shall be accompanied by a ballot
as set forth in Article TV.

"Section 6. The Board of Governors shall cause the financial
statements of the Fund to be audited annually and advise membership
of the results of all audits conducted.

"ARTICLE VIII

"Costs, Benefits,
Disbursements

and

"Section l. The fund shall be funded through contributions to be
paid by the use of payroll allotments. The contribution is initially
set at $1.00 per pay period, per member. The contribution for the
entire membership may be adjusted from time to time by the Board of
Governors, as the state of the Fund may require.

"Section 2. Allotment adjustments to match required contributions
will be automatic. Membership will be advised at least two pay
periods in advance to any payroll adjustments.

"Section 3. The primary beneficiary designated by a member shall be
a natural person or natural persons. Estates and trusts shall not be
designated by&#39;a member as the primary beneficiary, but may be
designated as the contingent beneficiary.

"Section 4. The "Application of Membership and Designation of
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Beneficiary Form"  FD�B63! and Allotment Form  FD�862! shall be
executed by all eligible persons to apply for BF membership and to
designate Fund beneficiaries. Form FD�863 must again be executed in
its entirety to change beneficiaries. A change in beneficiaries, to
be valid, must be delivered to the Administrative Services Division
prior to the death of the member.

"Section 5. Except as otherwise provided under Article III, Section
4, of these Bylaws, all contributions will be made through payroll
allotment. The BF Allotment Form  FD�862! has been established for

this purpose.

"Section 6. Except as provided in Section 7 of this Article, payment
shall be made upon the death of a member of the Fund in the amount of

I no less than922592thousand dollars92 $25,000!.92 In the event the death
is caused by a terrorist act as defined by SAMBA Terrorist Protection
Insurance, and the member is not already covered by SAMBA Terrorist
Protection Insurance, the amount of payment will increase by
$100,000. Payment shall be made to the Primary beneficiary ies! or
Contingent beneficiary ies! of a deceased member, or the Fund
member&#39;s estate should the employee die prior to executing and
delivering the required "Application of Membership and Designation of
Beneficiary Form"  FD�B63! and Allotment Form  FD�862! during his/her
first 30 days of service.

"Section 7. In the event death of a member is by suicide, no payment
shall be made unless the member has been a member of the Fund for a
continuous period of at least two years at the time of death.

"Section B. Two signatures shall be reguired for any and all
disbursements of monies from the Fund. Signatories shall be composed
of all members of the Board of Governors.

"ARTICLE IX

"Changes in Bylaws

"Section I. These Bylaws may be altered, amended, or changed only by
a majority vote of the Board of Governors.

"Section 2. The membership must be notified in writing of any
changes to these Bylaws approved by the Board of Governors.

**EffDte: 02/I8/1999 MCRT#: 863 Div: D3 Gav: SecCls:

| |1B-17 DEATH GRATUITY PAYMENT  DGP!

Public Law l04�208, effective September 30, l996, gave
federal agencies the authority to pay up to $l0,000 as a death
gratuity to the "personal representative" of an employee who died from
an injury sustained in the line of duty on or after August 2, l990.
This includes an employee who dies after separation from service.
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This DGP is to be paid from appropriations in an amount when combined
with certain other payments, that does not exceed $10,000. Other
payments that must be considered in determining the amount of the

gratuity are:

�! $200 payable by Office of Workers� Compensation
Programs  OWCP! for reimbursement of the costs of termination of the
decedent&#39;s status as an employee; and

�! Up to $800 payable by OWCP for funeral and burial
expenses in cases of employees who die as a result of an injury
sustained in the performance of duty.!

**EffDte: 04/22/1999 MCRT#: 876 Div: D3 Gav: SecCls:

16-13 FEDERAL LAW ENFORCEMENT DEPENDENTS ASSISTANCE ACT

The Federal Law Enforcement Dependents Assistance Act of
1996 provides financial assistance for the purpose of higher education
to the dependents  i.e., spouses and children! of federal law
enforcement officers who died or became disabled in the line of duty
on or after May 1, 1992. Like the Public Safety Officers� Death and
Disability Benefit, this program is administered and paid by the
Department of Justice.!

**EffDte: 04/22/1999 MCRT#: 876 Div: D3 Cav: SecCls:

16-19 PROFESSIONAL LIABILITY INSURANCE

Professional liability insurance is insurance which provides
coverage for legal liability for damages as a result of injuries to
other persons, damage to their property, or other damages or losses to
such other persons  including the expenses of litigation and
settlement! resulting from or arising out of any tortious act, error,
or omission while acting within the scope of official duties.
Coverage also includes the cost of legal representation for a covered
individual in connection with any administrative or judicial

proceeding  including investigative or disciplinary proceedings!
relating to any act, error, or omission while acting within the scope
of official duties.

�! The law implementing reimbursement of professional
liability insurance mandates reimbursement of this insurance to
certain qualified employees. For purposes of this section the term
"gualified employee" includes law enforcement officers, attorneys,
supervisors, and management officials. Only those employees occupying
the above positions are eligible for reimbursement of up to one�half
the cost incurred for the purchase of professional liability
insurance, not to exceed $115 per year. However, for good cause, this
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�k

amount may be reduced to not less than $50 a year.

�! Qualified employees who have purchased professional
liability insurance through Wright and Company  SATI! will
automatically be reimbursed for up to one�ha1f of the cost of the
insurance. No action is required on behalf of qualified employees to
obtain reimbursement. The reimbursement will always be paid in
arrears, after the fiscal year ends. Thus, reimbursement for
insurance purchased for fiscal year 2001  October 1, 2000 to
September 30, 2001! will not be paid until after October 1, 2001 and
so on.

�! Qualified employees who have purchased professional
liability insurance outside of Wright and Company must submit a claim
for reimbursement of the insurance. Only one payment will be
authorized each fiscal year as reimbursement for professional
liability insurance. Therefore, it is recommended that employees wait
until payment has been made in full each fiscal year before submitting
a claim for reimbursement of professional liability insurance.

 a! Claims for reimbursement of the insurance should
be made through submission of a properly executed FD�794, Draft
Request Form, supported by a copy of the insurance certificate/policy
and proof of payment for the applicable year. The employee must
indicate his/her title on the FD�794. The completed request should be
forwarded to the Travel Advance and Payment Unit, Room 1270, for
processing and issuance of payment.!

**EffDte: 11/15/2001 MCRT#: 1155 Div: FD Cav: SecC1s:

�J<�k�J<9¢�k�k�J<�k�k�!<9¢�k�!<�J<�}¢�J<9¢�J<�k�J<9¢�k�k9<�!<�k�!<�}¢�!<9<�J<�k�J<9¢    �!<9¢�k�!<�J<�k�J<9¢�J<�!<�J<9¢�k�!<�J<�k�k�!<�9¢�k9<�9<�k�J<9¢�k�!<9<9¢
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SECTION 17. RESIGNATIONS

17-1 RESIGNATIONS

17-1.1 Notice of Resignation

Employees should give reasonable period of advance notice. FBIHQ approval need not be secured
for an employee to cease active duty for purpose of resigning, even though employee will cease
duty on same day resignation is submitted.  For resignations submitted during persomqel action
inquiries, refer to Part I, Section 13-12 of this manual.!

17-1.2 Manner of Submission

Each employee who resigns must do so in writing and the reason for resignation must be
documented on the Standard Form  SF! 52. When an employee is leaving the FBI to accept
employment without a break in service in another federal agency, the personnel action processed is
a Termination-Appt In  agency! rather than a resignation.

�! The following procedures will be followed when a.n employee RESIGNS their employment
with the FBI:

 a! The employee will send an e-mail or provide a written notice stating the effective date and the
reason for resignation to his/her supervisor with a copy to the head of division.

 b! When the employee resigns orally, he/she is also required to provide written confirmation. The
person who received the oral resignation shall request an e-mail or written notice from the
employee. If this is not provided, the person who received the oral resignation must document this
in writing.

 c! The head of division is responsible for sending the request for resignation to the Staffing Unit,
Administrative Services Division. The request must be accompanied by an FD-193, Report of Exit
and Separation, or FD-193a, Report of Exit and Separation for Temporary Employment.

 d! The Staffing Unit representative will prepare and input the SF-52 into the Bureau Personnel
Management System and then process the personnel action.

�! The following procedures will be followed when an employee leaves the FBI to TRANSFER to
another federal agency:

 a! The employee will send an e-mail or provide a written notice with the pertinent information
 name of agency, effective date, etc.! to his/her supervisor with a copy to the head of division.

 b! The head of division is responsible for sending the separation notice to the Staffing Unit,
Administrative Services Division. The notice must be accompanied by an FD-193, Report of Exit
and Separation, or FD- 193a, Report of Exit and Separation for Temporary Employment.

 c! The Staffing Unit representative will prepare and input the SF-52 into the Bureau Personnel
Management System and then process the personnel action.
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17-1.3 Deleted

17-1.4 Effective Dates of Resignations and Payment for Unused Leave

17-1 .4.1 Routine Resignations

Resignations are normally effective at the close of business on the day the employee ceases active
duty, and the employee is paid a lump-sum payment for unused annual leave.

17-1 .4.2 Other Types of Resignations
�! For details on employees entering military sewice, see Part I, Section l0 of this manual.

�! An employee resigning for maternity purposes is generally paid for accrued sick leave for the
period of incapacitation and the resignation will become effective upon expiration of accrued sick
leave. In order for the employee to be paid for sick leave, a medical certi�cate must be furnished
certifying as to her inability to continue Working after the date she will cease active duty, and the
date of expected delivery. This certi�cate must be submitted With the employee&#39;s letter of
resignation. Employee is paid a lump-sum for any unused annual leave in the year of separation.

�! For an employee resigning to accept a position at another Federal agency, the resignation is
normally effective on the date the employee ceases active duty. Annual and sick leave are
transferred to the hiring agency upon request of that agency, provided that agency is subject to the
same Annual and Sick Leave Act as the FBI. If this is not the case, the employee will normally be
paid for accrued annual leave and forfeit sick leave.

17-1.5 Withdrawal of Resignation
Once a resignation is submitted, it may be Withdrawn or revoked up until the time it becomes
effective, unless a sound administrative reason exists for not permitting the Withdrawal, in which
case the matter should be coordinated with the Administrative Services Division. If a submitted

resignation is later withdrawn, FBIHQ should be notified on a timely basis.

17-1.6 Final Payment for Salary and Lump-Sum Leave Payment
Separated employees receive payment for any workdays Worked during the pay period in which
resignation becomes effective on regular payday for that pay period. If employees are carried on the
rolls until expiration of sick leave, their �nal payment is sent to their bank. Lump-sum leave
payments are included in employee&#39;s final salary payment. Where any restored leave is not used
before separation and if separation occurs before the speci�ed time limit for use, the employee will
receive a lump-sum payment for unused restored leave. Restored annual leave included in a lump-
sum payment is not subject to refund of the lump-sum payment and may not be recredited if the
employee is reemployed prior to the expiration of the lump-sum period.

17-1.7 Return of Government Property  See MIOG, Part 2, 12-1.3, 12-3.!

Upon resignation, separation, or suspension, SAC shall collect all Government property which has
been issued to the employee.
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17-1 .7.1 Field Procedures  See MI-92OP, Part 1, 17-1.7.4, Part 2, 6-111.2�!; MIOG, Part 2
12-1.3, 12-3, 12-5.!
In the �eld, the Bureau Personnel Management System, Issued Personal Property Subsystem and
the Property Management Application are to be reviewed for property assigned to an employee
prior to completing Form FD-367 and submitting to FBIHQ with appropriate property. In addition,
all division manual and automated records are to be reviewed for property assigned to employees
before separating from the Bureau. Any property that consists of credentials  Agent and non-Agent!
and badges is to be packed separately from any other item and forwarded to FBIHQ, Attention:
Property Procurement and Management Section, Property Management Unit  PMU!, by registered
mail. All telephone calling cards must be forwarded to FBIHQ, Attention: Operations Section,
Telecommunications Services Unit, Information Resources Division, by registered mail. Legal
Handbooks for Special Agents are to be packed separately and forwarded to FBIHQ, Attention:
Manuals Desk. Upon resignation, any �eld personnel �les, including sub�les, should be retained in
the �eld of�ce for 120 days after employment has terminated, and then destroyed. FBI
identification cards, U.S. government licenses, and FBI Employee Handbooks should be disposed
of by each �eld division. Each field division must notify the PMU by submitting an FD-367 for any
of the above property. Firearms and Ballistic Protective Undergarments  BPU! are to be packed
separately and forwarded to FBI Academy, Room 110, DN Building, Quantico, Virginia, 22135, by
registered mail, along with a copy of the FD-367. A notation must be made on the original FD-367
that the �rearm and BPU have been forwarded directly to Quantico under separate cover.

11-1 .1.2 Manuals  See MAOP, Part 2, 6-10.2 �!.!
Manuals that are retumed to the Manuals Desk, FBIHQ, must have Form FD-474 attached to each
manual retumed.

17-1 .7.3 FBIRA Membership Cards

Current FBIRA membership cards of employees who are leaving service shall be secured from
employees in every instance and shall be destroyed by SAC. Advise FBIHQ of destruction in
communication reporting property return. If employee was not a member of FBIRA, such fact
should be reported in communication or on return property receipt.

17-1 .7.4 Support Employee Identification Cards
Upon resignation of support employee, FBI identi�cation card should be secured and destroyed in
�eld and Bureau advised.

17-1 .7.5 FBIHQ Procedures

At FBIHQ, all badges, credentials and identi�cation badges should be secured and forwarded to the
PMU, PPMS, FD with a signed FD-281. Telephone calling cards are to be forwarded to
Telecommunications Services Unit, Operations Section, Information Resources Division, along
with a signed FD-281. All weapons are to be forwarded to the FBI Academy, Room 110, DN
Building, Quantico, Virginia, by registered mail, along with a copy of the FD-367 and a signed FD-
281.
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17-1 .7.6 JEH Building Access Cards

Security access badges issued to employees for access to the JEH Building should be returned to
the Protective Security Unit, Security Division, Room 1358, with a signed FD-281.

17-1.8 Return of Employee and Family to Continental United States Following
Separation from Duty  See Legal Attache Manual, Part 1, 5-8.!
Employees returning to the Continental United States from service abroad for separation purposes,
including retirement, must begin travel and transportation of household goods no later than six
months from the date of the employee&#39;s separation, unless delayed travel is authorized. To qualify
for return travel and transportation expenses, the employee must have completed the agreed-upon
period of service abroad. Employees hired locally are not eligible for return travel and

transportation expenses.

�! Employees requesting separation travel must submit a written request to the Travel Advance
and Payment Unit  TAPU!, Accounting Section, Room 1396, to exercise their entitlement to this
benefit. If the employee does not exercise his/her entitlement to separation travel within six months
of his/her separation date, the employee will be considered to have waived his/her entitlement to
return travel and transportation expenses.

�! If additional time is required to complete separation travel, the employee must submit a written
request to the TAPU, Room 1396, not later than 30 days from the end of the six-month period,
setting forth the circumstances that have precluded him/her from completing separation travel and
the length of time needed to complete the travel. Reasons for delay may include, but are not limited
to, children&#39;s completion of school year, unable to sell current residence  must document efforts!,
serious illness or death of an immediate family member, Act of God.

 a! Requests for delayed travel because of outside employment will not be approved.

 b! When delayed travel is authorized, all travel and transportation  including delivery of household
goods! must be completed no later than two years from the date of the employee&#39;s separation.

�! The following relocation bene�ts are reimbursable in connection with separation travel: one-
way travel, transportation of household goods, and shipment of one privately owned vehicle, if
shipped abroad, to his/her actual place of residence in the United States.

 a! Travel and transportation of household goods may be authorized to an alternate destination,
provided the government&#39;s cost does not exceed the cost that would have been paid for travel and
transportation to the employee&#39;s actual residence when assigned abroad. Any additional cost
resulting from travel and transportation of household goods to a.n alternate destination must be
borne by the separating employee.
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17-2 EMPLOYEES LEAVING SERVICE

17-2.1 Deleted  See Security Policy Manual at http://rmd.fbinet.fbi/ppu/manua|s-
desk/manua|s_published_in_new_format.htm!

17-2.2 Employees Departing on Absence for Maternity Reasons
FD-309 is to be used to record exit interview, and it should be submitted to FBIHQ immediately
following interview. The following points should be followed:

�! Furnish employee with FD-462 at the same time the FD-309 is executed. FD-462 explains
maternity benefits available to employee.

�! Submit a.n administrative performance rating only if there has been a substantial change in
employee&#39;s work performance since last rating. If there is no substantial change, merely so state on
FD-309. If absence for maternity reasons extends to the end of the regularly scheduled rating period
an annual performance rating must be submitted at that time.

�! Employees who resign for maternity reasons, rather than going on absence for maternity
reasons, should be handled as described in l7-2.1 above.

17-2.3 Employees Leaving for Military Service
See Part I, Section 10-5 of this manual for interview of employee leaving for military service.
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| SECTION 18. |FEDERAL RETIREMENT SYSTEMS|

**EffDte: O5/27/1993 MCRT#: 28 Div: D3 Cav: SecCls:

ALL IHFURHATIDH EDETEIHEB
HEREIN Z5 UHELREEIFIED

18-1  DATE U2-21.-EiiIEU? BY EH33-4 EJIUS BEa?LT£&#39;CPBf$TF

|All FBI employees are covered by one of two retirement
systems, the Civil Service Retirement System  CSRS! or the Federal
Employees Retirement System  FERS!. All employees first hired into a
Federal civilian position on or after 1/l/84 are covered by FERS.
Employees who reinstate to Federal service and are exempt from FERS
because of a previous period of service under CSRS have six months
from the date of reinstatement to transfer to FERS if they had more
than three days break in service.|

**EffDte: 05/27/1993 MCRT#: 28 Div: D3 Gav: SecCls:

| 18-1.1 Submission of Request for Employee Retirement|Certificate|

Heads of offices may request a congratulatory
|certificateIfrom the Director for retiring employees by submitting an
FD�93l  Request for Employee RetirementICertificate!.I Forms should be
submitted to the|Executive Secretariat Unit, Records Management
Division,I3O days in advance of the retirement date  if possible!.
Employees must have 20 years of cumulativeIfederal government|service
in order to be eligible for a|certificate,Iand there should be nothing
in the employee&#39;s work record which would preclude him/herIfrom|
receiving a congratulatoryIcertificatelfrom the Director. Exceptions
are made for employees with fewer years of service who retire on

| disability. ICertificates|will be sent to the heads of offices for
presentation or delivery.

**EffDte: 11/21/2002 MCRT#: 1244 Div: RM Gav: SecCls:

| 18-2 |CI92IIL SERVICE RETIREMENT SYSTEM  CSRS!

CSRS is the original Federal retirement system, created by
Congress in 1920. CSRS benefits are in the form of a single annuity
based on a retired Federal employee&#39;s longevity and salary history.
The United States Office of Personnel Management  OPM! administers
CSRS. While many CSRS�covered employees also earn benefits from
Social Security and the Thrift Savings Plan  TSP!, they are not a part
Of CSRS.|
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**EffDte: O5/27/1993 MCRT#: 28 Div: D3 Cav: SecCls

| 18-2.1 |Eligibi|ity|

**EffDte: O5/27/1993 MCRT#: 28 Div: D3 Cav: SecCls

| 18-2.1.1 |lmmediate Retirement

| AGE

| 62

| 60

I 55

50

Any

5O

**EffDte:

YEARS

Employees are vested after five years of civilian service
and are eligible for an immediate annuity if they have at least one
year of civilian service under CSRS during the two years prior to
separation. Age and years�of�service requirements are shown below:

OF SERVICE SPECIAL CONDITIONS

5 None

20 None

30 None

2O
25 Annuity reduced if under

age 55; must be involun-

tarily separated  i.e.,
major reorganization or
reduction in force  RIF!!.

2O Law Enforcement  at least
20 years of Federal civil-
ian law enforcement
officer service!92

O5/27/1993 MCRT#: 28 Div: D3 Cav: SecCls

18-2.1.2 Mandatory Retirement

| |Section 8335  b!, Title 5, United States Code requires a
| law enforcement

of the month in
20 years of law
law enforcement

officer tolretire no later than the end
which they become age 57, provided they have at least
enforcement service. If they do not have 2O years of
service at the age of 57, they must retire no later

than the last day of the month in which they acquire 20 years of law
I enforcement service. |Exceptions to mandatory retirement may be made
I by the agency head as described in MAOP, Part I, l8�2.l.3.92
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**EffDte: O5/30/1996 MCRT#: 550 Div: D3 Cav:

| 18-2.1.3 Exception to Mandatory Retirement  See MAOP, Part 1, 18-2.1.2|and 18
s.1.4.!|

SecCls:

 l! The Attorney General has delegated to the Director of
the FBI the authority to grant exceptions to mandatory retirement to
Special Agents  SAs! whose continued service is required by the public
interest and would promote the mission of the FBI. Exceptions will be
made on a case�by-case basis for up to one year at a time and can be
made up to the month in which the Agent will reach 60 years of age. A
recommendation from the division head for exception must

| to the|Administrative Services!Division no more than six
to the mandatory retirement date. Members of the Senior
Service  SES! should submit their requests for exception

be submitted
months prior
Executive
to the

Director 18 months prior to their mandatory retirement date. The
request for exception should include the following:

 a! The SA&#39;s name, date of birth, length
enforcement service, and date of mandatory retirement;

of law

 b! The SAFs grade, series, title, organizational
title, and duty location;

 C!
government service for the length of the exception;

 d!

A statement that the SA is willing to remain in

A thorough description of the reasons the SA&#39;s
retention is required by the public interest and would promote the
needs of the FBI in fulfilling its mission;

�!

 f!
that the proposed
would promote the

A certification by the SA&#39;s division

�! No
be granted at any

more than 20 exceptions for members of

The requested duration of the exemption; and

head or SAC

exemption is required by the public interest and
needs of the Bureau in fulfilling its mission.

the SES may
given time. Any SES member who is a Special Agent

and desires to extend his/her Bureau service must make their
intentions known by submitting a communication to the Director
approximately l8 months prior to reaching their mandatory retirement
date. The communication must specify to what age or date the
requestor desires to continue service, not to exceed age 60. Any SES
member considering this option is encouraged to discuss the matter
fully with the Director.

�! The SES Board, chaired by the Deputy Director and
staffed by the Assistant Directors of the Criminal Investigative,

| Finance, Inspection, National Security,!Administrative Services,!
Information Resources, and Training Divisions, as well as
the Chairperson of the Special Agent Mid�Level Management Selection
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Board will review requests for extended service and provide a
recommendation to the Director. The Director will then serve as the
final authority for approving/denying the request.

**EffDte: O4/22/1999 MCRT#: 876 Div: D3 Gav: SecCls

| 18-2.2 |Credit For Service  See 18-3.2.!

Credit is given for years, months, and days of civilian
service, military service, and accrued sick leave on the date of
retirement.  See important details concerning military deposits in
Section lB�2.9.! Approximately 174 hours of sick leave provide an
additional month of service. After combining all service and sick
leave, only years and months of service are used in computing the

annuity. For example:

I YEARS MONTHS DAYS

Civilian service 28I
| Military service 2
| Sick leave O

8
O

lO

12
O
25

l8| Total 30 37

| equals 31 7 7

| Used to compute annuity 3l 7

**EffDte: O5/27/1993 MCRT#: 28 Div: D3 Cav: SecCls

18-2.3 "High-Three" Average Salary  See 18-3.3.!

The total service  years and months! and the "high�three"
average salary are the two factors used in computing the annuity. An
consecutive three years of service may be used for the "high�three"
average. Although the average must be from three consecutive years,
it does not have to be three calendar years. For example, the three-
year period can be from 3/27/92 through 3/26/95. Basic pay,

| |Availability Pay  AVP!,92and locality pay are used in determining the
"high�three" average salary.

**EffDte: O4/O2/1996 MCRT#: 525 Div: D3 Cav: SecCls

| |18-2.4 Computing the Annuity  See 18-2.10�!, 18-3.4�! and 18-5.4.!
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I The general formula used to determine the amount of the
I annual CSRS benefit is:

I 1.5% X "high�three" average X each of first five years

I plus

I 1.75% X "high�three" average X each of next five years

I plus

I 2% X "high�three" average X each year over ten years

I Special law enforcement retirement rules provide the

I following annuity computation for Special Agents:

I 2.5% X "high�three" average X each of first 2O years

I plus

I 2% X "high�three" average X each year over 2OI

**EffDte: O5/27/1993 MCRT#: 28 Div: D3 Cav: SecCls:

18-2.5 Contribution Rates

I Employees contributeI7Ipercent of base payIand locality pay
I into the CSRS. Agents pay 7.5 percent of base pay, locality pay and
I availability pay into the CSRS.I

**EffDte: OB/26/2002 MCRT#: 1224 Div: D3 Gav: SecCls:

18-2.6 Voluntary Contributions  See 18-2.8�!, 18-2.9�! and 18-3.7�!.!

Employees covered by CSRS may make voluntary contributions

to CSRS by filing Standard Form 2804. Voluntary contributions will
earn a variable interest rate, compounded annually. Any indebtedness
to CSRS such as deposits or redeposits must be paid prior to making
voluntary contributions.  See Sections 18-2.? and 18�2.8 for
information on deposits and redeposits.! Voluntary contributions are
made directly to the United States Office of Personnel Management
 OPM! and must be made in $25 increments. The amount of voluntary
contributions is limited to 1O percent of the total of the employee&#39;s
pay from the date he/she was first hired by the government. The full
amount of voluntary contributions may be withdrawn at any time prior
to retirement; however, a tax penalty for early withdrawal from a

I retirement account may applyIon the interest incomelif a withdrawal is
I made prior to age 55. IInterest may be rolled over to another eligible

SENSITIVE
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| retirement account to avoid paying taxes and a penalty on the

| interest.!

Voluntary contributions may remain in CSRS after retirement and will
be used to increase the annuity. Each $100 of voluntary contributions
will provide an additional benefit of $7 per year, plus 20 cents for
each full year the annuitant is over age 55 at the time of retirement.

Interest rates on CSRS contributions have been as follows:

1985��13.0 percent 92l993��7
1986��11.125 percent 1994��

9.1987--
1988--
1989--
l99O��
1991--
1992--8

8

O percent
.375 percent

9. 125 percent
75 percent
625 percent
125 percent

**EffDte: O4/22/1999 MCRT#: 876

l995��7

l996��6
l997��6
l998��6
l999��5.

Div: D3 Cav: SecCls

| 1s-2.7 Deposits  See 1s-2.6 and 1a-31�!.!

6.
125 percent
25 percent

percent
875 percent
875 percent
75 percent
75 percent!
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�! Redeposits may be paid any time prior to retirement
by filing Standard Form 2803. If a redeposit for refunded service
prior to October l, l99O, is not paid, the annuity will be actuarially
reduced. The amount of the reduction depends upon the amount owed at
time of retirement  including accrued interest! and the employee&#39;s
life expectancy.

�! The following table of factors is used to determine
the reduction. The total amount of the redeposit owed, including
interest, is divided by the factor for the age of the employee on the
date of retirement. The result is the amount of the monthly reduction
in the CSRS annuity.

CSRS
PRESENT VALUE FACTORS

| For annuities commencing on or after October l, l997|

AGE AT REDUCTION AGE AT REDUCTION
RETIREMENT FACTOR RETIREMENT FACTOR

40 |271.2| 66 |156.6|
41 |267.1| 67 |152.0|
42 |263.3| 66 |147.1|
43 |259 9| 69 |142 3|
44 |256.5| 70 |137 1|
45 |252 5| 71 |131.9|
46 |246 4| 72 |126.7|
47 |244.4| 73 |121.5|
46 |240.2| 74 |116.2|
49 |235 6| 75 |111.0|
50 |230.9| 76 |105.9|
51 |226.7| 77 |100.6|
52 |222.6| 76  95.6|
53 |216 2| 79  90.9|
54 |213.5| 60 �6.2|
55 |206.5| 61 �1.6|
56 |204.0| 62 �7.1|
57 |199.4| 63 �2.6|
56 |194.7| 64 �6.7|
59 |190.2| 65 �4.7|
60 |166.1| 66 �1.0|
61 |161.2| 67 �7.4|
62 |176.0| 66 �4.1|
63 |171.3| 69 �0.9|
64 |166.4| 90 �7.9|
65 |161.5|

**EffDte: O4/22/1999 MCRT#: 876 Div: D3 Cav: SecCls:

| |18-2.9 Military Service Credit and Deposits  See 18-2.2 and 18-3.9 �! & �!.!

I �! At time of retirement, credit is given for active
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duty military service performed prior to l/l/57. Active duty military
service performed on or after l/1/57 is also creditable; however, a
deposit may be due for some employees.

�! Creditable service includes active duty or active
duty for training in the Army, Navy, Air Force, Marine Corps, Coast
Guard, service in the Commissioned Corps of the U.S. Public Health
Service after 6/30/60, and service as a commissioned officer of the
National Oceanic and Atmospheric Administration after 6/30/61.
Service performed in the National Guard is creditable only if
performed under Title lO of the United States Code or by "call of the
President." Also, active duty for training  often referred to as two�
week summer camps! while in the military reserves is creditable if the
service was not performed while on leave from a Federal civilian
position. Weekend drills while in the reserves are not creditable.

�! Employees who first entered on duty before lO/l/82
will receive credit for active duty military service at time of
retirement. The retired employee will lose credit for post�l956
service at age 62 if the retiree is eligible for a Social Security
benefit, unless a deposit is paid.

�! Employees who first entered on duty on or after
lO/l/82 will receive credit for pre�l957 military service. Post�l956
military service is creditable only if a deposit is paid, regardless
of future Social Security eligibility.

�! Under CSRS, the post�l956 service credit deposit is
7 percent of the employee&#39;s total military base pay earned while
on active duty. Compound interest began to accrue on 1O/1/B5. The
variable rates of interest are given in Section lB�2.6. Military
deposits must be made to the Bureau prior to retirement.

�! Employees who are receiving military retired pay have
the option of waiving their military retired pay and receiving credit
for their military service in their CSRS benefit. Generally, the
military service cannot be used unless the military retirement pay is
waived. However, employees who are entitled to military retired pay
which was earned because of reserve duty do not need to waive their
reserve retirement benefit to receive credit for any creditable
active�duty military service they may have performed. Employees whose
military retired pay was based on a service�connected disability
incurred in combat or in line of duty during a period of war likewise
may receive credit for their military service without waiving military
retired pay.!

**EffDte: O5/27/1993 MCRT#: 28 Div: D3 Cav: SecCls:

1s-2.10 Disability Retirement  See 1a-3.10 �! s. �!.!

 l! After five years of civilian service, employees
covered by CSRS are eligible for disability benefits. Application is

SENSITIVE
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made to OPM. After reviewing the application and supporting
documentation, OPM makes the determination as to whether all criteria
for a disability retirement benefit are met.

�! To gualify for disability retirement, employees must
have five or more years of civilian service and be physically or
mentally unable to perform the duties of their assigned positions or
another position that the Bureau could accommodate them in which would
have similar duties, pay the same salary, and be within the same
commuting distance. Accommodation within the same commuting area is
not required if the employee is in a position which is subject to
transfer.

�! The benefit paid will be the greater of  a! the
amount obtained under the general formula given in Section l8�2.4 or
 b! the guaranteed minimum.

�! The guaranteed minimum is the lesser of  a! 4O
percent of the "high�three" average salary or  b! the amount obtained
under the general formula after increasing the actual years of service
by the time remaining between the date of separation from service and
the date the employee becomes age 60.

�!  If an Agent is approved for disability retirement and
has already attained 20 years of federal law enforcement service, but
has not yet reached age 50, he/she will have their disability
retirement computed using the CSRS law enforcement formula given in
l8�2.4. An Agent who has not yet served as a federal law enforcement
officer for 20 years will have their disability retirement benefit
computed using the guaranteed minimum method given in number �!
above.|

 �!! An annuitant who is receiving disability benefits is
allowed to earn income from wages and/or self�employment. However, if
earnings in any calendar year are at least 80 percent of the current
rate of basic pay for the position from which the employee retired,
the employee is considered to be restored to earning capacity and the
benefit is stopped.

 �!! Employees who are receiving retirement benefits
because of disability may be reguired at any time by OPM to provide a
current physician&#39;s report. Benefits will be discontinued if the
employee is found to be recovered.

**EffDte: OB/26/2002 MCRT#: 1224 Div: D3 Gav: SecCls:

18-2.11 Survivor Benefits - Death in Service  See 18-2.12.!

 l! If an employee dies while covered by CSRS after l8
months of civilian service, his or her spouse will receive an annuity,
provided they were married for at least nine months. This requirement
does not apply if the death was accidental or if there is a child of

SENSITIVE
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the marriage.

�! Generally, the spouse will receive 55 percent of the
annuity earned by the creditable service and average salary. However,
if it produces a higher annuity, the spouse will receive a guaranteed
minimum which is 55 percent of the lesser of  a! 40 percent of the

employee&#39;s "high�three" average salary, or  b! the annuity obtained by
increasing the service by the time between the employee&#39;s death and
the date the employee would have reached age 60. The spouse loses the
survivor benefit if he/she remarries before the age of 55.

�! !The survivor annuity for the spouse of an Agent who
at the time of death had served at least 20 years as a federal law
enforcement officer, but had not yet reached age 50, will be computed
as if the Agent had met the eligibility requirements for law
enforcement retirement. The formula for law enforcement retirement
given in MAOP, Part T, l8�2.4 will be used in computing the annuity,
resulting in a higher survivor annuity.!

|�!!Unmarried children under age l8, or 22 if they are
full�time students, will also receive an annuity if the employee dies
in service. A child incapable of self�support because of a disability
incurred before the age of 18 will receive an annuity indefinitely
unless the child becomes capable of self�support.

**EffDte: 05/30/1996 MCRT#: 550 Div: D3 Cav: SecCls:

18-2.12 Survivor Benefits - After Retirement  See 18-3.12�!.!

 l! If the employee is married at time of retirement, the
annuity will be reduced to provide the maximum survivor annuity.
Under CSRS, the maximum survivor annuity is 55 percent of the full
annuity. The reduction will be 2.5 percent of the first $3,600 of the
full annuity, plus l0 percent of the remaining annuity over $3,600.
For example, if the full annuity is $33,600, the first $3,600 is
reduced by 2.5 percent, or $90. The remaining $30,000 is reduced by
l0 percent, or $3,000. The total reduction is $3,090, and at the time
of the annuitant&#39;s death, the surviving spouse will receive 55 percent
of $33,600, or $18,480 per year. The reduction in the annuity ceases
if the spouse predeceases the employee.

�! A retiring employee may elect less than a full
survivor annuity or no survivor annuity for his/her spouse. OPM will
honor this election only if the retiring employee provides his/her
spouse&#39;s notarized signed consent to the lower benefit.

�! If the employee was divorced after 5/6/85, the former
spouse may receive, by court order, all or part of the survivor

annuity.

�! An employee who is unmarried at the time of
retirement and later marries may elect a survivor annuity for his/her

SENSITIVE
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I spouse. However, the retiree&#39;s annuity must be retroactively reduced,
I as if the retiree had been married continuously since the date of
I retirement.

I �! A spouse or former spouse loses the survivor benefit
I if he/she remarries before the age of 55.

�! An employee who is in good health at the time of
retirement may elect to provide a survivor annuity for a person who
has an "insurable interest" in the employee, such as a relative or a
current spouse who would not otherwise get a survivor annuity because
of a court order awarding an annuity to a former spouse. To provide
this benefit, the annuity would be reduced lO to 40 percent,
depending on the difference in the employee&#39;s age and the age of the
person named. This reduction would be in addition to the reduction
for the regular survivor annuity.

�! Benefits are also payable to unmarried dependent
children as stated under Section l8�2.ll.II

I
**EffDte: O5/27/1993 MCRT#: 28 Div: D3 Gav: SecCls:

I I18-2.13 Leaving Bureau Service Prior to Eligibility

Employees who resign prior to being eligible for an
immediate CSRS annuity have two options. They may take a refund of
their retirement contributions or leave their contributions in the

fund and apply for a deferred annuity at the age of 62.I

**EffDte: O5/27/1993 MCRT#: 28 Div: D3 Cav: SecCls:

18-2.14 Alternative Form of Annuity  AFA!  See 18-3.14.!

I An employee, whoIat time of retirement suffers from a
I life�threatening illness and is eligible for regular retirement,Imay
I elect to receive a lump sum payment egual to the total contributions

they have made to CSRS in addition to a monthly annuity. Under the
I AFA law, the monthly annuity is actuarially reduced by an amount which

depends on the retiree&#39;s age at retirement and the amount of his/her
contributions. Electing the AFA does not affect the potential
survivor annuity; however, the election requires the spouse&#39;s consent.

I IThe AFA is not an option for an employee who is applying for
I disability retirement or who has a court�awarded retirement benefit
I payable to a former spouse.I

**EffDte: O2/15/1994 MCRT#: 192 Div: D3 Cav: SecCls:
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18-2.15 Cost of Living Adjustment  COLA! for Annuitants  See 18-3.15 and 18-
52�!.!

18-2.17 Beneficiary Designation  See 18-3.17 and Part I, 20-17 through 20 17 5 !

An employee who retires under CSRS receives a COLA
effective December 1st of each year after retirement. The COLA is
equal to the percentage increase in the Consumer Price Index for the
preceding Fiscal Year. The first COLA after retirement will be
prorated depending on the number of months since the retirement. For
example, if the employee retires on 4/30/92, he/she will receive only
7/12 of the first year&#39;s COLA because the employee was retired for
only seven months prior to the effective date of the COLAJ The
individual would receive the full COLA each year thereafter.92

**EffDte: O5/27/1993 MCRT#: 28 Div: D3 Cav: SecCls:

18-2.16 CSRS Offset

An employee who resigns with at least five years of
Federal civilian service under CSRS and reinstates after a break in
service of more than one year will be placed in a retirement category
referred to as CSRS Offset. CSRS Offset employees are covered by CSRS
and Social Security at the same time. The eligibility requirements
and the benefits are the same as if they were covered by CSRS alone.
When a CSRS Offset employee becomes eligible for Social Security
benefits  usually at age 62!, the CSRS annuity will be reduced by the
amount of the Social Security benefit attributable to his/her Federal
civilian service covered simultaneously by both CSRS and Social

Security.92

**EffDte: O5/27/1993 MCRT#: 28 Div: D3 Cav: SecCls:

�! An employee may designate a beneficiary to receive a
lump sum refund of the employee&#39;s CSRS contributions in case of the
employee&#39;s death, provided no survivor is eligible for an annuity. A
designation should only be made if the employee does not wish the
payment to be made in the legal order of precedence, which is:

 a! To the widow or widower.

 b! If the widow er! is deceased, to the children,
with the share of a deceased child distributed among the decedents of
that child.

 c! If none of the above, to the parents in equal
shares.
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SECTION 1. SUPERVISION - AVAILABILITY - RESIDENT AGENCIES

1-1 SAC AND ASAC SUPERVISORY RESPONSIBILITY

1-1.1 Supervision of Personnel

�! SACs and Assistant Directors in Charge  ADICs! have exclusive jurisdiction over employees in
their offices except those on special assignment from FBIHQ.

�! Assigned to most offices is an ASAC. His/Her duties and authority are, in the absence of the
SAC, the duties of the SAC. This authority also applies to SACs in offices with ADICs.

�! All references in this manual to SACs and ADICs apply with equal effect to the acting SAC or
ADIC during the SAC&#39;s or ADIC&#39;s absence.

�! Agents may be authorized by FBIHQ, upon the justified request of the SAC or ADIC, to act in
administrative capacities. When so authorized, they are known as:

 a! Field Supervisor - full time

 b! Night Supervisor - to serve full time at night and is responsible to the SAC or ADIC for the
functioning of the office at night. Agents approved as night supervisors are approved initially for a
period of six months and upon request and recommendation of the SAC or ADIC can be approved
as night supervisor for no more than two six-month periods in order that supervisor not be removed
from investigative assignments for an extended period of time.

 c! Relief Supervisor - to serve only in the absence of full-time supervisory personnel. Relief
supervisors may be utilized for night, weekend, and holiday duty.  See MAOP, Part I, 3-2.1.!

 d! Deleted

 e! Deleted

 See Part I, Section 3, of this manual for qualifications for various supervisory positions.!

�! ASACs and �eld supervisors may be authorized by FBIHQ to act in place of the SAC in certain
phases of work. In offices with an ADIC, an SAC or Associate SAC may be authorized by FBIHQ
to act in place of the ADIC.

 a! When an SAC or ADIC retires, transfers or otherwise permanently vacates his/her position,
written noti�cation of the employee selected to serve in an acting capacity for the SAC or ADIC is
to be provided by the field office to the Assistant Director  AD!, Personnel Division  PD!, FBIHQ
 Attention: Administrator, Executive Development and Selection Program  EDSP!! for approval.
The AD&#39;s approval will be granted on a UACB basis.

 b! An employee selected to serve in an acting capacity, typically an Associate SAC, Assistant
SAC  ASAC!, or an SAC in an office having an ADIC, should be named prior to the departure of
the SAC or ADIC when possible.

 c! An employee serving in an acting capacity remains assigned to his/her permanent position and
will not be temporarily promoted since acting assignments typically last for 180 days or less. If an
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acting assignment is expected to exceed 180 days at the outset, the Administrator, EDSP, PD,
should be advised of the particular circumstances to determine appropriate procedures to follow
and if a temporary promotion may be considered.

 d! In the unlikely event that an ADIC, SAC, Associate SAC, and/or ASAC are scheduled to vacate
their positions at the same time, thereby creating a void in the upper echelon management of a �eld
of�ce, the Administrator, EDSP, PD, should be contacted for assistance. The EDSP will take
appropriate steps to help the of�ce ensure that the chain of command is maintained and that any
necessary selection procedures are followed until permanent replacements are selected a.nd have
reported to the of�ce.

�! Assignments are to be made so that responsibility for the performance of a function or duty is
�xed. Documentation is to be made in the office personnel �le showing the date on which each
�eld supervisor assumes responsibility for a particular desk. When changes are made in the
supervisory responsibilities of desks, such as transfers of classi�cations from one desk to another,
documentation is to be made in the office personnel �le showing the dates such changes become
effective.

�! The Administrative Of�cer or Support Services Supervisor is responsible for the support
functions of the of�ce and is to report to the SAC or ADIC failure of other employees to comply
with regulations concerning handling of �les and correspondence.

1-1.2 SAC Inspection Responsibility
�! The SAC will take an inventory of the contents of the of�ce safe and check its security on a
monthly basis.

�! The SAC will make unannounced checks of premises and productivity of employees outside of
the regular workday. SAC will check the �eld of�ce plants, radio station if located outside the
of�ce, security of automobiles at contract garages, and security of resident agencies. These checks
are to be recorded.

�! For SAC inspection responsibility regarding resident agencies see Part II, Section 1-3. 10 of this
manual.

1-1.3 SAC Personal Contacts

�! The following individuals should be contacted by the SAC after SAC�s arrival in an of�ce:

 a! Federal judges

 b! U.S. Attorneys

 c! State judges

 d! Governors

 e! State and county prosecutors

 f! Executive secretary of state chamber of commerce

SENSITIVE
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 g! In the principal cities: mayors; chiefs of police; officials of newspapers; managers or owners of
appropriate radio and television stations; heads of civic clubs; heads of Federal intelligence
agencies; Government, business and labor leaders; top representatives of airlines, railroads,
telephone companies, Westem Union, better business bureaus and banks.

�! To ensure that the most effective and efficient use of the FBI&#39;s and the Department&#39;s limited
investigative and prosecutive resources, SACs shall meet regularly with their respective U.S.
Attorney s!. Frequent meetings and discussions between SACs and U.S. Attorneys are critical to
ensure an effective relationship. There is no requirement that each contact with a U.S. Attorney be
documented, but SACs should use judgment to record important discussions and understandings
which good management practice indicates should be documented. The quality of the relationship
and the frequency of SACs� contact with their respective U.S. Attomey s! will be reviewed during
each inspection of an office.

1-1.4 Supervision of Cases  See MAOP, Part 1, 21-7 �!; Part 2, 1-3.13.3, 8-1.2.3.!
�! The office of origin  OO! is responsible for proper supervision of cases not only in its own
territory, but also of investigations being conducted in a lead office  LO!. An Agent to whom a case
is assigned in the OO as well as an LO is personally responsible for ensuring all logical
investigation is initiated without undue delay; this includes setting forth leads for other offices or
other Agents in his/her office. The OO case Agent has overall responsibility for supervision of an
investigation. When an LO has a delayed or delinquent investigation, it is the responsibility of the
OO case Agent to notify them by routing slip, electronic communication, or teletype depending on
the importance of the situation.

�! SUPERVISORY FILE REVIEWS must be conducted by full- time supervisors or primary relief
supervisors, with approval of the SAC in exceptional circumstances, such reviews not being in
succession, with their subordinates, including Resident Agents, at least once every 120 days or
more frequently if deemed appropriate by SAC.  File reviews for probationary Agents must be
conducted at 60- day intervals. See Part 2, Section 8-1.2.3, of this manual.! A file review must be a
person-to-person conference where each investigative matter is discussed and instructions given to
the Agent which are noted on FD-271. File review sheets  FD-271! must be executed in duplicate,
with the Agent being permitted to retain a copy for 150 days, and the originals retained by the
supervisor in each Agent&#39;s administrative folder until the next inspection. However, if an Agent has
only applicant cases assigned and is in compliance with Bureau deadlines and regulations, the
person-to-person conference may be waived. If it is, supervisor will make suitable comments on
FD-271 concerning Agent&#39;s caseload, performance, compliance with Bureau deadlines and
regulations, and record the fact that no conference was held. File reviews should be conducted in
private and relief supervisor may be used to handle work of the desk while supervisor is conducting
tile reviews. If the full-time supervisor is absent for an extended period due to illness or annual
leave, the SAC may authorize a relief supervisor to handle tile review. The results of tile reviews
must be considered when preparing mid-year progress reviews, annual appraisals, a.nd
developmental worksheets.

SENSITIVE
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�! A Performance Summary Assessment  PSA!, during which an Agent is provided with an
enhanced level of feedback regarding his/her performance, is to be conducted during person-to-
person �le review conferences held pursuant to the requirements of this section  see above!.

 a! PSAs are intended to facilitate communication between supervisory officials and Agent
personnel regarding individual performance. The feedback provided should include an assessment
of the Agent&#39;s performance in light of the critical elements and performance standards of his/her
performance plan, although adjective rating levels are not specifically required. During each PSA,
the Agent must be advised of his/her strengths and/or weaknesses in each critical element, with
speci�c references to the assignments and casework discussed during the �le review conference.

 b! Although they may be conducted at more frequent intervals, a PSA must be conducted at least
every 120 calendar days for each Agent subject to the file review process. If �le reviews are
conducted at more frequent intervals, a PSA would be advisable but not necessarily required during
each file review session as long as the 120-day requirement is met. Based on the Probationary
Agent Program&#39;s  see MAOP, Part 2, Section 8-1.2.3! emphasis on training, development and
supervisory continuity, probationary Agents are to receive PSAs at 60-day intervals to coincide
with the file review requirements for Agents in a probationary status.

 c! An FD-865 - PSA must be completed at the conclusion of each file review session for which a
PSA was conducted. The form must be signed and dated by the supervising official, and a copy
placed in the employee&#39;s performance folder maintained by the rating official for performance
appraisal purposes. The original FD- 865 must be submitted to executive management within each
office, who will be responsible for ensuring that PSAs are conducted, and that an FD- 865 is
completed for each.

 d! The copies of the completed forms which are maintained in an employee&#39;s performance folder
must be maintained and then destroyed in conjunction with all other performance-related
documentation in compliance with the requirements delineated at MAOP, Part 1, Section 5-4. This
provision does not apply to the original FD-865, which is maintained for inspection or other
purposes not related to the performance appraisal process.

 e! PSAs are not governed by the FBI&#39;s Performance Appraisal System, and do not nullify the
requirements pertaining to the conduct of progress review sessions or the issuance of perforrnance
appraisal reports  PARs!. However, supervisors are encouraged to schedule a PSA to coincide with
the conduct of a progress review session or the issuance of a PAR, thereby minimizing, to the
extent possible, any duplication of effort.

 f! For additional information or more specific guidance pertaining to PSAs, supervisors should
contact the Performance, Recognition and Awards Unit, Administrative Services Division, FBIHQ.

1-1.5 Information to be Submitted to FBIHQ

�! In view of the restrictive provisions of the Privacy Act of 1974, Title 5, USC, Section 552a,
good judgment and common sense must be exercised at all times in determining what information
concerning individuals is to be transmitted to FBIHQ. For details of such restrictions, you are
referred to MIOG, Parl; I, Section 190-5 and 190-5.1, which requires such information collected and
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maintained to be relevant, necessary and Within the scope of an authorized law enforcement activity
and a purpose of this Bureau authorized to be accomplished by statute or executive order.

�! Within the limitations imposed by this law, consideration should be given to furnishing FBIHQ
only information Which logically Will impact on numerous other �eld of�ces and on FBI operations
at the national or international level.

�! Care should be taken to ensure all information furnished to FBIHQ is information Which is
lawfully collected. If the information concerns an individual citizen, it is not enough that such data
might be of interest to FBIHQ; its collection and maintenance must be pursuant to Federal law.

�! If an SAC receives an inquiry from a Cabinet officer or U.S. Senator or
Congressman/Congresswoman concerning an of�cial matter, it should be brought to FBIHQ
attention immediately.

1-1.5.1 Official Channels

�! All "administrative" matters, such as accounts, requests for transfers, increases in salary, and
reclassi�cation of employees, shall be presented to immediate supervisors.

�! Any employee, if he/she considers that the circumstances require, may present his/her case in
Writing to the Director or may present it orally to an appropriate Bureau of�cial.

�! Official communications are sent to an employee through the �eld office to Which assigned and
stationed.

�! Communications and official matters in Which the Department of Justice is interested are to be
directed to FBIHQ.

�! Office memoranda  memoranda addressed to all employees or group of employees!

 a! Office memoranda which are purely administrative in nature may be prepared and distributed
Without FBIHQ approval. Examples are memoranda scheduling firearms training, employee
conferences, and office social events or functions; memoranda setting forth facts and developments
in major pending cases; and memoranda setting forth facts and requesting or instructing contact
with informants and sources.

 b! Memoranda which establish rules, regulations, procedures, or policies, such as those found in
various Bureau manuals, or which set forth information and instructions of the type normally
handled by FBIHQ in an SAC memorandum must be submitted to FBIHQ for approval before
distribution. Submit memoranda in duplicate so that FBIHQ approval or disapproval can be
stamped on one copy and the copy retumed to the requesting office.

 c! Written instructions of FBIHQ, such as those found in a.n SAC memorandum or in a Bureau
letter addressed to one or more �eld offices may be reproduced as the SAC deems necessary. Those
Written instructions marked "MAY NOT BE REPRODUCED" shall not be reproduced, or quoted
or paraphrased in office memoranda, unless the communication from FBIHQ specifically
authorizes same. Also, no oral instructions of FBIHQ shall be disseminated by use of office
memoranda, unless the oral instructions included speci�c authorization for such dissemination.
Reproduction of of�ce memoranda Which are prepared in accordance With item  b! above, or Which
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otherwise require FBIHQ authority are to be charged out and accounted for in the same manner as
any other type of communication, such as a serial in the �le. Written or oral instructions issued by
FBIHQ or a particular field office are not to be disseminated outside the FBI. Guidelines for the
dissemination of information to other agencies may be found in Part II, Section 9 of this manual.

1-1.6 Conferences of Supervisory Staff

At least two general conferences of the supervisory staff of �eld offices must be held weekly with
the SAC, scheduled in advance. Offices having special squads must hold one weekly conference for
each such squad. Separate conferences with criminal supervisors and security supervisors are left to
discretion of SAC. Wherever practical, the seminar approach should be utilized.

1-1.7 Use of Official Names of Employees
When the name of an employee is used in official communications, it must be identical with that
appearing on the payroll records.

1-1.8 Deleted  See Security Policy Manual at http://rmd.fbinet.fbi/ppu/manua|s-
desk/manua|s_published_in_new_format.htm!

1-1.9 Special Agent Linguists and Language-Trained Agents  See MAOP, Part I, 11-
1 9! and 22-2 through 22-2.3.!
�! Special Agents  SAs! who receive their appointment based upon their skill in a foreign
language execute Form 3-26 upon entering the FBI wherein they agree and affirm that they "...may
be required to utilize such skill, abilities or expertise either intermittently or continuously
throughout... their! employment, based upon the needs of the Federal Bureau of Investigation, and
at any duty station where they are required." These SAs are construed to have a career-long
obligation to the Foreign Language Program.

�! SAs and other FBI employees who acquire or enhance their foreign language skills through an
FBI-sponsored language course incur an obligation to remain in the service of the FBI and to accept
assignments within or to �eld offrces based upon their language ability. The length of this
obligation is set forth on the FD-375  Training Agreement! and varies in accordance with the
length and/or cost of the training. Generally, basic language trainees, such as those who study at the
Defense Language Institute  DLI! or the Foreign Service Institute  FSI!, incur a three-year
obligation. Subsequent or recurring periods of training lengthen this obligation.  See MAOP, Part I,
22-2.1 �!.!

�! Deleted

1-2 AVAILABILITY OF EMPLOYEES

�! Employees are subject to duty at all times. All Agents are expected to be available for general
or special assignment wherever their services may be needed.

�! All employees are to be alert to radio, television, or newspaper announcements concerning
weather or other conditions which could result in closure of the government. Only those employees
who have been designated in writing as "emergency employees" must report for, or remain at, work
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in emergency situations. Dismissal or closure announcements do not apply to them unless
instructed otherwise. In addition, "delayed" opening or "unscheduled leave" announcements do not
apply to emergency employees, as they are expected to report for work on time.

�! ADICs and SACs must keep FBIHQ and their �eld offices advised of their whereabouts.

�! When an itinerary is required, Form FD-330 may be used. This form should be destroyed after
it has served its purpose.

�! Agents on transfer traveling by personal auto must keep the ADIC/ SAC of the office from
which transferred advised of places where they can be reached, preferably by memo of itinerary left
in advance. When a personally owned vehicle is used for extended travel on leave or transfer,
itinerary information furnished should include the vehicle&#39;s description and license number.

�! Employees on special assigmnent traveling by personal auto must keep FBIHQ advised of their
whereabouts by an electronic communication submitted in advance. If for any reason planned
itinerary is interrupted, the appropriate FBIHQ official should be advised.

�! Employees in leave status must keep the ADIC or SAC of the division to which assigned
advised of their exact whereabouts.  See item �! above.!

 8! Investigative employees working in headquarters city a.nd environs must call the office at
approximately two-hour intervals unless they can be reached immediately by means of two-way
radio or a pager or cellular phone.

 9! All employees on an assignment which requires them to be absent from the office at the
beginning or end of the workday must contact the office by telephone or radio to indicate they are
beginning/terminating work for the day and their time of arrival or departure for home. ADICs,
SACs and division heads may alter this instruction to accommodate special circumstances, such as
employees on undercover assignment where notifying the office at the beginning or end of the
workday is both impractical and dangerous, or small RAs where frequently no one is at the RA to
be notified.  See MAOP, Part 2, 3-3.2�! b!.!

�0! When leaving residence on personal business prior or subsequent to working hours, Saturdays,
Sundays, or holidays, Agents, other than those in supervisory positions and those on assignments of
particular importance who must keep the office advised of their whereabouts at all times, are not
required to advise the office of whereabouts if absence is for two hours or less. If absence is for
more than two hours, Agent must advise the office of his/her whereabouts if telephone is not
covered.

� l! It is left to the discretion and good judgment of an SAC as to whether it is necessary for either
SAC or the ASAC to be physically present in the office during regular business hours. In the event
that both the SAC and ASAC are absent from the office there should be a clear delegation of
authority and responsibility made by the SAC utilizing experienced supervisory personnel. In the
event it is necessary for both the SAC and ASAC to be out of headquarters city all day, FBIHQ
must be appropriately advised in advance with the reason for their absence as Well as the identity of
the person who will be in charge of the office during their absence. When they are absent from the
office, however, still physically present in headquarters city a.nd are otherwise available through
modem communications, no such notification to FBIHQ is necessary. Leave should not be
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requested by the SAC for a period during which SAC knows the ASAC must be away on routine
business which has already been scheduled at the time the request is made, and likewise the ASAC
should not request leave, knowing in advance that the SAC must be away during ASAC&#39;s absence.

 a! If either the SAC or the ASAC is absent on annual leave and it becomes necessary for the other
to take annual leave because of an emergency, the one on leave must return immediately to the
office. In such a situation, a communication must be directed to the Assistant Director,
Administrative Services Division  ASD!  Attention: Administrator, Executive Development and
Selection Program  EDSP!! requesting leave and including a statement that either the SAC or
ASAC who is on annual leave will be back on duty by the time the other official departs. If
circumstances appear to warrant an exception to this rule, the SAC must telephonically obtain the
personal permission of the Assistant Director, ASD, in advance of submitting a follow-up written
communication justifying this as an exception to FBIHQ; the follow-up communication must
advise of the chain of command during the SAC�s and ASAC&#39;s absences. A UACB communication
will not suffice for the SAC and ASAC being out of the office at the same time. The SAC,
irrespective of annual leave or personal commitments, must return to the field office to assume
personal charge ofmajor cases which arise in the SAC�s absence.  See MAOP, Part 2, l-2.3.!

 b! It is anticipated that this situation would only affect offices not having multiple SACs or
ASACs; however, as a situation may warrant for a larger office, the same procedures would be
followed.  See also the LEAVE POLICY MANUAL.!

1-2.1 Executive Travel Notification  See Legal Attache Manual, 6-1.!
 l! ADICs/SACs are authorized to travel within their division or to contiguous divisions through
coordination with and concurrence of the neighboring ADIC/SAC.

�! Travel outside the division by ADICs, SACs, ASACs, Legats and FBI Headquarters executives
at the Section Chief level and above is to be documented in the Executive Locator System  ELS!,
which is accessible through the Bureau Personnel Management System  BPMS!. The ELS will be
managed by the Strategic Information Operations Center  SIOC!, FBI Headquarters, and any
problems with the system should be reported immediately. Travel and contact information is to be
promptly entered into the ELS by each executive&#39;s secretary. Those offices which camqot access the
ELS are to promptly forward travel plans to SIOC for data entry. Information to be entered into the
system should include:

 a! Beginning and ending dates of travel

 b! City and state visiting  or country if outside the United States!

 c! Contact information such as an address or a person&#39;s name

 d! Up to three contact telephone numbers

 e! A narrative describing the purpose of the travel. See MAOP, Part II, Section 8-5 and MIOG,
Part I, Section l-l.5 8! and Pait II, 23-8.

�! On annual leave keep FBIHQ and office of assignment informed of whereabouts.
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1-2.2 Employees in Travel Status

 l! In a �eld office city must:

 a! Inform ADIC or SAC of the nature of the assignment and probable duration, unless FBIHQ
instructions to the contrary have been issued

 b! Notify ADIC or SAC of their itinerary upon departure

�! At a place Where no �eld oftice is located must  SAs assigned to Laboratory excepted!
communicate With the ADIC or SAC by telephone or telegram advising of:

 a! Address

 b! Time of arrival

 c! Nature of case

 d! Approximate duration of stay

 e! Departure and itinerary

1-2.3 Travel Authority  See MAOP, Part ll, 1-2.!
If a.n ADIC/ SAC must leave the division at a time when the ASAC Will also be out of the division,
the SAC must obtain the personal permission of the Assistant Director, Personnel Division. A
UACB communication will not suffice. Such instances should be limited and fully justifiable.
Related thereto, ADICs/SACs are reminded of the need for availability and, consequently, the need
for completeness in the Executive Locator System.

1-2.3.1 On Transfer

If authorized by transfer letter, Form 3-34. This letter sets out information and authority for
transportation of employee transferred, immediate family, household goods, and travel by personal
automobile.

1-2.3.2 Other Travel

 l! Is authorized by order of the Attorney General, 271-62, dated June l, 1962.

�! Travel may be by common carrier or by personal automobile.

�! Advance of funds. Travel on temporary duty and/ or transfer advances are issued to assist
employees in discharging their responsibilities associated With official business. Such requests are
processed by the Travel Advance and Payment Unit, Accounting Section. The average processing
time is approximately five calendar days from the date the advance is submitted until a payment is
received.

�! ADIC/ SAC may authorize use of personal automobile for official travel:

 a! For periods of l0 days or less, Within that ADIC&#39;s/SAC&#39;s field office

 b! To Washington, D.C., for in-service a.nd return
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In such cases submit in duplicate with travel voucher letter of justification approved by ADIC/ SAC
or, in ADIC&#39;s/SAC�s absence, by ASAC. If travel is on consecutive days and extends into new
travel voucher period, reference is to be made on latter to letter of justification accompanying prior
voucher.

�! FBIHQ authority must be obtained for use of personal automobile for travel outside field office
to which employee is assigned, or for any period in excess of 10 consecutive days whether it
extends into new travel voucher period or not. Travel voucher must show prior FBIHQ
authorization and date thereof. No letter of justification is necessary.

1-2.4 Office Hours

Field offices are open 24 hours each day.

1-2.4.1 Regular Business Day
8:15 a.m. to 5:00 p.m. daily, Monday through Friday, with 45-minute lunch period.

1-2.4.2 Work Schedules  See MI-92OP, Part 1, 3-6�! & 20-7.!
�! Flexible and Alternate Work Schedules  AWS!

 a! Utilization of �exible and AWS for support and Wage Board employees  hereinafter, support
employees! is at the discretion of each ADIC, SAC or division head or their designee. A more
restrictive use of �exitime or AWS may be instituted at anytime. Also, �exitime or AWS may be
restricted or suspended to any individual, group or the entire office depending upon a variety of
factors, such as office work requirements, perforrnance and production considerations or abuses of
�exitime or AWS privileges.

 b! The OPTION to request a flexible work schedule is the sole privilege of the requesting
employee. This means the request is considered voluntary and employees cannot be required to �ex
or participate in AWS.

�! The AUTHORITY and RESPONSIBILITY for approving a �exible or AWS  just as in the
approval of leave! is held by designated supervisory personnel. This is necessary to ensure the
availability of sufficient personnel to adequately discharge the FBI&#39;s responsibilities.

 d! Flexible and AWS are available to all support employees, including supervisors. Management
must ensure that necessary supervision is afforded to employees granted �exible or AWS. If an
employee requesting a �exible or AWS will be unable to perform satisfactorily without the
presence of a supervisor, and adequate supervision will not be available on the schedule requested,
such �ex or AWS request should be denied. Also, note that no employee may be REQUIRED to
work �exitime or AWS.

 e! Employees on �exible or AWS should neither receive favored treatment nor be penalized as a
result of participation in these programs. They should be treated in a manner which provides for
equity with employees working on a standard non�exible work schedule.

�! Flexible Schedules
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 a! A dual core-time �exible work schedule for support employees may be established with
provisions for a mid-day �ex and core-time deviation. The �exible time bands may start at 6 a.m.
and end at 6 p.m. and may be utilized at 15-minute increments. The following illustrates how
�exitime could meet the basic work hour requirements:

8 hours + 45 minute lunch period

I I

��� Regular Business Day  field office! ���

I I I I I I I I I I

IFlexible IIBandI Core I Flexible I Core I FlexibleIIBandI

I I I I Time I Band I Time I I I I

I I I I I  iH@lUdiHqI I I I I

I I I I I 45" l1lH@hI I II I

I I I I I P@Ii@d! I I I I I

I I I I I I I I I I

I I I I I I I I I I

6 8:15 9:15 10 2 2:45 5 6

a.m. a.m a.m a.m p.m p.m p.m. p.m.

I 8 hours + 45 minute lunch period I

 b! All support employees must be present during core time. Any absence must be charged against
appropriate leave category or qualify for core-time deviation.

 c! All requests to work �exitime hours should be submitted at least one day in advance to a
designated supervising employee to facilitate scheduling. However, use of �exible hours may be
granted upon less notice when circumstances warrant.

 d! Some critical jobs require continuous services through a designated time period.  Example -
switchboard operator, radio dispatcher, etc.! All �exitime requests by support employees assigned
to critical positions should also be accompanied by the identity of an acceptable co-worker who is
agreeable and available to provide those critical job services during the requested �ex. Since these
services are necessary, back-up personnel must be readily available without major rescheduling
efforts by management or undue hardship on employees or other entities assisting in providing
coverage or the �exitime request will be denied. The requesting employee is responsible for
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acquiring acceptable back-up personnel for �exitime requests and timely request/notification to
his/her designated supervisor.

 e! Flexible Work schedules may be made available to those employees regularly assigned to night
and weekend schedules, provided there is no increased premium pay required as a result of the
flexible schedule and the availability of back-up personnel.

 f! No employee Working on �exible schedules Will be permitted to Work a straight eight-hour shift
taking the lunch period at the end of the tour of duty, which could effectively dismiss the employee
as early as 2 p.m.  See diagram under �!  a! above.! Any departure from Work prior to 2:45 p.m.,
under a �exible work schedule must be charged to the appropriate leave category.

 g! Flexitime is not meant to replace the traditional fixed Work schedule nor the odd-hour shifts. If
an employee establishes a predominant pattem of Work hours Within a �exible schedule, it
technically becomes an unauthorized odd-hour shift. For purposes of the FBI&#39;s �exible Work
schedules, any such predominant pattern of �exible Work hours over a period of �ve consecutive
days will be considered fixed hours and the odd-hour shift policy should then prevail. Each division
may set limits on the number of approved �exible schedules per employee during a given Week.
 See MAOP, Part 1, 20-8.!

�! Alternate Work Schedules  AWS!  See MAOP, Part l, 20-7.2.!

 a! Requests to work an AWS from support employees must be submitted to designated supervisory
personnel by completing form FD-968, Flexible Work Option Form. In executing this form,
employees are to complete Section 1 in its entirety. Employees are reminded that no schedule is
permanent and that this request will be reviewed on a periodic basis, but no less than once per year.
Under the Fair Labor Standards Act  FLSA!, all schedules are required to include, in addition to the
number of hours Worked each day, a designated lunch or dinner break �0 minutes for FBIHQ
employees a.nd 45 minutes for the �eld!.

 b! Employees assigned to critical positions should understand that approval of an AWS request
Will be based, in part, on management&#39;s ability to schedule coverage on the day s! the employee
Will not be scheduled to work. Back-up personnel must be readily available Without major
rescheduling efforts by management, undue hardship on other employees, or on other office entities
assisting in providing coverage or the AWS request Will be denied.

 c! Employees Will not be permitted to routinely and/or regularly change an AWS to take advantage
of holiday schedules. Sample schedules fulfilling the basic Work requirements are as follovvs:

 d! Four-Day Workweeks

Monday On�duty 10 hours

Tuesday On�duty IO hours
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Wednesday

Thursday

Friday

On�duty

_ _ _ _ _ _ _ _ _ _ _ ___|

On�duty

_ _ _ _ _ _ _ _ _ _ _ ___|

off |

Total hours worked weekly =

10 hours

10 hours

40 hours

1. Full-time employees establish atour of duty consisting of a basic work requirement of four 10-
hour days, a 40-hour weekly work requirement a.nd an 80-hour biweekly work requirement until a
traditional schedule is reestablished by management or the employee.

2. The basic work requirement for part-time employees is the number of hours the employee must
work each day, the number of hours the employee must work during four days in the administrative
workweek, and the number of hours the employee must work in a biweekly pay period.

3. Nonovertime work is work performed during an employee&#39;s compressed work schedule and not
in excess of 10 hours in a day or 40 hours in an administrative workweek.

 e! Model of a 5-day/4-day Plan

Monday

Tuesday

Wednesday

Thursday

Friday

Week 1

I On�duty

| _ _ _ _ _ _ ___

I On�duty

I

I

| _______ __

I On�duty

| _______ __

I On�duty

| _ _ _ _ _ _ ___

I On�duty

I

Hours

Approximately I

9 hours per day I

Week 2

Off I

�������� ��I

On�duty I

I

I

�������� --I

On�duty I

�������� --I

On�duty I

-------- ��I

On�duty I

Total hours worked in a biweekly period will equal 80 hours.

 I! Overtime and Premium Pay
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1. Overtime pay is any work performed outside an employee&#39;s officially established compressed
work schedule and in excess of 40 hours in a week. Compensatory time off may be requested in
lieu of overtime pay and may be used only as a substitute for irregular or occasional overtime work.

2. General Schedule employees are entitled to night differential for regularly scheduled night work
performed between the hours of 6 p.m. and 6 a.m. A full-time employee who performs nonovertime
work on a holiday  or day designated as the "in lieu of&#39; holiday! is entitled to basic pay plus
premium pay equal to basic pay for that holiday not to exceed his/her scheduled tour of duty. A
part-time employee is entitled to holiday pay only for work performed during his/her compressed
work schedule on a holiday. A part-time employee is not entitled to holiday premium pay for work
performed on a day designated as an "in lieu of� holiday. A full-time employee is entitled to
Sunday differential if he/she performs nonovertime work during a period of service, a part of which
is performed on Sunday. A part-time employee is not entitled to Sunday differential.

 g! Absence and Leave

Time off during an employee&#39;s basic work requirement must be charged to the appropriate leave
category unless the employee is authorized compensatory time off or an excused absence. A full-
time employee working a compressed schedule, who takes one full workday off will be charged
the appropriate leave for the amount of hours normally scheduled to work that day  e.g., l0 hours!.
Leave accrual rates remain the same.

 h! Holidays

l. When a holiday occurs on a scheduled nonworkday other than Sunday, and granting the normal
"in lieu of� holiday would create an "adverse agency impact," the alternate holiday can be either the
employee&#39;s scheduled workday immediately prior to the legal holiday or the next scheduled
workday immediately following the legal holiday. This change is at the discretion of management,
not at the discretion of the employee.

For example, if the holiday falls on a Monday and the employee&#39;s regularly scheduled nonworkday
is on that Monday, the employee&#39;s "in- lieu-of" holiday may be the next scheduled workday
 Tuesday! if to designate the previously scheduled workday  Friday! would create an adverse
impact on the office.

2. When a holiday occurs on a Sunday that is a scheduled nonworkday, the next scheduled workday
will be the employee&#39;s "in lieu of" holiday.

For example, if an employee&#39;s regular days off are Sunday and Monday, and a holiday falls on that
Monday, the employee&#39;s "in lieu of� holiday will be on the preceding scheduled workday, Saturday.
However, if the holiday falls on Sunday, the employee&#39;s "in lieu of� holiday will be on the
following scheduled workday, which is Tuesday.

3. An employee who works a 5/ 4-9 �exible work schedule is only entitled to an eight-hour day as a
holiday. Therefore, if an "in lieu of� holiday will fall on one of his/her nine-hour days, the
employee&#39;s schedule must be revised for that pay period so that the holiday is the eight-hour day.

SENSITIVE

14



SENSITIVE

Man]-1]!: MAOPP2 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 2

4. For a part-time employee, if a holiday falls on a day during his/her compressed work schedule,
the employee is entitled to pay for the number of hours he/ she was scheduled to Work on that day.
A part-time employee is not entitled to an "in lieu of" holiday if a holiday falls on a nonworkday.

1-2.4.3 Dismissal

Employees are not to be dismissed early due to Weather conditions or other emergencies Without

prior FBIHQ authority.

1-2.4.4 Legal Holidays
January l; Inauguration Day  Washington, D.C., area only!, January 20  every fourth year!; Martin
Luther King, Jr.&#39;s Birthday, third Monday in January; Washington&#39;s Birthday, third Monday in
February; Memorial Day, last Monday in May; July 4; Labor Day, �rst Monday in September;
Columbus Day, second Monday in October; Veterans Day, November ll; Thanksgiving, fourth
Thursday in November; Christmas, December 25. When a holiday falls on Sunday the Monday
following will be a nonworkday. If any of these holidays mentioned falls on Saturday, the
preceding Friday is a nonworkday.

1-2.4.5 Hours After 5:00 p.m. and Before 8:15 a.m.

A mature support employee must be on duty at the �eld office. FBIHQ authority is required to
establish office duty shift for Agents during these hours; when so authorized, assignments must be
rotated no less frequently than every 30 days among Agents specifically approved for such duty
 night duty Agents!. Submit all recommendations on UACB basis, together with full and complete

justification.

1-2.4.6 Nonworkdays - Regular Office Hours

 l! ADICs and SACs have the discretion to utilize either a Special Agent or a qualified support
person for duty during regular office hours  8: 15 a.m. - 5:00 p.m.! on nonworkdays, including
Saturdays, Sundays and holidays. If an ADlC/ SAC elects to utilize support personnel in place of
Agent personnel for this shift, it is the ADIC�s/SAC�s responsibility to ensure that these support
persons are carefully selected, and are mature and responsible individuals that have sufficient
training to handle the activity of the field office during the period of duty. Each ADIC/ SAC will
ensure that appropriate coverage is afforded as the needs of each office dictate.

�! An Agent approved by his/her ADIC/ SAC for such assignment must be on duty in the field
office during regular Working hours on Saturday. Assignments must be rotated among those Agents
approved for such duty. FBIHQ authority is required to establish duty shifts on Sundays or holidays
or to assign more than one Agent to any authorized shift.  These instructions apply to
administrative duty assignments in the office and do not pertain to investigative duty assignments,
such as surveillances, technical plants, etc.! Complete justification must be submitted to establish a
shift or to assign more than one Agent to an approved shift and recommendations should be
submitted on UACB basis.
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1-2.4.7 Non-Bureau Employees
Field offices are not open to non-Bureau employees after the regular office hours unless a Special
Agent, armed, is on duty.

1-2.4.8 Deleted

1-2.4.9 Daylight Saving Time
When daylight saving time is in effect where a �eld office is located, the office hours should
confonn.

1-2.4.10 Saturday Duty Shifts for Non-Agent Employees
Non-Agent employees may be assigned Saturday duty on a rotating basis to provide for essential
services and receive compensatory leave in retum. Those employees who do not desire to accept
compensatory leave for Saturday duty should be assigned a Tuesday through Saturday workweek
for the week they have Saturday duty. When scheduling an employee for a Tuesday through
Saturday workweek, the employee must be advised of his/her new shift at least one week in
advance.

1-2.5 Forms and Registers

�! Form SF-52 must be electronically submitted to FBIHQ upon arrival of an employee on transfer
to a field office territory.

�! Any employee GS-16 and above is not required to execute an FD-420. However, it is incumbent
upon each executive to ensure the Bureau is aware of their location and leave status at all times.

�! Deleted

�! Attendance Register/TURK  FD-420a!, is utilized solely by TURKing Agents and TURKing
support employees.  See MAOP, Part II, 3-3�!.! The form is double sided, with the first week of
the pay period on one side, and the second week on the reverse side. The form is used to collect
both time and attendance and TURK data. Employees� and supervisors� signatures are required on
each side to certify that all information is correct.  See  g! below.! A maximum of six
classifications can be recorded on a single day. The total TURK percentages must equal 100
percent for each day. Special designators included on the FD-420a are "R" for Relief and "T" for
Technical. Only approved relief supervisors may utilize the "R" designator. The "R" should be
indicated in the column for all classifications supervised/reviewed while acting in the absence of
the supervisor. However, relief supervisors should not utilize the "R" designator while handling
their daily assigned cases. The "T" designator should be indicated in the column to record time by
Technically Trained Agents while in a "technical" investigative capacity. Maj or case numbers
should be included in the major case column to enable the capturing of man hours expended on a
particular matter that has been designated as a major case.  See Legal Attache Manual, Part I, 2-4;
MAOP, Part II, 3-3.1.!

 a! Employees are NOT to sign other employees "in" or "out" on the FD-420a except under
circumstances when the SAC has authorized it. In any such situation, the employee actually making
the entry shall record his/her initials beside it.
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 b! Night shifts or night work might detain an employee an hour or two past midnight. If the period
past midnight does not exceed two hours, the employee need not sign out as of midnight and back
in at the beginning of the next day. A similar situation occurs when the shift begins at midnight and
conditions make it necessary for an employee to report an hour or two early. Leeway of two hours
on either side of midnight may be granted, i.e., only one day should be used to record Time &
Attendance and TURK data for these situations. For example, an employee who signs in at 3:45
p.m. Monday afternoon a.nd out at 1:20 a.m. Tuesday morning should record his/her time and
TURK data for Monday only.  See MAOP, Part II, 3-32�!.!

 c! Deleted

 d! Deleted

 e! Agent personnel, when leaving their residences on personal business prior or subsequent to
working hours, including Saturdays, Sundays, or holidays, are not required to advise the office of
their whereabouts if their absence is for two hours or less. If an Agent is not at his/her residence or
cannot be reached by telephone, Agent must contact the office EVERY TWO HOURS and advise
them of his/her whereabouts. Supervisory Agents and those on assignments of a particular
importance must keep the office advised of their whereabouts at all times.

 f! Deleted

 g! FD-420a forms must be inspected by the supervisor each week, and the employees� and
supervisors� signatures are required on each side to certify that all information is correct.  See �!
above.! Any apparent alteration or erasure on the FD-420a, or any other question as to the accuracy
or completeness of the entries, must be resolved prior to approval for data entry and filing.  See
MAOP, Part II, 3-32 9!.!

 h! Resident Agents shall forward the FD-420a to headquarters city at the end of each pay period.
 See MAOP, Part II, 1-3.7�!.!

 i! Supervisors should make frequent spot checks during regular and overtime working hours to
ensure Agents are actually engaged in activity indicated on their FD-420a.

 j! On a monthly basis, supervisor should review FD-420a&#39;s of employees under his/her supervision
to determine any pattems of irregularities, improper or incomplete entries, questionable alterations,
failure to submit daily, poor organization of work, unnecessary travel, and any apparent inequitable
overtime.

�! Daily reports of Agents  FD-28! - The daily report is a letter-size white form printed on both
sides. The file number, or, if a new case, the title and classification followed by the word "new";
names and addresses of persons interviewed; other work done; travel starting and ending times; if
working with another Agent, name of Agent with whom worked and �le number of case; remarks;
date; place; and name of employees using it shall be entered in complete form. The time in,
including reporting for duty, i.e., exact time of registration in the morning; and exact time of
departure at the end of the official workday are to be shown. Show the time when specific items of
work began and ended; the beginning and ending time of each interview. Neither travel nor locating
time shall be included in the time recorded for the actual interview. Intervals of more than 15

minutes between interviews, used in traveling or locating next interviewee, shall be explained in
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separate entries, such entries to carry file number or identifying data on next interview, unless
travel is between towns to handle leads in a number of different cases. Spaces are provided on the

daily report for recording daily the employee&#39;s availability pay  AVP!. These computations should
be entered on the report by employee each day any such employee is on duty and are to be fully
supported by time and basis entries on the report. Daily reports are not submitted by Agents under
normal circumstances. The SAC may, at his/her discretion, require any Agent to submit these
reports when he/she feels such supervisory tool is needed. Daily reports are submitted to the SAC
of the �eld office where the work is performed. These forms are submitted at the close of business,
to include official business performed on Saturdays, Sundays and holidays. Daily reports must be
transmitted personally or by mail.  See Legal Attache Manual, Part I, 2-4.3!.

1-2.6 Deleted

1-3 RESIDENT AGENCIES AND RESIDENT AGENTS

1-3.1 Definition

A Resident Agent is one whose headquarters has been designated by FBIHQ as other than the
headquarters city of the field office.

1-3.2 Justification

It is essential that the case load of resident agencies be carefully analyzed prior to requesting the
transfer of Agents thereto. This is necessary to ascertain if such transfers are justified and to assure
that an equitable distribution of work exists between Agents stationed in headquarters city and
those assigned in the various resident agencies. Therefore, any recommendations for changes
affecting personnel in resident agencies, including replacements or realignment of territories,
should include current information relative to the workload of pending active cases and leads, as
well as other pertinent justification. All such recommendations must be submitted to FBIHQ for

approval.

1-3.3 Qualifications for Selection

Resident Agents must be recommended as such by the SAC and approved by FBIHQ. Form FD-
407 is to be used for this purpose. In making such recommendations, the SAC must be thoroughly
acquainted with the Special Agent and Agent&#39;s work before recommending Agent as a Resident

Agent.

Prior to recommending a Special Agent for assignment to a resident agency, consideration must be
given to all specialized training that the Agent has received, particularly language training.
Justification for resident agency assignment must be reconciled with the Agent&#39;s special
qualifications a.nd it should be stated whether this assignment is compatible with the overall needs
of the office. Those individuals being considered for a resident agency position must:

�! Be rated at least Meets Expectations

�! Have no serious administrative action taken within the two years preceding the recommendation
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�! Recommendation must include statement that Agent has no physical disabilities and is not being
treated for any physical disability

�! Also see Part l, Section ll-9 of this manual for guidelines with regard to amending the pending
transfer of an Agent directly to a resident agency.

1-3.4 Supervision of Resident Agents
It is the continuing responsibility of all SACs, personally and through their Senior Resident Agents
 SRAs!, to maintain constant vigilance in order to detect promptly any delinquencies or failings of
Resident Agents and to inform FBIHQ at once of any such de�ciencies, submitting appropriate
recommendations.  For supervision by SRA see Part II, 1-3.12 of this manual.!

1-3.5 Designation of Senior Resident Agent and Alternate
When two or more Agents are assigned to the same resident agency, the SAC will, UACB,
designate one as SRA and one as Altemate SRA  ASRA!. When the SRA is away from the resident
agency on leave or official business, the ASRA will act in SRA&#39;s absence. If the senior and
alternate both are away from the resident agency, the SAC will designate another Agent to act
temporarily in their absence if more than two Agents are assigned to the resident agency.

1-3.6 Reporting to Headquarters City
Resident Agents must report to field office once each 120 days, with permission to come more
often if necessary. They must review �les, dictate, and generally confer with the SAC or supervisor
and discuss cases with SAC where necessary.

1-3.7 Registers in Resident Agency  See MAOP, Part 2, 1-2.5�! h!.!
�! The SRA is to forward the FD-420a to headquarters city at the end of each pay period.

�! FD-&#39;73, Auto Record, will be maintained for every vehicle assigned to the resident agency.

�! The residence address and telephone number and any changes in same must be reported to
FBIHQ as they occur on the FD-310. The FD-310 is printed through BPMS - Address/Locator.
 See Part 2, 2- 1.2.5 of this manual for change in location and telephone number of resident agency.!

1-3.8 Office Space
In resident agencies when space is assigned exclusively and not on a loan basis:

�! If possible, there should be painted on the door thereof and FBIHQ advised:

Federal Bureau of Investigation

Resident Agency United States

Department of Justice

Main Office  Location of headquarters city!

�! There should appear on the bulletin board of the building and FBIHQ advised:

Federal Bureau of Investigation
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Resident Agency

Room Number

�! Deleted

�! Deleted

�! Deleted

�! Keep FBIHQ advised of addresses and telephone numbers of resident agency of�ces and When
resident agency space is no longer used.  See MAOP, Part II, l-3.7�! & 2- 1.2.5.!

�! When office space exists, of�cial mail is to be addressed to the of�ce or official post office box
and not to the residence of a.n Agent.

 8! A set of keys to premises and all locked facilities therein is to be maintained at �eld office
headquarters. If a resident agency maintains a set of keys to all locked facilities in a vault or safe,
then it Will only be necessary for �eld office headquarters to maintain a set of keys to gain entrance
to the resident agency space and the combination to the vault or safe which contains the keys.

 9! For additional security, �le cabinets in resident agencies should be unlabeled, or labeled by
number keyed to a securely maintained list.

1-3.9 Telephone Facilities and Listing of Telephone Numbers in Directories

 l! Telephones in resident agencies are for the exclusive use of resident Agents and should be
private lines not connected with other offices or building switchboards. Tie lines with svvitchboards
may be maintained in addition to private lines if approved by FBIHQ.

�! Outgoing calls must be direct dialed and charged to the resident agency. Consistent with the
exigencies of the case, use the most economical means of communication.

�! The telephone number for the resident agency should be included in the telephone directories
under the U.S. Govemment Section, if available, and in those cases Where there is no U.S.
Government Section, the listing should be included in the alphabetical section of the White pages. If
there is no charge for multiple listings, the telephone number may be listed in both the Govemment
Section and the alphabetical section. If there is a charge for more than one listing, the resident
agency telephone number is to be listed only in the part of the directory which normally carries
other Government agencies with a single listing.

 a! All resident agency locations should be equipped with a telephone answering recorder or voice
mail system. This equipment can then be activated to advise the caller to call the �eld of�ce
number in an emergency situation when the resident agency is unmanned.  See MIOG, Part II, l6-
9.9.2 �! & 16-9.10.!

 b! In no instance shall the residence telephone number or address of an Agent be listed as an
altemate or emergency number for the resident agency.

�! For locations Where there is no field of�ce or resident agency, no telephone directory listing is
required. There is no objection to listing the �eld of�ce telephone number in the alphabetical
section of the directories provided there is no charge for the listing.  See MIOG, Part II, 16-9.9.2.!
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1-3.10 Inspection of Resident Agencies
 l! Each resident agency must be visited and inspected at least twice a year. At least one of these
two visits must be personally made by the SAC. The other may be by the ASAC s!. Additional
visits to resident agencies for managerial purposes are left to the discretion of the SAC.

�! The inspection made by the FBIHQ inspection staff may not be counted as one of the required
inspections of resident agencies.

�! Appropriate memorandum on inspections of resident agencies should be prepared.

�! Occasional visits to resident agencies during night or weekend hours to test security is being left
to the discretion of the SAC.

1-3.11 Availability of Resident Agents
 l! When an Agent operating out of a resident agency is on a road trip  overnight travel out of the
resident agency!, he/she is to advise �eld office city as to his/her whereabouts if the office C�1�]11Oll
be noti�ed in advance by routing slip.

�! The SRA is to make monthly spot checks of the availability during working hours of Agents
assigned to the resident agency. If an Agent is not available for an appreciable period of time, SRA
must obtain an explanation from the Agent.

�! Resident Agents should reside within, or a reasonable distance from the metropolitan area of the
resident agency city to which they are assigned in order that they may be readily available for
emergency duty at any hour of the day or night. The "reasonable distance" is to be at the discretion
of the SAC with FBIHQ concurrence.

�! Resident Agents are not to deparl; from their respective territories to such extent that they will
not be readily available in case of emergency after hours, on holidays, or on weekends without
prior authority of the SRA or the SAC. Such authority is to be obtained by mail under normal
circumstances. The use of telephone and facsimile facilities must be held to a.n absolute minimum
and must be fully justified in each instance.

1-3.12 Supervision by SRA  See MAOP, Part 2, 1-3.4.!
The SRA is charged with the supervisory responsibilities for the resident agency office, the resident
agency city activity, a.nd the activity of Agents assigned to the resident agency when in the territory
of that resident agency.  See subparagraph 1-3.11 �! above.! The SRA is not expected to
personally carry out all of the administrative functions listed below, but he/she will be held
accountable for their proper execution.

 l! Knowledge regarding all matters within his/her territory of interest to the FBI

�! The proper administration of personnel registers

�! The physical condition and maintenance of resident agency space

�! Security of resident agency space

�! Administrative feature of Bureau automobiles
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�! Public relations

�! Press relations

 8! Liaison Responsibilities - All Resident Agents a.nd particularly SRAs will be held accountable
for developing and maintaining contacts and relationships with officials in their territories so that
FBIHQ may be promptly informed of any criticisms or suggestions which those officials may have
to offer regarding FBI, its personnel, or its operations.

 9! Applicant recruiting

�0! Reading and clipping of newspapers

�1! The training of resident agency personnel, closely coordinated with the field office Training
Coordinator

�2! Responsibility for the enforcement of the Bureau&#39;s rules and regulations

�3! Resident agencies with office space shall maintain current administrative folders for
identification orders, wanted �yers, and circular letters, and arrange in numerical sequence with the
lowest number at the bottom. Do not serialize. The file is to be unnumbered.

�4! Resident Agents and resident agencies may maintain administrative ticklers.

�5! Receipts for registered mail sent from a resident agency are to be forwarded to the �eld office
for retention with other registered receipts for one year.

1-3.13 Supervisory Special Agent GS-14 SRAs
�! GS-14 SRAs have responsibilities and authority commensurate with that of other GS- 14 Field
Supervisors. Their official title is Supervisory Special Agent - GS-14, but in order to distinguish
between this position and the Field Desk Supervisor, as well as SRAs in lesser grades, the
designation of Supervisory SRA will be used.

�! In addition to the items set out above for all SRAs, the Supervisory SRA position will
incorporate the following areas of responsibility a.nd requisite authority:

1-3.13.1 Personnel Supervision

The overall production a.nd performance of resident agency personnel will be responsibility of the
Supervisory SRA. He/she will, with appropriate input from the Desk Supervisor, prepare the
performance ratings of all Special Agents and support and service pBI&#39;SO11H¬l assigned to the
resident agency. The Supervisory SRA will maintain persomel folders on the individuals assigned
to the resident agency.

1-3.13.2 Supervision of Investigations
The Supervisory SRA representing the SAC and in close cooperation with each Desk Supervisor
will have the responsibility of case supervision in his/her territory in the following manner:

�! In the absence of the SAC and ASAC he/she will have the authority to assume full charge of
major investigations occurring in his/her territory.
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�! He/she will assign all cases originating in his/her resident agency territory.

�! The resident agency Supervisor will be responsible for ensuring that all investigations in his/her
resident agency are conducted promptly and properly.

1-3.13.3 Case Reviews  See MAOP, Part 1, 21-7 �!; Part 2, 1-1.4.!

Whether the 120-day case reviews are to be conducted by headquarters city Supervisors, primary
relief supervisor, when approved by SAC, or by a method employing both the Desk Supervisor and
the Supervisory SRA, will be left to the discretion of the individual SACs. If they are conducted by
the Desk Supervisor, a copy of the review sheet  FD-271! with comments of the Desk Supervisor
will be sent to the Supervisory SRA so that he/she might follow the Agent&#39;s progress. Regardless of
the method used, the Supervisory SRA will maintain his/her copy of the case review sheet  FD-271!
in the Agent&#39;s personnel folder until the next inspection. The case review method utilized must
meet the following minimum conditions:

�! Case reviews must be conducted with each Agent at least every 120 days.

�! The review must be conducted on a person-to-person basis between a full Supervisory Special
Agent  Desk Supervisor or GS-14 SRA!, or primary relief supervisor, when approved by SAC, and
the case Agent.

�! The method to be utilized must be committed to writing, clearly establishing responsibility for
each phase of the case review. Obviously, there will be some situations in which responsibility will
be jointly shared by the headquarters city Supervisor and the resident agency Supervisor.

�! All supervisory personnel must be furnished a copy of the SAC&#39;s written policy regarding this
important managerial function. Each SAC will be ultimately responsible for making certain that
complete and thorough case reviews are conducted with each Agent every 120 days by a

Supervisory Special Agent.

�! Deleted

�! See Part 2, Section 8-1.2.3, of this manual, for instructions conceming 60-day case reviews with

probationary Agents.

1-3.13.4 Mail Supervision
�! Supervisory SRAs will have the same authority as Desk Supervisors in signing out mail on
behalf of the SAC with the limitations set out below. The Supervisory SRA authority will apply to
mail completed by resident agency personnel. The exceptions will include all communications in
cases of major importance or classifications regarding which the Supervisory SRA has limited
knowledge and experience and in cases where he/she has insufficient background information
 serials!. Communications falling in these categories will be routed through the appropriate Desk
Supervisor. Personnel matters, in all instances, will be routed through the SAC.

�! In matters where there is an indication the Desk Supervisor or other headquarters city personnel
may have an interest in or a need for the information reported in a piece of correspondence, the
Supervisory SRA will make certain copies are designated for their attention. The Supervisory
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SRA&#39;s responsibility in connection with mail signed out in the resident agency will be the same as
that a Desk Supervisor has for correspondence signed out in headquarters city.

1-3.13.5 Workload Supervision

Responsibility for assuring an equitable distribution of work in the resident agency will rest with
the Supervisory SRA. Where necessary for uniformity of work assignments, the Supervisory SRA
has the authority to reassign cases and other matters.

1-3.13.6 Career Development
The Supervisory SRA will be given the same consideration for career selection and development as
extended to other GS-l4 Field Supervisors. The Alternate SRAs  ASRAs! in these large resident
agencies will be Relief Supervisor trained. Relief supervisory positions in these and even the
smaller resident agencies will not be limited to ASRA. Under the Supervisory SRA, the ASRA
function would be similar to the principal relief on a headquarters city desk. Except for the very
large resident agencies, the Supervisory SRA can and should also carry a caseload. The amount and
type of cases to be personally handled by the Supervisory SRA is left to the discretion of the
individual SAC.

1-4 SUPERVISORY DESKS IN FIELD OFFICES

In requesting additional supervisory desks, SAC should be cognizant of �scal constraints and aware
of the fact that for every additional supervisor created, a street Agent is removed. The following
factors are considered in evaluating whether to create or retain a supervisory desk in a field office:

 l! Ratio of desks presently in operation in relation to number of Agents in the office;

�! Whether the perceived need for an additional supervisor is based upon long-term  years! or
short-term  months! factors;

�! Number of Agents to be assigned to the proposed new squad, whether there will be an increase
in the Agent and support personnel office complement, and what the creation of the requested
squad will do to existing squad complements;

�! Number of Resident Agents in the office who contribute to supervisory workload for the desk
supervisor, eliminating from computation Resident Agents assigned to Supervisory Senior Resident
Agents;

�! Nature of work on squad  complicated target cases or routine reactive investigations!;

�! "Workload" as opposed to "caseload," and is there any meaningful trend toward relatively
permanent increase or decrease;

 &#39;7! Deleted

 8! Whether present supervisors perform an excessive amount of noninvestigative or lower level
responsibilities, e.g., an SAC, ASAC, or Agent supervisor involved in administrative duties capable
of relegation to subordinate or support personnel;
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 9! Whether the Work requires regular "on-the-street" supervision and involvement of a supervisor
in conferences with United States Attorney&#39;s Strike Force, or other federal agencies and, if so, With
What frequency;

�0! Whether TURK, MARs, and accomplishment �gures  all components of our Resource
Management Information System! support the recommended new desk;

� 1! Demographic factors;

�2! Whether the most recent inspection report recommended an additional desk and, if not, What
intervening factors point to a current necessity;

�3! Whether existing squads can handle current and anticipated investigative responsibilities to
preclude formation of new squad;

�4! Whether results achieved, to date, have been adversely affected by lack of adequate Agent

SLIPQTVISIOH;

�5! The precise manner, de�nitively stated in which field executives would utilize the additional
time made available to them by the creation of an additional supervisory position.
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2-1 APPEARANCE AND |V|A|NTENANCE OF OFFICES

2-1.1 Maintenance of Official and Personal Property  See Legal Attache Manual, 2-11
& 3-3.!
The SAC is responsible for the maintenance of the office in a neat and orderly manner and for the
care of all property.

�! Official papers, documents, books, and similar materials are not to be kept in desk drawers, but
�le cabinets for this purpose are to be supplied.

�! Agents may keep in their desks: briefcases; bound Bureau bulletins; notebooks containing the
most recent course of training received at the Bureau for 90 days  notes taken at specialized schools
may be retained until separation from service!; notes of annual and special conferences for 90 days;
sidearm; not more than 50 rounds of ammunition for same; personally owned blackjack; current
bound office memoranda; current diary; current National Academy Directory; office supplies for
one week; map and street guide of the territory; copies of expense vouchers for one-year period;
speech material of a current nature; latest issue of Bureau publications; dust cloth; and personal
items currently used, segregated and neatly maintained, including smoking supplies, toilet articles
in envelope or box marked personal, medicines, personal purchases made during the day, personal
mail received during the day. Although employees are permitted to maintain certain personal
belongings in their desks or other prescribed areas in FBI offices, no desk, drawer, cabinet, or any
other space within FBI offices shall be considered to be the private space of any employee.  See
Correspondence Guide-Field, 1-1�! and Correspondence Guide-FBIHQ, 1-11.5.!

�! Manuals, Bureau bulletins, SAC letters, Memoranda to all SACs, office rosters, and office
telephone directories must be maintained in a safe and secure place so that they are not available to
unauthorized individuals.  See MAOP, Part II, 2-1.3�!.!

2-1.2 Space Matters - Field Office

2-1.2.1 Repairs
�! Minor repairs should be obtained through the building custodian.

�! Major repairs must be authorized by FBIHQ.

2-1.2.2 Improvements andlor Structural Alterations

�! Whether government or nongovernment building space, improvements and/ or structural
alterations must be authorized by FBIHQ. This is accomplished by executing a Reimbursable Work
Authorization  RWA!, General Services Administration  GSA! Form 2957, and submitting it to
GSA. After GSA completes their portion of the form, it should be submitted to FBIHQ for approval
with a letter of justification. A detailed cost breakdown of the work should be included in the cover
letter. If approved, the form will then be retumed to the appropriate field office for transmittal to
GSA and subsequent commencement of the work.
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�! Annually, on a �scal year basis, �eld of�ces may submit to FBIHQ, Attention: Space
Management Unit, Facilities Management Section, Administrative Services Division, for approval
an open-end RWA  GSA Form 2957! for a.n initial amount not to exceed $5,000. The open-end
RWA is to be used for minor alterations and repairs to �eld of�ce space. All other building space
improvements and/ or structural alterations must be requested separately and authorized by FBIHQ
through the execution of GSA Form 2957 as set forth above.

Upon receipt of the approved open-end RWA, it should be submitted to GSA, thereby authorizing
GSA to perform minor alterations and repairs to �eld of�ce space when requested by the �eld
of�ce. The �eld of�ce must maintain a log documenting the date, purpose, and cost of each
obligation made against the open-end RWA. When the initial $5,000 has been depleted, requests
for amendments to the initial RWA may be submitted to FBIHQ for approval in increments of
$5,000 up to a total of $25,000 Within a fiscal year for each �eld of�ce. FBIHQ approval of
amendments to the initial open-end RWA will be based on the justi�cation submitted in support of
the increase a.nd the demonstration of responsible administration of the funds as evidenced by the

logs.

�! Annually on July 1, each �eld of�ce holding an open-end RWA will be required to submit an
amended RWA to FBIHQ retuming the unused funds of the open-end RWA.

�! For leased buildings Where the �eld of�ce representative has lease management authority, for
alterations under $25,000, a scope of Work for requested alterations must be developed, a
government estimate obtained from the Planning, Design and Construction Management Unit, and
bids obtained and submitted to the Space Management Unit  SMU! along With an FD-369
 Requisition for Services!.  Note: If not Within the �eld of�ce authority to obtain bids, request Will
be forwarded to the Construction and Laboratory Contracts Unit  CLCU! to negotiate bids.! If
approved, the request will be forwarded to the CLCU for the issuance of a purchase order. If the
Administrative Of�cer has procurement authority, the requisition will be forwarded back to the
�eld of�ce for issuance of a purchase order. The Facilities Management Section Will determine
who the Contracting Of�cer&#39;s Representative Will be for each alteration project request.

2-1.2.3 Space Requests
Requests for space and appropriate justi�cation must be submitted to FBIHQ, Attention: Space
Management Unit, Facilities Management Section  FMS!, Administrative Services Division  ASD!
If approved, the request for space Will be submitted to the GSA by GSA Form SF-81 as prepared
and submitted by the Section Chief, FMS, ASD. This procedure Will ensure proper preparation of
the request, that it is in compliance with existing Executive Orders and GSA and DOJ directives,
and will also ensure space is acquired Within funding levels set by Congress. Contacts or
correspondence with GSA regional of�ces of other than a routine nature must be approved by

FBIHQ. Any
requests to GSA concerning additional space, release of space, layout changes, renovations or any
other changes in present or proposed �eld of�ce space must be approved by FBIHQ prior to
negotiations or commitments to GSA for such changes. Only GSA is authorized to conduct space
surveys to locate space, and any activity by the Bureau in this area could result in in�ated rental
prices. If space suitable to your needs comes to your attention, there is no objection to advising
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GSA of this fact, but surveys or checks with realtors should not be conducted. There is no objection
to contacting local GSA representatives concerning day-to-day maintenance problems peitaining to
space unless some particular reason exists for advising FBIHQ. Keep FBIHQ advised concerning
local developments with GSA in space matters.

2-1.2.4 New Construction

Requests from GSA for office space requirements for proposed new Federal construction  GSA
Form 144! must be forwarded to FBIHQ for handling.

2-1.2.5 Field Office and Resident Agency Relocation

Immediately following any field office or resident agency relocation, submit Form FD-607  Field
Office and Resident Agency Change in Address or Telephone Number! to FBIHQ advising
effective date of occupancy change, street and mailing address, the telephone numbers and the date
the Intrusion Detection System installation was completed. A copy of Fonn FD-607 should be
marked to the attention of the Facilities Management Section, WB-950. Copies of the same
communication should be forwarded to all other field offices. FBIHQ should also be advised when
additional space is acquired or excess space is released. Submit this information to FBIHQ by
electronic communication, Attention: Facilities Management Section.  See MAOP, Part 2, 1-3.7.!

2-1.2.6 Commercial Space
Communications favorably recommending acceptance of commercial space for FBI use must also
indicate results of credit, arrest, indices, and pertinent background checks regarding the owner or
owners of the building. If the building is sold during our occupancy, the same check must be made
covering the new owner or owners. Be alert at all times for any information of a derogatory nature
concerning the lessor which would adversely affect our continued occupancy.

2-1.2.7 GSA Leasing Procedure

�! GSA has initiated a policy where agencies  to include the FBI! can choose GSA as their agent
to procure leased space or agencies may elect to lease space under their own authority. If the choice
is made to lease space under the FBI&#39;s authority, then similar procedures will be followed, with the
Construction and Laboratory Contracts Unit  CLCU! providing the services that GSA would
otherwise provide. The SMU shall make the �nal decision as to the use of GSA or the CLCU for
leasing services. All previously stated procedures remain in place with this leasing avenue, with the
Space Management Unit  SMU! being the program manager for any space issues. SMU will work
with the CLCU to complete the space renovations and acquisition. The Facilities Management
Section shall determine who the COTR shall be during requirements development and renovation
stages of the project.

�! Lease Management

 a! By Memorandum of Understanding signed by the Assistant Attomey General for
Administration on October 24, 1986, and the Administrator, GSA, on January 5, 1987, the DOJ
was delegated authority to perform functions with respect to the nationwide management of GSA-
leased facilities under either fully serviced leases or under leases where the government has only
utility responsibility. Department of Justice Order 2410.4 dated August 14, 1987, and revised by
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DOJ Memorandum of May 12, 1995, redelegated that authority to the Director, FBI. This authority
has been redelegated by the Director, FBI, to the Chief, Facilities Management Section; the Chief,
Space Management Unit  SMU!; and Space Management Specialists Within the SMU at FBIHQ,
and to the Administrative Officersl Office Services Managers and Supervisory Administrative
Specialists within FBI field offices. Agencies having this responsibility are authorized to assign a.rrd
reassign space within the building managed by them, and may contract for alterations. The
delegation does not authorize agencies to lease space. It only authorizes agencies to manage space
leased by the GSA. No changes to leasing authority were made by this delegation. In order to
manage a GSA-leased facility, officials delegated this authority by the Director, FBI, must seek
designation as Contracting Officer Representative  COR! from the GSA Contracting Officer  CO!.
Upon designation by the CO, the COR may assume the responsibilities of lease management.

 b! To obtain lease management responsibilities for a specific GSA-leased facility, the COR must
initially contact the SMU. The SMU will provide the appropriate assistance to the COR and
coordinate contact with the GSA for the assignment of GSA-leased facilities for lease management.
In implementing the duties of lease management, the COR must obtain prior approval from the
SMU for all assignment and reassignment of space Within a lease managed facility. Additionally,
all desired alterations must be approved by the SMU prior to the award of a contract for the work.
The COR may initiate a request to the lessor of a lease managed facility for alterations. Afterwards,
the request should be submitted to FBIHQ for final approval by the SMU. All alterations at FBIHQ
Will continue to be managed by the Facilities Management Section.

2-1.2.2 Rental Costs  See MAOP, Part 2, 2-1.2.10, 6-5.1, s-s.5.1 �! a�.!
The FBI is charged by GSA for space and services through rent. The services included in this
charge are those normally furnished in commercial practices. GSA Will furnish services additional
to those included in the rent on a reimbursable basis. Charges  billings! are rendered monthly in
arrears. The billing includes adjustments for billing errors and changes in space assignments made
prior to or during the previous month. GSA provides these billings to FBIHQ. Copies of the
printouts supporting these billings Will be furnished to the field on a quarterly basis. FBIHQ will
query the field to verify the accuracy of the billing data.

2-1 .2.9 Deleted

2-1.2.10 Recurring Reimbursable Services  See MAOP, Part 2, 2-1.2.8, 6-5.1, 6-8.5.1
�! a�-!
Recurring reimbursable services, for which separate charges will be made by GSA, will include all
services performed after normal working hours, such as utilities for heating and air conditioning,
and elevator services, etc. Billing for such reimbursable services Will be handled by each GSA
Regional Office, as opposed to the rent for space occupied which is processed at the Public
Buildings Service of GSA in Washington, D.C. All matters as to certi�cation of Work authorization
and funding for recurring reimbursables are to be submitted by GSA Form 2957 or FD-369
 Requisition for Services!, Whichever is appropriate, to FBIHQ, Attention: Facilities Management
Section, for approval. Such services should be completely justified as to essential need for efficient
operation.  Occasionally, standard utilities are not included in the rent, and an FD-369 must be
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submitted to FBIHQ, Facilities Management Section, for these utilities as well.! FBIHQ does not
sanction incurring overtime charges for resident agencies unless severe conditions exist and
adequate justification is presented, such as a continuing Title III operation, after normal Working
hours under extremely uncomfortable conditions. Server rooms in resident agencies Will be placed
on 24-hour HVAC.

2-1.3 Deleted  See Security Policy Manual at http://rmd.fbinet.fbi/ppu/manua|s-
desk/manua|s_published_in_new_format.htm!

2-1.3.1 Maintenance and Security of Keys
 l! Keys should be maintained in a secure manner. A designated employee should be responsible
for the maintenance and security of all keys. Wherever Tel-Kee cabinets are in use, keys should be
maintained in such cabinets at all times except when in actual use.

�! A charge-out system should be maintained utilizing Tel-Kee brass receipt holders when keys
are removed from the Tel-Kee cabinet or other place of maintenance for temporary periods not to
exceed 30 days. If keys are charged out by any employee for an indefinite period, property receipt,
Form FD-281, should be utilized. If keys are removed to be used momentarily, i.e., to open desks,
cabinets, and doors at the beginning of a Workday or to lock desks, cabinets, or doors at the end of a
Workday, charge out for this purpose will not be necessary. However, the person in charge of the
maintenance of the keys is strictly responsible for their return When permitted to be withdrawn for
such purpose Without charge out.

�! Keys charged out by employees are to be maintained in a secure manner.

�! The key, keys, or combinations to all Tel-Kee cabinets or other equipment in which keys are
maintained shall be available to the ranking employee on duty after regular Working hours so that
all keys will be readily accessible in the event of an emergency.

2-1.3.2 Deleted  See Security Policy Manual at http://rmd.fbinet.fbi/ppu/manua|s-
desk/manua|s_pub|ished_in_new_format.htm!

2-1.3.3 Deleted  See Security Policy Manual at http://rmd.fbinet.fbi/ppu/manua|s-
desk/manua|s_published_in_nevv_format.htm!

2-1.3.4 X-Ray Procedures for Screening Incoming Mail, Freight and other Related
Material  See also MAOP, Part 2, 2-1.3.3, 2-2.1, and 2-2.2.!
 l! All Bureau facilities having access to or provided X- ray equipment shall use these devices to
immediately screen all incoming mail, freight and related material for Weapons, explosives and/or
other dangerous material prior to their being opened by Bureau personnel. In conjunction with the
use of the magnetometer  metal detector!, X-ray machines may also be used to screen the personal
possessions of non-Bureau personnel prior to their being allowed access to Bureau space, if the
machine can be placed sufficiently close to the reception area. More sophisticated machines  from
American Science and Engineering!, capable of detecting both metallic and nonmetallic devices
 and drugs! and scanning fairly large boxes, Were provided to each �eld office not already having
access to comparable equipment. Resident agencies and certain off-site facilities with listed mailing
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addresses were provided smaller, conventional, parcel-size machines  from EG&G Astrophysics!
that can detect metallic components.

 a! In view of the potential threat associated with the delivery of an explosive device to any of its
facilities, the FBI, as a higher risk target for criminal aggression and terrorist targeting, has
enhanced security of FBI offices through the use of mail X-ray screening devices.

 b! If practical, X-ray machines should be located in a controlled area that is outside protected FBI
space, preferably close to the reception area and/or near the primary point of entry used by
commercial carriers to deliver mail, packages, etc., to the FBI office. If there is not sufficient space
and the X-ray machine must be inside the protected FBI space, delivery personnel should be
requested to display proper identification a.nd allow FBI persom1el to look at the package before
they depart. If absolutely required to enter interior space, delivery personnel should follow access
control procedures outlined above in 2-1.3.3.

 c! The use of X-ray screening machines will enable offices to immediately screen incoming mail,
freight and related material to detect weapons, explosives and/or other dangerous material. In
addition, the contents of packages, bags, purses, etc., belonging to persomqel entering into Bureau
space, conditioned upon their consent to a weapons search of their person and possessions, may be
screened by utilizing the X-ray machine.

 d! ALL packages received by FBI offices must be screened by an X-ray system prior to further
distribution, to the extent an of�ce has been provided or has access to such equipment and this
equipment can accommodate the size of the package. Oversize packages are to be independently
verified through use of the return address or other feasible means.

 e! The use of X-ray systems requires specialized operational training. X-ray machines shall be
operated only by authorized personnel who have received proper training as offered by the
manufacturer, the Bomb Data Center, or by a certi�ed bomb technician. All mailroom personnel
shall receive such training, including instructions in recognition of letter bombs and package bombs

 f! FBIHQ and field supervisory personnel shall randomly evaluate mailroom operations to ensure
that employees are properly handling and screening incoming mail, freight a.nd related material.

 g! Suspect device procedures must be documented, prominently posted on or near the X-ray
machine, and made available to all employees. These procedures shall include what course of
action is to be followed when a letter or package is considered suspicious, which persomqel are to
be noti�ed, and a plan for notifying the local bomb squad, when warranted. Also, appropriate
security must be afforded to suspect device procedures to prevent possible compromise; that is, the
posting of such information in unsecure space  i.e., loading dock, reception area, etc.! is strictly
prohibited. The procedures may also include what steps to take if a suspicious package is found in
the vicinity of FBI space.

 h! Personnel must be trained in and follow all associated safety instructions while operating X-ray
machines. Safety and operational procedures must be scrupulously followed.

 i! If there is an indication that a package may contain an explosive device andf or other dangerous
material, DO NOT MOVE OR OPEN IT The suspect package shall be left where it is and the
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immediate area evacuated. Personnel who have had contact with the device shall be identified and

kept available, should a bomb squad response become necessary.

 j! Posters displaying the general characteristics of package and letter bombs &#39; ble through

the FBIHQ, Laboratory Division, Bomb Data Center, EXtensio1aRoom
 k! If practical, given the size of the facility and the volume of incoming mail, freight and other
related materials, facilities should consider using a rubber stamp or sticker to mark incoming
materials with "X-rayed" in order to con�rm that they have been screened for weapons, explosives
and/or other dangerous materials prior to opening.

If implemented, each facility must develop its own Standard Operating Procedure  SOP!. After
having been reviewed by the facility Security Officer, the SOP must be approved by the division
head, documented to the appropriate ACS file and made available to all division personnel. All
costs associated with the implementation will be borne by the implementing facility. The following
guidelines should be included in the SOP:

1. The "X-rayed" rubber stamp or sticker must be placed on the mail, freight and other related
material only after it has been screened for weapons, explosives and/or other dangerous material.
Placing an "X-rayed" stamp or sticker on such items prior to screening is strictly prohibited.

2. The "X-rayed" stamp or sticker must be clearly visible. It should be placed on the side of the
container which bears the mailing address; however, it should not cover or obliterate any address or
tracking related information.

3. The "X-rayed" rubber stamp or stickers should be afforded appropriate security. When not in use
the stamp or stickers should be stored in a manner that will avoid unauthorized use.

�! X-RAY INSPECTION TIPS AND TECHNIQUES  For back- scatter & nonback-scatter

 transmission! technology!
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�! TELLTALE/WARNING SIGNS

�! NOTIFICATION AND REPORTING REQUIREMENTS

 a! To ensure the safety of personnel, visitors, and property, all offices shall reiterate, on a
semiannual basis, the mandatory X-ray Screening Policy to all personnel as set forth in this manual
citation. Additionally, each office maintaining American Science and Engineering  AS&E! X-ray
equipment shall provide a reading of the volume of items inspected by electronic communication to
FBIHQ, Security Division, Attention: Physical Security Unit  PSU!, Roonaby the close of
business on 12/ l5 and 6/15, of each year. The actual reading shall be taken between 12/ l and 12/ l4,
and 6/ 1 and 6/ 14, of each year.

 b! Upon receipt of this information, the PSU will review each reading to determine if offices are
X-raying mail as required. Consideration will be given to the size of the office as well as the date of
installation. The PSU is cognizant of the fact that AS&E machines have a "Special Feature" which
overrides the inspection counter for an uninterrupted view of the items inspected. This feature is
designed to scan a number of small items at one time when they lack density, thus, showing a count
of one, when a number of items were, in fact, SC2l1"lI1¬d. Offices should only use this feature on a
"need-be" basis, so the PSU can accurately evaluate the use of equipment. In the event it is
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determined that an office is not in compliance, the PSU will forward the information to the
Inspection Division for appropriate action.

�! TRAINING, TESTING, AND CERTIFICATION OF EMPLOYEES ENGAGED IN X-RAY
SCREENING

 a! All divisions provided an Automated Multimedia X-ray Equipment Training System shall train,
test, and certify all employees engaged in X-ray screening on a semiannual basis  every six months!
The training system is designed to provide convenient, standardized instruction, and measurable
competency on X-ray interpretation and other related subjects, thus, improving the overall security
of the FBI.

The system provides the following:

l. Operation Basics - Provide a step-by-step guide to all the features of an AS&E Model 66Z X-ray
Machine, with an opportunity to practice using a replica of the console.

2. Troubleshooting - Provide basic operational errors through live demonstrations a.nd simulated

troubleshooting.

3. Basic Image Training - Provide threat identi�cation by presenting basic image analysis strategies

4. Advanced Image Training - Provide more complicated images in a continuous X-ray scanning
mode.

5. Expert Image Training - Provide additional and more complicated images, decrease the intervals
between them, a.nd allow the operators to re�ne their image analysis skills.

 b! Training Instructor

Each division provided an Automated Multimedia X-ray Equipment Training System shall
designate a representative to be responsible to ensure all division employees who perform X-ray
screening duties are trained, tested, and certified in X-ray machine operation and interpretation. The
representative should have a background in training and the authority to schedule, guide, test, and

certify employees.

 c! Training/Testing/Certification

l. The Training Instructor will maintain supervisor settings on the training system as set forth, upon
notification, be able to modify the number and kind of images, the pass threshold, and the score
weighting for each section of training.

2. The Training Instructor must be present while testing is being conducted and be able to answer
questions during the Demonstration a.nd Hands-On Sections of the training. During the Challenge
Section of the �ve levels, no answers can be given to the operator.

TRAINING SECTION SCORE NUMBER OF TRIES PASS THRESHOLD PASS THRESHOLD

b2
b7E
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3. Employees that do not pass wit ill automatically be returned to the
beginning Hands-On Section for that level bein tested. This procedure will repeat itself until the
employee passes with at le  In determining if the employee has passed or
failed for each section, the Training Instructor must not onl consider the score, but also the
number of tries attempted. If the employee has r better score with two or less tries foreach section, the employee has passed and is COHSIUGIEU cejified. If the employee h
or better score but has more than two tries in any section, the employee has failed. If the employee
has less tha or cannot complete any section, the employee has failed.
Employees that do not pass shall be removed from the duties of X-ray screening until provided
additional one-on-one training. The additional training shall be provided by the FBI&#39;s Bomb Data
Center or by a certi�ed FBI Bomb Technician. Upon receipt of additional training, the employee
may immediately be retested using the above passing criteria to determine if the employee is able to
retum to the duties of X-ray screening. Before any NEW attempt on the simulator, the old user ID
must be deleted from the training system; fresh tallies are needed for each retest.

4. Each instructor must keep a record of exact user ID  �rst and last name! and password used by
the operator. Printed test results are to be kept for three years in a secured area. Upon request, the
test results must be made available to FBIHQ to evaluate the effectiveness of this training program.

5. The training system must be operated in a dedicated mode as defined in the Manual of
Investigative Operations and Guidelines  MIOG!, Part 2, 35-9.4.8. That is, it may be only used for
the purposes as stated above. No other software or data is to be entered into, processed on, or
transmitted by this computer.

2-1.4 Instructional Books or Working Guides

Each SAC is responsible for arranging the review of instructional books and working guides in
such frequency as to ensure their currency and accuracy, and for maintaining an administrative
tickler or other record to indicate when and by whom these checks were last made.

2-1.5 Firearms in Field Offices

Instructions regarding the maintenance of �rearms in �eld offices and resident agencies may be
found in Part II, Section 12 of the Manual of Investigative Operations and Guidelines  MIOG!.

2-1.6 Smoking in Bureau Space

�! The Department of Justice Property Management Regulations, Title 41 of the Code of Federal
Regulations, Chapter 128, Subpart 128-20.1, prohibits smoking in all Department of Justice work
places to ensure that persomqel are not exposed, involuntarily, to environmental tobacco smoke at
the work site. In part, these regulations state:

"Environmental tobacco smoke, also known as second-hand or passive smoke, has been identified
by the Environmental Protection Agency as a major source of harmful indoor air pollution and a
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k_nown cause of lung cancer, respiratory illness, and heart disease. The purpose of the following is
to provide Department of Justice employees with the safest work environment possible.

"This policy applies to all  FBI! personnel, visitors, contractors, and personnel of other agencies
and businesses that operate within or visit  FBI! workplaces.

"Environmental tobacco smoke  is the! exhaled and/ or side stream smoke emitted from smokers in
the buming of cigarettes, cigars, a.nd pipe tobacco  a.nd is! a major source of harmful indoor air
pollution and known cause of lung ca.ncer, respiratory illness and heart disease.

"Workplace is defined as any  FBI-owned! or that portion of any  FBI-leased! building where work
is performed by  FBI! personnel,  or! any vehicle acquired by the  FBI! for its personnel.  The new
smoking policy is! to protect all  FBI! personnel from health hazards caused by exposure to
tobacco smoke.  It bans! smoking of tobacco products in all  FBI! workplaces.

"Since environmental tobacco smoke is classi�ed as a potential occupational carcinogen, exposure
to environmental tobacco smoke must be reduced to the lowest feasible concentration; therefore,
smoke break areas shall only be outdoors and twenty-five �5! feet away from common points of
ingress and/or egress into the workplace. Indoor designated smoking areas are prohibited."  See
MAOP, Part 1, 13-13.!

�! Since this smoking policy is not intended to interrupt any undercover operations, each SAC and
Assistant Director may use his/her discretion to control smoking in undercover vehicles and/ or
other workplaces.

�! Initially, and if the circumstances permit, employees should be encouraged to resolve any
problems regarding smoking in work areas among themselves or through their respective
supervisors. In sensitive circumstances, such as where an employee fears retribution or retaliation
should they voice their objection or lodge a complaint concerning the violation of the Bureau
smoking regulations, the employee may contact the Occupational Safety and Environmental
Program Unit, Administrative Services Division  ASD!, FBIHQ, or a designated official in that
office, to report a violation of the Bureau smoking regulations.

�! The Occupational Safety and Environmental Program Unit, ASD, FBIHQ, or their designated
official, shall be responsible for obtaining as many facts as possible from the complainant or
objector, and when appropriate, forwarding the facts without disclosing the identity of the objector
or complainant to the appropriate FBIHQ Section Chief, Assistant Special Agent in Charge, or
other designated official for further investigation. Should the above official be the subject of the
complaint or objection or other sensitive circumstances exist making referral to that official
inappropriate, the Occupational Safety and Environmental Program Unit or their designated official
shall refer the matter to the official�s supervisor or other appropriate official.

�! Upon receiving a referral from the Occupational Safety and Environmental Program Unit, ASD,
FBIHQ, each FBIHQ division, office, or field office shall conduct the necessary investigation to
either corroborate or refute the objection or complaint, and if corroborated, either correct the
problem or document a violation of the Bureau smoking regulations and shall be responsible for
referral of violations of Bureau policy for appropriate action to the Adjudication Unit, Office of
Professional Responsibility, FBIHQ.
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2-2 RECORDS MANAGEMENT

Field of�ces must be operated strictly in accordance With Bureau instructions relating to Records
Management. The Special Agent in Charge  SAC! in each �eld division  Administrative SAC in
New York Division! is designated the "Custodian of Records." In the absence of the SAC, related
responsibilities may be designated to the Assistant Special Agent in Charge  ASAC!.

2-2.1 General Instructions for Receiving Mail and Related Material  See MAOP, Part
2, 2-1.3.4.!
�! All incoming mail, freight, and related material must be received directly from its respective
mailing/shipping representative, or by the use of an of�cial United States Postal Service  USPS!
Post Of�ce  PO! Box. Utilization of athird party  i.e., security guard, adjacent office  non-FBI!,
other government agency, commercial store front mailing establishment, etc.! to accept incoming
mail, freight, and related material on behalf of the FBI is strictly prohibited.

�! All Bureau facilities having access to or provided X-ray equipment shall use these devices to
immediately screen upon receipt all incoming mail, freight and related material. Packages which
C21ILI"lO1l be X-rayed due to their size must be independently veri�ed as legitimate through the use of
a return address or other feasible means. Offices should not disregard a suspicious package even
though it may be labeled With a Bureau mailing label. Labels can be easily duplicated and used as a
possible camou�age technique by bombers to deceive the recipient.

�! All incoming mail, freight and related material must be immediately inspected as it is received,
paying particular attention to any indications of possible compromise. Packages received opened or
damaged in such a Way as to Where the contents could have been easily removed must be
immediately reported to the Division Security Officer for appropriate action. A subsequent
electronic communication shall be sent to FBIHQ, Security Division, Attention: Physical Security
Unit, Room 4266, and Administrative Services Division, Attention: Mail Services Unit, Room
IBOO6, providing pertinent details of the incident. Security questions regarding USPS procedures
may be directed to the local Postal Inspector. Security questions regarding FedEx procedures may
be directed to FedEx Security Dispatch, Memphis, Tennessee, by calling  901! 922-1945.

�! X-ray systems are technical equipment and require special operational training. X-ray machines
shall be operated only by authorized personnel Who have received proper training as offered by the
manufacturer, the Bomb Data Center, a certi�ed bomb technician, or by the use of the automated
multimedia X-ray training system  see MAOP, Part 2, 2-1.3.4 �! for further details. All mail room
personnel shall receive such training, including instructions in recognition of letter bombs and
package bombs.

�! Personnel must be trained in and follow all associated safety instructions While operating X-ray
machines. Safety and operational procedures must be closely followed.

�! FBIHQ and �eld supervisory personnel responsible for mail processing shall randomly evaluate
mail room operations to ensure that employees are properly handling and screening incoming mail,
freight and related material. Such evaluations shall be documented and made available to the

Security Division upon request.
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�! Suspect device procedures must be documented, prominently posted on or near the X-ray
machine, and made available to all employees responsible for examining mail, packages, etc. These
procedures shall include what course of action is to be followed when a letter or package is
considered suspicious, which personnel are to be noti�ed, and a plan for notifying the local bomb
squad, when warranted. Also, appropriate security must be afforded to suspect device procedures to
prevent possible compromise. That is, the posting of such information in unsecure space is strictly
prohibited.

 8! If, when screening packages, a particular package arouses suspicion, employees should utilize
the following steps to clarify a potential threat:

 a! Contact the intended recipient to determine if the package is expected. If the recipient is not
expecting a package from the stated sender, proceed to 2-2.1 8! b!. If the recipient can identify the
contents of the package and this can be compared successfully as a nonthreatening item with the X-
ray, then the package can be released.

 b! If the suspicious item has an FBI return address, contact the stated sending Bureau office to
determine the sender and a description of the contents of the package. If the FBI sender can confirm
the tracking number as an actual shipment from their office, provide a successful identification of
the contents, and this can be compared successfully as a nonthreatening item with the X-ray, then
the package can be released.

 c! If the sender cannot be verified or identified, the sender is an outside source, or if the FBI
sender is not capable of providing information on the shipment, continue to consider it suspicious
and follow procedures detailed under 2-2.1  9!.

 9! If there is an indication that a package may contain an explosive device, the following steps
shall be immediately taken:

 a! DO NOT MOVE OR OPEN THE DEVICE. The suspect package shall be left where it is and
the immediate area evacuated. Personnel who have had contact with the device shall be identified

and kept available, should a bomb squad response become necessary.

 b! Notify the appropriate personnel in the chain of command. Each office shall have an emergency
contact list with the telephone numbers of the appropriate personnel in the office to notify. This list
should include the Special Agent Bomb Technician for the division who may be able to provide
further diagnostic abilities and coordinate with the bomb squad response if necessary.

 c! Avoid changing the environment of the package. Do not expose it to heat, cold, moisture, or
other environmental factors. No transmitters, including radios, cellular telephones, two-way pagers,
or other radio frequency-producing equipment should be used in the vicinity of the device. Radio
transceivers can generate an electrical field which may be sufficient to cause a.n improvised
explosive device to function.

 d! Under no circumstances should any mail room employee attempt to open a suspect package.
Such actions must be accomplished by appropriately trained personnel.
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�0! Posters displaying the general characteristics of package and letter bombs are availablethrough the Bomb Data Center, Laboratory Division, Quantico, Virginia oom
�1! In addition to the mail security requirements as set forth in MAOP, Part 2, Section 2-2.2, all
FBI offices shall institute procedures wherein incoming U.S. Mail from sources outside of the FBI
 including other govemment agencies! are opened and inspected for any foreign substance in a
Biological Safety Cabinet  BSC!.

 a! A foreign substance is defined as an abnormal or improper item or material transported in the
mail. Foreign substances include, but shall not be limited to, powdery or crystal substance s!, solid
particle s!, liquid, fluid, gas, or an item or material having some type of odor. Any of these or
similar types of substances shall be considered suspicious. In addition, containers designed to hold
liquids, gases, and biological material  i.e., vials, petri dishes, etc.! shall also be considered
suspicious and handled accordingly.

 b! Employees using a BSC for opening U.S. Mail shall wear protective gloves  e.g., disposable
gloves, 100 percent Nitrile, 6-mil, ll inches in length!. Protective gloves that do not come in
contact with contamination may be disposed of in regular trash.

 c! After initially screening incoming mail for explosive devices and other hazardous material,
Bureau offices shall immediately and visually inspect the outer wrapping of all U.S. Mail with
respect to the following:

l. Evidence of a foreign substance

2. Excessive postage

3. Handwritten or poorly typed address

4. Incorrect titles

5. Title, but no name

6. Misspelled common words

7. Oily stains, discoloration or odor

8. No return address

9. Possibly mailed from a foreign country

10. Lopsided or uneven envelope

ll. Protruding wires or aluminum foil

12. Excessive wrapping material such as tape, string, etc.

13. Marked with restrictive endorsements, such as "Personal," "Confidential," to be opened by
addressee only, etc.

 d! If, when visually inspecting mail, a particular piece of mail resembles any of the above profile,
it shall be considered suspicious. Employees shall utilize the following steps prior to the opening of
such mail in a BSC to minimize exposure to a possibly harmful substance.
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1. Do not shake, smell, blow on, or open the letter or package.

2. Place the envelope or package in a clear sealable plastic bag or some other type of clear sealable
container to prevent leakage of contents. Rubbermaid and other similar type products are suitable
containers to temporarily seal suspicious mail.

3. Mail which cannot be put into a plastic bag or some other type of sealable container due to its
size, shall be moved and placed into the provided BSC. The BSC shall be immediately turned on
and then the mail opened and inspected for any foreign substance.

 e! While visually inspecting incoming mail, employees shall separate incoming mail into two
categories, 1! suspicious, and 2! nonsuspicious. Mail de�ned as suspicious shall be given top
priority and opened first in a BSC. After the mail de�ned as suspicious has been opened and
inspected, all other U.S. Mail shall be opened and inspected in a BSC in the following order:

1. Accountable  USPS Express, Registered, Certi�ed, etc.!.

2. First Class and Business Reply.

3. Bulk Rate, Periodicals, Magazines, etc.

 f! Once the mail has been opened in a BSC, employees shall remove the contents from the
envelope/ packaging material and thoroughly inspect both the contents and envelope/packaging
material for any foreign substance. If mail being inspected has additional imler
envelope s!/packaging  one inside the other!, the inner envelope s!/packaging shall also be opened
and inspected for any foreign substance. If no foreign substance is found in the mail, the contents
may be placed back into the original envelope/packaging material and re-sealed with tape and/or
staple s! to prevent the contents from falling out and getting lost. The resealed mail may then be
removed from the BSC for forwarding to the mail room for additional processing and delivery.

 g! Mail with no outer wrapping, such as periodicals, magazines, etc., shall also be inspected for
any foreign substance by "fanning" the pages. If no foreign substance is found, such mail may be
removed from the BSC for forwarding to the mail room for additional processing and delivery.

 h! Offices may consider using an "Opened and Inspected" rubber stamp or sticker, to the extent it
is practical considering the size of the facility and the volume of mail received, to con�rm items
have been examined a.nd veri�ed as not containing a foreign substance. If implemented, each
facility must develop its own Standard Operating Procedure  SOP!. The SOP shall be documented,
approved by the Division Head, and made available to all employees. It is recommended that the
following guidelines be included in the SOP:

1. The "Opened and Inspected" rubber stamp or sticker must be placed on the item only after it has
been successfully veri�ed as not containing a foreign substance. Placing an "Opened and
Inspected" stamp or sticker on the item prior to inspecting is strictly prohibited.

2. The stamp or sticker must be clearly visible and be placed on the address mailing side of the item
not covering any addressing or tracking number infonnation.

3. "Opened and Inspected" stamps and stickers must be afforded appropriate security, ensuring no
unauthorized use.
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 i! Mail received via a commercial carrier  i.e., FedEx, UPS, DHL, Airborne, etc.! shall also be
immediately and visually inspected after it has been X-rayed for the suspicious pro�le stated in 2-
2. l l l!. If, when inspecting the outer wrapping of commercial carrier mail, a particular piece of
mail resembles the suspicious pro�le, it shall also be processed and opened in a BSC. At the
Division Heads discretion, commercial carrier mail that does not meet the suspicious pro�le may
be transported to the mail room unopened for processing, sorting, and delivery. Whether the
Division Head decides to or not to have all commercial carrier mail opened and inspected in a BSC,
the same procedures stated in 2-2.1�1! shall be adhered to for commercial carrier mail.

 j! Mail received by the U.S. Mail or other commercial carriers which contains evidence shall also
be immediately and visually inspected after it has been X-rayed for the suspicious pro�le stated in
2-2.1�1!. If, when inspecting the outer wrapping of evidence, a particular piece of evidence
resembles the suspicious pro�le, it shall also be processed and opened in a BSC. Evidence that does
not meet the suspicious pro�le may be transported to the mail room unopened for processing,
sorting, and delivery.

 k! If a foreign substance is found while inspecting mail in a BSC, employees shall immediately do
the following:

l. Do not shake, smell, blow on, or empty the contents of any suspicious envelope or package.

2. Do not tum the BSC off.

3. Do not remove the envelope or package from the BSC.

4. Do not attempt to clean up the foreign substance.

5. Place the envelope or package immediately in a clear sealable plastic bag or some other type of
clear sealable container.

6. Remove protective gloves and leave gloves in the BSC.

7. Leave the room and close the door, securing the area to prevent others from entering.

8. Wash your hands immediately with soap and water to prevent spreading of any suspect material
to your face or other parts of your body.

9. Notify appropriate personnel in chain of command.

10. Identify personnel who have been in contact with the letter or package prior to screening and
keep them available should an emergency response become necessary.

ll. Remove any contaminated clothing as soon as possible and place in a clear sealable plastic bag
or some other type of clear sealable container.

l2. Shower with soap and water as soon as possible. Do not use bleach or other disinfectant on skin

 l! If a foreign substance is found while processing mail outside of a BSC, employees shall
immediately do the following:

l. Do not shake, smell, blow on, or empty the contents of any suspicious envelope or package.

2. Do not attempt to clean up the foreign substance.
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3. Cover the spilled contents immediately with something  e. g., plastic, clothing, paper, trash can,
etc.! and do not remove the cover.

4. Place the envelope or package immediately in a clear sealable plastic bag or some other type of
clear sealable container and leave at the location of the release.

5. Remove protective gloves and leave gloves at the location of the release.

6. Leave the room and close the door, securing the area to prevent others from entering.

7. Wash your hands immediately with soap and water to prevent spreading of any suspect material
to your face or other parts of your body.

8. Notify appropriate personnel in chain of command.

9. Identify personnel who have been in contact with the letter or package prior to screening and
keep them available should an emergency response become necessary.

l0. Remove any contaminated clothing as soon as possible and place in a clear sealable plastic bag
or some other type of clear sealable container.

ll. Shower with soap and water as soon as possible. Do not use bleach or other disinfectant on skin

 m! Mail processing and foreign substance inspecting procedures shall be documented, prominently
posted on or near the BSC, and made available to all employees. These procedures shall include
what course of action is to be followed when processing, opening, and inspecting mail, which
personnel are to be notified when a foreign substance is found, and a plan for notifying appropriate
local emergency/ safety authorities, when warranted. Also, appropriate security must be afforded to
mail processing a.nd inspecting procedures to prevent possible compromise. That is, the posting of
such information in unsecured space is strictly prohibited.

 n! FBIHQ and field supervisory personnel shall randomly evaluate mail room operations to ensure
that employees are properly handling and screening incoming mail for any foreign substance. Such
evaluations shall be documented and made available to FBIHQ upon request.

�! BSCs are technical equipment and require special operational training. BSCs shall be operated
by only authorized personnel who have received proper training as offered by the manufacturer,
safety officer, or hazardous material specialist. All mail room and other designated personnel shall
receive such training, including instructions on the proper use of protective clothing and equipment.

�2! All Bureau offices must maintain a written log of all incoming Accountable mail  i.e., USPS
Express, USPS Registered, USPS Certi�ed, FedEx, etc.! received for possible tracing purposes.
Bureau offices equipped with FedEx automation equipment may record incoming FedEx packages
by using the FedEx satellite/ computer system. Bureau offices must generate a written record from
the FedEx automation equipment of incoming packages with the initials of the employee who
records each package. Bureau offices not equipped with FedEx automation equipment must record
incoming packages by using an FD-211. All incoming USPS Registered, USPS Express, and USPS
Certi�ed packages not recorded on USPS Form 3883  Incoming Registered Mail! must be recorded
by using an FD-211. All records may be destroyed on a monthly basis when they are at least two
years old.  See MAOP, Part 2, 2-4.5.l5.!
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�3! Prior to disposal of empty packaging containers, all address mailing labels  i.e., standard
penalty envelopes and labels, USPS and commercial carrier labels and airbills, etc.! must be
destroyed or defaced, ensuring no further use.

�4! All empty inner envelopes/Wrapping material with any Bureau marking must be disposed of in
official trash receptacles.

2-2.1.1 Opening of SAC Mail

 l! Mail marked "Personal," Whether addressed to the SAC by name only, title only, or both, must
be opened only by the SAC.

�! In the absence of the SAC, the acting SAC may open mail marked "Personal Attention,"
Whether addressed to SAC by name only, title only, or both.

2-2.1.2 Mail Opened by Support Personnel
 l! Mail addressed to the SAC by title only, by name and title, or by name only provided it does not
appear to be personal in nature, may be opened by support personnel.

�! When mail indicates enclosures, the person opening the mail must determine Whether they have
been received.

 a! If so, the initials of the person opening the mail must be placed adjacent to the word "Enclosure"
or the abbreviation "Enc." If enclosures are received at a later date, note the date received.

 b! If not, a notation is made on the communication to that effect; FBIHQ or submitting field office
should be immediately advised.

2-2.1.3 Block Stamping Mail

Block stamps and serial stamps are no longer required on any document. Automated Case Support
 ACS! automatically keeps a log on everything done such as when a document Was uploaded,
received in an office, and when an index record was added.

2-2.1.4 Teletypes and Telegrams
�! Handling during business hours -

 a! Immediate teletypes must be time-stamped as soon as received and hand carried to the SAC or
person acting for him/her. Other teletypes and telegrams must be time-stamped as soon as received,
indices checked, and if file exists and is available it shall be attached and both file and
communications routed to supervisory personnel at once.

�! Handling during nonregular business hours -

 a! Immediate teletypes must be communicated to the SAC or person acting for himfher

immediately.

 b! Priority teletypes - If Agent is on duty, Agent may use his/her discretion as to Whether to
communicate the teletype to the SAC or ASAC. If support personnel are on duty, they must
communicate teletypes to supervisory personnel.
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�! Filing of teletypes -

 a! File FD-36 in the case file

 b! Deleted

 c! When a teletype containing the same text is sent individually to more than one �eld office, only
the FD-36 is to be �led.

 d! Carbon of machine copy of transmitted message may be retained for one month and then

destroyed.

2-2.2 General Instructions for MailinglShipping  See MAOP, Part 2, 2-1.3.4, 2-2.1.!

 l! The sending office is responsible for making appropriate mailing/ shipping determination
ensuring mailing/shipping methods are properly used. Use cheapest mailing/shipping method
which will suffice in each instance.

�! All FBI information  documents and related material up to and including the secret level! must
be shipped by FedEx, U.S. Postal Service  USPS! Registered, or USPS Express between Bureau
offices within the United States and Puerto Rico. The use of USPS Express must be limited only to
locations not covered by FedEx  Post Office boxes, etc.!. Under no circumstances should Top
Secret or Sensitive Compartmented Information be sent via USPS, FedEx, UPS, etc., regardless of
the destination point.

�! Mail should not be insured. Insurance payments are prohibited by Title 40, USC, Section 726.

�! Mail in smallest possible envelope which adequately protects the material at the least possible
cost. Basic envelope selection guidelines are:

 a! Use a 4 1/ 8 X 9 l/ 2 inch envelope whenever possible. Envelope shall not be more than l/4 inch
thick so it can be processed on postal high-speed optical character readers and bar code sorters.
This dimension might consist of five sheets of 8 1/2 X 11 bond paper, or ten sheets of 8 1/ 2 X 11
tissue paper, or an equivalent combination.

 b! Fold material to be mailed--unless too thick or cannot be folded without being damaged--to fit
into the smallest size envelope, without overstuffing.

 c! Window envelopes shall not be used for the following:

1. Classified material

2. Material relating to National Security

3. Material highly confidential to the FBI or addressee

4. Addressee is a high-level government or private sector official

 d! Choose an envelope only slightly larger than the material to be mailed, to minimize shifting
within the envelope.

 e! Consolidate multiple mailings made on the same day to the same address in one envelope,
instead of using a separate envelope for each item.
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 f! When bulk or size of mail requires a large envelope/wrapping  9 1/2 inches by 12 inches or
larger!, or mail is classi�ed, double envelopes/wrapping must be used, one inside the other, to
guard against mail breaking open in transit. The inner envelope/wrapping shall have the same
address and return address as the outer address mailing label/airbill. Whenever the envelopef
package contains classi�ed information, the inner envelope/wrapping shall also be clearly marked
with the highest classi�cation level. Under no circumstances shall the outer envelope/wrapping
have any indication of the classi�cation level of its contents.

�! If possible, all information destined to a Legal Attache  Legat! must be transmitted by
electronic communication  EC! or secure facsimile. Information which cannot be transmitted to a
Legat by EC or secure facsimile must be sent to JEH, FBIHQ for forwarding purposes. No direct
shipments of classified and unclassi�ed-sensitive material to Legats are allowed. Unclassi�ed-
sensitive material is information that, if disclosed, could adversely affect the ability of the FBI to
accomplish its mission. Examples of unclassi�ed-sensitive information might be the identity of FBI
personnel, names of individuals or groups under investigation, technical and automation equipment,
or personal data on individuals. It is noted that all mail and related material sent to other countries
by unsecure methods  i.e., FedEx, UPS, DHL, USPS Express, USPS Registered, etc.! may be
inspected and opened by their respective customs of�cials; therefore, of�ces must be cognizant that
unauthorized inspection by the host country of classi�ed or unclassi�ed-sensitive information can
endanger people, hamper investigations, misdirect resources, and cause embarrassment.

Whenever sending Legat information to JEH, FBIHQ for forwarding purposes, put the information
in an envelope and seal. Indicate the appropriate Legat destination point and classi�cation level
 unclassi�ed-not sensitive, unclassified-sensitive, con�dential, or secret! on the envelope. If the
information being forwarded to a Legat has an "original" communication destined to FBIHQ for
action] information purposes, attach the sealed envelope to the original communication and indicate
next to the Legat copy designation "sealed envelope attached."

Once FBIHQ receives information for forwarding to Legats, FBIHQ will separate the information
into two categories, �! classi�ed and unclassi�ed-sensitive and �! unclassi�ed-not sensitive. The
classi�ed and unclassi�ed-sensitive information will be shipped via the Department of State
Classi�ed Diplomatic Pouch System. The unclassi�ed-not sensitive information will either be
shipped via the USPS Express mail service or other acceptable commercial express services. This
procedure will expedite unclassi�ed-not sensitive material to Legats and ensure the safe shipment
of classi�ed and unclassi�ed-sensitive material.

�! Because of the Bureau&#39;s mandated responsibilities, FBI of�ces are constantly sending/receiving
hoax explosive devices  usually evidence!, explosive components, hazardous substances, and other
dangerous materials which, when X-rayed, might appear suspicious. When of�ces screen all
incoming items, they will experience tense situations as a result of these items being shipped.
Of�ces should not disregard any suspicious package, even though it may be labeled with a Bureau
mailing label. Labels can be easily duplicated and used as a possible camou�age technique by
bombers to deceive the recipient.  See MIOG, Part 2, 13-16.6.!

 a! To identify these possible suspicious-looking items prior to receipt and minimize possible
disruption of the workplace, a "Mail/Package Alert" Form  FD-861! must be used.
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 b! Prior to mailing/ shipping items between Bureau offices which, when X-rayed, might appear
suspicious, a.n immediate teletype must be sent or a telephone call made to the recipient. The
teletype or telephone call should identify the shipping method  United States Postal Service
Registered, FedEx, etc.!, identifying/tracking number, office of origin, description of contents, date
it was mailed/shipped, a.nd any other information which may be bene�cial to the recipient.

 c! Upon receipt of the above-mentioned information, the recipient must complete an FD-861 and
post it on or near the X-ray machine in a conspicuous manner. It is the responsibility of each office
to designate an appropriate area for the posting of such information and advise all employees
responsible for X-raying incoming mail and related material of the designated area. Also,
appropriate security must be afforded to the Mail/Package Alert Forms to prevent possible
compromise. That is, the posting of such information in unsecured FBI space  i.e., loading dock,
reception area, etc.! is strictly prohibited.

 d! The form must remain posted at all times until the item in question is received. Upon receipt of
the questionable item, the FD-861 should be removed from the X-ray machine or designated area,
and the bottom portion of the fonn completed  initials of the employee who identi�ed the package
and date received!. The completed form should be retained for 90 days. Thereafter, the form should
be disposed in official receptacles.

 e! The same procedures apply for mailing/shipping to the J . Edgar Hoover  JEH! FBI Building. An
immediate teletype must be sent to FBIHQ, Attention: Mail Services Unit  MSU!, Room IBOO6, or

cal 8 a.m. - 4:30 p.m., EST! o  hours a day, seven days a
wee !. e MSU Wlll be responsible for ensuring appropriate JEH FBI personnel are advised of the
questionable item.

 f! When mailing/shipping possible suspicious-looking items OUTSIDE the Bureau, offices should
make a courtesy telephone call to the recipient, providing the same information as described above

 i.e., shipping method, identifying/tracking number, date sent, description of contents, etc.!.

 g! Each office  including resident agencies and off- site facilities! should designate at least two
employees to serve as points of contact for this matter. This will ensure that a possible
communication breakdown will not occur and appropriate personnel are notified in a timely manner
Offices should consider telephone operators, mailroom personnel, and/or the supervisor responsible
for managing mail X-raying screening equipment to serve as a point of contact. �! When
mailing/shipping individual hard drives  removed from or to be installed in a computer! double
boxes must be used, one inside the other, to prevent the contents from breaking open in transit. The
boxes must be structurally sound, with no holes, tears, or missing �aps. The use of "banker" or
"photo copy" type boxes are strictly prohibited. These type boxes are designed for storage, not
mailing/ shipping purposes.

 a! A strict limit of no more than 20 hard drives shall be placed in one box. Prior to sealing both the
inner and outer boxes, all unused space in each box must be �lled with brown wrapping paper,
newspaper, bubble wrap, or any other acceptable packaging �ller to prevent the contents from
shifting and breaking open in transit.

 b! Both the inner and outer boxes shall be sealed with plastic or gummed-paper tape so that all
holes a.nd seams on the outer finish  including loose  opened! flap joints and permanently glued
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joints! are covered. Thereafter, at least four separate continuous strips of nylon-reinforced filament
tape must be placed around both the inner and outer boxes. Each strip must completely encircle the
box at least once, a.nd at least three of the strips must encircle the container at a right angle to loose

 opened! �ap joints.

 c! The inner box shall have the same complete mailingf shipping address and return address
information as the outer box. Whenever mailing/ shipping classified hard drives, the inner box shall
also be clearly marked with the highest classification level. Under no circumstances shall the outer
box have any indication of the classification level of its contents.

 d! All hard drives up to and including the "Secret" level shall be shipped by FedEx, United States
Postal Service  USPS! Registered, or USPS Express Within the United States a.nd Puerto Rico.
USPS Express shall be limited only to locations not covered by FedEx  post office box address,
etc.!. All hard drives sent to and from Legal Attaches shall be sent by Department of State
Classified Diplomatic Pouch, regardless of the classification level. Under no circumstances should
Top Secret or Sensitive Compartmented Information  SCI! hard drives be sent via FedEx, USPS,
UPS, etc., regardless of the destination point. Specific procedures for the transmittal of Top Secret
and SCI may be found in the Manual of Investigative Operations and Guidelines  MIOG!, Part 2,
Section 26.

 e! Offices shall also immediately report to your Division Security Officer any lost, missing,
packages received opened, or packages that Were received damaged in such a Way as to where the
contents could be easily removed. A subsequent electronic communication shall be sent to the
Security Division, Attention: Physical and Technical Security Unit, and the Administrative
Services Division, Attention: Mail Services Unit, providing pertinent details of the incident.

 8! An FD-441 Receipt Card shall be enclosed in all Intra-Bureau shipments containing classified
information up to and including the "Secret" level. The sending and receiving offices are to execute
the appropriate portion of the form, and retum the form upon receipt of the classified package
Within five workdays to the office of origin. If there is no other mail being sent to the office which
prepared the FD-441, the form shall be sent by itself in a small, letter-size envelope by first-class
mail. The use of USPS Registered, USPS Express, or FedEx to return individual FD-441s is strictly

prohibited.

 9! All Bureau offices must maintain a Written log of all outgoing accountable mail  i.e., USPS
Express, USPS Registered, USPS Certi�ed, FedEx, etc.! sent for possible tracing purposes. Bureau
offices equipped with FedEx automation equipment may generate a Written record of outgoing
FedEx packages with the initials of the employee who records each package. Bureau offices not
equipped with FedEx automation equipment must record outgoing packages by using an FD-211.
All outgoing USPS Registered, USPS Express, a.nd USPS Certi�ed packages not recorded on a
USPS manifest must be recorded by using an FD-211. All records may be destroyed on a monthly
basis when they are at least two years old.

�0! All outgoing mail, freight, and related material must be delivered directly to their respective
mailing/shipping representative. Utilization of a third party  i.e., security guard, adjacent office
 non-FBI!, other government agency, commercial store front mailing establishment, etc.! to deliver
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outgoing mail, freight, and related material on behalf of the FBI is strictly prohibited. The use of
collection boxes is also prohibited, regardless of the physical location of the box.

2-2.2.1 Mail Classes and Shipping Services

�! Federal Express  FedEx! - The Bureau&#39;s use of FedEx small package ovemight express service
is provided under the General Services Administration  GSA!, Contract No. GS-23F-170L, and is
utilized by the Department of Justice and most other executive agencies subject to 41 CFR 101-40.
The scope of the contract does NOT include "letters," i.e., ROUTINE �rst-class mail to a private
citizen, as defined in United States Postal Service  USPS! Regulations, 39 CFR 310.1  Private

Express Statutes!.

The scope of the contract also does NOT include the following for shipment:  a! Single packages
greater than 150 pounds in Weight and/or greater than 119 inches in length, and 165 inches in
length a.nd girth combined;

 b! Freight shipments;

 c! Same-Day shipments;

 d! Single packages smaller than 7 inches in length, 4 inches in width and 2 inches in depth;

 e! Shipments Which contain both firearms and ammunition in the same package; and

 f! Shipments which may cause damage or delay to equipment, to personnel, or to other shipments.

 g! Deleted

 h! Deleted

 i! Deleted

 j! Deleted

 k! Deleted

 l! Deleted

 m! Deleted

 n! Deleted

 o! Deleted

 p! Deleted

�! The contract specifically states that urgent letters must be delivered in accordance with the
USPS Private Express Statutes Which, for the most part, means that delivery must be made before
12 noon the following business day. To comply with Private Express Statutes and to receive GSA
contract rates, Bureau offices must use FedEx "Priority Overnight" service with a 10:30 a.m., next-
business- day delivery commitment. Using FedEx "Standard Overnight" service with a 3 p.m. next-
business-day delivery commitment, or using "second- business-day" service with a 4:30 p.m.
delivery commitment for FBI documents is prohibited and is in violation of Private Express
Statutes and USPS regulations. Using FedEx "First Overnight" with an 8 a.m., next-business-day
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delivery commitment is NOT provided under the GSA contract, but may be used only on occasions
where the earlier delivery commitment is absolutely necessary. Under no circumstances should
"First Overnight" be used whenever shipping to FBI Headquarters  FBIHQ!. All FedEx packages
destined to FBIHQ are picked up at 9 a.m. each business day regardless of the type of service
indicated.

�! USPS Private Express Statutes also require that all letters shipped express next-business-day
must be marked "Extremely Urgent," or "Private Carriage Authorized by Postal Regulations," or
with a similar statement. The majority of packaging containers provided by FedEx and most other
express couriers are marked "Extremely Urgent." However, standard opaque packaging containers
provided by GSA and commercial vendors are not marked as such. When shipping via FedEx,
offices shall make sure that somewhere on the packaging container it is marked "Extremely
Urgent" to comply with Private Express Statutes. �! FedEx automation equipment must be
operated in a dedicated mode as de�ned in the Automated Data Processing Telecommunications
Security Policy, Manual of Investigative Operations and Guidelines  MIOG!, Part 2, Section 35-
9.4.8. That is, it may only be used to communicate, process, and store FedEx transactions. NO
other software or data is to be entered into, processed on, or transmitted by this computer. All
FedEx automation equipment must be labeled with a data description label  SF-71 l! to indicate that
the equipment is contractor-owned. Bureau offices may obtain SF-7ll labels from their divisions�
supply technicians .

�! Prior to sealing a packaging container, all unused space in the container must be filled with
brown wrapping paper, newspaper, bubble wrap, or any other acceptable packaging filler to prevent
the material from shifting and breaking open in transit.

�! Packaging containers  i.e., envelopes, boxes, tubes, etc.! must have continuous, nylon-
reinforced filament tape placed around the container from end to end and side to side as indicated
below:

 a! FEDEX OR USPS LETTER  CARDBOARD! ENVELOPES

AT LEAST four separate continuous strips of nylon-reinforced filament tape must be placed
around the envelope. Each strip must completely encircle the envelope AT LEAST once. Two of
the strips must cover loose  opened! flap joints a.nd permanently glued joints in a HORIZONTAL
direction. Two of the strips must cover loose  opened! �ap joints and permanently glued joints in a
VERTICAL direction.

 b! FEDEX OR USPS TYVEK ENVELOPES

All holes a.nd seams on the outer �nish of these envelopes  including loose  opened! flap joints and
permanently glued joints! must be sealed with plastic or gummed paper tape. AT LEAST two
separate continuous strips of nylon-reinforced filament tape must be placed around the envelope, at
right angles to loose  opened! flap joints. Each strip must completely encircle the envelope AT
LEAST once.

 c! FEDEX OR USPS BOXES

All holes and seams on the outer finish  including loose  opened! flap joints and permanently glued
joints! must be sealed with plastic or gummed paper tape. AT LEAST two separate continuous
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strips of nylon-reinforced �lament tape must be placed around the box, at right angles to loose
 opened! flap joints. Each strip must completely encircle the box AT LEAST once.

 d! STANDARD OPAQUE PACKAGING CONTAINERS SHIPPED VIA FEDEX  Smaller Than
17 1/2 inches in length, X 11 1/2 inches in Width, x 10 1/2 inches in depth!

All holes and seams on the outer �nish  including loose  opened! flap joints and permanently glued
joints! must be sealed with plastic or gummed paper tape. AT LEAST three separate continuous
strips of nylon-reinforced �lament tape must be placed around the container. Each strip must
completely encircle the container AT LEAST once, and AT LEAST two of the strips must encircle
the container at a right angle to loose  opened! �ap joints.

 e! LARGE STANDARD OPAQUE PACKAGING CONTAINERS SHIPPED VIA FEDEX �7
1/2 inches in length, x 11 1/2 inches in width, X 10 1/2 inches in depth, or larger!

All holes and seams on the outer �nish  including loose  opened! flap joints and permanently glued
joints! must be sealed with plastic or gummed paper tape. AT LEAST four separate continuous
strips of nylon-reinforced �lament tape must be placed around the container. Each strip must
completely encircle the container AT LEAST once, and AT LEAST three of the strips must
encircle the container at a right angle to loose  opened! flap joints. The larger the container, the
more strips of nylon-reinforced �lament tape must be used.

�! Packaging containers provided by the USPS and FedEx must NOT BE REUSED for shipment
purposes. These containers are designed for one shipment only. Standard opaque packaging
containers may be reused only When the container is structurally sound, With no holes, tears, or
missing flaps. Obsolete address mailing labels and markings must be removed or covered prior to

shipment.

 8! The use of "banker" or "photo copy" boxes are strictly prohibited. These boxes are designed for
storage, not mailing/shipping purposes.

 9! The "release signature" block on FedEx airbill or automation equipment must NOT be executed
under any circumstances.

�0! The scope of the contract provides for the shipment of hazardous materials  "Dangerous
Goods"!, as de�ned by the International Air Transport Association  IATA! Dangerous Goods
Regulations. Bureau of�ces must comply with all federal, state, and local laws governing packing,
Wrapping, marking,and labeling whenever shipping dangerous goods. Speci�c information about
dangerous goods may be found on the internet at http://WWW.fedex.com and searching for
"dangerous goods," or by calling FedEx at  800! GO-FEDEX, selecting prompt 81 and asking for
the dangerous goods department. All FBI employees/contractors that Wrap/package and place into
shipment a hazardous material  dangerous good! must receive general awareness/familiarization
training and function-speci�c training regarding hazardous materials. The FBI has designated
FedEx or the Department of Transportation, Transportation Safety Institute, Oklahoma City, for
hazardous materials training.  See MAOP, Part 2, 2-2.2.13 and 6-2.3.9; MIOG, Part 2, 13-6.7.!

�1! All FBI FedEx invoices are received electronically at FBIHQ on a Weekly basis and reviewed
by the Mail Services Unit  MSU! for accuracy, compliance Within the scope of the FedEx Domestic
Ovemight Express service contract, late deliveries, and unauthorized activity. To be in compliance
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with standard Inspection Division audit guidelines, FBI field offices and other FBI locations shall
receive a weekly FedEx summary statement via the FBI Intra.net. This summary statement will be
e-mailed directly to financial managers and other designated finance personnel. For locations that
do not have a financial manager, the lead finance official of that site shall be designated as the point
of contact. If the financial manager or designated finance official changes, it is the responsibility of
the field office or FBIHQ location to inform the MSU of the change. In the event FBI FedEx
account locations receive a paper invoice for shipments made, these invoices shall be reported by e-
mail and then forwarded to FBIHQ, Attention: Ms. Dolores A. Gibbs, Program Analyst, MSU,
Facilities Management Section  FMS!, Administrative Services Division  ASD!, Room 1B006.

Financial managers and designated personnel shall ensure that the FedEx summary statement is
reviewed for accuracy within five workdays of receipt. The summary statement shall be compared
with the FedEx records maintained at each FedEx account location within the division. If the

statement is accurate and both records match  i.e., date of shipment, tracking number, from and to
address, account number, etc.!, the financial manager or the lead finance official shall download the
summary page of the statement into paper form. The summary page must then be signed, dated and
filed as a subfile under the master Third Party Draft control �le. Records shall be maintained for a
period of six years and six months. Thereafter, the records may be destroyed. If the financial
manager or lead finance official identifies any incorrect charges or unauthorized shipments, these
charges and/or shipments shall be reported by e-mail within five workdays to the MSU. The MSU
shall reconcile any incorrect charges or unauthorized shipments with FedEx within five workdays
of e-mail notification.

�2! FBI FedEx account locations are no longer responsible for identifying and informing FedEx of
packages delivered outside the published delivery commitment  late deliveries!. Although packages
delivered after the delivery commitment will appear on the weekly summary statement, the MSU
shall work with FedEx to determine if these are appropriate charges and seek the appropriate credit
or refund for late deliveries.

�3! FBI FedEx account locations shall continue to be responsible for verifying the actual delivery
of FedEx packages shipped within two workdays after shipment. Lost or missing packages shall be
immediately reported to the division Security Officer. If the lost or missing package cannot be
located within 15 calendar days, an electronic communication shall be sent to FBIHQ, Security
Division, Attention: Security Compliance Unit, PA-555, and Administrative Services Division,
Attention: Mail Services Unit, Room 1B006, providing pertinent details of the incident. See 261C-
HQ-Cl407494 Serial 153 for Security Division reporting guidelines.

�4! FBI FedEx account locations shall also continue to be responsible for identifying and
informing FedEx of packages received in damaged condition and seeking a.n appropriate refund.
Each FedEx package is automatically valued at $100 per package, or $1.00 per pound, whichever is
greater. When shipping material via FedEx valued over $100, offices should declare the actual
value  up to a maximum of $50,000! by indicating the value on the airbill or through FedEx
automation equipment before presenting the package to FedEx. To receive a refund, FedEx must
receive notification of the damaged package within 15 calendar days of the date of delivery. A
damaged package notification must be made by calling  800! 463-3339, selecting prompt 0, and
asking for "claims." FedEx will provide a control number and fax a claim form to the requested
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location. The completed claim form must include all documentation related to the proof of value
 i.e., copy of original invoice from vendor/supplier, itemized repair invoice or statement of
nonrepair, appraisals, expense statement, or any other applicable documentation!. The majority of
claims are resolved within 5 to 21 days. Damaged package claims that cannot be reconciled with
FedEx shall be brought to the attention of the MSU.

�5! To ensure the accuracy of the FedEx electronic invoicing process, all requests to open or close
an FBI FedEx account shall be submitted by electronic communication or e-mailed to Dolores A.
Gibbs, MSU, ASD. To open an account, the requester must provide the street address of the
account location, point of contact, telephone number, justification for the account, and anticipated
volume of FedEx packages sent on a daily basis. To close an account, the requester must provide
the account number, street address, and point of contact.

�6! With the merger of FedEx and Kinko&#39;s into FedEx Kinko&#39;s, FedEx shipping account holders
are capable of purchasing supplies and related materials by using their FedEx account number. The
scope of the contract with FedEx does not include the purchase of supplies and related materials.
Under no circumstances should offices use their FBI FedEx account number to purchase any
supplies and related materials from FedEx Kinko&#39;s or from any other source. Supplies and related
materials may be purchased by an approved govemment credit card or by any other authorized
procurement method.

�7! When presenting packages to FedEx, offices must ensure that a complete "from and to"
mailing address, the sender&#39;s and recipient&#39;s telephone numbers, date, type of service  priority
overnight!, weight, value  if applicable!, special handling  Saturday delivery, dangerous goods,
etc.!, and account number are clearly printed or typed on the mailing label/airbill. Under no
circumstances should offices present packages to FedEx without the above delivery information.
All FedEx shipments must also have a FedEx SEL- 17 exception sticker next to the address mailing
label. Offices may obtain SEL-17 stickers by contacting FBIHQ, Ms. Deborah R. Brooks, or Mr.
A.C. Tarver, Mail Supervisors, MSU, �02! 324-4303.

�8! FedEx account numbers are like credit card numbers and must be provided appropriate
security. Offices are prohibited from providing FBI FedEx account numbers to outside sources
unless it is for official business, the outside source is known and considered trustworthy  i.e., other
government agencies, task forces, victims of crime, cooperating witnesses, etc.!, and the shipment
is made to an FBI office. Under no circumstances should FBI FedEx account numbers be provided
to outside sources for unofficial purposes, for third party shipments  from and to non-FBI
locations!, or for the delivery of paid goods and/ or services. It is the responsibility of all offices to
be diligent in identifying and reporting possible fraud and/or unauthorized shipping activity.

�9! The use of FedEx is considered "Premium Transportation" and should not be indiscriminately
or needlessly used. Bureau offices should use the cheapest mailing method which will suffice in
each instance. Bureau offices shall use FedEx for the daily, consolidated shipment of FBI
documents and related materials  up to the "Secret" level! between Bureau offices within the
United States and Puerto Rico. Bureau offices may also use FedEx to other government agencies
and outside sources for time-sensitive materials. However, to save funds, offices should refrain
from sending FedEx packages separate from the daily, consolidated Bumail shipment unless it is
absolutely necessary  i.e., size of material, hazardous material, evidence, court order, etc.!. Offices
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are strongly encouraged to take advantage of automation technologies already available to transmit
information in lieu of FedEx. Additionally, the use of FedEx for shipment of office supplies, forms,
routine, public source material, and/or items outside the scope of this contract is prohibited. Each
office is responsible for making the appropriate shipping determination, ensuring FedEx is properly
used.

2-2.2.2 Registered Mail
The weight and size limits for registered mail is 70 pounds a.nd 108 inches in length a.nd girth
combined.

�! Use registered mail for -  See MAOP, Part 2, 2-2.2.9.!

 a! Deleted

 b! Evidence

 c! Valuables - item having a reimbursable value, such as coin, currency, jewelry, etc. The
reimbursable value  up to $25,000! must be declared to the postal service.

 d! Material classified under Executive Order 12958. "Secret" and "Confidential" material must be
enclosed in opaque sealed envelopes where size permits or in opaque sealed boxes. Refer to MIOG,
Part 2, 26-7.2, for transmitting material of this type to other agencies.

 e! Firearms - when within weight limitations  See MAOP, Part 2, 6-2.3.9; MIOG, Part 2, 12-5�!
& 13-6.7�9!, for shipment of firearms.!

 f! Any other material which the Bureau has ordered sent by registered mail.

 g! Receipts for registered mail  FD-441! sent from a resident agency are to be forwarded to the
�eld office headquarters. Field offices are to verify receipt of all registered mail and FD-441s by
noting adjacent to the registered number on U.S. Postal Service Form 3877  outgoing registered
mail! or 3883  incoming registered mail!, the date and the initials of the employee who confirms
the receipt of the mail and FD-441. Thereafter, the FD-441s are to be destroyed. Postal Service
Forms 3877 and 3883 are to be destroyed on a monthly basis when two years old.  See MAOP, Part

2, 2-4.5.15.!

 h! Form FD-44lb  Registered Mail Tracer Request! is to be used to trace and verify receipt of
registered mail dispatched to an FBI office when the registered mail receipt cards have not been
retumed to the originating office. The receiving office is to execute the appropriate portion of the
form and return it to the sending office. The information on the FD-44lb will be recorded in the
absence of the misplaced registered mail receipt card. Thereafter, the FD-44lb may be destroyed.

 i! Form FD-441a  Receipt! is green in color and is to be used in connection with mailing evidence
from one field office to another or from a �eld office to FBIHQ. The form is to serve as verification
that the receiving office did, in fact, receive the evidence. The receiving office is to execute the
appropriate portion of the form and retum it to the sending office  Attention: Evidence Control
Technician! where it is to be placed in an evidence envelope  FD-340, FD-340b and/or FD-340c!
and filed in the 1A section of the case file for retention pending final disposition of the file.  See
MAOP, Part 2, 2-4.4.11.!
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�! Numbering Registered Mail

 a! All registered mail must be numbered by a self- adhesive number preprinted, i.e.,  RO20043002!
label.

 b! Labels should be used in numerical order and the complete nine digit number, including the
prefix "R" must be recorded on the postal manifest.

 c! Labels are obtained from local post offices.

�! Wrapping Registered Mail - Standard opaque packaging containers shipped via USPS
Registered mail must be sealed in a manner that will allow application and retention of adhesive
stamps, postage meter impressions and postal endorsements made by hand stamp, ball- point pen,
or number two pencil. The use of masking, cellophane, nylon-reinforced, and/or plastic tape on the
outer finish of registered mail is prohibited. Bureau offices must use extra gummed paper tape to
ensure the registered packaging container does not break open in transit.

�! Registered mail from FBIHQ -

 a! A record of mail received from FBIHQ must be maintained for two years on Form FD-21 l.

 b! Record must show date and time of receipt, accountable/tracking number, initials of employee
signing postal service receipt when a return receipt is received, whether the return receipt card is
Bureau Form 4-37 or whether it is U.S. Postal Service Form 3811.

 c! Enter on Form 4-37 the actual time of receipt of the mail by the Bureau employee from the post
office box or the actual time the mail is delivered to the office by a postal service employee.

 d! Deleted

2-2.2.3 Express Mail  USPS!
Provides for next-day service if mailed no later than the designated time required by each post
office. May be used for transmitting information classified "Confidential" or "Secret" between FBI
offices within the United States and Puerto Rico. The use of USPS Express Mail must be limited
only to locations not covered by FedEx  Post Office boxes, etc.!. Contact your local post office for
service inforrnation.

2-2.2.4 First-Class Mail �1 ounces or under!  See MAOP, Part 2, 6-2.3.9.!
 l! Receives expeditious handling a.nd transportation and consists of mailable post cards, matter
wholly or partially in writing or typewriting, matter closed against postal inspection, bills, and
statement of account.

�! Pieces of mail are not acceptable for mailing if they are LESS than any one of the following
measurements:

3 l/2 inches high; 5 inches long; or .007  Seven thousandths! of an inch thick

�! Pieces of mail more than l/4 inch thick do not have to measure at least 3 l/2 inches high or 5
inches long. EXEMPTED from all but the minimum thickness dimension are mailings of keys,
identification cards a.nd tags.
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�! A surcharge will be required for First-Class mail weighing one ounce or less if any one of the
following dimensions are exceeded:

6 l/8 inches high; ll l/2 inches long; or l/4 inch thick

�! First-Class mail weighing more than 11 ounces which requires expeditious handling and
transportation should bear the notation "Priority" immediately above the address. A rubber stamp
with 1/4-inch high or larger letters should be used. Size limit - 108 inches in length and girth
combined. Weight limit - 70 pounds.

�! Deleted

 &#39;7! Always use First-Class mail or Priority mail for outside source correspondence mailed to
Alaska, Hawaii, and Puerto Rico. Airmail is to be used only for International Mail.

2-2.2.5 Periodical Mail  Formerly "Second-Class Mail"!

Use for mailing periodicals, such as magazines, newspapers, etc., when postage is paid by permit,
postage stamps, or postage-meter stamps. For details, consult the United States Postal Service
Domestic Mail Manual or the FBI Mail Manager.

2-2.2.6 Standard Mail  A!  Formerly "Third-Class Mai|"!
Standard Mail  A! weighs less than 16 ounces. It comprises the subclasses of standard mail regular,
standard mail enhanced carrier route, nonprofit standard mail, and nonprofit standard mail
enhanced carrier route. These subclasses include printed matter, pamphlets, catalogs, newsletters,
direct mail and merchandise. For details, consult the United States Postal Service Domestic Mail
Manual or the FBI Mail Manager.

2-2.2.7 Standard Mail  B!  Formerly "Fourth-Class Mai|"!
Standard Mail  B! consists of mailable matter that is neither mailed nor required to be as First-Class
Mail nor entered as periodicals  unless permitted or required by standard!, and weighs 16 ounces or
more  except special standard mail and library mail!. Maximum weight is 70 pounds with a size
limit of 130 inches in length and girth combined. For details, consult the United States Postal
Service Domestic Mail Manual or the FBI Mail Manager.

2-2.2.8 Certified Mail  See Correspondence Guide-Field.!
Certi�ed mail provides for a receipt to the sender and a record of delivery at the post office of
addressee; it is handled the same as regular mail in transit and no record of it is maintained at the
sending post office. Not available for parcels and packages. May be used for mailing material not
requiring the security of registered mail but where a retum receipt is desired. Not normally used in
Bureau mailings.

2-2.2.9 Mail to United States Attorneys

Mail for a USA located in �eld office headquarters city may, at SAC�s discretion, be mailed to
USA unless USA&#39;s office and field office are in the same building. In such instances it should be
delivered by messenger or clerk. If mailed, handle consistent with above instructions in MAOP,
Part II, 2-2.2.2  l! regarding registered mail.
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2-2.2.10 Deleted

2-2.2.11 Deleted

2-2.2.12 Business Reply Mail  Moved from 2-2.2.2!
Mandatory use of business reply mail by federal agencies is required by the United States Postal
Service  USPS!. Official mail envelopes furnished to any person, concern, or organization, from or
through Whom o�icial reply is desired, must be preprinted in a business reply mail format, as
required by the USPS. Penalty Mail stamps or a postage meter impression may be applied to
envelopes distributed for reply purposes in lieu of the preprinted business reply mail envelopes.

2-2.2.13 Hazardous Materials  Dangerous Goods!
�! Items that are considered hazardous materials  i.e., explosives, gases, �ammable liquids,
oxidizing substance and organic peroxide, toxic and infectious substances, radioactive material,
corrosives, a.nd other miscellaneous dangerous goods! must be Wrapped, packaged, labeled, and
mailed in accordance with 49 CFR, Part 172; and the Dangerous Goods Regulations, International
Air Transport Association  IATA!, regardless of the shipping method  i.e., USPS, FedEx, UPS,
DHL, etc.!.  See MAOP, Part 2, 2-2.2.1 �0! and 6-2.3.9; MIOG, Part 2, 13-6.7.!

�! All FBI employees/contractors that wrap/package and place into shipment a hazardous material
must receive general awareness/familiarization training a.nd function-specific training regarding
hazardous materials.

�! The FBI has designated FedEx or the Department of Transportation, Transportation Safety
Institute, Oklahoma City, for hazardous materials training.

2-2.3 Utilization of FBI Systems for Personal and/or Unofficial Purposes; Standards
of Conduct

 l! FBI mail systems may be only used to receive, internally distribute, or mail matter related to
official FBI business. The receiving, internal distribution, or mailing of personal matter  i.e.,
correspondence, merchandise, chain letters, and/or solicitations! using FBI mail channels, materials
and resources, including penalty envelopes and postage funds, is prohibited by various laws and
regulations.

Using any federal agency mail system is using government property, a.nd 5 CFR 2635.704  a! l!
states:

"An employee has a duty to protect and conserve Government property and shall not use such
property, or allow its use, for other than authorized purposes. Government property includes any
form of real or personal property in which the Government has an ownership, leasehold, or other
property interest as Well as any right or other intangible interest that is purchased with Government
funds, including the services of contractor personnel. The term includes office supplies, telephone
and other telecommunications equipment and services, the Government mails, automated data
processing capabilities, printing and reproduction facilities, Govemment records, and Government
vehicles."
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�! Using penalty envelopes for other than official FBI business is prohibited by Title 18, USC,
Section 1719, which states:

"Whoever makes use of any official envelope, label or indorsement authorized by law, to avoid the
payment of postage or registry fee on his private letter, packet, package, or other matter in the mail,
shall be �ned under this title."

�! Violations should be immediately reported and treated as any other violations of standards of
employee conduct involving abuse of government property.

2-2.4 Mail Addressed to Former FBI Employees
�! Mail addressed to an employee by name or title is presumed to be official FBI mail and
intended for the employee in the FBI position held. Therefore, mail addressed to a former employee
shall be forwarded to their last assigned office  i.e., unit, squad, etc.! where it shall be opened by a
supervisor or a designated representative for proper disposition. If it cannot be detennined where
the former employee was assigned, the Mail Room Supervisor or designated representative shall
either return the mail to the sender or open the mail in question. If opened, the Mail Room
Supervisor or designated representative shall read the mail to ascertain subject matter and route to
the appropriate office or individual for appropriate action. Once opened, United States Postal
Service  USPS! regulations prohibit its retum, unless it is enclosed in a new envelope or wrapper
with a correct address and new postage. If the mail is clearly personal and not related to official
FBI business, the mail shall remain unopened and returned to sender.

�! All FBI employees planning to leave the Bureau shall inform all correspondents of their
intended employment status prior to departure. This will significantly reduce a time-consuming
research process in handling such mail.

�! This policy is in accordance with the standards in the USPS Domestic Mail Manual at D042.4.1
and with the stated position of the U.S. Postal Inspection Service, which is as follows: "Once mail
addressed to an individual at a governmental or nongovernmental organization is delivered to the
organization, it is out of the USPS mail stream. From that point, the organization determines
disposition. This includes opening and determining disposition of mail addressed to former

employees."

2-2.5 Ordering Preprinted Mailing Envelopes, Labels, and Postcards

�! Production of preprinted mailing envelopes, labels, and postcards are regulated by the United
States Postal Service  USPS! as to formats, sizes, paper, and ink  See DOMESTIC MAIL
MANUAL!, and by the Department of Justice  DOJ! Unified Graphic Communications Program as
to typography and styling of return address information.

�! To ensure these regulations are followed, Bureau offices must submit an FD-369 to FBIHQ
when ordering preprinted mailing envelopes or postcards regardless of quantity or cost. The FD-
369 should include complete return address information as well as the quantity, size, and example
of each envelope and/or postcard needed. Since the procurement process will take approximately
90-120 days depending on the type of item ordered, offices should plan ahead when submitting
orders to ensure an adequate supply at all times.
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�! Offices may obtain preprinted mailing labels by submitting a routing slip with the same
information as mentioned above to FBIHQ, Room IBOO6.

2-3 INDEXING

2-3.1 Purpose
The purpose of indexing is to record individual names; nonindividual names, such as corporations;
and property which are relevant to FBI investigations so that this information can be retrieved, if
necessary, to support an efficient and effective case management system for current and future
investigations. The Universal Index  UNI! also serves as an information resource to the Executive
Branch of the U.S. government. Executive Branch Agencies request name searches against UNI as
part of their investigations to determine suitability for employment, trustworthiness for access to
classi�ed information by U.S. government employees, contractors, licensees, grantees, military
personnel and other individuals with an officially determined need for access or, in the case of
aliens, eligibility to remain in the United States.

2-3.2 General Policy
�! A general index in support of FBI administrative and investigative matters must be maintained
in an automated and/ or a manual environment at the field office and Headquarters levels. Only
information which is relevant and necessary to accomplish a purpose authorized by statute,
Executive Order of the President, or by the Constitution is to be recorded in FBI files.

�! It is absolutely essential to include as much identifying information  see 2-3.4.1! as possible
once the decision is made to index based on the guidelines in this manual. The efficiency and
effectiveness of present and future index systems will be determined largely by the completeness of
each index record. "Indices Popular" names, such as but not limited to, JAMES JACKSON and/or
JOHN SMITH, without specific identifying data are of little or no value to subsequent users of the
index.

 a! Cautions: Repetitive subject indexing within a case is not necessary and is prohibited. If case
Agents and/ or their supervisors require repetitive subject indexing, they must request a.nd obtain the
assistance of one of the automated investigative support systems. Indiscriminate reference indexing
without specific purpose also is not acceptable.

 b! Incomplete common names  common names which do not include at least a partial first name
and full last name!, except for title information, as well as separate standalone address, telephone,
and automobile license plate numbers, should not be indexed absent extraordinary circumstances.
Such unidentifiable names and/ or numbers create further information management overhead costs
which are not economically justifiable now or in the future.

2-3.3 Indexing Criteria and Guidelines
There are two types of records  main and reference! included in both the automated and manual

systems.

�! Main index records are prepared on individual and nonindividual names that are the
subj ect/focus of an investigation a.nd property information in the title of most files. There are

SENSITIVE

33



SENSITIVE

Man]-1]!: MAOPP2 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 2

exceptions in Of�ce of Professional Responsibility matters  see MIOG, Part 1, Section 263-7!, zero
�le matters and control �le matters. It should be noted that it is only necessary to index each
subject and alias es! once in each case.

�! Reference index records are prepared on individual names, nonindividual names and property
information which are not in the title of a �le a.nd are, therefore, not a known subj ect/target of the
current investigation. The majority of these names are found in the body of a document.

2-3.3.1 Mandatory Indexing  See MAOP, Part 2, 2-s.s.2�!, 2-s.s�! s. �!, 2-3.6.1, & 10-
11.3.!
�! CASE TITLE INFORMATION: Any information Which is or should be in the title of any case
�le, including but not limited to all known aliases, requires the preparation of a main index record.
Special attention should be afforded those �les using abbreviated "et al." or "code name" titles to
ensure a main index record is prepared for each subject and/or target of the investigation. The
"CHANGED" title instructions  MAOP, Part 2, 10-16.7.4! must be followed in such cases.

�! RECIPIENTS OF SUBPOENAS: When a person or the records of a person, business and/ or
individual of a business are subpoenaed in an FBI investigation  except if the subpoena is a grand
jury subpoena!, the person and/or the business to Whom the records relate, including aliases, must
be indexed in the general indices by the of�ce issuing and/or serving the subpoena. To illustrate, if
the records of the John Doe/ ABC Company are subpoenaed from the telephone company, it is the
John Doe/ABC Company, not the telephone company or the telephone company employee, that is
to be indexed.

�! INDIVIDUALS POLYGRAPHED: The names and aliases of individuals polygraphed by FBI
polygraph examiners must be indexed in the general index by the �eld of�ce conducting the
polygraph examination.

�! Deleted

�! STOP NOTICES: The requesting and placing offices are required to index each name and/ or
item of property which is documented in a stop notice while the stop notice is in force. Once the
stop notice is discontinued, the index records are to be removed.

�! COOPERATIVE WITNESSES: The names of these individuals, including aliases, as de�ned in
the Manual of Investigative Operations and Guidelines  MIOG!, Part 1, Section 270-2, must be
indexed.

�! "ZERO" FILE MATTERS: All titles must be indexed at least one time, including all names of
complainants except for names of individuals representing repetitive-type sources of information
such as, but not limited to, security of�cers of private institutions or law enforcement of�cers. The
titles of the separate communications in these �les are indexed as references.  See MAOP, Part 2,

2-3.6.4�! r!.!

2-3.3.2 Discretionary Indexing  See MAOP, Part 2, 2-3.6.1.!
�! It is emphasized that all individuals who furnish information or names developed in an
investigation need not be indexed. Only information that is considered relevant and necessary for
future retrieval by the case Agents and/ or their supervisors should be indexed. This is discretionary
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and is therefore a very subjective decision-making process. Field investigators, their immediate
supervisors and the Administrative Offrcer/Office Services Manager can be held accountable only
for compliance with the mandatory indexing provisions  see 2-3.3.1!.

�! It also should be noted that all witnesses or persons interviewed or contacted by the FBI are
NOT routinely indexed. Such indexing is discretionary but should not be done indiscriminately, i.e.
there must be some basis for the position that the information indexed may be necessary for future
retrieval. Witnesses and persons interviewed are well known to the Agent during the pending
investigation and generally no useful purpose is served in connection with FBI responsibilities to
have such information available in the index for future retrieval. The criteria as listed are sufficient

for future investigative needs and are responsive to the Bureau&#39;s responsibilities under the name
check program. To do otherwise would result in building a store of data too large to be efficiently
manageable or essentially useful. The retention of extraneous data cannot be justified under the
basic mandates of the Bureau.

�! Examples of discretionary indexing:

 a! Suspects

 b! Close Relatives and Associates of Subjects

 c! Victims and Complainants: This refers to victim s! not listed in the title of a case and/ or

complainants  except "Zero" files!.

 d! Witnesses or Others Contacted

 e! Property: Property of value noted below which is not entered in NCIC and can be identi�ed by
unique serial numbers ca.n be indexed only if future retrieval is considered necessary. Property
without a unique serial number or other identifying number should not be indexed in the general
indices except for property in the title of a �le or unless extraordinary reasons exist for doing so.
Examples of additional pertinent data for different types of property are noted below:

1. Aircraft: Indexing should include aircraft serial number, make, year and manufacturer&#39;s model
name and/ or number. Aircraft registration numbers and engine serial numbers enhance record
quality, if available.

2. Firearms: Indexing should include caliber, make and model number, if known, in addition to the
serial number.

3. Vehicles: Indexing should include the year, make, model number, engine and/or tra.rrsmission
serial numbers and the Vehicle Identification Number  VIN!.

4. Currency and Other Securities: Indexing should include the serial number of any bonds, money
orders, stock certificates, traveler&#39;s checks, etc.

5. License Plates: Indexing should include the number, year and state of registration.

 f! Computer Addresses: This refers to addresses used with computer-related crimes. Computer
Addresses are unique electronic names and numbers. They contain periods  e.g., 133.31.22.52,
KAGUNSUN2.C1.KAGU.SUT.AC.JP!, and are identified as Network User Identification  NUI! or
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Network User Address  NUA!. Please refer to "Indexing Guidelines" on the proper way of entering
Computer Addresses in the Universal Index  UNI! of the Automated Case Support  ACS! System.

 g! E-Mail Addresses: E-Mail addresses are entered with the keyword EMAIL. Please refer to
"Indexing Guidelines" on the proper way of entering E-Mail addresses in UNI.

 h! Intemet Addresses: Intemet addresses are entered with the keyword INTERNET. Please refer to
"Indexing Guidelines" on the proper way of entering Internet addresses in UNI.

2-3.4 Index Data

It is important that each a.nd every name index record created contains as much related identifying
or descriptive data as possible in an attempt to make that name unique. This will allow the future
searcher the ability to efficiently and effectively identify the information sought at the index level
and eliminate other names without having to review additional documentation. There are two types
of index data which help make an individual name unique, namely identifying a.nd descriptive data.
Identifying data is considered more valuable than descriptive data since descriptive characteristics
are subjective and change more over time.

2-3.4.1 Identifying Data  See MAOP, Part 2, 2-3.2 �!, 2-3.6.2 �!.!
The relative uniqueness of a name is determined by obtaining, documenting and indexing the
following fields of information:

 l! Birth date

�! Birth place

�! Sex

�! Race

�! Social Security number

�! FBI number

�! Other numbers

 a! Military serial number

 b! Selective Service number

 c! Identi�cation order number

 d! Wanted �yer number

 e! Alien registration number

 f! Immigration and Naturalization number

 g! Passport number

 h! Check circular number
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 8! Chinese telegraphic code: This code has become l<_noWn as the Standard Telegraphic Code
 STC!. In addition to indexing the Wade-Giles or Pinyin Romanized version of Chinese names, the
STC number is indexed as a variation of the true name.

2-3.4.2 Descriptive Data

�! Descriptive data includes: height; Weight; color of eyes; color of hair; scars and marks; etc. This
information is beneficial and may be included in the miscellaneous �elds of the automated or
manual records.

�! Address and localities  state or foreign country where individual has lived, Worked or traveled!
can also be considered descriptive data. This information is used as an eliminating factor in volume
searching matters, such as the National Name Check Program, especially when dealing with a name
that appears in the indices many times.

2-3.5 Indexing Requirements of General lndices Versus Automated Investigative
Support Systems
 l! All investigative documents are to be reviewed, marked for indexing, if appropriate, and the
index information entered into the general index in accordance With general index guidelines.
Copies of documents channelized to sub �les established in major operations need not be indexed
when the original �le copy of the channelized document has been indexed and is �led in the main
case �le. The guidelines of the speci�c automated system are to be applied to determine entry of
data into that system.

�! Automated investigative support systems, such as the Criminal Law Enforcement Application
 CLEA!, the Integrated Intelligence Information Application  IIIA!, the Telephone Application,
and the many microcomputer applications, are investigative tools and are considered part of the
central records system. Names recorded in any one of the automated investigative support systems
MUST also be recorded in the general indices ONLY IF THEY MEET THE CRITERIA FOR THE
MANDATORY INDEXING AS NOTED IN 2-3.3.1.

�! In other Words, names or property which fall Within the guidelines for optional  discretionary!
indexing can be entered in the automated investigative support systems without being entered in the
general index. OFFICES HAVING NAMES IN THE AUTOMATED INVESTIGATIVE
SUPPORT SYSTEMS MEETING THE MANDATORY CRITERIA IN 2-3.3.1 WHICH ARE

NOT INCLUDED IN THE GENERAL INDEX ARE IN NONCOMPLIANCE WITH FBI

INDEXING RULES AND REGULATIONS.

�! INDEXING AND SEARCHING FOR TOP SECRET  TS! AND SENSITIVE
COMPARTMENTED INFORMATION  SCI! RECORDS

 a! The use of FBINET to index TS/ SCI records is prohibited. The Secure Data Information System
 SDIS! is available for FBIHQ to index TS/SCI material. The Automated Case Support  ACS!
System is used to serialize TS/ SCI documents. See 242-HQ-A1078703, serials 447 and 728 for
speci�c instructions.

 b! In order to have a search of the SDIS conducted, contact the Investigative Information
Processing Unit, Special File Room Subunit at FBIHQ at �02! 324-3668.
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 c! FBIHQ personnel should indicate under the Scope of Search section on Form 4-22, Information
Management Section search slip, if they wish to have the SDIS searched.

2-3.6 Responsibilities

2-3.6.1 Special Agent  See also Correspondence Guide-Field, 1-10, 1-11 & 1-11.1!
The Special Agent assigned a case is the manager of that case in all aspects. It is the Agent&#39;s
responsibility to ensure compliance with all appropriate laws, rules, regulations and guidelines,
both investigative and administrative, from inception of the case through disposition of the
evidence  unless support personnel are specifically designated with that evidence responsibility!.
The Special Agent receives assistance in the management of cases through support provided by the
Administrative Officer  AO! or Office Services Manager, the Supervisory Special Agent or the
designated Relief Supervisor, the Division Counsels and the various Agent program or specific
topic advisors.  See MAOP, Part 2, 2-3.6.4 l!.!

�! Agents are responsible for obtaining the birth date for all individuals interviewed and to record
that information in appropriate documentation. If the date of birth is not obtained, the reason for its
absence must be documented in the interview report along with a.n approximate year of birth for
that individual.  See also MAOP, Part 2, 10-13.3 9!, and Correspondence Guide-Field, 2-4.4.4 �!.!

�! Agents are responsible for circling  main! and underlining  reference! or instructing the
stenographer or typist to circle  main! or underline  reference! in red pencil any information within
the body of a con1munication which is covered by the mandatory indexing criteria, including
aliases and identifying/descriptive data.  See MAOP, Part 2, 2-3.3.1 and 2-3.6.4�! b!.!

�! The Agent need not mark the speci�c information typed in the title of the communication. The
Information Management Analyst/Clerk  IMA/IMC! will, as a matter of routine, prepare index
records on names and property contained in the original title and any "CHANGED" or
"CHANGED  INTEROFFICE!" titles. However, the identifying descriptive data within the body of
the communication related to the title information must be marked by the case Agent on the
communication. The communication is then forwarded to the IMA/IMC.  See MAOP, Part 2, 2-

3.6.4�! b!.!

�! Speci�c care must be taken to ensure names which are not re�ected in abbreviated titles, i.e.,
"et al." and "code name" titles, are indexed.  See MAOP, Part 2, 2-3.6.4�! b! & 2-4.3.!

�! The Agent is also responsible for underlining  reference! names, including aliases and
identifyingf descriptive data, or instructing the stenographer or typist to underline  reference! in red
pencil those names or other items with related identifying data appearing in the body of a
communication which are discretionary items for indexing and deemed necessary for future
retrieval.  See  l0! & MAOP, Part 2, 2-3.3.2 and 2-3.6.4�! b!.!

�! The Agent to whom the case is assigned is responsible for any necessary marking for indexing
of FD-302s or inserts without delay. Indexing of these communications is to be done by marking a
copy of the FD-302 or insert, or by marking the communication in which copies of the FD-302 or
insert are used as insert pages.  See MAOP, Part 2, 2-3.6.4�! b!, 2-4.3.2�!, 10-l3.3 9!, 10-13.8, &
10-13.9, and Correspondence Guide-Field, 2-11.4�!.!
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�! Deleted

 8! Information to be indexed in teletypes, except those known to be disseminated at FBIHQ to
other agencies, is to be flagged by typing  X! or  XX! symbols, in parentheses, preceding and
following the information to be indexed. If the information is reference data in the body of the
teletype, the  X! symbol, in parentheses, should be used. If the information relates to main index
data not set forth in the title, the double  XX! symbol, in parentheses, should be used. Infomration
carried in the caption is automatically indexed as described in 2-3.6.4. In those teletypes known to
be disseminated at FBIHQ, material to be indexed should be set out in the administrative section of
the communication and �agged in the same fashion as in other teletypes.  See MAOP, Part 2, 2-

3.6.4�! b! d! and Correspondence Guide-Field, 2-9.3.1 8! n! 6.!

 9! Deleted

�0! Deleted

�1! Agents may not recommend closing of a case, absent extraordinary circumstances, until a full
name, all available aliases and all available or reasonably obtainable identifying data for all
individual subject records are recorded in the general index.  See MAOP, Part 2, 2-3.6.2�! & 2-

3.6.4�! d!.!

�2! FBIHQ personnel  Agents, analysts, etc.! will utilize a green circle  main! or green underlining
 reference! to mark information for indexing on communications not already automatically indexed
 Titles!. FBIHQ personnel will also mark the yellow file copy of outgoing signature
communications and the original of Intra-Bureau communications, as needed. If FBIHQ data
processing personnel discover that a main andf or reference record on a particular name in a
particular case has already been prepared, it will only be necessary for the Information Resources
Division to modify the record with new identifying/ descriptive data.

2-3.6.2 Supervisory Special Agent&#39;s Responsibility
�! The Agent Supervisor, or the Relief Supervisor, in addition to providing substantive
investigative guidance, must ensure there is continual emphasis on compliance with the indexing
guidelines. Once a decision is made to index, whether by Administrative Officer personnel or by
the Agent, attempts must be made on all pending cases to obtain identifying/descriptive data
defined in Section 2-3.4.1 and Section 2-3.4.2 of this manual. Lack of consistent compliance can be
re�ected in any critical elements that cover the obtaining and/or reporting of information and
communications responsibilities. Agent Supervisors must also be vigilant and ensure that repetitive
subject and/or indiscriminate reference indexing does not occur. If repetitive subject indexing is
considered necessary and advantageous for a speci�c major case, use of the various automated
investigative support systems must be utilized since such indexing in the general indices is

prohibited.

�! Supervisors may not approve the closing of cases, absent documented extraordinary
circumstances, until the full name, all available aliases and all available or reasonably obtainable
identifying data for all individual subject records are recorded in the general index.  See MAOP,
Part 2, 2-3.6.1�1!.!
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�! Appropriate automated management tools to easily review indexing within a case at case review
time have been designed.

2-3.6.3 SAC&#39;s Responsibility

�! Deleted

�! Deleted

2-3.6.4 Administrative 0fficerl0ffice Services Manager&#39;s Responsibility  See MAOP,
Part 2, 2-3.6.1�! 8!.!
�! The staff of the Administrative Of�cer  AO! or Office Services Manager  OSM! will, as a
matter of routine, prepare index records on names, aliases, and data in the title, including
"CHANGED" or "CHANGED  INTEROFFICE!" titles, and will review other incoming, outgoing,
and intraof�ce communications, using the following markings:

 a! A check over last name - name searched and index record found which identi�es the speci�c
case �le  subject matter! of the communication.

 b! A circle over last name - name searched and no index record found which identi�es the specific
case �le.  NOTE: The foregoing indexing markings are also searching symbols indicating the
results of index check of incoming communications.!

 c! Red diagonal through circle over last name - index record now prepared on name.

 d! Red diagonal through red circle  main! or underline  reference! - index record has been
prepared on name.

�! Other responsibilities of the AO/OSM staff will include the following:

 a! If AO/OSM personnel are aware that underlined names are subj ect-type names, they may
upgrade the marking to a main record and, if already indexed, a new record need not be prepared. It
will be necessary only to modify an existing record with additional identifyingf descriptive data or
new serial numbers. The decision to upgrade is discretionary.

 b! Word Processing personnel should inquire of the Agent on each dictation, whenever possible, if
there is any indexing to be marked and, if the response is positive, comply with the instructions in
Section 2-3.6.1 �! through  8!.  See Correspondence Guide-Field, l-l l. 1.!

 c! Deleted

 d! Information Management Analyst/Clerk personnel should comply with restrictions against
�ling serials and closing cases before indexing is completed as set forth in Section 2-3.6.1,  8! and

 ll!.

 e! Indexing SAC memoranda, material in double zero  instructional and policy! �les and
administrative  i.e., vouchers, space matters, automotive maintenance, physical �tness program,
etc.! �les is discretionary.

 f! Material in zero �les shall be fully indexed as noted in the mandatory indexing criteria, MAOP,
Part 2, 2-3.3.l�!.
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2-3.7 Disposition of Index Data
If and when a �eld office territory is realigned, the SACs and the Administrative Officers/Office
Services Managers involved should contact the Information Resources Division for current policy
on the handling of existing manual index cards or electronic index records. The destruction,
accession and or archiving of index information is controlled by policy articulated in "The Records
Retention Plan And Disposition Schedule."

2-3.8 Index Searching Procedures for New Mail

�! When new mail is received without a �le number, automated indices should be searched. If the
results are positive, then a manual search is not necessary. However, if the automated search is
negative, the manual indices should be searched.

�! When new mail is received with a pre-Universal Case File Number  UCFN!, the document
should be searched in the automated indices. As in �! above, if the results are positive, then a
manual search is not necessary. If the automated search is negative, the manual indices should be
searched.

�! When new mail is received with a UCFN file number, the document should be searched by the
case number.

 a! If the results of the automated case search are positive, the mail should be routed to the
Information Management Analyst/Clerk  IMA/IMC!. Direct routing to the IMA/IMC is done to
eliminate redundant searching.  During the process of opening the case or modifying the title as in
a "CHANGED" or "CHANGED  INTEROFFICE!" communication, all the names should have
already been searched in both the automated and manual indices.!

 b! If the results of the automated case search are positive, but the new mail has a "CHANGED" or
"CHANGED  INTEROFFICE!" title, only the new names need to be searched in the automated
indices. Again as in �! above, if the automated search is negative, the manual indices should be
searched.

 c! If the results of the automated case search are negative, the document is searched according to
the procedures in �! above.

�! When a case file is identi�ed, a check is placed over the last name or file number and the file
number written on the communication.

�! When the results of the search are negative, a circle is placed over the last name or �le number.
Any file references "identical" or "not identi�able" with the searched information shall be recorded
on the incoming communication or on the indices search slip  FD-160!, whichever is the more
practical. If the nonidenti�able references are numerous, they may be indicated by the notation
"numref."

�! When the search is negative, then a full search should be made on combinations, variations, and
contractions, the extent of which is determined by the searching employee. As a minimum, the
name "John Henry Martin" should be searched as given and as John H. Martin and John Martin. All
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combinations searched must be shown on the communication or the attached search slip so that the
extent of the index search is readily apparent.

2-3.8.1 Alternate Office lndices Search  AOIS!

AOIS was a separate index search which allowed a �eld of�ce to search other �eld of�ces&#39;
automated indices. The current automated indices generates a universal search automatically which
includes all �eld of�ces, Legats, and FBIHQ.

 l! through �! Deleted

2-3.9 Search Slip  FD-160!
 l! Form FD-160, indices search slip, may be used during the searching procedures or it may be
submitted by employees requesting a search of the indices.  Form FD-160a, continuation sheet,
may be used ifmore pages are needed.!

�! The employee who reviews the references listed on Form FD-160  and FD-160a, if used! must
indicate by symbol the results of the review. These symbols are:

Identical  I! Not identical  NI! Not identi�able  ?! Unavailable reference  U!

�! The search slip is to be stapled to the document to which it pertains a.nd the document and
search slip are to be �led as one serial. If there is no pertinent document, the search slip is to be
serialized in the appropriate �le.

2-3.10 Summary Memorandum-Serialized-Index Records
Summary memorandum was used to consolidate manual reference index records. All of the
identical reference information was re-typed and placed in one communication. Once the
communication was �led, all of the identical reference index records were destroyed. Since index
records are entered into the automated indices, there is no longer a need to consolidate manual
reference index records.

2-3.11 Charge-out Card
A charge-out card, FD-260, is to be placed in the manual indices to indicate an index card is out of
�le whenever the circumstances are such that the absence of a charge-out card might cause a failure
to locate information in the �les.

2-4 MANAGEMENT OF FILES  See MAOP, Part 2, 2-4.4.16�! c!.!
�! FBIHQ, �eld of�ce and Legal Attache �le fronts and backs are white with color-coded borders
to facilitate solting and routing a.nd to enhance security. Form 4-596 has a BLACK border and is
used for FBIHQ investigative and administrative �les. Form 4-596a has a YELLOW border and is
used for FBIHQ nonpersonnel �les stored and maintained in the File Services Unit, Information
Resources Division. Form FD-245 has a BROWN border and is used for �eld of�ce criminal

investigative and administrative �les. Form FD-245a has a GREEN border and is used for field
of�ce informant  medium green!, asset  dark green! and cooperating witness  light green! �les.
Form FD-245b has a BLUE border and is used for all Legal Attache of�ce �les. Form FD-2450 has
a RED border and is used for national security investigative �les. Form FD-245d is SOLID WHITE
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and is used for field of�ce personnel �les. Form FD-245d.1 has a PURPLE border and is used for
medical records. FD-245d.2 has an ORANGE border and is used for security program records. File
fronts and backs for Universal Case File Number  UCFN! cases are WHITE with the above-
mentioned COLOR-CODED STRIPED borders.

�! The following listing identi�es applicant  *! and security-related  **! classifications. All other
classi�cations are criminal-related or administrative in nature.

1* 65** 112** 133* 176** 218** 243** 270C** 2** 67* 113** l34** 183C** 219** 246**

270G** 3** 73* 116* 138* 185** 220** 247** 271**14** 77* 117** 140* 191** 221** 248**

278** 35* 97** 118* 151* 199** 222** 256** 279** 37* 98** 121* 155** 200** 223** 259*

283** 38* 100** 123* 157** 201** 224** 260* 284** 39** 102** 124* 158** 202** 225**

261* 285** 40** 105** 126* 161* 203** 226** 262** 290** 61** 108** 127* 163C** 212**

227** 263** 291** 62* 109** 128* 163I** 215** 228** 265** 292** 63* 110** 130* 170**

216** 229** 266** 293** 64** 111** 132* 174** 217** 241* 268** 294** 300**

2-4.1 Investigative Files
�! On ECs, when leads are set and the communication is uploaded, no paper is sent to the lead
offices. When leads are set a.nd the communication is not uploaded or attached enclosure s! are not
uploaded, the communication must be sent to lead of�ces. When no leads are set and the
communication is uploaded, a copy of the communication must be sent to receiving offices. On
ECs when no leads are set, additional copies should be forwarded to each individual on the
Attention line. The original communications need to be sent to the OO. FD-302s, inserts, and
Laboratory reports require three copies to be forwarded to the OO. When necessary indices
searches have been completed, the incoming communication is then routed to the responsible
supervisor for appropriate action. In the OO, matching the incoming correspondence with the
investigative �le before routing to the supervisor is discretionary. After any necessary
administrative notations have been placed on the original document by the supeivisor, the
document is then routed to the Information Management Analyst/Clerk  IMA/IMC! to be acted
upon as indicated by the supervisor, and �led.

�! A copy or copies can be printed out of ECF or xeroxed to disseminate leads/information to
Special Agents and support employees. These copies are not to be serialized nor charged out, and
are destroyed by recipients when no longer needed. However, copies marked for indexing are
returned to the IMA/IMC. Upon accomplishing the requested indexing, the IMA/IMC should
destroy the copy or return it to the Special Agent, if requested. It is not necessary to transfer index
markings to the �le copy. These procedures are also applicable to administrative and zero �les, but
are not applicable to classi�ed documents requiring special control.

2-4.1.1 Serializing
�! Each document that is placed in an investigative �le must be numbered in sequence. This
number is known as the serial number and the document known as the serial. An enclosure to the

document is to be given a separate serial number. Inserts or FD-302s sent or received as enclosures
to another document should be given separate serial numbers.  See �! and �! below.!

SENSITIVE

43



SENSITIVE

Man]-1]!: MAOPP2 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 2

�! Cover page s!, report, and letterhead memorandum of evaluation should be serialized as one
serial. None is an enclosure of any other.

�! A letterhead memorandum and its accompanying letterhead memorandum evaluating sources
should be serialized as one serial.

�! When a duplicate/copy of a document is required to be �led, it is given the same serial number
as the original document.

�! Deleted

�! When a serial is transferred from one �le to another, draw a line through the classi�cation, �le,
and serial numbers. Write above or below the old numbers the classi�cation, �le, and serial
numbers of the �le to which transferred. Place executed charge-out slip, FD-5, in the �le from
which serial transferred.

 &#39;7! Do not reserialize �les because of transfer of serials.

 8! Copies of af�davits for search warrants and copies of complaints for arrest warrants and any
af�davits thereto should be �led as serials in the case �le and not in evidence envelopes.

2-4.1.2 Zero Files �! - Nonspecific Information  See NFIP Manual, 19-03, L.!

 l! Serializing -

 a! Serialize the documents placed in them.

 b! When additional communications referring to the same subject are received, they are linked to
the �rst communication by using the reference �eld in the Electronic Case File, ACS.
Communications related to an already existing communication should note the existing
communication in the reference field when the communications are serialized.

�! Must be maintained for - A zero file must be opened for each classi�cation, a.nd contained
therein is the material which does not require investigation. Since the material does not require
investigation, Action Required leads cannot be set out of these �les. Discretionary Action and
Information Only leads can be set out of these �les.

2-4.1.3 Double Zero �0! Files - Instructions and Policy

�! Serializing -

 a! Serialize the documents placed in them. Only one copy needed.

 b! Administrative review letters and replies thereto, if any, should be �led in the double zero �le
for the classi�cation involved with copies to appropriate case �les when necessary.

�! Must be maintained for - In these �les, one of which is to be opened for each classi�cation, are
to be placed statutes, decisions, instructions in electronic communication or SAC memorandum
form, and other documents containing instructions or policy applicable to the classi�cation
involved. Since the material does not require investigation, Action Required leads cannot be set out
of these �les. Discretionary Action and Information Only leads can be set out of these �les.
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2-4.1.4 Dead Files - No Pending Investigation

Dead �les were eliminated upon the implementation of the Automated Case Support  ACS! system.

2-4.1.5 Control Files  See MAOP, Part 2, 3-4.11; NFIP Manual, 19-03, L.!
 l! Control �les are separate �les established for the purpose of administering speci�c phases of a.n
investigative matter or program. The institution of a control �le in an investigative matter or
program is left to the discretion of the individual with the administrative responsibility for the
particular investigative matter or program or by SAC authorization. A control �le is an
administrative tool for managing a particular investigative matter or program. For this reason,
control �les are not created in each and every investigative matter or program. Control �les are not
to be counted on the Monthly Administrative Report.

�! Leads on occasion may be assigned out of control �les. In circumstances where neither an
investigation nor an inquiry is warranted, the FBI may ascertain the general scope and nature of
criminal activity in a particular location or sector of the economy. Activity in these control �les
must be reviewed periodically.

�! In order to facilitate a periodic review, a "CASE TYPE REPORT" has been made available to
all offices. It lists all control �les a.nd lead activity for each �le for the most recent quarter. This
report has been created for use by �eld of�ce management. It provides a monitoring capability to
ensure that lead activity within control �les is acceptable and within the Attorney General and other
FBI investigative guidelines. Control �les are captured in the Automated Case Support  ACS!
system by entering a "C" in the "CASE TYPE" �eld when opening or reopening a case. This report
may be accessed through the "CASE REPORTS MENU" out of the "REPORTS MENU" of the
Investigative Case Management application, ACS. The Administrative Of�cer/Of�ce Services
Manager is required to produce this report on a quarterly basis and provide this report to the SAC
for SAC�s management review. In order to avoid impacting the response time during normal
working hours, the request for this report should be scheduled after 6 p.m. and before 6 a.m. near
the 15th of the month following the end of each quarter.

�! When referring to the �le number of a control �le in communications, the �le number must
include the letter "C" as part of the case number to indicate the �le is a control �le. The letter "C" is
considered part of the �le number and must be used on all communications concerning control �les

 Example: 105A-CE- COO12345!

2-4.2 Administrative Files

2-4.2.1 Noninvestigative Files
 l! Need not be serialized unless to do so would be enhancing to operation.  Except accident and
contact �les!.  See MIOG, Part l, Section 66.!

�! Each �eld of�ce is to establish a separate administrative �le for the following subject matters.
Administrative �le covers are to be marked "ADM" in the lower right corner. Only one copy of
documents designated for these �les must be filed unless unusual circumstances warrant �ling
more than one copy. The �les are to be �led in numerical sequence in the pending �les section.
When an administrative �le is closed, it is to be �led in numerical sequence in the closed �le
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section. The heading and subheading of the Administrative files and the correspondence designated
for these �les are to be adequately indexed to assure retrievability.

CLASSIFICATION 1 - TRAINING MATTERS

MAIN HEADING SUBHEADING

Training Agents - New Training Agents - Annual Training Agents - Technical Training Clerical
Training Firearrns Training In-Service  or other FBIHQ training! Training Law Enforcement
Conferences Training Police  General! Training Police Schools --  individual �les according to
locale!  not to be carried as pending �les or to be reported on monthly administrative reports!

CLASSIFICATION 66 - ADMINISTRATIVE MATTERS  See MAOP, Part 2, 2- 4.5.12, 2-4.5.13,

2-4.5.15, 2-45.23.!

MAIN HEADING SUBHEADING

Accomplishments Statistical Accomplishments Statistics in Process Addressograph Administrative
Indexing Administrative Filing System Administrative General Administrative Office  Con�ned to
matters relating to an individual �eld of�ce! Administrative Report Monthly Ammunition
Arraignment Arrests Automobiles General  If correspondence is sufficiently large, it is permissible
to maintain separate files bearing following titles: Automobiles - Storage Automobiles - Gasoline
and Oil, etc. Automobile accidents shall be reported in separate �les bearing classi�cation #66.!
Automobiles Radio Automobiles  By individual car number - If an automobile is transferred to
another �eld office, the �le pertaining to it should also be forwarded.! Bills of Lading Incoming
Bills of Lading Outgoing Charity Campaigns Check Circulars Circular Letters  See MIOG, Part 2,
21-25.4.1.! Coordinators, Use of Credit Bureau Duplicating and Reproduction Equipment
Employee Compensation Of�ce of Personnel Management Regulations Agent Injuries Films
Firearms  Reports concerning the training of Agents in the use of �rearms shall be �led under
classi�cation #1 - Training - Firearms.! Forms GTRs Household Goods Transportation
Identi�cation Orders Outstanding Identi�cation Orders Correspondence Imprest Fund/Draft
System Inspections Internal Revenue Service Data Interviews Inventory Jails Approved or
Condemned Leave Mailing List Of�ce Memoranda Personnel Conduct Photographic Equipment
Physical Examinations Position Classi�cation Property Nonexpendable Charge-out

System Radio CW Network Radio FM Registers  maintained for �eld of�ce FD-420 and FD-420a!
Report Writing Resident Agencies General Resident Agencies  individual �les by location!
Retirement SAC Letters and SAC Memorandums  be �led in "OO" �le cabinet! Salary Matters
Searches and Seizures Space Supplies Surveillances Technical Equipment Technical and
Microphone Logs; Request for Surveillances  To be authorization, kept under lock and Justi�cation
Letters, and supervised by the SAC! Administrative Matters Telephones and Teletypes Transmittal
Letters Checks and Bonds Visiting Employees Vouchers General Vouchers By Name of
Companies Wanted Flyers Weekend a.nd Night Duty

�! SAC letters, SAC memorandums, and Bureau bulletins contained in administrative �les should
be carefully examined before they are destroyed to ensure that instructions which are still
applicable and which will be of future value are retained.  See MAOP, Part 2, 2-4.5.12�3! & 2-

4.5.17�!.!
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�! CLASSIFICATION - 67 -

 a! Employees� personnel �les, including the Employee Medical File System  EMFS! sub�le and
the Employee Security sub�le, are to be kept under lock and key under the supervision of the SAC.
These �les are to be sent to FBIHQ when an employee is designated SAC or transfers to FBIHQ.
Files of employees who resign or retire shall be retained 90 days and then sent to FBIHQ Where
duplicate records will be destroyed immediately and nonduplicative records will be integrated into
the Official Personnel Folder. When permanent or temporary inde�nite employees leave to enter
the military service, retain �les in �eld of�ce. Upon noti�cation from the Bureau that restoration
rights of an employee have expired, the personnel �les are to be forwarded to FBIHQ.  See MAOP,
Part 1, 24-11; Legal Attache Manual, Part 1, 4-3!.

 b! The of�ce personnel �le is to be kept under lock and supervised by the SAC. This �le should be
indexed and serialized. Items that are to be �led in the of�ce personnel �le:

1. Data favorable or unfavorable to the of�ce or its personnel, copies to �les on individuals.

2. Recommendations for supervisory positions. Copy to be placed in individual&#39;s persomqel �le.

3. Recommendations for attendance at special schools. Copy to be placed in individual&#39;s personnel
�le.

4. Recommendations for advancement. Copy to be placed in individual&#39;s personnel �le.

5. Recommendations for incentive award or commendations. NO COPY IS TO BE PLACED IN

INDIVIDUAL&#39;S PERSONNEL FILE.

6. Information conceming public o�icials or business contacts where no investigation is
contemplated and such information should not be generally available to employees.

�! CLASSIFICATION 80 - PUBLIC AFFAIRS MATTERS

MAIN HEADING SUBHEADING

Public Affairs FBI National Academy Public Affairs Identi�cation Matters Public Affairs
Laboratory Matters Other Than Bureau Public Affairs Public Relations Matters Public Affairs
Research Matters - Laboratory  FBIHQ! Public Affairs Uniform Crime Reporting Speech Material
FBI National Academy Items Speech Material Interesting Identi�cations Speech Material
Laboratory Matters Speech Material Speech Material  File copy in case �le if one maintained.!

CLASSIFICATION 94 - RESEARCH MATTERS AND GENERAL CORRESPONDENCE

See MIOG, Part 1, Section 94.

2-4.3 Filing Procedures

Original documents may be placed in file without being marked for indexing; however, indexing
may be indicated on an unserialized copy of the communication and forwarded to the Information

Management Analyst/Clerk  IMA/IMC!. Upon accomplishing the requested indexing, the
IMA/IMC should destroy the copy or return it to the Agent, if requested. It is not necessary to
transfer indexing markings to the �le copy.
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�! All Written matter  documentary! is to be �led except routing slips. However, routing slip 1-374
shall be �led and routing slip 0-7 shall be stapled to the material to which it pertains and filed
Whenever it contains any instructions Which should be made a permanent part of the �le.

�! Deleted

�! Files must be bound with fasteners and covers.

�! Write the classi�cation and �le number on the top cover in the space provided.

�! Deleted

�! Deleted

�! Pending cases Wlll be �led by classi�cation. Within the classi�cation, the cases may be �led
either according to Of�ce of Origin  OO! and then sequentially Within the OO, or numerically
Without regard to the OO at the discretion of the �eld of�ce. Closed �les will be �led sequentially
Within the OO identi�er. Closed �les will require expansion space at 57 points, one for each �eld
of�ce and FBIHQ. A �eld office may desire to place their of�ce designator either at the begiming
or the end of closed �les.

 8! Pending �les are to be maintained in a unit separate from the closed �les. Pending �les are
maintained in numbered �le folders.

 9! Earlier sections of multisectioned �les may be kept in the closed section.

�0! Files may not be taken from the �eld of�ce Without the authority of the SAC who may grant
such authority only in instances of imperative necessity.

� l! Files may be Withdrawn from the �ling cabinets only by those employees authorized to do so
by the SAC.

�2! File folders Which are in good condition are to be reused Whenever possible.

2-4.3.1 Maintenance of Original or Duplicate Files in Resident Agency  RA!/Off-Site
 OS! Location
All �les are to be maintained in the headquarters city unless the RA] OS location is in compliance
with the requirements for storage of classi�ed material.  See MIOG, Part 2, 26-5.2.! In order to
maintain pending original/duplicate �les in an RA/OS location, the of�ce must have received
approval for open storage of classi�ed material by the Security Programs Manager  SPM!, Security
Division, FBIHQ.  For considerations addressed herein, an "off-site location" is de�ned as any
non-RA space not contiguous with headquarters city of�ce space and not staffed by FBI personnel
24 hours a day.! The Records Management Division  RMD!, Policy and Procedures Unit  PPU!,
FBIHQ, must be noti�ed by EC when �les are moved to the RA/OS location.

 l! Security and Administrative Requirements:

 a! Limited to locations staffed by a Supervisory Special Agent  SSA! or Supervisory Senior
Resident Agent  SSRA!, with support positions allocated to the site suf�cient to maintain the �les.
The site must have FBINET capability. No increase in support Funded Staffing Level  FSL! in an
of�ce or an RA/OS location Will be granted for the purpose of administering this program.
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 b! The RA/OS location must be capable of being fully secured when not manned and must be
protected with an approved intrusion detection system  IDS!, i.e., a system which is in compliance
With a document entitled "Intrusion Detection System Standards," disseminated to all of�ces by
Bureau airtel dated February 28, 1990, captioned "Physical Security." The system must sound an
alarm at the headquarters city, but may, if desirable, also sound an alarrn at the local police
department  PD!. Headquarters city personnel must be responsible for ensuring RA/OS Special
Agent  SA! personnel and, if not a covert site or otherwise inappropriate, local police are notified
of the alarm. SA personnel are to immediately respond to the alarm location and conduct an
inspection of the premises to determine security status or unauthorized entry.

 c! Armed response by FBI personnel, local PD, or other appropriate armed security personnel must
be as soon as possible, but must not exceed 10 minutes from the time of the alarm. This period is
dictated by the time GSA-approved Class 5 security containers have been rated against physical
attack.

 d! Deleted

 e! Deleted

 g! Deleted

 h!|
e SSA/SSRA assigned to the location will ensure alarms are tested

on at least a monthly basis, and such testing is to be documented in an appropriate administrative
�le.

 i! Deleted

 j! Deleted

 k! Top Secret or Sensitive Compartmented Information  SCI! material must not be maintained in
the RA/ OS unless a demonstrable operational need is shown, prior approval has been granted by
the Security Programs Manager  SPM!, FBIHQ, and the storage facility is in compliance With the
requirements for the storage of such material  see MIOG, Part 2, 26-5, 26-5.1 and 26-5.2.1!.

 l! Informant and asset �les shall be maintained in the headquarters city, as shall any information
which identi�es an informant or asset.

 m! FCI, sensitive organized crime, public corruption, a.nd undercover operation �les are to be
maintained in the headquarters city, unless the SAC or Acting SAC has personally determined on a
case-by-case basis that retention of the �le in the RA/� OS will be necessary to the effective conduct
of the investigation, and that the �les can be retained in a secure ma.nner. SACs or Acting SACs
cannot delegate this authority to authorize the retention of these �les in the RA/ OS. Justification
and authorization to retain the aforementioned �les in the RA/ OS are to be documented by
memorandum to the case �le s! involved and personally approved by the SAC or Acting SAC.
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 n! All �les are to be returned to the headquarters city of�ce within 30 calendar days of when
closed.

�! The transport of �les in bulk between the of�ce and the RA/OS, and vice versa, must be by
armed SA personnel or registered mail. If by registered mail, the division head is to make a
determination regarding the need for a.n armed escort between the post of�ce and the RA/OS
location and/or the headquarters city of�ce. This determination must be based upon the results of a
threat assessment conducted by the affected division, taking into account, among other
considerations, the volume and contents of the material being transported. This assessment should
be documented in an appropriate control �le and personally approved by the division head.

 p! All non-Bureau personnel allowed entry into RA/OS space are to be escorted at all times, unless
they have been granted appropriate clearance/access to Bureau space in accordance with
established procedures set forth in MIOG, Part 1, Sections 259 and 260. Of�cial material, both
classi�ed and unclassi�ed, must be secured, covered, and/ or otherwise protected from inadvertent
disclosure to any personnel not known to possess proper authorization for access to the material.

�! All original �les, including those opened in the RA/ OS, must indicate on the case record in the
Automated Case Support  ACS! system that the �le is located at the RA/OS. This can be done by
using the Squad �eld or the REMARKS �eld. All original files retained in the RA/OS must be
maintained in accordance with all provisions set forth herein regarding the management of �les and
communications.

�! Procedures for Maintenance of Duplicate Files in RA/OS locations:

 a! The original communications must be retained in the original headquarters city �le and are not
to be charged out to or �led as a serial in duplicate �le in the RA/� OS. In extraordinary
circumstances, serials in the original headquarters city �le may be charged out and recharged on a
case-by-case basis to personnel assigned to the RA/OS when it has been determined by the
SSRA/ SSA that the serials are necessary and enhancing to the conduct of day-to-day business.

 b! Duplicate copies of communications are to be forwarded to approved RA/OS locations for
retention in the duplicate �le. A stamped notation, "Duplicate Copy Forwarded to
 RA/ OS! on  date!," is to be placed on the original of the communication contained in the
headquarters city �le.

 c! All communications in the headquarters city �le must be serialized in headquarters city. The
copy of such communications forwarded to approved RA/ OS locations for maintenance in the
duplicate �le must also contain the corresponding serial number with the stamped notation
"Duplicate Serial - Original Filed in Headquarters City File." It is not necessary to charge out the
duplicate serial from the headquarters city �le.

 d! In locations supported by FBINET and supervised by an SSA/ S SRA, indexing should be
performed contemporaneously with the opening of a case, and subsequently, as needed.
Unserialized mail originated in the RA/ OS may be serialized and indexed in these locations once
the automated serialization has been extended to the RA/ OS and adequate training has been
completed. All such original communications must then be promptly forwarded to headquarters
city after indexing and serializing.
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 e! Serials removed from the duplicate �le in the RA/OS must be charged out pursuant to existing

regulations.

 f! A stamped notation, "Duplicate File Maintained In The  RA/OS!," is to be stamped
on the �le cover of all headquarters city �les having duplicate counterparts maintained in the
RA/OS location.

 g! A stamped notation, "Duplicate File - Original Maintained In Headquarters City," is to be
stamped on the �le cover of all duplicate �les maintained in approved RA/OS locations.

 h! When the investigative matter to which the duplicate �le pertains is closed, the duplicate �le is
to be forwarded to headquarters city Within 30 calendar days Where a serial- by-serial match is to be
made with the original �le. Any serials in the duplicate �le that bear "action" notations, i.e.,
notations issuing instructions, notations requesting action be taken, notations of certi�cation that
action Was taken, etc., not appearing on the original �le copy of the serial are to be matched With
and �led adjacent to the original serial. Remaining serials in the duplicate �le not bearing "action"
notations or Which have not been stamped as having historical/research value may be destroyed.
The employee destroying duplicate copies of serials is to initial and date the top  last! serial in the
original �le and note thereon that extra copies have been purged and destroyed.  See MAOP, Part 2
2-4.3.5 �! b!, 2-4.5.3.!

 i! Deleted

2-4.3.2 Administrative Handling of FD-302s and Inserts  See MAOP, Part 2, 10-13.8.!
�! Original FD-302s and inserts are to contain no markings other than the initials of the author s!
and the serial number. The original document is to be �led along With a second copy. The third
copy of the document is the "Agent Copy" and is not to be serialized nor charged out, and should
be destroyed by recipients when no longer needed. However, if the "Agent Copy" is marked for
indexing, it is to be returned to the Information Management Analyst/Clerk  IMA/IMC!. Upon
accomplishing the requested indexing, the IMA/IMC should destroy the copy or return it to the
Special Agent, if requested. It is not necessary to transfer indexing markings to the �le copy. If
additional copies are required, they may be photocopied.

 a! In nonsensitive-type cases where a Resident Agent is the case Agent, the original and copy,
after being initialed, will be retained in the headquarters of�ce, as indicated in �! above. In the
event a copy of the FD-302 or insert is necessary for Work purposes in the resident agency, such
must be charged out to the particular Agent.

 b! If assigned to headquarters of�ce and the dictator is the Agent to Whom the case is assigned,
he/ she should initial the original FD-302 and return it to the Administrative Of�cer/Of�ce Services
Manager with a copy to be �led as indicated in �! above.

 c! In resident agencies, if the dictator is the Agent to Whom the case is assigned, he/she should
initial the original FD-302 and submit it and one copy to the Administrative Of�cer/Of�ce Services

Manager for �ling.

�! Indexing of FD-302s  See MAOP, Part 2, 2-3.6.1 �!, 10-13.9.!
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 a! If indexing of FD-302s is necessary, and a report is not being immediately prepared, the Agent
to whom the case is assigned shall use the third copy  "Agent Copy"! as an indexing copy, as
outlined in �! above. If a report is being prepared immediately, indexing on the third copy of the
FD-302 is not necessary; the Agent is to indicate the necessary indexing on the copy of the report.

 b! Original FD-302s and 1A envelopes are to be forwarded to the OO at time prepared and/or
acquired with exception of those 1A envelopes Which are to be returned to the contributor in the
jurisdiction wherein they were obtained. Lead office may retain excepted 1A envelopes until they
have served their purpose or until lead office file has satisfied the destruction criteria at which time
these lA envelopes should have served their purpose and should be returned to contributor.  See
MAOP, Part 2, 10-13.10.!

�! The original of an FD-302 is to be �led along with a second copy. The initialing of the FD-302
by the reporting employee constitutes the necessary authority to serialize and file. The original is to
contain no markings other than the initials of the author s! and the serial number. If prosecution
proceeds by trial, the pertinent originals shall be furnished to the USA in the same manner as
signed statements are furnished to the USA. A notation should be placed on the second copy
showing that the original was removed for court purposes. When the FD-302 is utilized as a
memorandum, it should be filed as a serial after it has been initialed for the file.

�! When FD-302s or inserts are received by the OO from another office, the original and one copy
of the FD-302 or insert are to be filed. When sending FD-302$ or inserts to the OO, a transmittal
communication is not needed, because the FD-302 or insert should already be serialized in the OO&#39;s
�le.

2-4.3.3 Charge-Out Procedures
The basis of the charge-out system is the charge-out slip, FD-5. The perforated portion of FD-5 is
used to route the tile or serial to employee requesting same. FD-5 must be executed when files are
withdrawn for purposes other than running ticklers, use of the Administrative Officer  AO!/Office
Services Manager  AO/OSM!, or examination of mail by SAC, ASAC, or supervisor. When the last
copy of a serial is charged out, and the serial is automated, a description of the serial is optional. If
the serial is not automated, the charge-out slip must contain a description of the serial. When an
employee assigned to the AO�s/OSM&#39;s Office removes a serial from a file, other than a consolidated
file, and prepares the charge-out slip, the classification and case numbers of the file need not be
shown on Form FD-5.

2-4.3.4 Charge Out of Files

�! Pending - FD-5 must be executed and placed in the file folders.

�! Closed - FD-5 must be executed and clipped to a red 10 x 10 card Which must be placed in the
space from which the file was Withdrawn.

�! To whom may tile be charged out? - To employees having a need for them. Permission of the
SAC must be obtained for an Agent to charge out a file on a matter on which Agent is not assigned
to Work. Files are to be charged out in the name of the person who is to use them.
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�! How long may �les be charged out? - Files may be charged out seven calendar days counting
Saturdays, Sundays, and holidays. If transferred to another employee, recharge them. Files may be
recharged once if necessary.

2-4.3.5 Charge Out of Serials

Serials may be charged out to any employee having of�cial need for them. Serials may be charged
out 60 calendar days. Serials may be recharged at end of 60 days and every 60 days thereafter if
necessary. The person to Whom charged must submit recharge if retained. If transferred, recharge
them.

�! Pending �les -

 a! FD-5 must be executed and placed on top of the most recent serial in the section of the �le from
which Withdrawn.

 b! Procedure on return of initialed serials to pending cases: File the serials, but if the file is not in
the drawer/cabinet/rotor, put the serials in the �le folder and �le them on the retum of the �le.
Destroy the charge-out slip when the serial is retumed.

�! Closed �les -

 a! FD-5 must be executed and placed on top of the most recent serial in the section/volume of the
�le from Which Withdrawn and a red 10 x 10 card inserted in the �le in the space from which the
serial Was withdrawn. If more than one serial is withdrawn from a section/volume of a closed �le

only one red card is to be used per section/volume.

 b! Procedure on return of initialed serials to closed cases: File the serials, but if the �le is not in the
drawer put the serial and red card in a blank folder which must be placed in the space from which
the �le is Withdrawn. Upon the return of the �les, �le them, destroy the charge-out slip, and return
the red card to supply. When a case is closed and serials are charged out, send routing slip to
employee to Whom charged to return.

�! Deleted

�! Recharge serials -

When a nonautomated serial is to be recharged and the charge-out slip contains considerable
description as to the serial, the Administrative Of�cer/Of�ce Services Manager may date the
original charge-out slip, initial it to show that the serial has been recharged, and destroy the
recharge slip prepared by the Agent.

�! Serials permanently charged -

 a! Serials permanently charged from pending and closed �les must be replaced by FD-5, fully
executed and �led in place of the serial.

 b! Top Secret and/or Sensitive Compartmented Information mail which is to be permanently
charged out from pending and closed �les must be replaced by an FD-654, fully executed and �led
in place of the serial.

�! Files and/ or serials temporarily charged -
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 a! In the event it becomes necessary to forward �les and related record material  indices cards!
from the �eld office to FBIHQ for processing in connection with litigation and/or FOIPA matter,
etc., such material should be duplicated for retention in the respective field office prior to
forwarding the original records. This applies to all documents  including FD-192s and 1-A
envelopes! in the �le whether a lead office or of�ce of origin �le. Upon return of the original
record s!, the duplicate material is to be destroyed unless the need to again respond to a like
requirement is foreseen. In the event the exigent circumstances a.nd/or cost of duplicating
voluminous material would render the aforementioned procedure impractical, you should contact
the FBIHQ Division making the request.

 b! In the event it becomes necessary to add any administrative notation to a duplicate copy of a
document retained in the �eld of�ce, you must �rst contact the FBIHQ entity to which the material
is charged to ensure the original is similarly marked.  See MAOP, Part 2, 2-4.3.1 �! h!.!

 c! Whenever any �les and/or serials or other record material are to be removed from the premises
of FBI space, whether or not copies are retained, Form FD-702 is to be utilized to identify the
charge out.

2-4.3.6 Consolidation of Files

�! Files are consolidated on the authority of the SAC when there are two or more �les on the same
subject, pertaining to related or similar matter, and handling will be facilitated through
consolidation. Write "Consolidated into "  show new file number! on the �le front of
the eliminated �le, and retain it in the closed �les section.

When the OO changes  redesignation of OO!, a consolidation is done. The new OO opens a new
case and noti�es the old OO of the new number. The old OO closes their case and consolidates it

into the new �le number. The original serials of the old OO are sent to the new OO.

�! Deleted

�! Deleted

�! Deleted

�! Deleted

�! Deleted

2-4.3.7 Reclassification of Files

�! When it becomes necessary to reclassify a UCFN, the old classi�cation is crossed off the �le
front, and the new classi�cation is written on the �le front.

�! Deleted

�! Deleted

�! Deleted
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2-4.3.8 Missing Files or Serials  See MIOG, Part 2, 26-13.2.!
 l! Files or serials missing for 30 days are to be reported to the Information Resources Division,
Attention: Information Management Section.

 a! In the event these �les or serials contain classi�ed material, the aforementioned information
must be accompanied by a damage assessment, as outlined in the Manual of Investigative
Operations and Guidelines, Part 2, Section 26-13.1. The damage assessment will be forwarded to
the Security Programs Manager  SPM!, FBIHQ.

 b! When �les and serials are located, information concerning the circumstances of the recovery is
to be fumished to FBIHQ.

 c! If the �les or serials are classi�ed, efforts should be directed to identify individuals having
possession, and if these individuals possess appropriate security clearance and "need-to- know"
access to the �les or serials. If the individuals do not possess appropriate security clearances a.nd
"need-to-know" access, they are to be interviewed regarding the circumstances surrounding their
exposure to the information and be given the FD-722, "Inadvertent Disclosure Statement," in
accordance with current procedures in the Manual of Investigative Operations and Guidelines, Part
2, Section 26-4.1.

�! On 60-day intervals, the Administrative Of�cer  AO!/ Of�ce Services Manager  OSM! is to
direct to the SAC a communication advising SAC of the status of missing material and efforts to
locate same  communication not to be fumished to FBIHQ!. Such communications are to be
reviewed and initialed by the SAC for subsequent �ling in the control �le. On December 1st of
each year, the AO/OSM will again direct to the SAC a communication recapitulating all missing
material and indicating what efforts are being made to locate same. After this communication has
been reviewed and the SAC is satis�ed that sound procedures to facilitate locating missing material
have been implemented and are being adhered to, SAC should initial the communication for
subsequent �ling in the control �le  communication not to be fumished to FBIHQ!. All 60-day
follow-up communications that have been incorporated into the December 1st communication are
to be purged from the control �le. The initial communication advising FBIHQ of the missing
material is to be retained until �les and/or serials are located, or destruction criteria have been met.

�! It will be the responsibility of each SAC to follow this matter to ensure that every effort is being
made to recover material that is missing. FBIHQ does not intend to follow with any of�ce
regarding this matter but will collect this information for accountability and statistical purposes
only to later be incorporated into a pro�le report and furnished to the Inspection Staff for their
scrutiny and evaluation at the time the respective �eld of�ce is inspected. Should it be determined
that �les and/or serials are missing as a result of employee negligence or willful destruction of such
material, it will be the responsibility of the SAC to notify and make appropriate recommendations
to the Office of Professional Responsibility.
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2-4.4 Retention of Property by the FBI

24.4.1 Evidence  See MAOP, Part ||, 643.9�!.!
�! Property may be acquired during investigations in accordance with the law concerning searches
and seizures, and by warrant, subpoena, or consent including voluntary delivery. If a request is
made by anyone that property is to be taken into possession in any other manner, employees must
explain their lack of authority. Form FD-597  Receipt for Property
Received/Retumed/Released/ Seized! is to be used to document the receipt/retum of property
acquired during investigations. The FD-597 consists of an original and two copies with carbon
insert. The original is to be �led in the lA section  FD-340a! of the investigative case �le. One
copy of the FD- S97 is to be fumished to the contributor, and one copy, when appropriate, returned
with the search wa.rrant.

�! It is essential that seized/recovered/contributed property be properly identified and described by
investigative personnel at the time possession is transferred to the investigator. The items are to be
carefully packaged and the containers properly identified. If appropriate, chain of custody is to be
established and a record thereof is to be maintained from the time possession transfers to the
investigator to the time of trial/ disposition. To minimize the number of FBI persomiel required to
establish chain of custody, it is recommended that one or two investigators be designated to identify
and describe all evidence at any particular search or arrest site.

2-4.4.2 Evidence Control Room  ECR!  See MAOP, Part ll, 2-4.4.4 and 2-4.4.10.!

 l! The designated ECR should be a separate area, usually within the con�nes of �eld office space,
used solely for the storage of seized/recovered/contributed property which can reasonably be
expected to be introduced in court and/or subject to chain of custody, regardless of size. Access to
the ECR is restricted to ensure evidentiaiy property is accounted for, retrievable, and ca.n withstand
defense challenges conceming chain of custody.

al

 b! Appropriate personal protective supplies and �rst aid and safety equipment should be stored in
the ECR for easy accessibility. This includes, but is not limited to: disposable gloves/� gowns,
disposable plastic aprons, eye/mouth protection, pails with disinfectant, biohazard bags for
disposing biohazard material  bag to be placed in a hard cardboard box!, containers to hold needles,
sink with hot and cold running water  with elbow or foot connection!, �ammable cabinets, acid
cabinets, poison cabinets, and biohazard labels and containers.
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 c! The Drug Vault  or room! should be afforded outside ventilation for the storage of odoriferous
substances. The floor should be made of a nonporous material so that it can be disinfected.

 d! In the event evidentiary property is of such volume that it is not practical to store in the ECR or
similar facility within field office space, it may be stored in a secure off-site facility at the
discretion of the Special Agent in Charge  SAC!. The off-site facility should be established in
accordance with the guidelines set forth in �!  a! through  c! above. Every effort should be made to
store evidence in the ECR; however, if a similar facility within field office space or an off-site
facility is used, these facilities are considered satellites of the ECR and are subject to the same
administrative controls afforded the ECR.

�! Form FD-455  Access Log - Evidence Storage Facility! is to be maintained for each ECR or
satellite ECR whether located within field office space or an off-site. In addition, a separate FD-455
is to be maintained for each valuable, drug, and ELSUR evidence repository regardless of size or
location. The FD-455 establishes a reliable record of persons gaining entry. The visitor SIGNS
his/her own name - one name per line, reason for entry, the case �le number and lB/lD serial
number, if appropriate, and the date and time of entry/exit. This information is extremely useful in
defense against attacks regarding chain of custody. In �eld offices where an "enclosed reception
area" has been established at the entrance to the ECR, it is not required that the FD-455 be signed
as long as the visitor does not enter beyond this "enclosed reception area." Investigative personnel
reviewing evidence in the "enclosed reception area" are not required to sign the FD-455; however,
the chain of custody must be signed as a record of their review of the evidence. The FD-455 logs
are to be maintained from inspection to inspection. The logs are eligible for destruction following
an inspection when the evidence, pertaining to the log entries, has been disposed of or the files
listed on the log are eligible for destruction, whichever is sooner.  See 2-4.4.7 �!.!

 a! The Evidence Control Technician  ECT! and Altemate Evidence Control Technician  AECT!,
when substituting for the ECT for one day or longer, are required to sign in and out on the FD-455
log maintained for the ECR only upon initial entry and final departure on a given day. Any other
employee, including the AECT, when the ECT is on duty, must sign inf out on the FD-455 log for
each entry/exit on a given day. ONLY ONE SIGNATURE PER LINE IS PERMITTED.

 b! In those field offices where more than one full-time ECT and/or more than one evidence storage
facility is operated on a daily basis, access to the storage facility s! is to be recorded on the FD-455
log as follows:

The ECT must sign inf out on the FD-455 log for the primary ECR, when first entry/last exit of the
day is made. Access to any satellite ECR must be recorded on the FD-455 log maintained for that
satellite ECR for each entry/exit on a given day.

�! Access to the ECR and/ or other evidence storage facilities which store general evidence, located
within or outside field office space, is strictly limited to the ECT and AECT s!. Access by other
employees is prohibited unless accompanied by the ECT/AECT, or as outlined in �! below, and
documented on the FD-455 log maintained for the facility accessed.

�! In instances involving large seizures of evidentiary property which occur during off-duty hours
 nights/weekends/ holidays!, the services of the ECT/AECT should be used to assist with analyzing
cataloging, inventory and storage of the seized/recovered property.
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�! In the event that the services of ECT/AECT are not utilized, a secured night depository is to be
used for the temporary storage of valuable/drug evidence until the next business day. The night
depository should be secured to the floor either outside the ECR or in the Night SupeWisor&#39;s
Working area.

�! The ECT/AECT is not authorized to access the Drug/Valuable Vault unless accompanied by the
Administrative Off1cer AO! or the person s! designated to act on behalf of the AO as the Vault
Witness Official  VWO!. The vault Witness responsibility remains with the AO, but the actual duty
may be delegated to meet the requirements of the field office and resident agencies. However, the
VWO should not be an AECT. Each office should limit the number of designated VWOs, and must
document the list of authorized vault Witnessing personnel in the evidence control file. The VWO
must also sign the FD-455 for each entry/exit.

�! The only persons having emergency access to the Drug/Valuable Vault  both combinations or
both keys! and the ECR Will be the Special Agent in Charge  SAC!, the Assistant Special Agent s!
in Charge  ASAC!, a.nd the Supewisoly Special Resident Agent  S SRA!. The Written access
numbers to the combination s! or the key s! for the dual access entry must be stored separately.
One combination  or key! is to be maintained in a GSA-approved security container with the
central combination record file; the other combination  or key! is to be placed in the COMSEC
vault safe. The SAC/ASAC/� S SRA who makes an emergency entry/� exit into the ECR must sign the
FD-455, and document their access by an electronic communication  EC! to the Evidence Control
File.  See �!.!

 8! A refrigerator/freezer is to be placed in the ECR for the storage of body fluids and any
perishable-type evidence. Food items, for personal consumption, are NOT to be stored in this

refrigerator.

 9! On the entrance to the ECR  preferably the door! and on the refrigerator in the ECR, a
BIOHAZARD WARNING label is to be placed.

2-4.4.3 Responsibilities of the Evidence Control Technician  ECT!  See MAOP, Part
2, 24.4.10.!
The ECT is designated custodian of seized/recovered evidentiary property which encompasses the

following responsibilities:

�! Familiarity with the procedures set forth herein; the Manual of Investigative Operations and
Guidelines  MIOG!, Part 2, Section 13  Laboratory Division Aids to Investigations! for assistance
in the collection, identification, preservation, packaging and transmittal of evidence; HANDBOOK
OF FORENSIC SCIENCE; MIOG, Part 2, 13-6.7.1 concerning the handling and storage of
hazardous chemicals; the Forfeiture Manual concerning the disposition of property subject to
forfeiture and the Forfeiture and Abandoned Property Manual, Section l0, conceming Dangerous
Goods Regulations, International Air Transport Association  IATA!.

�! Ensures that access to the Evidence Control Room  ECR! and other evidence storage facilities
is limited to persons having an official need; that all individuals entering the facilities are escorted
and that access is recorded on Form FD-455  Access Log - Evidence Storage Facility! maintained
for EACH storage facility.
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�! Ensures that the proper protective clothing/equipment is stored and is readily available in the
ECR, and is utilized when handling hazardous or potentially hazardous evidentiary property.

�! In conjunction with Subpart H of Title 49, Code of Federal Regulations, Part 172 which
requires that training be provided to those individuals who, in the course of their employment,
directly affect Hazardous Materials  HAZMAT! transportation safety, the ECT is to avail
himself/herself of such training. ECTs are to receive specialized HAZMAT training for air
transport shipments every two years by a certi�ed Department of Tra.nsportation or IATA-
approved school. Strict fines are imposed on individual employees by the Federal Aviation
Administration for noncompliance.

�! Ensures, by physical examination of property, that the descriptive data entered into the
automated evidence system  aka "Collected Item"!, as furnished by case Agentl acquiring Agent,
adequately re�ects the property to be retained.  When evidence is heat-sealed, the
sealing/witnessing officials are responsible for the accurate description of the evidentiary items.!

�! Responsible for the recordkeeping, storage, and maintenance of all evidence. Responsibility for
nonevidentiary property acquired during investigations may, at the discretion of the SAC, be
assigned to the ECT if his/her workload permits. Otherwise, the SAC should assign responsibility
for nonevidentiary property to an employee other than the ECT.

�! The case Agent, acquiring Agent, and/or Agent Supervisor, depending upon the circumstances,
as individuals or collectively, share the responsibility for ensuring that seized/recovered/� contributed
evidence is properly documented on the FD- 192. The evidence and/ or documentation is to be
submitted to the ECT within 10 calendar days from the date that the evidence was seized/recovered.
Should extenuating circumstances prevent handling of the evidence within l0 calendar days, the
ECT advises the Agent that an electronic communication  EC!, aka Late Day Memo, is to be
submitted to the SAC, signed by the Squad Supervisor and thereafter placed in the investigative
case file.  A copy of the EC is to be directed to the ECT, placed in a binder in the ECR, and
maintained from inspection to inspection.! The ECT is authorized to reject evidence that is
submitted late without the accompaniment of an EC. The 10 calendar days for the acquiring Agent
begin with the seizure of the property and end when the ECT receives the evidence and signs the
chain of custody.  If the acquiring Agent submits only the FD-192, thereby maintaining the
evidence, the ECT is to be cognizant of the l0-day time frame and should not accept the late FD-
l92 without an EC. In the event the evidence is retained by the acquiring Agent, proper charge-out
procedures are to be followed.!

 a! When lead offices  LOs! forward evidence to the of�ce of origin  OO!, the following
documents  when necessary! should accompany the evidence:

FD-192  package copy and �le copy! EC for late submission - SA and/or ECT FD-597

 See also 2-4.4.4 �!.!

 8! The ECT is responsible for ensuring that the seized/recovered/contributed evidence is properly
captured in Collected Item within 10 calendar days from the date the evidence and/or
documentation was presented to him/her by the seizing Agent. Should extenuating circumstances
prevent the ECT from entering the information into the automated evidence system, aka Collected
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Item, Within 10 calendar days, the AO is to be advised by EC which is to be placed in the
investigative case �le.  A copy of the ECT&#39;s EC is placed in a binder in the ECR, and maintained
from inspection to inspection.! The 10 calendar days for the ECT begin When:

 a! he/she signs the chain of custody at the time he/she acquires the evidence, or

 b! When he/she acquires only the documentation, and ends when he/ she enters the information into
Collected Item.  See 2-4.4.4 �!.!

 9! Ensures that exact location of property is noted in Collected Item; that the 1B, 1C, or 1D serial
number is recorded on the automated FD-192/FD-192a for �le; that bar code labels are placed
directly on the general evidence packaging, and on the plastic pouches containing valuable or drug
evidence; that an automated FD-192/FD-192a is �led in the case �le and a second copy is attached
to the property or placed in the binder/folder maintained in the valuable/drug evidence repository.

�0! Ensures chain of custody documentation for evidence is recorded in Collected Item and on the
automated FD-192 maintained with the evidence.

�1! Ensures evidence is properly packaged and labeled for forwarding to FBIHQ other �eld
of�ces, Drug Enforcement Agency  DEA!, or contributor and that transmittal/disposition
information is recorded in Collected Item.

�2! Retrieves evidence from the ECR and any other evidence storage facility as requested by
Agent personnel; accurately records chain of custody on the form maintained with the package
copy of the automated FD- 192; and in Collected Item; produces a charge-out reminder report to
ensure property held over 60 days is either recharged or returned to the storage facility.

�3! Upon request, retrieves nonevidentiary property from the facility and charges out the property
by using an FD-5  Charge- Out form! in accordance with established charge-out procedures.
Maintains and monitors a record of property charged out to ensure nonevidentiary property held
over 60 days is either recharged or returned to the facility.

�4! Follows closely the automated property disposition tracking system to ensure every effort is
made to return property to contributor and/or property declared abandoned is processed on a timely
basis. Closed Cases with Pending Evidence Report is to be run and distributed to squad
supervisor s! for evidence disposition decisions every 60 days.

�5! Disposes of property on instructions of FBIHQ, other �eld of�ces, or Agent personnel through
actual destruction  drug evidence excluded!, return to contributor, or other methods as appropriate.
Should property that has been declared abandoned become the property of the FBI, ensures action
is taken by supply personnel to have the property placed on the �eld office inventory.

�6! As necessary, may be required to testify in a court of law regarding evidentiary property  chain
of custody! for which responsible.

�7! At the discretion of the SAC, serves as a fully trained member of the Evidence Response Team

�8! Upon the advice of the Evidence Program Manager, FBIHQ, and at the request of the
Inspection Division, FBIHQ, conducts inspections of �eld of�ce evidence programs With SAC

approval.
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�9! At the request of the Evidence Program Manager, FBIHQ, and with the consent of the SAC,
assists the Evidence Program Manager to conduct training and ECR assessments in various �eld
offices.

2-4.4.4 Evidentiary Property  See MAOP, Part 2, 2-4.4.11 �! and 24.4.16.!
To facilitate recordkeeping and storage procedures, evidentiary property is divided into three
categories: general evidence, valuable evidence, and drug evidence. All newly acquired evidence
must be entered into Collected Item.

Procedures for the administrative handling and storage of evidence are as follows:

 l! In field offices where Special Agent personnel do not directly enter their own evidence into
Collected Item, the traditional green FD-192 is to be used as a "data loading form"  draft! to
communicate to the ECT the information that is to be entered in Collected Item. The evidence,
together with the "draft" FD-l92, a signed chain of custody  automated sheet!, a.nd the case file, are
then furnished to the ECT. Upon entering the information into Collected Item, the "draft" FD-192 is
thereafter destroyed. It is NOT to be used as the file or package copy.  See  l l!.!

�! The evidence and/or the documentation is to be submitted to the ECT within l0 calendar days
from the date the evidence was seized/recovered/contributed. Should extenuating circumstances
prevent handling of the evidence within 10 calendar days, the ECT advises the SA that an EC  aka
Late Day Memo!, is to be submitted to the SAC, signed by the Squad Supervisor and thereafter
placed in the investigative case file.  A copy of the EC is to be directed to the ECT, placed in a
binder in the ECR, and maintained from inspection to inspection.! The ECT is authorized to reject
evidence that is submitted late without the accompaniment of an EC. The l0 calendar days for the
acquiring Agent begin with the seizure of the property and ends when the ECT receives the
evidence and signs the chain of custody.  If the acquiring Agent submits only the FD-l92, thereby
maintaining the evidence, the ECT is to be cognizant of the 10-day time frame and should not
accept the late FD- 192 without an EC. In the event the evidence is retained by the acquiring Agent,
proper charge-out procedures are to be followed.!

 a! When LOs forward evidence to the OO, the following documents  when necessary! should
accompany the evidence:

FD-192  package copy and file copy! EC for late submission - SA and/or ECT FD-597

 See also 2-4.4.3 �!.!

�! In field offices where Agent personnel directly enter their own evidence into Collected Item, the
Agent sends the automated FD-192 to the ECT�s printer and thereafter provides the evidence,
together with a signed chain of custody  automated sheet!, and the case file to the ECT. The 10
calendar days for the acquiring Agent begin with the seizure of the property and end when the ECT
receives the entered information through Collected Item.

�! The ECT is responsible for ensuring that the seized/recovered/contributed evidence is properly
captured in Collected Item within l0 calendar days from the date the evidence and/or
documentation was presented to him/her by the seizing Agent. Should extenuating circumstances
prevent the ECT from entering the information into Collected Item within 10 calendar days, the AO
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is to be advised by an EC which is to be placed in the investigative case file.  A copy of the ECT&#39;s
EC is placed in a binder in the ECR, and maintained from inspection to inspection.! The 10
calendar days for the ECT begin when:

 a! he/she signs the chain of custody at the time he/she acquires the evidence

 b! when he/she acquires only the documentation, and ends when he/ she enters the information into
Collected Item.  See 2-4.4.3  8!.!

�! The ECT accepts the evidence and signs the chain of custody. He/ She then enters the required
information  if not already done so by the Agent!, and produces a bar code number  which is
affixed to the evidence packaging! and a 1B/1D serial number.  For detailed procedures on entering
evidence into Collected Item, see the AUTOMATED CASE SUPPORT  ACS! USERS� GUIDE.!
The chain of custody and a record thereof must be maintained on evidentiary items from the time of
acquisition to the time of disposition.

�! Upon assigning the bar code to the evidence, the ECT is required to print three new copies of
the FD-192 which show the bar code. One copy of the automated FD-192  file copy! is submitted
to the Supervisory Special Agent  SSA!, primary relief supervisor, ASAC or SAC for initialing,
and is then filed in the first section of the investigative case file immediately above the 1A section
 FD-340a!.  See  l l! c!.! Ifthere is no lA section, the file copy becomes the �rst item in the first
section of the investigative case file. The file copy may be maintained in a subfile, in which case a
blank automated FD-192 should be placed in the main file as a substitute for the original indicating
their location, i.e., "1B serials maintained in Subfile E."

�! For GENERAL EVIDENCE, the second copy  package copy! of the automated FD-192 and the
written chain of custody is affixed to and remains with the evidence until final disposition. For
VALUABLE AND DRUG EVIDENCE, the package copy and the written chain of custody is tiled
in numerical sequence, by file number, in a binder which is maintained in the ECR.

 8! The third copy is an informational copy which is to be forwarded to the paralegal specialist
within the field office for forfeiture potential.  See �1!.!

 9! The written chain of custody documents the SIGNATURES of persons, including the ECT, who
receive custody of the evidence while it is the property of the FBI. The first chain of custody is
established as a result of entering the group data on the first page of the automated FD-192 and
indicates the identity of the person who collected the evidence. Subsequent chain-of-custody
signatures will be made by the ECT or other individuals who receive the property. Chain-of-
custody entries should not disclose that the evidence is received by the ECR; instead the entry
should show the signature of the person to whom the custody of the evidence has been given.  The
only exception to this policy is when evidence is forwarded to the DEA or FBI Laboratories.!

�0! In task force investigations, it is permissible for a federal criminal investigative agent from a
participating federal agency or a deputized officer from a participating police department, to record
chain of custody on Form FD-192  Control Form for General/Valuable/Drug Evidence! when that
investigator/� officer is involved in the acquisition of the property documented on the FD-192.
He/ She may also participate as the sealing/witnessing agent in the verification and sealing of
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DRUG/VALUABLE EVIDENCE. Support employees may be witnessing officials for valuable
evidence only.

�1! In EMERGENCY SITUATIONS where circumstances dictate the immediate transmittal of
evidence to FBIHQ and/or the DEA Laboratory by Agent personnel in an RA, prior to being
furnished to the ECT for handling, the property must be documented, within the 10- calendar-day
time frame, in Collected Item as noted in Section 2-4.4.4 �! through  8!, and handled according to
the following procedures:

 a! The case/seizing Agent is to note transmittal information on the chain-of-custody page of the
automated FD-192,  i.e., forwarded to FBI/DEA Lab, registered mail number or Federal Express
number, date of transmittal letter, etc.!, and fumish the chain of custody and an automated FD- 192
 or a drafted green data- loading FD-192! to the ECT. The ECT does NOT sign the chain-of-
custody page unless he/she is physically taking custody of the evidence; however, the appropriate
information must be recorded in Collected Item.  See �1! d!.!

 b! The ECT assigns a bar code number and a 1B serial number to the evidence documentation. The
bar code label is held by the ECT until the evidence is retumed by the DEA or FBI Laboratory.

 c! The file copy of the automated FD-192 is initialed by an SSA and �led in the case file as noted
in Section 2-4.4.4 �!.

 d! The package copy of the automated FD-192 is retained in the ECR and filed in a binder labeled
"Evidence sent to FBIHQ� or "Evidence sent to DEA Lab" according to the transmittal date.

 e! When the evidence is returned to the field office, the ECT attaches the assigned bar code to the
property, and properly executes the chain of custody on the package copy of the automated FD-192
The package copy of the automated FD- 192 is affixed to the general evidence or filed in the binder
maintained in the valuable/drug vault. The chain-of-custody information is then entered into
Collected Item.

 f! If the evidence is to be returned to the RA, and not to the ECT in Headquarters City, the RA is
to request that a copy of the laboratory report be fumished to the ECT when the evidence is
retumed to the RA.

�2! Collected Item will produce 60-day charge-out reminders.

�3! Property or items seized or recovered incidental to a search and seizure should generally be
treated as evidence and maintained in the ECR. The below-listed material/items, are currently
considered hazardous materials.

Flash Paper Live Ammunition Explosives Radioactive Materials Flammable Liquids and Solids
Flammable and Nonflammable Gases Spontaneously Combustible Substances Oxidizing and
Corrosive Materials

All require special packaging and the amount of each item which can be shipped is regulated.  See
the Manual of Investigative Operations and Guidelines  MIOG!, Part 2, 13-6.7.1 a.nd the
HANDBOOK OF FORENSIC SCIENCE for specific requirements and instructions for the
handling/storing/shipping hazardous materials.!
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�4! Property seized for forfeiture, which is also evidence, should be treated as evidence and
maintained in the ECR during the forfeiture process.  See the Forfeiture Manual, Step 3-1.!

�5! Nonevidentiary property, if size pennits, may be �led in the 1A section of the case �le.
Otherwise, large nonevidentiary property  serialized as a 1C!, seized, subpoenaed or contributed
pursuant to investigative activity, is to be stored in a separate area within, or, at the discretion of the
SAC, outside the �eld office, in space speci�cally designated for the storage of nonevidentiary
items.  See 2-4.4.l6.!

�6! Chain of custody on Grand Jury Material  Rule 6E Material! is not required unless speci�ed
by the case Agent. The case Agent will consult with the AUSA to determine whether chain of
custody should be maintained on specific Grand Jury Material. If so required, an FD-192 is
completed and the material is stored in the ECR. When a chain of custody is not required, Grand
Jury Material is documented on Form FD-192a  Control Form for Nonevidentiary Items!, entered
into Collected Item as a 1C serial, and segregated from the other nonevidentiary property, with
access given only to those individuals named on the Grand July List. When Grand July Material is
entered into Collected Item as a 1C, it is charged out by using Form FD-5  Serial Charge-Out!.  See
MAOP, Part 2, 2-4.4.16 and 10-13.8 and MIOG, Part 2, 2-9.5 and 2-9.7.!

�7! Special Agents� original intewiew notes are not intended to be used as evidence at a trial, and
questions raised by the defense with respect to them generally attempt to focus on inconsistencies
between the original notes and the resulting FD-302. Just as it is not necessary to maintain chain of
custody on the FD-302, it is not necessary to maintain chain of custody on original interview notes
and they should be �led in the 1A section  FD-340a! of the case �le.

�8! Classi�ed National Security Information should be handled in the same ma.nner as other
evidence, with the exception that it must be retained in a storage receptacle, appropriate to its level
of classification, with full consideration as to the necessary chain-of-custody accountability. Money
weapons, and other items of intrinsic value shall not be stored in the same security container unless
they are also classi�ed. Material believed to be classi�ed, but not so identi�ed, must be protected
as though it is classi�ed. Within 30 days a determination as to its classi�cation must be made either
by presentation of the material to an Original Classi�cation Authority or comparison with an
approved classi�cation guide in accordance with MIOG, Part 2, 26-2.3. Under no circumstances
will classi�ed material be released to any person unless it has been determined that they have the
necessary clearance and/or access commensurate with the classi�cation level of the material and a
demonstrated need to know.

�9! Electronic Surveillance  ELSUR! evidence  serialized as a 1D! should be handled in the same
manner as general evidence, with the exception of Title III material which must be sealed within
�ve �! days by the court.  See MIOG, Part 2, 10-9.! However, ELSUR evidence is not to be stored
in the ECR, but rather in a room speci�cally designated for such material. The physical
requirements for this room are the same as for an ECR  see 2-4.4.2!.  See FCI Manual, Introduction

1-2.6.3.!

�0! Obscene material which will be retained as evidence must be clearly marked "Obscene" and
stored as general evidence in the Evidence Control Room  ECR!.  See 2-4.4.11 and MIOG, Part l,
145-2; Correspondence Guide - Field, 1-14.!
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�1! For Preautomated Evidence only:

Every effort should be made to enter all evidence into Collected Item. However, if extenuating
circumstances prevent the entry of preautomated evidence into Collected Item, the following
guidelines are to be followed:

 a! Three copies of the nonautomated green Form FD-192 should exist for preautomated evidence.

l. The original copy must be signed by an SSA and �led in the first section of the case �le
immediately above the 1A section  FD-340a!. If there is no 1A section, the �le copy becomes the
�rst item in the �rst section of the case �le. The �le copy may be maintained in a subfile, in which
case a blank nonautomated green FD-192 should be placed in the main �le as a substitute for the
original indicating their location, i.e., "lB serials maintained in Sub�le E."

2. The package copy of the nonautomated green FD-192 records the chain of custody and must
remain with general evidence.  If valuable/ drug evidence, the package copy is not affixed to the
property, but is �led in numerical sequence by �le number in a binder which is maintained in the
valuable/drug evidence repository. The package copy may be reproduced if more than one copy is
required.! The signatures of persons, including the ECT, accepting custody must be recorded
thereon as follows:

a. The �rst chain-of-custody entry is the employee who �rst acquired the property as identi�ed on
the front page of the nonautomated green FD-192.

b. The second chain-of-custody entry is the individual to whom the property was �rst released. The
date, time and reason for release is also required.

c. The third chain-of-custody entry is the signature of the ECT or other individual who accepts
possession from the individual releasing it  second chain-of-custody entry! along with the date,
time, and reason for acceptance.

d. Chain-of-custody information continues in this fashion as the property changes hands. Chain-of-
custody entries should not disclose that the evidence is released to or accepted by the ECR; the
entry must show the signature of the person accepting/releasing custody.

3. It is the responsibility of the ECT to ensure that the chain of custody is accurately recorded on
the package copy of the nonautomated green FD- 192.

4. The index copy of the nonautomated green FD-192 serves as the index of property acquired as
evidence. A consolidated record of all index copies is to be maintained in the ECR in a binder
labeled " Name of Field Office! - Index of Evidence." The index copies are to be �led by evidence
category  general, valuable, drug! in numerical sequence by file number. If a satellite ECR is
established in a resident agency  RA!, the index copies of the nonautomated green FD-192s for
evidence maintained in that RA are to be maintained in the �eld of�ce Headquarters City ECR in a
separate binder labeled " Name of Resident Agency! - Index of Evidence" and �led therein as
noted above. To maintain an effective recordkeeping system and to facilitate the conduct of
physical inventories as required in Section 2-4.4. l5, the Headquarters City&#39;s and RA&#39;s indexes must
be kept up to date by noting any type of chargeout/transmittal/ disposition of property on the
appropriate index copy.
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 b! A 1B number should be assigned to the nonautomated green FD-192 by the ECT. A notation
should be made on the nonautomated green FD-192 noting the exact location of the property stored
in the ECR. When applicable, the lB number should also be listed on the evidence label attached to
the plastic pouch containing drug or valuable evidence. The ECT should ensure that the location of
the property and the 1B serial number are legible on each copy of the nonautomated green FD-192.

 c! When physical inventories are conducted as required in Section 2-4.4.15, the inventories of
preautomated evidence will be reconciled with the index copies of the nonautomated green FD-
192s maintained by the ECT in the Headquarters City ECR, not those maintained in satellite ECRs
in the RA. Therefore, the Headquarters City ECT should be advised of any type
chargeout/transmittal/disposition of property located in the RA to prevent discrepancies.

 d! If preautomated evidence is required to be transmitted to FBIHQ and/ or the DEA Laboratory, it
is suggested that the evidence be immediately entered into Collected Item, a.nd handled according
to the guidelines as noted in Section 2-4.4.4 �1! a!.

2-4.4.5 General Evidence

�! Items of evidence such as �rearms, ammunition, clothing, typewriters, computer equipment,
latent �ngerprints lifted from a crime scene, and documentary items  exclusive of ELSUR evidence!
such as books of account, printed materials, video tapes, motion picture �lms, magnetically or
electronically recorded cards, tapes, discs, are treated as general evidence and stored within the
ECR.

�! If documentary items have been admitted into evidence during court proceedings or serve a
continuing law enforcement purpose, the items may be retained by the FBI with the concurrence of
the USA.  See also MIOG, Part II, Section 28 and Legal Handbook for Special Agents, 5-12.4.!

�! ELSUR evidence is treated as general evidence in Collected Item, and handled in accordance
with procedures set forth herein, and in MIOG, Part II, 10-9.

�! Clothing that may contain blood and/ or other liquids of known or unknown origin, should be
completely dried before being stored or shipped. In �eld of�ces that are moving to newly acquired
space, or being renovated, a separate room  not inhabited by employees! should be utilized to air-
dry these garments. This room is to be either in the ECR or adjacent to the ECR and have outside
ventilation. If the drying room is outside of the ECR, it must be as secure as the ECR.

�! Prior to storing and/ or shipping blood-stained garments, the HANDBOOK OF FORENSIC
SCIENCE and the DANGEROUS GOODS REGULATIONS should be consulted.

2-4.4.6 Firearms  Moved from 2-4.4.3!  See 24.4.17.!

 l! By Statutes

 a! Title 18, USC, Section 3665, provides as follows: Firearms possessed by convicted felons-

"A judgment of conviction for transporting a stolen motor vehicle in interstate or foreign commerce
or for committing or attempting to commit a felony in violation of any law of the United States
involving the use of threats, force, or violence or perpetrated in whole or in part by the use of
�rearms, may, in addition to the penalty provided by law for such offense, order the con�scation
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and disposal of �rearms and ammunition found in the possession or under the immediate control of
the defendant at the time of his arrest. The court may direct the delivery of such �rearms or
ammunition to the law-enforcement agency which apprehended such person, for its use or for any
other disposition in its discretion."

 b! In all cases in which firearms and ammunition are seized pursuant to the above statute, the USA
shall be noti�ed of the seizure so that USA may bring it to the attention of the court at the time of

sentencing.

 c! There is no objection to a court order directing disposal by the FBI Laboratory.  See MIOG,
Part II, 13-12.8.!

 d! Other federal statutes, indexed under "Firearms" in the U.S. Code Annotated, provide for
forfeiture of �rearms used in violation of various statutes including liquor laws and used in named
national parks and declaring contraband any firearm with respect to which there has been
committed a violation of any provision of the National Firearms Act or any regulation issued
pursuant thereto. The responsibility for selecting the applicable statutes, if any, is that of the USA.

�! By Other Means - If Title 18, USC, Section 3665, or other statutes relating to con�scation or
forfeiture do not apply, the �rearms shall be disposed of as follows:

 a! If the �rearm is the property of the subject, obtain from subject a signed waiver of ownership
rights and forward the �rearm to the FBI Laboratory.

 b! If the firearm is the property of the subject and subject is convicted and will not waive
ownership rights, deliver the �rearm to the USM as part of subject&#39;s property or deliver it to
subj ect�s attomey or other designated representatives.

 c! If the firearm is the property of the subject and subject is acquitted and will not waive
ownership rights, deliver the �rearm to subject or to designated representative.

 d! If the firearm was stolen from a known and legitimate owner, retum the firearm to owner. If the
firearm is the property of the United States, return it to the nearest appropriate government agency
office.

 e! If the legitimate owner of the firearm cannot be determined, deliver the firearm to the USM as
abandoned or unclaimed property unless the �rearm bears a U.S. government stamp in which case
it should be determined if it is desired for inclusion in the Reference Firearms Collection  RFC! of
the FBI Laboratory and, if not, it should be forwarded by express, collect, to the nearest U.S. Army
Ordnance arsenal or depot with the request that a receipt be fumished the field of�ce by the
military authorities.

 f! Whatever the ownership status of the �rearrn, if the Bureau only borrowed it as evidence from
another law enforcement agency which obtained it upon arrest of the subject, it should be returned
to that agency.

 g! If the subject is not prosecuted federally a.nd is delivered to some other agency, as in the case of
a deserter or a person arrested for unlawful �ight to avoid prosecution, deliver the �rearm to that
agency, along with the subject.
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�! In situations  b! through  g! above, obtain a receipt  FD-597! from person to whom �rearm is
delivered and place it in the lA section of the investigative case �le.

�! If a firearm  or ammunition! is held for evidence and any person demands the immediate return
of it, or a �rearm is otherwise held and two or more claimants dispute ownership, hold the weapon
and refer the legal problem to the USA.

�! Any offer of a �rearm for inclusion in the RFC should be accepted only if the owner will
furnish a release showing that the weapon is being given to the FBI unconditionally with the
understanding that if the FBI Laboratory has a similar weapon or for any other reason does not
desire its retention, the weapon may be destroyed.

�! All �rearms obtained by the FBI through a court order or waiver of ownership shall be handled
according to the following criteria:

 a! All �rearms shall be submitted to the Firearms- Toolmarks Unit, FBI Laboratory, along with
any requests for their return to the �eld of�ces and justi�cation for such action.

 b! The Laboratory shall have the option of retaining any such �rearms for its RFC unless
speci�cally instructed by court order to destroy a �rearm.

 c! The FBI Academy, Quantico, will be advised by the Laboratory of any �rearms received that
are not being included in the RFC and will decide whether they are needed for training purposes or
for reissue.

 d! If there is a request for the return of the �reann to the field of�ce for issue or display a.nd if it is
not needed by the Laboratory or Training Division, the Training Division will evaluate the request
and, if approved, will perform the necessary refurbishing, or deactivation of these �rearms. It is to
be noted that approval of such requests will not be routine and must be supported by ample

justi�cation.

 e! If not needed by the Training or Laboratory Division and there is no request to return the
�rearm to the �eld  or if request denied!, the Laboratory will destroy the �rearm. The �eld of�ce is
not authorized to destroy any con�scated �rearms.

�! Seized/recovered �rearms that are to be retained by FBI field of�ces pending resolution of an
investigative matter are to be stored in the Evidence Control Room  ECR!.

 8! Firearms are not to be accepted by the ECT for storage until they have been examined by a �eld
of�ce Firearms Instructor and rendered safe. THE FIREARMS INSTRUCTOR IS TO CERTIFY

THE EXAMINATION BY:

 a! SIGNING HIS/HER NAME, AND

 b! PLACING THE DATE THAT THE WEAPON WAS EXAMINED AND RENDERED SAFE
IN THE LOWER LEFT HAND CORNER OF THE CHAIN-OF- CUSTODY PAGE OF THE

PACKAGE COPY OF THE AUTOMATED FD-192.

Chain-of-custody information is not to be recorded if possession of the �rearm does not change
during the safety examination. Once rendered safe, �rearms may be stored in a secured cabinet or
on open shelving within the ECR.
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2-4.4.7 Drug Evidence  See MAOP, Part ll, 2-4.4.9, 2-4.4.10, 2-4.4.11; MIOG, Part I,
281-8.1 �!, 281-8.1.4 �!, 281-8.1.5, 281-8.1.6, 281-8.1.8, 281-8.1.12.!
�! Drug evidence must be afforded maximum security While in the FBI&#39;s possession, and not co-
mingled with any other type of evidence. Storage should be in one or more of the following types
of facilities:

 a

 b

Qpen-sheIfI&#39;iIing is permissible in

 ¢!|

|EXterior ventilation for the storage of odoriferous substances and the health and
safety of evidence p¬I&#39;SO11116l is to be afforded. Open shelving is permissible.

 d I EXterior ventilation for the storage of odoriferous substances and the healthland safetv of evidence personnel is to be afforded.�
pen shelving is permissime.

<@>|

 f! A separate Form FD-455  Access Log - Evidence Storage Facility! is to be maintained for
EACH drug repository. If open shelving is utilized, then one FD-455 Log for the room/vault is
sufficient.  See 2-4.4.2 �!.!

 g! The ECT/AECT is not authorized to access the drug/valuable storage facility unless
accompanied by the AO, or the person s! designated to act on behalf of the AO as the Vault
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Witnessing Official  VWO!. The vault witness responsibility remains with the AO, but the actual
duty may be delegated to meet the requirements of the field office and resident agencies. However,
the VWO should not be an AECT. Each office should limit the number of designated VWOS and
must document the list of authorized vault witnessing personnel in the evidence control file.

 h! The Agent submitting the drug evidence to the ECT must remain with the ECT while he/she
processes the evidentiary property and until the VWO arrives to access the vault and witness the
storage of the drugs.

 i! The only persons having emergency access to the drug/valuable storage facility  both
combinations or both keys! and the ECR will be the SAC, the ASAC, and the Supervisory Special
Resident Agent. The written access numbers to the combination s!  or the key s! for the dual access
entry to the drug/valuable vault! must be stored separately. One combination  or key! is to be
maintained in a GSA-approved security container with the central combination record file; the
other combination  or key! is to be placed in the COMSEC vault safe.

�! Drug evidence should be stored in a reasonably controlled environment as elevated
temperatures or humidity may result in some drug decomposition. Marijuana and crude
preparations of some other drugs, such as cocaine, PCP and methamphetamine, are highly
odoriferous and will require more than normal ventilation for odor control. Wet or freshly
harvested marijuana will mildew if not thoroughly dried before being sealed and stored. It is also
advisable to fumigate marijuana to curb insect growth within the bundles. For health and safety
reasons, proper outside ventilation of the drug vault/room is required.

�! Two federal criminal investigative agents and/ or deputized officers  one designated the sealing
agent/officer and one the witnessing agent/officer, who are not support employees! are responsible
for ensuring that drug evidence is weighed/counted and verified before the evidence is sealed,
transmitted to the DEA Laboratory or placed in storage in accordance with the following

procedures:

 a! The drug evidence, along with the original container, is placed in an appropriate size plastic
evidence pouch and weighed/counted. The weighing should be accomplished on a scale capable of
weighing in gram increments and the weight recorded on the FD-723  Evidence Label!. If the drug
seizure involves tablets or capsules, the number of tablets or capsules can be determined by actual
count if the quantity is small or, if too voluminous to count, by computation based on relative
weights, e.g., count and weigh 100 units to determine a unit weight and then divide this weight into
the net weight of the entire exhibit to determine the total number of units. If liquids are involved,
the gross quantity will be reported by volume. Estimates will be based on the known or apparent
size of the container.

 b! The FD-723, is to be completed with the following information:

l. Field Office Name

2. File Number

3. Date of Seizure or Purchase

4. Sealing Official&#39;s Printed Name
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5. Sealing Official&#39;s Signature

6. Witnessing Official&#39;s Printed Name

7. Witnessing Official&#39;s Signature

8. Laboratory Examiner&#39;s Signature

9. Weight  for drugs!

10. DEA Exhibit Number  for drugs!

 c! Ensure that the completed FD-723 is placed on the outside of the plastic evidence envelope, at
the top, and folded at the perforation over both sides of the envelope. Insert the envelope into the
heat sealer ensuring that the heat seal is made across the FD-723.

 d! The use of plastic evidence envelopes is not always practical for bulk drug evidence seizures.
Therefore, the entire bulk shipment must be packaged in boxes or cartons of uniform size. Each box
should contain no more than l5-20 kilograms of substance a.nd should be packed as full as possible.
Packing material should be added, if required, to ensure that boxes will not be crushed when
stacked and transported.

1. Each box or carton is to be closed with fiber- reinforced plastic tape ensuring that the tape
encircles the carton and that the tape ends meet or overlap on the top.

2. An FD-723 is to be completed to include the date of sealing and the printed names and signatures
of the sealing agent/officer and witnessing agent/officer.

3. The FD-723 is to be affixed to each box at the top to ensure that it covers both ends of the plastic
f1ber- reinforced tape. The label should be covered with clear plastic tape to ensure that names and
signatures are not obliterated during transport and handling.

4. Each box will be numbered consecutively � of 10; 2 of 10, 3 of 10, etc.! with a permanent
marker in large print.

5. Each box should also be marked with the number of packages it contains.  For additional
speci�cs on bulk drug seizures, see MIOG, Part I, 281-8.1 through 281-8.l.ll.!

 e! Opening and resealing of drug evidence must be conducted in the presence of at least two
federal criminal investigative agents/deputized officers. The reasons and procedures must be fully
documented in an FD-302. Two copies of the FD-302 are to be generated - one is designated for the
investigative case �le, and a second copy is to be presented to the ECT with the resealed evidence.
 The ECT is to maintain the ECR copy of the FD-302 in a binder from inspection to inspection!.

 f! A sealed plastic evidence pouch is opened by cutting off the sealed upper edge with scissors or a
paper cutter, ensuring that the FD-723 is intact. If the evidence is to be resealed, both portions of
the used pouch are to be retained, placed in a new evidence pouch with the evidence and sealed
following the above-mentioned instructions. Opening and resealing drug evidence is to be
continued in this fashion.

 g! When bulk drug evidence is required to be opened, it is done so by first cutting the FD-723
from the top of the box. If the evidence is to be resealed, the previously used FD-723 is placed in a
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plastic envelope inside the box, and the box is then sealed following the above-mentioned
instructions.  For detailed procedures on entering drug evidence into Collected Item, see the ACS
USERS GUIDE.!

 h! Investigative or operational requirements may necessitate the temporary storage of bulk drug
evidence for later use by investigators. The original containers cannot be marked or otherwise
altered without adversely affecting the investigation or operation. Storage of the drugs in the ECR
is temporary, although the drugs may be permanently stored in the ECR at a later date. Under these
circumstances, the drugs will remain in the original packaging  boxes, suitcases, individual
kilograms, etc.! and will then be placed in additional boxes, cartons or other containers and sealed
as described in paragraph �! d! above. The original packaging containing the drugs will not be
marked or otherwise altered. In this manner, the original packaging containing the drugs remains
unaltered, while the external packaging is sealed with appropriate documentation.  See MIOG, Part
I, 281-8.1.12.!

�! Laboratory analyses of seized drugs will be conducted by the DEA Laboratories. The
transmittal to and return of drug evidence from the DEA Laboratories are to be recorded in
Collected Item.  See MIOG, Part I, 281-8.1.3.!

 a! Usually, DEA is requested by the FBI to forward the original packaging that contained the
drugs to the FBI Laboratory for latent �ngerprint analysis. When this occurs, the packaging will be
returned, separated from the drugs, a.nd at a later date. To account for the evidentiary property that
has now become two pieces, the "Split" function is performed in Collected Item when the drugs are
returned. This will give both pieces of evidence their own chain of custody. If the drugs are
properly sealed by the DEA chemist, the package is not to be resealed by the FBI, as the DEA
chemist will testify to the contents and to his/her sealing procedures.  The DEA Laboratory may
complete the lower portion of the FD-723 that states "for Lab use only." However, they are not
required to do so, as DEA reseals the package with their own seal.!

 b! When drugs packaging has been examined for latent �ngerprints by the FBI Laboratory
 therefore having been separated from its original contents!, it is also treated as a drug, and
therefore should be sealed by the FBI Laboratory in the same manner as any drug. The FBI
Laboratory will heat seal the packaging and complete the lower portion of the FD-723 that states
"for Lab use only." The field office will process the sealed drugs packaging in Collected Item
 continuing the entry that was began by the "Split" function!, and place the evidence in storage in
the drug vault.

�! DEA Form 7  Report of Drug Property Collected, Purchased or Seized! is a six-part form
 original and five copies! and is to be utilized when transmitting drug evidence to the DEA
Laboratory. DEA Form 7 is transmitted to the appropriate DEA Regional Laboratory by cover
communication. Procedures for filling out the form are as follows:

 a! DEA Form 7 is to be typed. Each form is limited to three �! exhibits inasmuch as there is not
sufficient space for the results of analyses of more than three �! exhibits. The submitting office
case file number and exhibit number  see item 9! should be placed on all drug evidence pouches so
they ca.n be matched with the accompanying correspondence.
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Item 1: Self-explanatory. Money �ashed Will be checked only Where drugs were seized as a result
of using a �ash roll.

Item 2: Enter �eld of�ce �le number, e.g., 245A-HN-1234. This number is essential for future case
identi�cation and retrieval.

Item 3: Disregard.

Item 4: Enter "FBI."

Item 5: Self-explanatory.

Item 6: Disregard.

Item 7: Self-explanatory.

Item 8: Disregard.

Item 9: The exhibit number or sequence number is assigned by the submitting of�ce or by the DEA
chemist. An exhibit is de�ned as any substance differing in form, color or shape from any other
submitted materials or acquired at a different time and place. When there are several submissions
from one �eld of�ce or separate submissions from several �eld of�ces, it will be the responsibility
of the of�ce of origin  OO! to assign the sequential exhibit numbers. The DEA Laboratory may
also be contacted to determine the next sequential exhibit number for that particular case.

Item 10: The "alleged drug" is that drug which the evidence is purported to be, or is sold as, by the
defendant.

Item 11: Describe fully the labels on the original containers and specify Whether seals on these
containers were intact. This entry may be continued under Item 15  "Remarks"!, as necessary.

Item 12: Approximate the amount of substance in each exhibit by size or Weight. The exact count
and precise weight of submitted exhibits Will be determined by the DEA chemist.

Item 13: Indicate whether all the materials seized are being submitted or only a portion thereof.

Item 14: Complete only if the evidence was acquired through an undercover purchase.

Item 15: The OO and the OO �le number must be identi�ed under "Remarks." The OO �le number

Will become the DEA Laboratory case control number for all future submissions in that case. When
drug evidence is submitted by lead of�ces  LO!, the LO must determine the OO �le number and
enter it under Item 15. Also, under "Remarks," it should be indicated whether latent �ngerprint
examinations or other forensic laboratory examinations are to be performed by the FBI&#39;s
Laboratory Division. The cover communication should also set forth these requests and include
appropriate case background data.

Item 16: Self-explanatory.

Item 17: Supervisory Special Agent.

 b! The copy distribution for DEA Form 7 is as follows:

Copies one through �ve are to be forwarded by cover communication, with the evidence, to the
appropriate DEA Laboratory.
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Copy six is to be detached by the submitting office and attached to the �eld of�ce �le copy of the
cover communication and �led in the case �le.

 c! Upon completion of the laboratory analyses, copy three will be sent to the OO a.nd copies one
and two will be retumed to the submitting �eld of�ce. These copies contain results of the DEA
analyses and are to be �led in the 1A section  FD-340a! of the case �le of the respective �eld
of�ce. All evidence will be retumed to the submitting �eld of�ce for retention and eventual
destruction. The DEA Laboratory will not accept responsibility for the storage of drug evidence.

�! The Federal-Wide Drug Seizure System  FDS S! is a computerized system which produces
records of federal drug removals without regard for individual agency involvement. Participating
agencies are DEA, FBI, the Immigration and Naturalization Service  INS!, the U.S. Coast Guard
 USCG!, and the U.S. Customs Service  USCS!. The FBI&#39;s participation in the FDSS is required
whenever the weight of drugs recovered by the FBI exceeds established weight thresholds. At that
time, a Federal Drug Identi�cation Number  FDIN! will be telephonically obtained from the El
Paso Intelligence Center  EPIC! and recorded on the DEA Form 7. The FDIN will be used by
DEA&#39;s Statistical Services Section to capture records from the participating federal agencies. DEA&#39;s
System to Retrieve Information from Drug Evidence  STRIDE! will continue to capture statistical
information conceming FBI drug removals and will use that information for quality control of the
FDSS. The following procedures have been established for implementation of the FDSS:

 a! An FDIN will be required for drugs recovered if the weight entered in Item #12 of DEA Form 7,
"Approx. Gross Quantity Seized," or Item #13 of DEA Form 7, "Approx. Gross Quantity
Submitted," exceeds the following thresholds:

Heroin 100 grams or 1/4 pound Morphine 100 grams or 1/4 pound Opium 500 grams or 1 pound
Cocaine 500 grams or 1 pound Marijuana 25 kilograms or 50 pounds or 50 plants Khat 5 kilograms
or 10 pounds Hashish 1 kilogram or 2 pounds LSD 100 units Other drugs 5,000 units

 b! Separate FDINs are required for each drug that exceeds the above weight thresholds, regardless
of whether they came from the same incident. Samples extracted from a bulk seizure do not require
separate FDINs.

Some examples of when an FDIN is needed are:

1. Exhibits 1, 2, and 3 of cocaine are seized during the execution of a warrant. Collectively the
evidence weighs 900 grams; individually none weigh more than 500 grams. No FDIN is needed for
any exhibit.

2. Exhibits 1, 2, and 3 of cocaine are seized during the execution of a warrant. Exhibit 1 weighs 600
grams and needs an FDIN. Exhibits 2 and 3 weigh less than 500 grams; neither requires an FDIN.

3. Exhibit 1 is 600 grams of cocaine. Exhibit 2 is 250 grams of heroin, and both were seized during
the execution of a warrant. Each exhibit requires a separate FDIN.

4. Exhibit 1 is a bulk marijuana seizure, and is reported on DEA Form 7 along with sub-exhibits 1A
through 1K which are samples extracted from the seizure. The total collected exceeds 25 kilograms.
An FDIN is needed for exhibit 1, but not for sub-exhibits 1A through 1K.
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 c! The FDIN will be obtained by the �rst federal agency to take custody of the drug evidence. On
the rare occasions when the FBI assumes custody of drug evidence from another federal agency,
the FDIN must be provided to the FBI as part of the custody transfer.

 d! Obtain the FDIN by contacting EPIC at FTSI Iori |Be ready to provide
the following information, which will be recorded in a log maintained by EPIC:

1. Name and Title of Official Requesting the FDIN

2. Agency and Telephone Number of the Official Requesting the FDIN

3. Date and Local Time Collected

4. Place Collected  city, state!

5. Conveyance Type  e.g., vehicle, vessel, aircraft, or person!

6. Conveyance Identifier  e.g., name, number!

7. Quantity of Drug Collected  including unit of measure!

8. Type of Drug Collected  e.g., heroin, cocaine, or marijuana!

EPIC will issue an FDIN, which will be a ten-digit number beginning with the four digits of the
�scal year in which the drug evidence was collected, e.g., 1999000325. There will be no dashes or
periods in the number.

 e! The FDIN is listed in the "Remarks" section of DEA Form 7.

 f! The method of drug removal  seized, recovered, collected, or purchased! does not affect the
need for an FDIN. The determining factor is the weight estimate which includes the minimum

wrapping necessary for evidentiary or packaging purposes.  See MIOG, Part I, 281-8.1.!

 8! To maintain the integrity of the drug evidence and to avoid unnecessary handling and possible
exposure to toxic materials, Agent personnel should not attempt to transfer drug contents from the
original package, wrapper or container into a substitute container. Those items which require both
chemical analyses for drug contents and subsequent latent fingerprint or laboratory examinations of
the packaging material itself for handwriting, or other type of forensic laboratoly analyses, should
be submitted to the DEA Laboratory and the appropriate information noted in the "Remarks"
section of DEA Form 7. The DEA chemist will conduct the chemical analysis, then forward the
items directly to FBIHQ, Attention: Laboratory Division, as appropriate.

 9! Drug evidence retumed from DEA Laboratory is not to be opened, if properly sealed by the
DEA chemist, but placed in storage as received. The DEA chemist occasionally removes the
evidence from the original container s! and retums the examined evidence to the submitting office
in a substitute container s! causing uncertainty as to whether the retumed evidence is identical to
the submitted evidence. In such instances, the ECT should note the change in containers on the
package copy of the FD- 192 stating the number of sealed containers retumed from the DEA
Laboratory and the DEA Laboratory numbers that appear on the containers and make appropriate
modifications in Collected Item to accurately describe the evidence in storage.
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2-4.4.8 Valuable Evidence  Moved from 2-4.4.6!  See MAOP, Part ll, 2-4.4.9 and 2-
4.4.10.!
�! Valuable evidence is de�ned as money irrespective of amount and country of origin, jewelry
irrespective of value and composition, negotiable documents, and other items of intrinsic value,
excluding drug evidence.

�! Seized currency subject to criminal or civil forfeiture is to be delivered to the U.S. Marshals
Service for deposit in the Seized Asset Deposit Fund, a.nd such transfer is to be recorded by the
ECT in Collected Item. However, if the seized currency serves a significant independent, tangible,
evidentiary purpose, i.e., presence of fingerprints, packaging in an incriminating fashion, or the
existence of a traceable amount of drug residue on the bills, the currency is retained pending �nal
disposition of the investigative matter.

�! Valuable evidence is to be independently counted/verified by two officials. The sealing official
is to be a federal criminal investigative agent or deputized officer; the witnessing official may
include the ECT, the paralegal specialist, or other support employee directly involved in the
processes of seizing, packaging, and initial documentation of the evidence. They are to verify the
accuracy of the count and/or detect any errors before the evidence is sealed and placed in storage.

 a! The valuable evidence is placed in an appropriate-sized plastic evidence pouch. The FBI
evidence label, FD-723, is to be completed with the following information:

1. Field Office Name

2. File Number

3. Date of Seizure or Purchase

4. Sealing Official&#39;s Printed Name

5. Sealing Official&#39;s Signature

6. Witnessing Official&#39;s Printed Name

7. Witnessing Official&#39;s Signature

8. Laboratory Examiner&#39;s Signature

9. Weight  for drugs!

10. DEA Exhibit Number  for drugs!

 b! The completed FBI evidence label  FD-723! is placed on the outside of the plastic evidence
envelope, at the top, and folded at the perforation over both sides of the envelope. Insert the
envelope into the heat sealer ensuring that the heat seal is made across the evidence label  FD-723!.

 c! The Agent submitting the valuable evidence to the ECT must remain with the ECT while he/she
processes the evidentiary property and until the VWO arrives to access the vault and witness the
storage of the valuable evidence.

 d! Opening and resealing of valuable evidence must be conducted in the presence of:

1. Two federal criminal investigative agents/deputized officers, or
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2. One federal criminal investigative agent/deputized officer and one witnessing official  as
described in paragraph �! above!, or

3. Two paralegal specialists  one of which serves as a sealing official a.nd one as a witnessing

official!

 e! The reasons and procedures must be fully documented in an FD-302 by the sealing and
witnessing officials. Two copies of the FD-302 are to be generated--one is designated for the
investigative case �le, and a second copy is to be presented to the ECT with the resealed evidence.
 The ECT is to maintain the ECR copy of the FD-302 in a binder from inspection to inspection.!

 f! A plastic evidence pouch is opened by cutting off the sealed upper edge with scissors or a paper
cutter, ensuring that the FD-723 is intact. If the evidence is to be resealed, both portions of the used
pouch are to be retained, placed in a new evidence pouch with the evidence, and sealed following
the above- mentioned instructions. Opening and resealing evidence is to be continued in this
fashion.

 g! If valuable evidentiary items are of such size as to preclude the use of a plastic evidence pouch,
i.e., paintings, the property should be boxed or wrapped in brown paper and secured with plastic
fiber-reinforced tape ensuring that the tape encircles the package and that the tape ends meet or
overlap. The FD-723 label is to be completed with all pertinent information and affixed to each box
top or package front to ensure that it covers both ends of the plastic fiber-reinforced tape. The label
should be covered with clear plastic tape to ensure that names are not obliterated during transport
and handling.

 h! When large valuable evidentiary items are required to be opened, it is done so by first cutting
the FD-723 from the front of the package or top of the box. If the evidence is to be resealed, the
previously used FD-723 is placed in a plastic envelope inside the new package or box, and the new
package or box is then sealed following the above-mentioned instructions.

�! Valuable evidence must be afforded maximum security while in the FBI&#39;s possession, and not
co-mingled with any other type of evidence. Storage should be in one or more of the following
types of facilities:

 a>| | b2
 ml

�Open-shelf filing is permissible in

 c
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Exterior ventilation for the storage of odoriferous substances and the health and safety of evidence
personnel is to be afforded. Open shelving is permissible.

Xterior ventilation for the storage of odoriferous substances and the health
and safetv of evidence personnel is to be afforded.�

I �Open shelving is permissible.
 e

 f! A separate Form FD-455 is to be maintained for each valuable repository.  See 2-4.4. 12.!

 g! The ECT/AECT is not authorized to access the drug/valuable storage facility unless
accompanied by the AO, or the person s! designated to act on behalf of the AO as the VWO. The
vault Witness responsibility remains with the AO, but the actual duty may be delegated to meet the
requirements of the �eld office and resident agencies. However, the VWO should not be an AECT.
Each office should limit the number of designated VWOs and must document the list of authorized
vault Witnessing personnel in the evidence control �le.

 h! The only persons having emergency access to the drug/valuable storage facility  both
combinations or both keys! and the ECR is the SAC, the ASAC s!, and the Supervisory Special
Resident Agent. The Written access numbers to the combination s!  or the key s! for the dual access
entry to the drug/valuable vault! must be stored separately. One combination  or key! is to be
maintained in a GSA-approved security container with the central combination record file; the
other combination  or key! is to be placed in the COMSEC Vault safe.

2-4.4.9 Temporary Storage - Drug and Valuable Evidence  See MAOP, Part ll, 2-4.4.7
and 2-4.4.8.!
�! A security-type safe with a dual-combination locking system may be used for TEMPORARY
STORAGE of drug and valuable evidence not to exceed ten �0! calendar days from date of
acquisition. The secure container should be located either outside the ECR or in the Night
Supervisor&#39;s Working area. The container should be secured to the floor. The contents of the night
depository safe must be removed at the beginning of each Work day by the ECT, accompanied by
the VWO, properly stored in the ECR pursuant to established policy, and entered into Collected
Item. Evidence that is being temporarily stored Within the container is to be properly heat-sealed
and appropriate documentation is to be attached prior to its temporary storing.
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�! Neither the SAC&#39;s safe nor a squad supervisor&#39;s safe are to be used for the temporary storage of
drug/valuable evidence. In those instances when seizures of drug/valuable evidence are anticipated
during off-duty hours  nights, Weekends/holidays!, the services of the ECT/AECT should be
utilized to assist with the analyzing, cataloging and labeling of the evidence.

2-4.4.10 Storage of Evidence in Resident Agencies  RAs!
�! Evidence that is needed at the RA for Agent review, court proceedings, etc., must be charged
out by the ECT to the appropriate Agent, who is then responsible for storing it securely. Evidence
that is seized, subpoenaed, or voluntarily contributed, and not relinquished to the ECT for
processing into Collected Item, must be stored temporarily Within RA space in a security-type safe.

 a! Access to the temporary storage facility is limited to the appropriate Agent, and the Senior
Supervisory Resident Agent  S SRA! or Senior Resident Agent  SRA!.

 b! An FD-455 is to be maintained for the facility and each instance of access must be recorded
thereon to include the signature of the person s! gaining entry, reason for entry, case file number
and 1B number, and the date and time of entry/exit to successfully defend any chain-of-custody

challenges.

�! At the discretion of the SAC, an ECR may be established in an RA in accordance With the
guidelines set forth in 2-4.4.2 and all rules and regulations applicable to evidence storage and
handling applies. Drug and valuable evidence may be stored Within the ECR as set forth in 2-4.4.7
and 2-4.4.8, or may be stored in a bank safe-deposit box. An employee in the RA is to be
designated an ECT, and is directly responsible for the recordkeeping, storage, and maintenance of
evidence in the RA. In the event bank safe-deposit boxes are used and the designated RA/ECT is a
support employee, he/she must be escorted to and from the bank by the VWO.

 a! Form FD-455  Access Log - Evidence Storage Facility! is to be maintained for the ECR and the
drug and/or valuable repository, Whether located Within the ECR or in a bank safe-deposit box.
Each instance of access must be recorded on the FD-455 to include the signature of the person s!
gaining entry, reason for entry, case file number and 1B serial/exhibit number, and the date and
time of entry/exit to successfully defend any chain- of-custody challenges.

 b! Access to the RA/ECR and/or bank safe-deposit box is strictly limited to the RA/ECT and the
SSRA/SRA. Access by other employees is prohibited unless accompanied by the RA/ECT and
SSRA/SRA. Access is to be documented on Form FD-455. For access to the drug/valuable
evidence storage facility, Whether located Within the �eld office or in a bank safe-deposit box, the
RA/ECT is accompanied by the SSRA/SRA, who is the VWO. If the drug/valuable evidence is
stored in a safe-deposit box, the names of the RA/ECT, SSRA/SRA are to appear on the bank
access signature card, and documented in the field office evidence control file by electronic
communication  EC! and updated as necessary.

 c! The RA/ECT ensures the following:

1. That the evidence is entered Collected Item Within 10 calendar days.

2. If the evidence is submitted late, an EC must accompany the evidence before being entered into
Collected Item.
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3. That a 1B serial number is recorded on the automated FD-192 for file.

4. That the evidence is bar coded.

5. That an automated FD-192 is initialed by the SSRA/SRA and �led in the case file; a second copy
is attached to the property; and a third copy is made for forfeiture.

6. That chain-of-custody documentation is recorded in Collected Item and on the automated FD-
192 maintained with the evidence.

7. That an FD-302 is completed when evidence is to be resealed.

8. That evidence is properly packaged when the need arises to mail.

9. That disposition information is recorded in Collected Item.

10. Retrieves evidence from RA/ECR when need arises and ensures chain of custody is accurately
recorded in Collected Item and on the automated FD-192.

11. Produces every 60 days a charge-out reminder report for evidence charged out from RA/ECR.

12. Disposes of property on instructions of SA personnel by appropriate methods.

13. As necessary, may be required to testify in a court of law regarding evidentiary property for
which responsible.

 For detailed responsibilities of the ECT, see 2-4.4.3.!

2-4.4.11 Transmittal of Evidence to Field Offices and FBIHQIDEA Laboratories  See
MAOP, Part 2, 2-2.2.2�! i!.!
�! The ECT is responsible for properly preparing evidence for mailing/shipping. Refer to MIOG,
Pa.rt 2, Section 13, and the HANDBOOK OF FORENSIC SCIENCE for illustrated packaging chart
and related information.

 a! For shipping of drug and valuable evidence, the case Agent is to ensure that the evidence is
properly heat-sealed prior to being packaged for shipment. Due to the fact that drug/valuable
evidence is not to be left solely in the custody of the ECT, the case Agentf acquiring Agent and/or
the VWO is to witness the wrapping/packaging of such evidence by the ECT for shipment.

�! Due to chain-of-custody requirements, ALL EVIDENCE TRANSMITTED BETWEEN FBI
OFFICES IN THE U.S. AND PUERTO RICO, IS TO BE SENT BY EITHER U.S. POSTAL

SERVICE USING ONLY REGISTERED MAIL, OR BY FEDERAL EXPRESS. However,
Classi�ed National Security Information shall be transmitted according to its classi�cation level as
prescribed in MIOG, Part 2, 26-7.  When U.S. Registered Mail is used, Form FD-441a  Return
Receipt for Evidence Control Technician! must be completed, and placed in the outer evidence
packaging. If Federal Express is utilized, never use their "drop-off" service. Ensure that the package
is picked up and a receipt is received.! Regardless of the mode of shipping, clear yellow evidence
tape must always be placed over the shipping address label.

 a! Evidence that is shipped to other agencies is to be shipped via U.S. Registered Mail, retum
receipt requested  PS 3811.! The receipt is then placed in the 1A section ofthe investigative case
�le.  See 2-4.413.!
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 b! Evidence that is being returned to the contributor/owner is to be shipped U.S. Registered Mail,
return receipt requested  PS 3811.!  See 2-4.4. 17.! The receipt is then placed in the 1A section of
the investigative case �le.

�! If evidence is being transmitted from one �eld of�ce to another, the evidence must �rst be
entered and disposed in Collected Item.

 a! The ECT in the transmitting of�ce prints out two copies of the automated FD-192. The �le copy
is initialed by the Squad Supervisor, and �led in the investigative case �le.  If the case �le is in the
of�ce of origin  OO! and it is the lead of�ce  LO! that is shipping the evidence to the OO, then the
�le copy of the FD-192 and all other appropriate documents required by the investigative case �le
are to be shipped to the OO with the evidence.!  Drug and valuable evidence must be appropriately
sealed before being transmitted.! The package copy of the automated FD-192 must accompany the
evidence that is being shipped. When transmitting to the FBI or DEA Laboratories, the package
copy of the automated FD-192 remains �led in a binder marked " Name of Office! - Evidence sent
to FBI Lab" or " Name of Of�ce! - Evidence sent to DEA Lab." The binder is maintained in the

ECR.  See Section 2-4.4.4.!

 b! The ECT in the transmitting of�ce will record the manual chain of custody on the automated
FD-192 maintained with the evidence:

Received By: Honolulu Remarks: Sent via FEDEX 123456789  or Reg 246! w/EC dated 2/23/96

The ECT in the transmitting office will also record the automated chain of custody in Collected
Item:

Accepted Date.>> 02231996 Accepted Time.>> 0200pm Accepted By....> Organization..>>
Honolulu Reason ...... ..>> Forwarded Remarks ...... ..> Sent via FEDEX 123456789  or REG 246!
w/EC dated 2/23/96

 c! The FD-441a is for FBI use only. This form is to be executed by the ECT in the transmitting
of�ce and placed in the package with the evidence when the evidence is being shipped via U.S.
Registered Mail.

 d! The ECT in the receiving of�ce must complete the remaining portion of the FD-441a  if U.S.
Registered Mail was utilized! and return it to the sending of�ce, Attention: ECT. The receipt is then
placed in the 1A section of the investigative case �le.

 e! In the receiving of�ce, the cover sheet of the package copy of the automated FD-192 that
accompanied the evidence is �led in a 1A envelope in the appropriate case �le. The ECT then
enters the evidence into Collected Item, giving it a 1B number for his/her of�ce. He/ She then
generates three new automated FD-192s  for the �le, for the evidence, and for forfeiture! to
document the receipt of the evidence in the receiving of�ce. The original chain of custody  that
accompanied the evidence! is attached to the newly computer-generated FD-192, is appropriately
signed, and remains with the evidence in the receiving of�ce.

Page One of the "Received Collected Item"  fonnally known as the Group Information! will read as
follows:
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Category ...... ..>> 1B Acquired Date...>> 02261996 Acquired Time...>> 1000am Acquired By.....>>
 name of ECT in receiving �eld office! Contributor.....>>  name of tra.nsmitting �eld office!

�! If evidence is being transmitted from a �eld office to FBIHQ or DEA Laboratory, it must �rst
be charged out manually and documented in Collected Item. Drug and/or valuable evidence must
be sealed prior to being shipped.

 a! The ECT in the transmitting of�ce will record the manual chain of custody on the automated
FD-192 maintained with the evidence:

Received By: FBI Lab  or DEA Lab! Remarks: Sent via FEDEX 123456789  or REG 246! w/ EC
dated 2/23/96

The ECT in the transmitting office will also record the automated chain of custody in Collected
Item:

Accepted Date.>> 02231996 Accepted Time.>> O200pm Accepted By....> Organization...> HQ  or
DEA! Reason ...... ..>> Analysis Remarks ...... ..> Sent to FBI Lab  or DEA Lab! via FEDEX
123456789  or REG 246! w/EC dated 2/23/96

The package copy of the automated FD-192 is retained in the ECR and �led in a binder/folder
labeled "Evidence Sent To FBI  or DEA! Laboratory" according to date of transmittal.

 b! The FD-441a is to be completed by the ECT in the transmitting office  if U.S. Registered Mail
is utilized!, and placed inside the outer packaging with the evidence that is to be transmitted
between �eld offices, and field of�ces and FBIHQ. DO NOT use Form FD-441a when transmitting
evidence to DEA.

 c! The FBIHQ Laboratory and �eld of�ces must complete the remaining portion of the FD-441a
 if U.S. Registered Mail is utilized! and return it to the sending of�ce, Attention: ECT. The receipt
is then placed in the 1A section of the investigative case �le.

 d! When the evidence is retumed, the ECT is to record chain of custody on the automated FD- 192
maintained with the evidence and in Collected Item. If general evidence, af�x the package copy of
the automated FD-192 to the evidence. If drug or valuable evidence, place the package copy of the
automated FD-192 in the binder maintained in the drug/valuable vault.

�! As a general rule, evidence seized/recovered by RA personnel is stored in Headquarters City
and transmittal of such evidence to another �eld of�ce/FBIHQ/DEA Laboratory is handled by the
Headquarters City ECT. However, if an ECR has been established in a RA, evidence must be
administratively handled and entered into Collected Item prior to being wrapped/packaged/shipped
by the RA/ECT according to the aforementioned guidelines. Otherwise, RAs may only transmit
evidence directly to another �eld of�ce/FBIHQ/DEA Laboratory in instances where the urgency of
a particular situation demands expedient handling, or in instances when the bulk of the evidence is
such that to ship through Headqualters City for subsequent shipping elsewhere would be
impractical. In such instances where FBIHQ/DEA Laboratory returns evidence directly to an RA, a
copy of the communication transmitting/returning the evidence must be furnished to the
Headquarters City ECT for appropriate administrative handling, when the RA does not have an
established ECR.
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�! Before �ling or forwarding obscene and indecent matter which has come into the possession of
an employee during the course of an investigation, it shall be placed in a sealed container and the
container marked for identification and the label marked "Obscene." Such evidence is considered

general evidence and stored in the ECR.  See MAOP, Part 2, 2-4.4.4 �0! ; MIOG, Part 1, 145-2;
Correspondence Guide-Field, 1-14.!

�! For the handling, transportation, shipping, and storage of explosives, see MIOG, Part 2, 13-16.2
and 13-16.3, and the HANDBOOK OF FORENSIC SCIENCE.

2-4.4.12 Charge-Out Procedures - Evidentiary Property  See MAOP, Part ll, 2-4.4.8
and 24.4.16.!
�! Evidence stored in the ECR, or other evidence storage facilities, may be charged out to any
employee having an official need. Evidence may be charged out for up to 60 calendar days and
recharged at the end of those 60 days and, if necessary, every 60 days thereafter as follows:

 a! The ECT is to record chain of custody on the automated FD-192 and in Collected Item.

 b! The package copy of the automated FD-192 must remain with the evidence. Care should be
exercised by the employee accepting custody of the evidence to ensure that chain-of-custody
information is recorded on the package copy of the automated FD-192.

�! The ECT must run Collected Item charge-out reminders, and recharge evidence every week or
every two weeks, depending on the size of the �eld office.

�! If the evidence is to be recharged, the person to whom the evidence is currently charged must
initial next to that item on the Evidence Charge-Out Report and return the report to the ECT. If the
evidence is no longer required to be charged out, the person to whom the evidence is currently
charged immediately returns the evidence to the ECR for storage.

�! Two copies of the Charge-Out Report should be printed by the ECT. One copy is forwarded to
the appropriate squad superyisor for initialing by appropriate squad personnel. The second copy is
maintained by the ECT, to reconcile responses from each Squad/RA. Charged-out evidence will
appear on the Charge-Out Report at 60-day intervals until the evidence is returned to the ECR for

storage.

�! Upon return of the evidence, the ECT records chain of custody on the automated FD-192 and in
Collected Item. Once all charged-out evidence has been accounted for, both copies of the Charge-
Out Report are to be discarded.

�! When evidence is accessed by Agent personnel for review/examination outside the ECR, or in
the "reception area" of the ECR, chain of custody must be executed on the automated FD-192
maintained with the evidence and in Collected Item. If the review/examination takes place in the
"reception area" of the ECR, the FD-455 need not be completed, as the visitor did not enter the
actual ECR where the evidence is stored.
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2-4.4.13 Evidence Released to Custody of Outside Agencies  See MAOP, Part ll, 2-
4.4.11.!
�! When evidence is permanently released to the custody of an outside agency, disposition and
chain-of-custody documentation is to be recorded on the package copy of the automated FD-192
and in Collected Item. A receipt for the property  Form FD-597! must be signed by the person
representing the receiving agency and then �led in the 1A section of the investigative case �le.
When money is involved, the receipt should clearly indicate that the receiving agency counted the
money and that the amount corresponds to the amount listed on the original documentation.

The ECT is to:

 a! Place the package copy of the automated FD-192 in the 1A section of the investigative case �le.
The chain of custody will show the signature of the Agent who charged out the evidence, followed
by a statement showing release of the evidence to the receiving agency. For example:

Received By 1/8/96 2pm Remarks: Review Received By: Released to USM
/9 pm emar s: ee FD-597 dated 1/8/96
 b! Make an appropriate notation on the �le copy of the FD- 192  w &#39; &#39; &#39; the investi ative case

�le re arding the disposition, i.e., "Released to the custody of US y S
on 1/8/96 - See 1A-5."

 c! Modify Collected Item to reflect the chains of custody and disposition.

Chain I Acce ted Date >> 010896 Accepted Time >> 0200pm Accepted By >
zOrganization....> Reason ....... ..>> Review Remarks ....... ..> Probable release to USM
Disposition I Disposal Method>> USMO Disposal Date..>> 01081996

Chain � Accepted Date..>> 010896 Accepted Time..>> 0300pm Accepted By.....>
Organization... .> USMO

Reason ....... ..>> Released Remarks ...... ..>> Released to custody ofUSl92/Esee FD-597 1/8/96
If one or several items, as opposed to all items listed on the FD-192 are released, perform the
"Split" function in Collected Item, and make appropriate notations on the �le copy of the FD-192
and on the new chain of custody. A new package copy of the automated FD-192 is printed and is
attached to the original chain-of-custody page for the remaining item s!, and is maintained with the
remaining item s! of property pending �nal disposition of all items.  See the ACS USER&#39;S GUIDE
for detailed instructions on the splitting of evidentiary items.!

�! When property is temporarily released to an AUSA or non-Task Force officer, the Agent
charging out the evidence signs the chain of custody and retains the package copy of the FD-192
 with chain of custody attached! until the evidence is retumed to him/her. The non-Task Force
of�cer signs a receipt  FD-597! for the propelty. The receipt is attached to the FD-192 until the
evidence is returned to storage, at which time the receipt is then placed in the 1A section of the
investigative case �le.  AUSAs do not sign chains of custody nor FD-597s.!
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2-4.4.14 Handling of Evidence and Property by the U.S. Marshal  Moved from 2-
4.4.2.!
�! Where it can be arranged to the satisfaction of the U.S. Marshal  USM! and the SAC, property
seized as evidence should be turned over to the USM. However, no attempt should be made to store
with the USM items not known to be evidence. U.S. Marshal&#39;s Manual, Section 541, dated
December 15, 1971, provides that "Marshals are authorized and instructed to accept, store, and
safeguard all items to be used in evidence, and all nonevidentiary property involved in violations of
federal gambling laws, which have been seized by the F.B.I. incident to an arrest or in connection
with searches and seizures under warrants. Only such property as is to be used in evidence or seized
for gambling violations should be accepted. The storage of any other property in the possession of
the F.B.I. is the responsibility of the Bureau representatives. Any questions as to whether particular
property will or may be used in evidence will be resolved by the U.S. Attorney of the District
where the property is to be stored." The SAC is responsible for ensuring proper storage and security
of such property. If deemed necessary, FBIHQ assistance should be solicited. The USM will give a
receipt for property stored under USM�s custody, keeping a copy of the receipt accurately
describing the property received. The USM�s Manual further instructs that "seized money will be
counted in the presence of the person from whom it is received, and both the Marshal and the
person delivering the money will sign the receipt." The USM will return seized property or
evidence to the owner or other person designated, or otherwise dispose of it in accordance with a
court order or written instructions from the USA. Receipts obtained for property released to the
custody of the USM should state that the property has been veri�ed by the USM, and when money
is involved, the receipt should clearly indicate the USM has counted the money and the amount is
correct. These receipts should be filed in the 1A section of the investigative case file.  See MIOG,
Part 1, 91-13.8.!

�! When property is seized as evidence and it is of such a nature that its bulk  i.e., an automobile!
and other circumstances would bring it within the purview of USM�s Manual, Section 541, ensure
by contacting the USA that USA desires the matter to be held as evidence for future court action. A
letter to this effect should be obtained from the USA, or if an oral opinion is given, it should be
confirmed in writing by the field office. A copy of the correspondence should be furnished to the
USM and it should be made clear to all parties concerned in writing that the USM is holding the
item or items as evidence.

�! The foregoing procedure does not alter in any manner the prevailing FBI instruction that Agents
should not take possession of a stolen motor vehicle  ITSMV case!. If a special problem arises in
an ITSMV case in which the automobile may also be an item of evidence, the situation should be
discussed with the USA and handled in accordance with the above-outlined procedures. To assist in
gathering complete data regarding the recovered vehicle, the FD-653, Motor Vehicle Inspection
Inventory Record, may be used. The FD-653 is an optional administrative forrn which, if used, is to
be retained in the 1A section of the investigative case file, with the Agent&#39;s notes.

�! A consolidated record is to be maintained of all property released to the custody of the USM.
This may be accomplished by placing in a folder entitled "Record of Evidentiary Material in
Possession of USM" a reproduced copy of the FD-192 and/or the 1A evidence envelope, FD-340,
FD-34 !b and/or FD-3400, bearing appropriate notation of disposition of the evidence or portion of
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the evidence. Otherwise, a log of such items may be maintained, identifying the items by file
number, subject of case, description of item s!, and date released to the USM. These records are to
be reconciled annually with corresponding records of the USM to ensure their accuracy. Any
differences or inaccuracies are to be immediately resolved. This is to be accomplished at the time
of the inventory of the general evidence, and a notation certifying to the accuracy of the records
affixed to the FBI copy of such record along with the date and name of the employee who made the

comparison.

2-4.4.15 Physical Auditllnventory - Evidentiary Property  See MAOP, Part 2, 2-4.4.4.!
 l! AN AUDIT  physical/telephonic/written verification of evidence charged out! coupled with AN
INVENTORY  automated scanning of bar codes attached to evidence  or primary evidence
container! housed in an ECC!, is to be conducted as follows:

 a! A 100 percent unannounced audit/ inventory of general evidence  to include firearms, federal
grand jury and CART! and charged out evidence, at least once in a calendar year as determined by
the SAC/AO  not to be conducted at the same time each year!.

 b! A 100 percent unamqounced audit/inventory of drug and valuable evidence and charged out
evidence at least once in a calendar year as determined by the SAC/AO  not to coincide with the
inventory of general evidence nor to be conducted at the same time each year!.

 c! A 100 percent audit/inventory of general  to include firearms, federal grand jury and CART!,
drug, and valuable evidence and charged out evidence, PRIOR TO THE DEPARTURE of the AO.

 d! A 100 percent audit/inventory of general  to include firearms, federal grand jury and CART!,
drug, a.nd valuable evidence and charged out evidence, PRIOR TO THE DEPARTURE of an
ECT/AECT position s! in HQ city  or in an RA that has a.n ECT/AECT departing!.

 e! A 100 percent audit/inventory of all evidence before and after the relocation of a field office,
RA, and/or ECR  within 30 days of the move!.

 f! At any time an SAC/AO deems an inventory to be necessary.

�! The SAC/AO is to designate an Agent s! and/ or support supervisor who does NOT have a direct
supervisory role in the Evidence Program and/ or an FBI Auditor to conduct the inventory/audit and
to write the accompanying electronic communication  EC!.

�! The SAC/AO is to designate an RA Agent a.nd/or RA support supervisor who does NOT have a
direct supervisory role in the Evidence Program to conduct the audit/inventory of approved
ECRs/ECCs in resident agencies and the writing of the accompanying EC.

�! THE ECT/AECT IS NOT TO CONDUCT AN AUDIT/INVENTORY, NOR WRITE THE
ACCOMPANYING EC. However, the ECT/AECT must be present in the designated ECR
throughout the entire audit/ inventory process to ensure the integrity of the evidence, and resolve

any discrepancies that may develop.

�! During an audit/ inventory of the Drug and Valuable ECRs, the Vault Witnessing Official
 VWO! MUST remain inside the designated ECRs throughout the entire audit/inventory process.

SENSITIVE

86



SENSITIVE

Man]-ID: MAOPP2 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 2

NOTE: VWO&#39;s have a role in the Evidence Program by their Witnessing duties and, therefore, are
exempt from conducting audit/ inventories.

�! The Agent/ support supervisor/auditor who is designated to conduct an audit/inventory must sign
in/out on the FD-455 maintained for each ECR that they access in order to conduct the
audit/inventory. The chain-of-custody is NOT TO BE SIGNED by the employee s! conducting the
audit/inventory unless they take physical custody of the evidence.

�! Sealed drug and valuable evidence KPAKS/boxes are NOT TO BE OPENED for an
audit/inventory nor inspected. If a seal is found to be improperly sealed/broken or has dried and
therefore has opened, the person conducting the audit/ inventory is to immediately notify the case
Agent/ sealing Agent so that the evidence may be immediately resealed/repackaged and updated in
the evidence database.

 8! An INVENTORY is to entail the automated scanning of all bar codes that are affixed to
evidence  or the primary container! housed in the ECR that is being checked. Once scanned, the bar
codes are uploaded, and an Exception Report is produced. An AUDIT is to be a physical,
telephonic and/or Written veri�cation by the person conducting the audit/ inventory to ensure that
the evidence, said to be charged to a speci�c employee, is, in fact, in the custody of that employee.

 9! An EC to the SAC/AO, documenting that an audit/inventory of evidentiary property  name the
type of evidence, general  to include firearms, FGJ and CART!, drugs, valuables! was conducted is
to be PREPARED BY THE AGENT/ SUPPORT SUPERVISOR/AUDITOR WHO CONDUCTED

THE AUDIT/ INVENTORY. The approved/uploaded/ serialized EC is then placed in the �eld office
Evidence Control Sub�le designated for the audit/ inventory of evidence. The EC should reveal the
date s!, name s! of individual s! who conducted the audit/inventory, any de�ciencies detected, and
steps taken to resolve those de�ciencies. The EC is to be maintained from �eld office inspection to
inspection. The �nal copy of the Exception Report is to be included as an enclosure to the EC.
Separate ECs are to be done for each type of auditf inventory conducted.

�0! The EC should contain a lead for the Laboratory Division, Attention: Evidence Program
Manager, for information purposes.  Copies of the Exception Report are NOT to be sent.! If there
are any unresolvable errors, the EC is to so state, as well as the steps being taken to resolve the
problem. If the SAC recommends administrative action, this is to be so noted in the documentation
to the FBI Evidence Program Manager.

2-4.4.16 Nonevidentiary Property  Revised and Moved from 2-4.4.4.!  See MIOG, Part
2, 2-9.5.!
�! 1A Serials:

 a! 1A serials are documents or items of property which are pertinent to an investigation. Generally
the size, nomenclature, and/or value of the nonevidentiary item will determine the place Where it is
to be �led; however, all physical evidence seized or contributed incidental to a search by search
Warrant, arrest, or crime-scene search, that requires a chain of custody, must be maintained in the
Evidence Control Room  ECR! as 1B evidentiary property.

 b! If the evidence is not likely to come under attack regarding chain of custody, and is of such size
that it can be �led in the investigative case �le, it is to be placed in a White evidence envelope
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 Form FD-340, FD-34Ob and/ or FD-3400! showing the universal case �le number and serial
number of the item, the date received  by investigating employee!, name and address of contributor,
whether it may be returned, whether a receipt was given, and description of the evidence. The serial
number of the document in the investigative case �le that originated and identi�es the 1A may be
recorded on the FD-340, FD-34Ob and/ or FD-3400 at the discretion of the case Agent. The FD-340,
FD-340b and/or 3400 is to be placed inside the 1A envelope, FD-340a, which is a letter-sized
envelope known as the lA serial in the investigative �le. Due to the size of the FD-34 !c, it can be
placed in front of the FD-340a inside an accordion-type folder. The FD-340a envelope is placed at
the bottom of the �le under serial number one. The FD-340a shall be clearly marked as to contents
and shall bear the date the FD-340, FD-34Ob and/or FD-34Oc was placed in the FD-340a, and �le,
and serial number. If the number of FD-340&#39;s, FD-34 !b&#39;s and/ or FD-34Oc&#39;s in the FD-340a
envelope increases to the point where the �le is unwieldy, a sub�le must be opened and �led
adjacent to the investigative case �le.

 c! In zero and control �les, the FD-340a evidence envelope is to be �led adjacent to the EC, letter,
or other communication to which it pertains.

 d! When transmitting lA evidence to another �eld of�ce, leave the evidence in the white evidence
envelope  FD-340, FD-34Ob and/or FD-3400! and place a notation on the FD-340a 1A evidence
envelope to show disposition and describe the method of transmittal. Transfer Collected Item to
show the �eld of�ce the lA was sent to and the date it was transferred. Do not send FD-340&#39;s, FD-
340b&#39;s and/or FD-34Oc�s to FBIHQ. If a portion of the evidence is being transmitted, prepare an
FD-340, FD-340b and/or FD-3400 for the receiving of�ce in the same fashion as above and place
appropriate notations on the FD-340a. No outer enclosure envelope is required.

�! Bulky Nonevidentialy Material:

 a! If other nonevidentiary bulk property which may be pertinent to an investigation and must be
retained is of such size that it cannot be �led in the 1A section  FD-340a! of the investigative case
�le, it is to be made a lC, documented on Form FD-1922, and recorded in the investigative case
�le. The material is to be stored segregated from evidentiary property and access restricted to those
persons with a.n of�cial need.  See 2-4.4.4.!

 b! The drafted FD-192a and the property is to be furnished to the ECT.  Form FD-34O/FD-
340b/FD-34Oc is to be fumished to the Information Management Assistant/ Clerk  IMA/IMC!

working the speci�c squad rotor.!

 c! Collected Item will computer-generate the 1A/1C serial number. The ECT/IMA will enter the
exact storage location.

 d! One copy of the automated FD-192a is to be �led in the 1C section of the investigative case �le.
 The FD-340/FD-34Ob/FD-3400 is �led in the 1A section  FD-340a! of the investigative case �le.!

 e! A second copy of the automated FD-192a is to be af�xed to and remains with the property until
�nal disposition.

 f! When nonevidentiary property is required to be charged out, it is done so by using Form FD-5
 Serial Charge-Out!. Personnel having an of�cial need may charge out nonevidentiary property for
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up to 60 calendar days, and if necessary, recharge every 60 days thereafter.  See MIOG, Part 1, 91-
13.8.!

�! Nonevidentiary property entered into Collected Item is handled in the same manner as
evidentiary property. However, a chain of custody is not required, and an inventory is not
conducted.

�! Federal Grand Jury  FGJ! Material:

 a! Access to FGJ material must be limited to authorized persons appearing on the FGJ list, and
when not in use must be placed in a secured location. The FGJ list may be the Rule 6 e! letter of the
Assistant United States Attorney  AUSA!, or  with the concurrence of the USA&#39;s office! an FBI
internal certification list.  See MIOG, Part 2, 2-9.6.1.!

 b! Absent chain-of-custody requirements, the material is to be placed in a subfile which is locked
in a container  or room! with a combination lock, the combination of which is known only by such
authorized persons appearing on the FGJ list. The combination s! is to be changed annually. The
material is documented on Form FD-192a in a timely fashion. When the material is required to be
charged out, Form FD-5 is utilized. Please note that when a secured room is used, rather than
separate secured containers, individuals with access to that room must be listed on the FGJ lists of
all cases that are in that room.  See MIOG, Part 2, 2-9.7 �!.!

 c! When a chain-of-custody is required, the material is treated in accordance with the rules and
regulations pertaining to general evidentiary property, i.e., documented in the investigative case file
within 10 calendar days on Form FD-192.  See 2-4.4. 12.! However, the material is stored
segregated from all other types of general evidence in either a separate room with a combination
lock  used exclusively for the storage of evidentiary FGJ material!, or a separate container within
the ECR, or on separate shelving within the ECR. When a separate room is utilized, a separate
Form FD-455  Access Log-Evidence Storage Facility! is to be maintained. The ECT, and in his/her
absence, the Alternate ECT, accesses the material, as is the rule with all evidentiary property. When
the need arises, appropriate charge-out procedures are utilized.  See MAOP, Part 2, 2-4.!

 d! Evidentiary and nonevidentiary FGJ material must never be co-mingled for storage purposes.

2-4.4.17 Disposition of Property
�! When an investigative case is closed, it is the responsibility of the case Agent to dispose of
seized/recovered/ contributed property when there is no further need for retention. Whenever there
is any doubt regarding the need for retention, the AUSA should be consulted and the contact
recorded in the investigative case �le.

�! Certain case files will be marked for "Permanent Retention" and will eventually be transferred
to the National Archives and Records Administration. In such instances, only those evidentiary and
nonevidentiary exhibits, regardless of size, that are documentary in nature, generated by and
considered FBI records  i.e., Agents� interview notes, photographs, work papers, ledgers, journals,
etc.!, are to be preserved as part of the case file. Documentary materials  i.e., records of private
enterprises, original or copies, contributed, seized or subpoenaed! should be returned to the rightful
owner when the investigative or administrative purpose for which they were obtained has been
satis�ed.  See also MIOG, Part 2, Section 28, and Legal Handbook for Special Agents, 5-13.4.!
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Likewise, physical property  i.e., typewriters, radios, televisions, �rearms, etc.! is to be returned to
their rightful owner.

�! Guidelines for the disposition of drug evidence are contained in the Manual of Investigative
Operations and Guidelines  MIOG!, Part I, Section 281-8.

�! Guidelines for the disposition of �rearms are contained in the MAOP, Part 2, 2-4.4.6.

�! Detailed procedures for disposition of forfeited and abandoned property are contained in the
Forfeiture Manual.

�! The following procedures should be followed for disposing/retuming of general and valuable
evidence in a closed investigative case:

 a! The case Agent and/or ECT  when advised in writing via an EC by the case Agent! should make
every effort to notify the owner/contributor of the property, telephonically or in writing, advising
that their property may be reclaimed within 30 calendar days and will be released to him/her or
his/her authorized Agent. Record in the case �le the fact that the contact was made.

 b! If property is personally returned to the owner/contributor, Form FD-597 is to be properly
executed. The original of the FD-597 is to be placed in the 1A section of the investigative case �le.

 c! If the owner/contributor requests that the property be returned by mail, it is to be sent by U.S.
Registered Mail, retum receipt requested. When the retum receipt  Postal Form 3811! is returned to
the �eld of�ce, it is to be placed in the 1A section of the investigative case �le. Form FD-631
 Retum of Seized/ Recovered Property!, a preprinted transmittal letter, is to accompany the property
when the property is returned to the owner by mail. The FD-631 should request that the owner sign
the enclosed FD-597 and return it in the attached postage-paid, self-addressed envelope. The FD-
597 should detail the exact property being returned. When the FD-597 is received by the �eld
of�ce and signed by the owner of the property, the original is to be placed in the 1A section of the
investigative case �le.  See MAOP, Part 2, 2-4.4.11.!

�! The ECT is responsible for ensuring the following recordkeeping procedures are followed when
evidentiary and nonevidentiary property is disposed of:

 a! The package copy of Form FD-192 should have a completed chain of custody re�ecting the
disposition. Form FD- 192a should also re�ect the disposition by the placing of a notation. Forms
FD-192/FD-192a are then placed in the 1A section of the investigative case �le. Collected Item
must be modi�ed to reflect the date and method of disposition. Ensure that the disposition is
re�ected in the disposition �eld and on the automated chain of custody.

 b! If one or several items, as opposed to all items listed on Forms FD-192/FD-192a are disposed of,
the package copy of the FD-192/FD-192a is to be kept with the remaining items of property
pending �nal disposition of all items.

 8! A notation is to be placed on the closing communication indicating that property acquired
during the investigation has been disposed o� disposal is being initiated, or stating a valid reason
for retention. Supervisors may not approve the closing of cases in which property has been
seized/recovered/ contributed without the appropriate notation.

 9! Retention of evidence/nonevidence in closed cases can be monitored through the ACS to:
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 a! Provide supervisory personnel the tools to enforce prompt property disposition through the case
I&#39;¬V1¬W pI&#39;OC¬SS;

 b! Provide �eld office management statistical reports to identify individuals/ squads which are not
in compliance With property disposition procedures; and

 c! Highlight noncompliance trends to the Inspection Staff for evaluation.

The report "Closed Cases With Pending Collected Item," is to be printed and distributed to
appropriate case Agents at 60-day intervals by the ECT to ensure that those items eligible for
disposition are handled. If evidence is to be retained for an extended period of time, the case Agent
should so indicate by recording an anticipated disposition date and his/her initials on the report.  An
EC to the investigative case file is then required explaining the reason for retaining the evidence. A
copy of the EC is maintained in the ECR until final disposition of the evidence.! The report is then
initialed by the supervisor and returned to the ECT. The returned reports showing retention, are to
be maintained in a binder in the ECR from inspection to inspection.

2-4.4.18 Forms Used in the Evidence Program

DEA-7 Report of Drug Property Collected, Purchased or Seized

FD-5 Serial Charge-Out

FD-192 Control of General/Drug/ Valuable Evidence

FD-l92A Inventory of Nonevidentiary Property

FD-302 Form for Reporting Information That May Become Testimony

FD-340 1A Envelope � X 10 inches!

FD-340A 1A Envelope  9 X 11 1/2 inches!

FD-340B lA Envelope � l/4 X 10 l/4 inches!

FD-340C 1A Envelope  8 1/2 X 11 inches!

FD-44lA Return Receipt for Evidence Control Technician

FD-455 Access Log-Evidence Storage Facility

FD-597 Receipt for Property Received, Retumed, Released, Seized

FD-631 Letter to Accompany Return of Documentary Evidence

FD-632 Evidence Transmittal Envelope

FD-723 Evidence Label

FD-737 Indemnity Agreement

PS-3811 Domestic Return Receipt
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2-4.5 Destruction of Field Files and Records

The destruction of FBI �les and records is governed by Title 44, U.S. Code, Sections 3303 and
3303a; Title 36, Code of Federal Regulations, Part 1220; the General Records Schedule  GRS!; and
the FBI Records Retention Plan and Disposition Schedule  The Plan! developed by the National
Archives and Records Administration  NARA! and the FBI, which was approved by the United
States District Court, District of Columbia, Washington, D.C., September 9, 1986.

FILES AND RECORDS NOT IDENTIFIED HEREINAFTER ARE NOT TO BE DESTROYED

WITHOUT SPECIFIC FBIHQ AUTHORITY.

The following �eld �les and records are authorized for destruction after obsewance of the
instructions and restrictions set forth below. The �le number and date of destruction are to be

recorded on Form FD-478  List of Files Destroyed/Transferred to FBIHQ!. Form FD-478,
containing the �le numbers and dates �les were destroyed, is to be maintained at the beginning of
each respective classification in the closed files section. For �les bearing the Universal Case File
Number  UCFN!, the FD-478 should be �led at the beginning of the �eld of�ce breakdown in the
closed files section. At the option of each of�ce, an additional copy of Form FD-478 may be
maintained in an administrative control �le entitled "List of Files Destroyed."

2-4.5.1 Restrictions:

�! Periodically, and pursuant to criteria outlined in The Plan, FBIHQ issues to the �eld
instructions to stamp certain �eld �les/records, including lead of�ce �les with 50 or more
volumes/sections, with legends "DO NOT DESTROY: HISTORICAL VALUE - NATIONAL
ARCHIVES" andf or "X: DO NOT DESTROY: HISTORICAL VALUE - NATIONAL

ARCHIVES." Files so stamped are permanent and must be retained for eventual transfer to the
NARA. Pursuant to the provisions of The Plan no �eld of�ce may engage in �le destruction of
of�ce of origin case �les unless speci�cally authorized on case �le classi�cation basis. All time
periods and cut-off dates for records destruction, as set by FBIHQ, must be strictly adhered to
without exception.

�! Freedom of Information/Privacy Acts  FOI/PA! Request:

Upon receipt of an FOI/PA request in the �eld of�ce, the request must be immediately searched
through the of�ce indices to identify any relevant files which must be immediately marked to
indicate that an FOI/PA request is pending and to preclude premature destruction pending
resolution of the request.

�! Litigation Matters:

No �eld of�ce may engage in �le destruction until all litigation matters have been searched
through the of�ce indices and relevant �les identi�ed and marked for retention pending resolution
of the litigation. Case �les which bear the notation that �les are being retained due to pending
litigation are to be maintained until noti�cation is received from FBIHQ that the litigation has been
resolved. Upon receipt of new litigation matters from FBIHQ, all �le destruction must cease until
the new litigation freeze sheets have been searched through the of�ce indices and related �les
identi�ed and marked for retention pending and to preclude premature destruction pending
resolution of the litigation.
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�! Tax Returns/Tax Return Information:

Tax returns and/or tax return information are to be removed from lead office �les prior to
destruction and forwarded to the office of origin for retention in the office of origin file for five �!
years from date of receipt of the Internal Revenue Service  IRS! material from IRS, or five �!
years from the date of any disclosure, whichever is longer.

�! Original Documents:

Original FD-302s, Laboratory reports, Latent Fingerprint reports, original surveillance logs, Agents�
investigative notes, original photographs and other original documents maintained in the l-A
section of lead office case files are to be forwarded to the office of origin prior to destruction of the
lead file. Form FD-491  Transmittal of Original Documents to Office of Origin! may be used for
this purpose.

�! Office of Origin  OO! Changes:

In those cases where OO is changed, both the new OO and new lead office will apply the l0-year
 criminal! or 20-year  securityf applicant! destruction rule. It will be the responsibility of the new
OO to advise the original OO when case is closed. This will ensure that original documents and/or
evidence is not prematurely destroyed.

�! Investi gative/ Administrative Needs:

Case files which continue to serve investigative, administrative or research needs may be retained if
deemed necessary. If a case file that has not been marked for archival retention is retained beyond
the authorized destruction period, a communication should be placed in each case file justifying the
need for longer retention.

 8! Disposition of Property

 a! Certain case files will be marked with the notation "DO NOT DESTROY: HISTORICAL
VALUE - NATIONAL ARCHIVES" and will eventually be transferred to the National Archives
and Records Administration. In such instances, only those evidentiary and non- evidentiary exhibits,
regardless of size, that are documentary in nature, generated by and considered FBI records, i.e.,
Agents� interview notes, photographs, work papers, ledgers, journals, etc., are to be preserved as
part of the case �le. Documentary materials, i.e., records of private enterprises, original or copies,
contributed, seized or subpoenaed should be returned to the rightful owner when the investigative
or administrative purpose for which they were obtained has been satisfied. Likewise, physical
property, i.e., typewriters, radios, televisions, firearms, etc., are to be returned to their rightful
owner or, if required, disposed of in accordance with approved procedures, i.e., drug evidence,
illegal firearms, forfeited and abandoned property, etc.

 b! Prior to closing a case, it is the responsibility of the case Agent to dispose of
seized/recovered/contributed property when there is no further need for retention. Wherever there is
reasonable doubt regarding the need for retention, the United States Attorneyf Assistant United
States Attorney should be consulted and the contact recorded in the case file.

 c! Disposition of Drug Evidence:

See Manual of Investigative Operations and Guidelines  MIOG!, Part 1, Section 281-8.
SENSITIVE

93



SENSITIVE

Man]-1]!: MAOPP2 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 2

 d! Disposition of Other Property:

See Forfeiture Manual concerning property subject to forfeiture and Forfeiture and Abandoned
Property Manual, Section 10, concerning abandoned property.

2-4.5.2 Destruction - Investigative Files and Records:  See MIOG, Part 1, 67-4.2.11
and 67-7.15.!
�! Index Records/Cards: Automated index records in the Automated Case Support  ACS! data
base will be deleted when the corresponding file is destroyed in the Investigative Case Management
 ICM! application. Manual index records corresponding to �les destroyed should be purged from
the general indices at the discretion of the SAC.

�! Copy Destruction

 a! Duplicate copies of communications, maintained Within the same case �le, which DO NOT
contain action notations, i.e., notations issuing instructions, notations requesting action be taken,
notations of certi�cation that action was taken, etc., may be removed from those case �les that have
been stamped as having historical/research value  exceptional and/or permanent! when the case �le
is closed and destroyed.

 b! Copies of documents which contain action notations not appearing on the original �le copy are
to be retained within the same case �le along with the original �le copy.

 c! Duplicate copies of documents, maintained Within the same case �le, which have not been
stamped as having historical/research value also may be purged and destroyed when the case �le is
closed.  See MAOP, Part 2, 2-4.3.1 �! h! & 2-4.5.3.!

�! Record Checks:

 a! LEAD OFFICES may destroy, when six �! months old, results of contacts with various credit,
law enforcement, and federal, state a.nd local Bureaus to determine criminal, credit and/or
employment status of individuals related to current investigations.

 b! Record Checks in OFFICE OF ORIGIN are to be retained/destroyed commensurate with the
disposition authority of the of�ce of origin case �le to Which the record check relates.

 c! Field of�ce �les containing record checks conducted in connection with applications for
employment, and resulting in receipt of information identi�able with applicant may be destroyed
when six months old or when all administrative needs have been met, Whichever is later.

�! Deleted

�! Deleted

�! Zero "O" Files: Zero "O" �les in classi�cations one �! through two hundred seventy-nine �79!,
exclusive of classi�cations 192, 214, 258, 261, 267, 268, 269, 270, 271, 272, 273, 274, 275, 276,
277, 278 and 279, may be destroyed when three �! years old or when all administrative needs have
been met, Whichever is later. Prior to destruction, Zero "O" �le material must be reviewed and any
policy material identi�ed transferred to the corresponding Double Zero "00" �le for permanent
retention.
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�! Nontax Criminal Information: Destroy when �ve �! years old, copies of correspondence
maintained in administrative control �les concerning nontax criminal information requested and
obtained from the Internal Revenue Service  IRS!.

 8! Freedom of Information and Privacy Acts Requests:

 a! Files containing correspondence and supporting documents  excluding official �le copy of
material if �led therein! TWO �! YEARS after the date of reply, provided access was granted to
all records requested and no appeal was �led; �les containing responses to requester for
nonexistent records, responses to requester who provided inadequate description, or those where
requester failed to pay reproduction fees.

 b! Files and records relating to FOI/PA requests are authorized for destruction SIX �! YEARS
after the date of last relevant entry, reply to requester, �nal adjudication by court and/or FBI
agreement to amend:

1. Records involved in litigation;

2. Those under appeal;

3. Those records involved in request to amend and/or expunge certain information;

4. Those �les where access to all or part of the records requested was denied; and

5. Control file  Classi�cation 190 only! for information disseminated to individuals and/ or other

agencies.  See MIOG, Part l, 190-3.3�!.!

 9! Deleted

�0! Deleted

�1! Classi�cation 116: LEAD OFFICE  FBIHQ is origin! case �les in classification 116 created
between November, 1947, and September, 1948, and contain no correspondence between the �eld
of�ce and FBIHQ are permanent and must be retained for eventual transfer to the NARA.
Remaining lead of�ce case �les in the 116 classi�cation may be destroyed if closed for twenty �0!
years and none of the foregoing restrictions are applicable.

�2! Deleted

�3! Legat Files and Records:

 a! The NARA has designated all Hong Kong and Mexico City Legat investigative case �les a.nd
corresponding index cards as exceptional/permanent; consequently, there will be no destruction of
these records. All other Legat �les a.nd corresponding index cards are eligible for destruction when
�ve �! years old after application of the criteria of THE PLAN to identify exceptional/permanent
case �les in this collection. Closed Legat �les are stored at FBIHQ; therefore, they will be
reviewed by the Information Resources Division to identify and mark for preservation any
exceptional/permanent Legat �les. A numerical list of �les to be transferred to the NARA and an
alphabetical listing, by �le number, of information indexed in exceptional/permanent Legat �les
will be fumished to all Legats with instructions to purge the Legat indices and forward the index
records to FBIHQ to be matched with the corresponding exceptional/perrnanent �le for eventual
transfer to the NARA. After the index records have been purged and forwarded to FBIHQ, the
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index purge list may be destroyed by the Legat. The numerical list of �les transferred to the NARA
should be retained by the Legat for future reference.

 b! Remaining Legat �les, except Hong Kong and Mexico City, will be destroyed according to the
five �! year authority granted by the NARA. In conjunction with the destruction process, the �les
will be reviewed and a list made of all information indexed by Legats. The Legats, except Hong
Kong and Mexico City, will be fumished a list of all �les destroyed and a listing of all information
indexed by the Legats. These listings are to be used by the Legats to purge and destroy the
corresponding micro�che a.nd index records. The list of information indexed may be destroyed
once the index purge and destruction process have been completed. The list of �les destroyed is to
be retained by the Legat for future reference.

�4! Destruction of Original Foreign Intelligence/Foreign Counterintelligence  FCI! Electronic
Suweillance Tape Recordings:

See Foreign Counterintelligence Manual  FCIM!, Introduction, Section 1.

�5! Classi�cation 67: FBI employment application case �les pertaining to unsuccessful applicants,
declined offers  by applicants! for employment and related correspondence which are maintained
within classi�cation 67 case �les or control �les in the various FBI �eld of�ces. Material

maintained by field of�ces is duplicative of material maintained at FBIHQ inasmuch as FBIHQ is
the office of origin and field offices are lead offices in classification 67 matters.

 a! Case �les or control �les wherein no appeal and/or litigation has been �led. Destroy when two
years old or when all administrative needs have been met, whichever is later.

 b! Case �les or control �les wherein an appeal and/or litigation has been �led and which contain
complaints with related correspondence, reports, exhibits, withdrawal notices, copies of decisions,
records of hearings and meetings, a.nd other records as described in Title 29, Code of Federal
Regulations, Part 1613, Section 222 and resolved within the FBI, by Equal Employment
Opportunity Commission or by United States Court s!. Destroy four years after �nal resolution of
the case or when all administrative needs have been met, whichever is later.

 c! Field of�ce case �les or control �les containing only correspondence and/ or leads received
from other �eld of�ces or FBIHQ which supplements the full background investigation which is
being conducted primarily by FBIHQ or another �eld of�ce. Destroy when six months old or when
all administrative needs have been met, whichever is later.

�6! Contract Files:

Field of�ce �les which pertain to contracts, requisitions, purchase orders, leases, and bond and
surety records, including correspondence and related papers pertaining to award, administration,
receipt, inspection and payment of transactions. Destroy in accordance with Federal Acquisition
Regulations Subpart 4.805, captioned "Storage, Handling and Disposal of Contract Files."
Questions concerning these regulations should be directed to the Chief Contract Of�cer, Finance

Division, FBIHQ.

�7! Contract Appeals Files:
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Field of�ce �les which pertain to contract appeals case �les arising under the Contracts Dispute
Act, consisting of notices of appeal and acknowledgments thereof; correspondence between parties
copies of contracts, plans, speci�cations, exhibits, change orders, and amendments; transcripts of
hearings; documents received from parties concemed; �nal decisions; and all other related papers.
Destroy in accordance with Federal Acquisition Regulations Subpart 4. 805, captioned "Storage,
Handling and Disposal of Contract Files." Questions concerning these regulations should be
directed to the Chief Contract Of�cer, Finance Division, FBIHQ.

2-4.5.3 Destruction - Noninvestigative Files and Records  See MAOP, Part 2, 2-4.3.1
�! h!-!
�! Classi�cation 66 - Administrative case �les accumulated by individual field of�ces containing
material that relates to the internal administration or housekeeping activities of the of�ce rather
than the investigatory functions for which the of�ce exists. In the absence of speci�c instructions
set forth elsewhere in this manual, administrative material may be destroyed when one year old on
an annual basis, except for the following administrative case �les which must be retained for
eventual transfer to the National Archives and Records Administration.

 a! "00" - Policy File

 b! Films

 c! Jails

 d! Sources of Information

 e! Surveillance

 f! Technical Equipment

 g! Technical Plants

 h! Technical Surveillance

 i! Microphone Surveillance

 j! Security Policy File

 k! Physical Security Of Building

 l! Security of Communications

 m! SAC Con�dential Fund

 n! Persons Not To Be Contacted

 o! Congressional Committees

 p! Employee Services

 q! Detention And Security Index Program

 r! Arraignments

 s! Arrests
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 t! Interviews including confessions and signed statements

 u! Searches and Seizures

�! Copy Destruction

See MAOP, Part 2, 2-4.5.2 �!.

2-4.5.4 Destruction - Office of Origin Files and Records

�! Of�ce of origin case �les in following case �le classi�cations may be destroyed when 10 years
old if none of the foregoing restrictions are applicable:

ll, 13, 16, 18, 20, 22, 24, 30, 33, 34, 53, 57, 59, 68, 78, 84, 85, 95, 107, 135, 136, 154, 155, 169,
171

�! Office of origin case �les in following case �le classi�cations, with less than two volumes  or
number of serials as indicated! may be destroyed when 10 years old if none of the foregoing
restrictions are applicable:

12, 28, 46, 54, 89, 147, 156, 159, 172, 177, 179, 183 �0 serials or less!, 188 �0 serials or less!,
192 �0 serials or less!, 193, 194, 196, 205 �0 serials or less!, 207, 208, 213 �5 serials or less!,
245, 250 �5 serials or less!, 252 �0 serials or less!, 255 �5 serials or less!, 262 �4 serials or less!,
264 �5 serials or less!, 265 �0 serials or less!, 266 �0 serials or less!

�! Office of origin case �les in following classi�cations, with less than two volumes  or number of
serials as indicated! may be destroyed when 20 years old if none of the foregoing restrictions are

applicable:

1, 2 �0 serials or less!, 3  Exceptions: WF 3-4; WF 3-5 and NY 3-13!, 14, 19, 39  Opened prior to
1/1/78!, 64, 97 �0 serials or less!, 106, 117, 122 �1 serials or less!, 173, 175  8 serials or less!,
191, 199 �0 serials or less!, 201 �5 serials or less!, 203 �5 serials or less!, 215 �5 serials or less!,
216 �5 serials or less!, 217 �5 serials or less!, 218 �5 serials or less!, 219 �5 serials or less!, 220
�5 serials or less!, 221 �5 serials or less!, 222 �5 serials or less!, 223 �5 serials or less!, 224 �5
serials or less!, 225 �5 serials or less!, 226 �5 serials or less!, 227 �5 serials or less!, 228 �5
serials or less!, 229 �0 serials or less!, 246 �5 serials or less!, 247 �5 serials or less!, and 248 �5
serials or less!

2-4.5.5 Destruction - Lead Office Files and Records

�! Lead office case �les in the following classi�cations may be destroyed one �! year from the
date of the last relevant communication, AND AFTER OBSERVANCE OF THE FOREGOING
RESTRICTIONS/INSTRUCTIONS:

Classi�cations:

1, 2, 3, 4, 5, 6, 7, 8, 9, 10, 11,12, 13,14, 15, 16, 17, 18, 19, 20, 21, 22, 23, 24, 25, 26, 27, 28, 29, 30

31, 32, 33, 34, 35, 36, 37, 38, 39, 40, 41, 42, 43, 44, 45, 46, 47, 48, 49, 50, 51, 52, 53, 54, 55, 56, 57
58, 59, 60, 64, 65, 68, 69, 70, 71, 72, 73, 74, 75, 76, 77, 78, 79, 82, 83,84, 85, 86, 87, 88, 89, 90, 91

93, 95, 96, 97, 98, 99, 100,102, 103, 104,105, 106, 107, 108, 110, 111, 112,113, 114, 115,117,

118, 119,120, 121,122,123,124,125, 126, 127, 128, 129,130, 131, 132, 133, 136, 138, 139, 140,
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141, 142,143, 144,145,146,147,148, 149, 152, 153, 154,155, 156, 157,158,159,160, 161, 162,
163, 164, 165, 166, 167, 168, 169, 171, 172, 173, 174, 175, 176, 177, 178, 179, 180, 181, 182, 183,

184, 185, 186, 187, 188, 191, 192, 193, 194, 195, 196, 197, 198, 199, 200, 201, 202, 203, 204, 205,

206, 207, 208, 209, 210, 213, 214, 215, 216, 217, 218, 219, 220, 221, 222, 223, 224, 225, 226, 227,
228, 229, 230, 231, 232, 233, 234, 235, 236, 237, 238, 239, 240, 241, 242, 244, 245, 246, 247, 248,

249, 250, 251, 252, 253, 255 256, 257, 258, 259, 260, 262, 264, 265, and 266.

�! DELETED.

�! Classi�cation 81

After a determination has been made that none of the foregoing restrictions are applicable, lead
of�ces case �les in classi�cation 81 may be destroyed after one �! year in all of�ces EXCEPT
PORTLAND AND FORMER BUTTE FIELD OFFICE. BUTTE LEAD OFFICE FILES IN THE

81 CLASSIFICATION CREATED PRIOR TO THE BUTTE/ SALT LAKE CITY MERGER June

6, 1989, AND NOW RESIDENT IN SALT LAKE CITY, ARE PERMANENT AND MUST BE
RETAINED.

2-4.5.6 Deleted

2-4.5.7 Deleted

2-4.5.8 Deleted

2-4.5.9 Noninvestigative Files and Records to be Destroyed If More Than Six �!
Years and Three �! Months Old
�! Voucher Matters - Field of�ce �les containing voucher records processed as Direct Advance
Vouchers or through the Third Party Draft System including, but not limited to, supporting
documents, such as Draft Request Forms  FD-794!, receipts, cancelled checks, bank statements,
check stubs, and bank passbooks.

�! Imprest Fund Matters - Field of�ce �les containing records processed for payment through the
�eld of�ce imprest fund.

2-4.5.10 Files and Records to be Destroyed If More Than Six �! Years Old

�! Automobiles - Accidents - Destroy six years after case is closed. Retain if loss of life, personal
injury to third party, or possible suits involved.

�! Health Record Cards - Cards containing dates of employees� visits, diagnosis, and treatment.
Destroy six years after date of last ently on card.

�! Time and Attendance Registers, FD-420 and FD-31  obsolete! and Time and Attendance/TURK
Registers, FD-420a  See MAOP, Part 2, 3-3.2.!

�! All Leave Accounting Listings. Destroy when six years old, at end of leave year, or when
administrative needs have been met, Whichever is later.

�! Leave Requests, FD-282
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�! Compensatory Time Request, FD-813

�! Doctors� Certi�cates

 8! Con�dential Financial Disclosure Reports  OGE-450! and Conflict of Interest Certi�cations
 See MAOP, Part 1, 1-14 �4!.!

 9! Bills of Lading

�0! Government Transportation Requests and related correspondence

� 1! Household Goods - Transportation

�2! Correspondence relating to reimbursing individuals, such as travel orders, per diem vouchers,
and all other supporting documents relating to of�cial travel by of�cers, employees, dependents, or
others authorized by law to travel.

�3! Lost or damaged shipment �les - Schedules of valuables shipped and related correspondence.

2-4.5.11 Files and Records to be Destroyed When Five �! Years Old, or Five �!
Years From the Date of Receipt or Disclosure, Whichever ls Longer
�! Documents identi�ed as tax returns and/ or containing tax return information maintained in the
�eld of�ce  Classi�cation 66! administrative control �le entitled "Tax Return/Tax Return
Information" may be destroyed �ve years from the date of receipt of the Internal Revenue Service
 IRS! material or �ve years from the date of any disclosure, Whichever is longer.

�! General Training/Police Training/ Firearms Training Matters - Field of�ce administrative case
�les containing inquiries, requests, schedules, authorizations, and approvals for short-tenn training
sessions s! at the FBI Academy or Within the immediate territory of a speci�c FBI �eld office.
Material Within the case �les is utilized for individual registration, applicant scheduling and
attendance purposes only. Case �les serve no useful purpose to the �eld of�ce after completion of
the training session s!. Destroy when �ve years old or when all administrative needs have been met
Whichever is later. Prior to destruction, all volumes Will be screened by the FBI in order that any
personnel-related material may be �led Within the Of�cial Personnel File  OPF! of FBI personnel
or Within the individual �le of an FBI National Academy graduate.  See MAOP, Part II, 8-3.5.!

2-4.5.12 Files and Records to be Destroyed If More Than Three �! Years Old  See
MAOP, Part 2, 2-4.2.1.!
�! Automobiles - After vehicle leaves custody by sale, transfer, donation, or exchange.

�! Deleted

�! Deleted

�! Deleted

�! Deleted

�! Deleted

�! Deleted
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 8! Deleted

 9! Correspondence relating to position classi�cation appeals. Destroy three years after resolution.

�0! Correspondence relating to employee appeals of performance ratings. Destroy three years after
resolution.

I_�1! Tax Exem tion Files - Tax exemgilign certi�cates and related a eP P P
estroy three years after period covered by related account.

�2! Telephone Toll Statements, invoices, and toll slips  See MAOP, Part 2, 6-9.2.7.!

�3! Report of Excess Personal Property, SF-120

�4! Correspondence, reports, and data relating to voucher preparation

�5! Deleted

�6! Charity campaigns

�7! Deleted

�8! Deleted

�9! Deleted

�0! Deleted

�1! Deleted

�2! S¬1�I1l2l1�]1&#39;1Ll2ll Motor Vehicle Report, FD-111

�3! Radio Equipment Maintenance Log, FD-341. Retain for three years after completion.

�4! Postal Irregularities - Correspondence relating to irregularities in the handling of mail, such as
loss or shortage of postage stamps or money orders or loss or destruction of mail. Destroy three

years after investigation completed.

�5! Printing and duplicating - Files a.nd correspondence pertaining to planning and other technical
matters relating to the printing and duplicating function.

�6! Telecommunications general �les, including plans, reports, and other records pertaining to
equipment requests, telephone service a.nd similar matters.

�7! Speech material - except one copy of speech material of continuing interest.

�8! Quarterly and/or semiannual reports of the national organization of the Communist Party USA,
fumished all offices by New York. If desired, individual of�ces may maintain for historical value.
New York Will retain.

�9! Copies of amlual, semiamaual, or quarterly letters or reports submitted conceming informants
 FD-374! or con�dential Witnesses and data maintained in �eld of�ce control �le.

�0! Firearms

�1! Inspections  For destruction of Work papers, see MAOP, Part 2, 2-4.5.13�!.!
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�2! Office Personnel File  SAC is to review prior to destruction and specify documents to be
retained longer than three years.!  See MAOP, Part 2, 2-4.5.17�!.!

�3! Memorandum to All SACs  formerly SAC Letters!, and Bureau bulletins. Carefully review to
ensure that instructions which are still applicable and which will be of future value are not

destroyed prematurely.  See MAOP, Part 2, 2-4.2.1�! & 2-4.5.17�!.!

�4! Monthly Administrative Reports, FD-29 and FD-29a

�5! Foreign National Field Office Control Files - Records pertaining to the movement of foreign
nationals to and from the United States. Control files only; �eld office investigative case �les are to
be retained/destroyed commensurate with the disposition authority applicable to the specific case
file classification wherein the material is maintained.

�6! Equal Employment Opportunity  EEO! Control Files - General correspondence, copies of
regulations with related records pertaining to the Civil Rights Act of 1964, the EEO Act of 1972,
any pertinent later legislation and EEO Committee meeting records  including minutes and reports!

�7! Deleted

� 8! Voucher Matters - Field office �les containing voucher records which have been forwarded to
FBIHQ for payment.

�9! Restoration of Annual Leave Requests - Standard Form  SF! 71 or equivalent and all
supporting documentation of requests and approvals of restoration of annual leave. Destroy three
years after end of leave year during which amqual leave was originally earned.

2-4.5.13 Files and Records to be Destroyed When Two Years Old or After Office
Inspection, Whichever ls Later  See MAOP, Part 2, 2-4.2.1.!

�! Daily Reports, FD-28

�! Record of Agents� individual accomplishments

�! Co ies of corres ondence re uestin record checks o nd Pass ort Office,P P Cl g P
Department of State, maintained in control file.

�! Deleted

�! Deleted

�! Deleted

�! Inspection work papers  yellows! covering prior inspection provided inspection just completed
was full inspection and not a recheck. If longer retention deemed essential, appropriate notation to
be made.  See Part 2, 2-4.5.12�1!.!

 8! Copies of the Accomplishment Report  FD-515! maintained in the control �le.

 9! Authorization to maintain Bureau Vehicle Overnight at Agent&#39;s Residence on Irregular and/or
Emergency Basis, FD-490.

�0! Original Agent File Review Sheets  FD-271! maintained for inspection purposes.
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�1! Pending Transcription Workload and Delinquency Report  FD-703! and Automated Workload
Tracking Reports.

�2! FD-515 Cumulative/Comparative Reports - Field office control �le containing summary of
statistical accomplishments accumulated from FD-515 by individual program s!.

�3! Resource Management Information System - Field of�ce control �les  including sub�les!
containing resource management statistical infonnation, i.e., manpower allotment, manpower hours
utilized, individual program s! accomplishments and projections.

�4! Unaddressed Work - Field of�ce control �les containing correspondence and/� or leads which,
prior to the implementation of the Automated Case Support  ACS! system, were unaddressed and
are currently in ACS as closed case �les.  See MAOP, Part 2, Section 2-5.2.5.!

2-4.5.14 Deleted

2-4.5.15 Files and Records to be Destroyed When Two Years Old, If Certain
Conditions Are Met  See MAOP, Part 2, 2-4.2.1.!
�! Deleted

�! Supply Management Matters - Files containing original correspondence relating to supply
requirements and procurement matter submitted for internal supply management operation a.nd
administration, exclusive of that original material which has been incorporated into investigative
case �les, or that material which has been forwarded to FBIHQ.

�! Ammunition - Destroy two years after completion or cancellation of requisition.

�! Inventory/Requisition Matters - General �les containing requisitions, inventory lists and
inventory cards for supplies a.nd equipment necessary to supplement and/ or maintain current
inventory, exclusive of that material which has been incorporated into speci�c investigative case
�les, or that material which has been forwarded to FBIHQ.

�! Property Disposal Correspondence Files - Correspondence maintained by units responsible for
property disposal, pertaining to their operation and administration.

�! Space �les and related correspondence pertaining to the allocation, use, and release of space
under agency and/or General Services Administration  GSA! control. Destroy two years after
termination of space assignment, when lease is canceled, or when plans are superseded or obsolete.

 &#39;7! Files and correspondence relating to the administration, operation, and execution of the copying
duplicating, and printing functions.

 8! Procurement matters - ORIGINAL correspondence �les concerning internal operation and
administration not forwarded to FBIHQ.

 9! Deleted

�0! Equal Employment Opportunity  EEO! Counselors� notes. Destroy two years after the date of
creation, unless the EEO Counselor forwards them to FBIHQ for storage and later destruction  see
MAOP, Part 1, 4-5.1.4 and 4-5.1.5!.
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�1! Deleted

�2! Complaint Fonn  FD-71! - Control Files only; �eld of�ce investigative case �les opened as a
result of information recorded on FD-71 are to be retainedf destroyed commensurate with the
disposition authority applicable to the speci�c case �le Wherein the material is maintained.

�3! Administrative case �les containing correspondence, memoranda, annuity estimates, and other
records used to assist retiring employees or survivors claim insurance or retirement bene�ts,
including but not limited to reports, registers, or other control documents, and other records relating
to retirement, such as SF-2807 or equivalent.

�4! United States Postal Service  USPS! records and mail and delivery service control �les -
Including record of Registered Mail FD-211; USPS Forms 3877  outgoing registered mail! and
3883  incoming registered mail!; records relating to certi�ed, insured, and special delivery mail,
including receipts and return receipts; application for USPS registration and certi�cates of declared
value of matter subject to USPS surcharge; reports of loss, ri�ing, delay, and other improper
treatment of mail matter; records of receipt and routing of incoming and outgoing mail and items
handled by private delivery companies, i.e., Federal Express  FedEx!, United Parcel Service  UPS!,
DHL, etc.; statistical reports on mail handled and Work perfonned; records relating to checks, cash,
stamps, money orders, or other valuables remitted by mail; and correspondence relating to the
administration of the mail room operation.  See also MAOP, Part 2, 2-2.1 and 2-2.2.2.!

2-4.5.16 Files and Records to be Destroyed When One Year Old, If Certain
Conditions Are Met

 l! Deleted

�! Copies of correspondence forwarded to Of�ce of Personnel Management relating to
performance rating board reviews. Destroy one year after case is resolved  for files created prior to
the Civil Service Reform Act of 1978!.

�! Notice of Tardiness, FD- 120. Destroy when one year old at the end of the calendar year.

�! Deleted

�! Deleted

�! Deleted

�! Fonns

 8! Gun Vault Charge-Out Records, FD-79

 9! Bank robbery, bank burglary, and bank larceny summaries

�0! Theft from Interstate Shipment and Interstate Transportation of Stolen Property summaries

�1! New Agents� Training Unit class books.

 l2! Voluntary Leave Transfer Program Records - Administrative case �les documenting the
receipt and donation of leave for medical emergencies, including receipt applications, FBIHQ/�eld
of�ce approvals or denials, medical or physician certi�cations, leave donation records or OF-630-A
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supervisor/timekeeper approvals, leave transfer records, payroll noti�cation records, and leave
program termination records.

�3! Form FD-430  Bank Robbery Statistical Airtel! - Field Control File copy only.

�4! Fugitive Bank Robbery  FUBANK! circulars - Field Control File copy only.

�5! National Bank Robbery Album  NABRA! circulars - Field Control File copy only.

2-4.5.17 Files and Records to be Destroyed When One Year Old on an Annual Basis

�! Deleted

�! Office Persomrel File - Destroy obsolete temporary documents relating to Bureau personnel
only.  See Part 2, 2-4.5.12 �2!, for disposition of remaining documents.!

�! Firearms Score Card, FD-39

�! Memoranda to All Special Agents in Charge  formerly SAC Letters! - Review prior to
destruction in order to identify and retain any policy and/ or instructions which is still applicable.
 See MAOP, Part 2, 2-4.2.1 �! and 2-4.5.12 �3!.!

�! Individual Security Patrol Daily Report, FD-215; Combined Security Patrol Report, FD-215a;
and Security Patrol Log, FD-215b.

�! Security and Complaint Assistant Daily Report Sheet  FD-694!.

�! Volumes of letters, often from chronic letter writers, which do not require acknowledgment.
Correspondence is nonspecific, frequently incoherent, and contains no data of interest to the FBI or
any other agency.

2-4.5.18 Files and Records to be Destroyed When One Year Old on a Monthly Basis

�! Deleted

�! Except New York and Washington Field Offices: Copies of INS form I-94 or equivalent form
used locally to fumish information from the I-94 to FBIHQ which pertain to individuals within the
provisions of the National Foreign Intelligence Program Manual, and which are retained in control
files only and the index cards relating thereto.

2-4.5.19 Files and Records to be Destroyed When Six Months Old, If Certain
Conditions are Met

�! Deleted

�! Field Stenographer�s and Typist&#39;s Daily Report, FD-76

�! HF Radio Log, FD-279

�! Telecommunications message registers, logs, performance reports, daily load reports, and
related and similar records.
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2-4.5.20 Files and Records to be Destroyed When Four Months Old, If Certain
Conditions Are Met

�! Field Personnel Files - Files of employees who have retired, resigned, or transferred to other
agencies outside of the FBI. Material maintained by �eld of�ces is duplicative of material
maintained at FBIHQ inasmuch as FBIHQ is the o�ice of origin and �eld of�ces are lead of�ces in
classi�cation 67 matters.

 a! Case �les wherein no appeal, litigation grievance, lawsuit or any kind of employment related
complaint, has been �led. Retain for a period of 120 days after retirement, resignation, or transfer
of employee; then destroy.

 b! Case �les wherein an appeal, litigation grievance, lawsuit or any kind of employment related
complaint, has been �led. Forward �le to FBIHQ along with an explanation of the circumstances
requiring retention of the �le. A copy of the explanation must be provided to the Of�ce of the
General Counsel, Employment Law Unit  ELU!. FBIHQ will �le the Field Personnel File with the
FBIHQ Official Personnel Folder and retain the Field Personnel File until instructed to destroy it by
the Of�ce of the General Counsel, ELU.

2-4.5.21 Files and Records to be Destroyed When Three Months Old, If Certain
Conditions Are Met

�! Transmittal letters - checks and bonds

�! Automobile Record Form, FD-73

�! FM Radio Station Log, FD-283  See MIOG, Pan; 2, 16-4.2.4.!

�! Gasoline sales tickets  tissue copy!

�! Deleted

�! Identi�cation credentials, including cards, badges, parking permits, photographs, agency
permits to operate motor vehicles; property, dining room, a.nd visitors� passes; and other
identi�cation credentials. Destroy three months after retum.  See MAOP, Part 2, 6-10.2 �!.!

�! Building and Equipment Service Files - Requests for building and equipment maintenance
services, excluding �scal copies. Destroy three months after work performed or requisition
canceled.

 8! Carbon copy of printout produced by NCIC terminal not required to be retained. However, a.n
NCIC log must be maintained for all criminal history record checks; the log will be maintained for
a minimum of one year.

 9! Unless required as part of a review or investigation, alarm log sheets and paper tape records of
all alarm calls received shall be destroyed when no longer required after three �! months.

�0! Visiting employees log, FD-426

�1! Routine requests for information or publications and copies of replies which require no
administrative action, no policy decision, and no special compilation or research for reply.
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2-4.5.22 Files and Records to be Destroyed When Two Months Old, If Certain
Conditions Are Met

�! Messenger Service Files - Daily logs, assignment records and instructions, dispatch records,
delivery receipts, route schedules, and similar records related to the messenger function.

�! Telecommunications - Copies of incoming and outgoing messages retained in the message
center.

2-4.5.23 Files and Records to be Destroyed When Purpose Has Been Served  See
MAOP, Part 2, 2-4.2.1.!
�! Request for Personnel Action, SF-52  when used to advise of arrival date of atransferred
employee into the �eld office!

�! Itinerary, FD-330

�! Circulars, �yers related to charity campaigns, recreational matters, open season for thrift
savings program, open season for health/life insurance/retirement bene�ts, blood donor program,
savings bond campaign.

�! Copies of SF-50 documenting individual personnel actions.

�! Credentials - Papers related to identification credentials, including receipts, indices, listings, and
accountable records. Destroy when all listed credentials are accounted for.

�! Telecommunications - Tapes of outgoing messages. Destroy after transmission.

�! Channelizing memoranda in criminal cases and security cases must be destroyed following
submission of reports or following submission of LHM in nonprosecutable espionage and
nationalistic tendency cases.

 8! Channelizing memoranda in security cases must be destroyed when the contents have not been
included in a report or LHM because the information is of no value to the report or LHM. In
destroying these memoranda, be guided by the following instructions:

 a! The Agent, at the time he/she dictates the report or the LHM in nonprosecutable espionage and
nationalistic tendency cases, is to prepare a memorandum  Form FD-338! listing the channelizing
memoranda to be destroyed by serial or serial scope and requesting Administrative Officer to
destroy. List channelizing memoranda to be destroyed because they are of no value to the report or
LHM by file and serial number. This memorandum should indicate that pertinent information
contained in the serials to be destroyed was incorporated in the report or the LHM, or in security
cases was not included because the information was of no value to the reporl; or LHM.

 b! The cover pages accompanying the report or the cover document accompanying the LHM will
list the file and serial number of the original informant reports or master channelizing memoranda
except in cases concerning reports or LHM prepared by Legal Attaches since Legat sources are not
usually available for testimony.

 c! In the case of multiple volumes, the destruction memorandum should be prepared by the Agent
in sufficient numbers so that one copy will appear in each volume of the multiple volume file being

stripped.
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 d! Prior to destruction, the Agent&#39;s recommendations are to be reviewed and approved by the
supervisor at the time he/she reviews and approves the report or the LHM.

 e! Employee destroying the channelizing memoranda must place date of destruction and his/her
initials on the destruction memorandum. Thereafter, this memorandum will be �led in the case as a
permanent record of the serials destroyed.

 f! Channelizing memoranda based on con�dential investigative techniques may be destroyed after
submission of LHM or report. The cover pages of the report or the cover document of the LHM
must record the exact location in the of�ce �les of the original information.

 g! Channelizing memoranda of translations of foreign language newspapers and periodicals may
be destroyed provided the original translation is maintained in the main �le of the publication
concerned.

 h! Channelizing memoranda from other of�ces may be destroyed provided the communication of
transmittal and one copy of the channelizing memoranda are retained in your of�ce. The cover
pages to the report or the cover document to the LHM should list �eld of�ce and the �le number in
which the original recording is located, as well as location in your �les of the retained copy.

 9! Do not destroy channelizing memora.nda in the following instances: The original recording;
serial one of a file regardless of its nature; serials containing indexing. It would appear that if
indexing was necessary to channelizing memoranda, such indexing would only be done in the main
case �le as set forth in the title of the communication; serials showing "action" information: e. g.,
opening, closing, posting, or instructions given by a supervisor to an Agent concerning the case.

�0! The destruction of those channelizing memoranda should be subject to close supervisory
control to ensure that all pertinent information contained in these memoranda is reported in the
investigative report or the LHM.

�1! Stop notice cards and correspondence received by �eld of�ces requesting af�rmative action in
connection with stop notices placed with Immigration and Naturalization Service  INS! and Bureau
of Prisons  BOP! maintained in administrative �le  if no case �le exists! when stop notices have
been canceled or expire.

�2! Deleted

�3! Teletype summaries or reproduced copies of teletype summaries on civil unrest sent to all �eld
of�ces by FBIHQ.

�4! Deleted

�5! Routing of Earnings and Leave Record, FD-655.

�6! Field Of�ce Special Surveillance Group  S SG! Daily Worksheets - Control �les which have
been arranged in monthly volumes and workshi� for the purpose of gathering and maintaining
statistics used for administrative purposes.

�7! Weekly Press Summary File  WPSF!/National Periodical Summary File  NPSF! - Volumes of
copies of newspaper articles from various national/ international newspapers  WPSF! and
periodicals  NPSF!. Material is furnished to �eld of�ces and Legal Attaches by the Of�ce of
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Congressional and Public Affairs, FBIHQ, for informational/reference purposes ONLY. Retention
by the �eld of�ce or Legal Attaches is OPTIONAL.

�8! Investigator - Case �les containing past issues of FBI employee magazine "The Investigator."
Formal filing of "The Investigator" is unnecessary.

�9! Internal office memoranda unique to individual FBIHQ division, �eld office, resident agency
or Legal Attache Office and accumulated solely for the internal administration of each individual

entity.

�0! Dissemination Files - Field office control �les containing correspondence and/or lead s!
received from other field offices. Leads are disseminated to appropriate field office squad, resident
agency, or local law enforcement agency for follow-up. Material has been accumulated solely as a
"tracking system" of official records disseminated to other agencies and �led for administrative
purposes only inasmuch as lead s! usually meet With negative results. Case �les opened as a result
of dissemination of correspondence and/or lead s! are to be retained/ destroyed commensurate With
the disposition authority applicable to the speci�c case �le Wherein the material is maintained.

�1! Law Enforcement Bulletin and related Indexing Lists - Material is furnished to �eld of�ces
and Legal Attaches for informational/reference purposes related to training activities. Of�cial �ling
is NOT REQUIRED and any future retention, for reference purposes only, should be at the
discretion of the field of�ce Training Coordinator.

�3! FBI Recreation Association  FBIRA! - Administrative case �les pertaining to the overall
functions of the FBIRA. Formal �ling of FBIRA material is unnecessary. Material pertinent to the
organization and/or operation of the FBIRA should be put under the control of the �eld of�ce
FBIRA committee, as chosen by the �eld of�ce employees.

�4! Terrorist Photograph Album - Terrorist Photograph Album has been discontinued and FD-
432&#39;s and FD-432a forms are no longer to be maintained in an album  file! but serialized into the
subj ect�s substantive �le or main organizational �le.

�5! FBI Bomb Data Center Investigators Bulletins and Monthly Incident Summaries - Material is
furnished to field of�ces and Legal Attaches for informational/reference purposes related to
training activities. Of�cial �ling is NOT REQUIRED and any future retention, for reference
purposes only, should be at the discretion of the �eld of�ce Special Agent Bomb Technician or
Training Coordinator.

�6! Routine communications from individual �eld of�ces to FBIHQ, �eld of�ces, resident
agencies and Legal Attaches of routine advisement, i.e., telephone problems, death notices,
promotion/transfer/reassignment notices, etc., which require no administrative action, policy
decision, or reply. Material is furnished to various entities for informational and/ or reference
purposes only. Of�cial �ling is NOT REQUIRED.

�7! Notices of Vacancy - Copies of notices of vacancy, exclusive of of�cial record copy
maintained Within position selection �le. Filing of copies outside of of�cial selection �le is NOT
REQUIRED. See MAOP, Part 1, 7-6.7 for contents and maintenance of of�cial selection �le.
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2-4.5.24 Deleted

2-4.5.25 Records to be Destroyed After Separation or Transfer of Employee
Employee record cards used for informational purposes.

2-4.5.26 Files and Records to be Destroyed When Abolished or Superseded

�! Copies of position descriptions and related correspondence

�! Copies of official publications, charts, posters, directives, regulations, forms, press releases or
similar material.

�! Instructions from FBIHQ sent to all �eld offices, not �led Within the appropriate Double Zero
"OO" case file. Prior to destruction, �le material must be reviewed and any policy and/ or
instructions which is still applicable and not previously �led in appropriate Double Zero "OO" case
�le transferred accordingly.

2-4.5.27 Files and Records to be Destroyed When Canceled or Revised

Mailing lists - Correspondence, request forms, and other records relating to changes in mailing lists
and card lists. Destroy When canceled or revised, Whichever is appropriate.

2-4.5.28 Files and Records to be Destroyed Upon Termination or Completion

�! Copies of routine procurement �les, including contract, requisition, purchase order, lease, a.nd
bond and surety records.  Excluding original correspondence not forwarded to FBIHQ!

�! Copies of successful or unsuccessful bids.

2-4.5.29 Files To Be Destroyed Upon Notification From FBIHQ

�! Of�ce of Professional Responsibility  OPR! case �les maintained by �eld of�ces may be
destroyed upon receipt of noti�cation from Administrative Summary Unit, Personnel Division,
FBIHQ, that the OPR matter has been resolved.

�! Case �les which have been stamped with OCIS/ISIS/ISS/TIS notations. Destroy of�ce of origin
case �les in accordance With destruction authority granted by FBIHQ. Auxiliary office case �les
may be destroyed after a determination has been made that none of the foregoing restrictions are

applicable.

2-5 CASE MANAGEMENT - FIELD OFFICES

2-5.1 Opening Cases  See NFIP Manual, 19-03, M.!
�! When one or more interviews are to be conducted

�! When the USA is consulted and a Written record of USA&#39;s opinion furnished USA

�! When an informant is being operated.

�! In considering the above it should be borne in mind when a �le is opened designating a
particular individual as the subject of that �le that the Bureau be in the position to justify the

SENSITIVE

1 10



SENSITIVE

Man]-1]!: MAOPP2 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 2

establishment and later the maintenance of that �le on the grounds that there is sufficient
jurisdiction for the Bureau to investigate that matter as a separate activity. This is also applicable to
the use of sub�les, meaning that if such a �le is opened it must meet this test.

 a! The universal list of sub�les, and the standard code assigned to each sub�le are listed below.
These sub�les should be used when appropriate. The sub�les are not to be opened until a specific
need exists.

STANDARD SUBFILE: CODE:

1A Exhibits 1A FD-192s  Evidence! 1B FD-192As  Bulky, Nonevidence! 1C FD-302s and inserts
302 Background Information re subject BC  FD-160, FD-125, FD-809! Case Expenditures CE
ELSUR Administrative  Criminal & FCI matters! ELA ELSUR Original Logs  Criminal and FCI!
EL1 ELSUR Copies and Logs  Criminal and FCI! EL1A ELSUR Transcripts  Criminal and FCI!
EL1B Grand Jury Material GJ Physical Surveillance Logs FISUR Forfeiture FF Lab/ Latent Reports
LAB Mail Covers MC Newspaper Clippings  Press Releases! NC Subpoenas SBP Telephone
Subscriber and Telephone TEL Toll Information

 b! When more than one subfile is needed for a speci�c category, numbers are to be used following
the code. For example, three Forfeiture sub�les would be named: FF1, FF2, FF3, etc.

 c! With regard to ELSUR usage in both criminal and FCI matters, subfiles will be opened for the
purpose of maintaining the administrative correspondence relating to the ELSUR usage. Where
more than one ELSUR authorization is sought/obtained, additional sub�les may be opened and
named ELA2, ELA3, ELA4, etc. In each case a sub�le for retaining original logs and hard copy
printouts of communications intercepted in criminal and FCI matters will be opened and named
ELI. Multiple installations in a given case will require additional sub�les, i.e., EL2, EL3, EL4, etc.
COPIES of these logs/printouts are to be retained in a sub�le named EL1A. Multiple installations
will require additional subfiles for COPIES of these logs, i.e., EL2A, EL3A, EL4A, etc. Full text or
partial transcripts of intercepts are to be maintained in sub�les named EL1B.

 d! The Manual of Investigative Operations and Guidelines  MIOG!, Part 1, Section 137-15, sets
forth policy for maintaining Criminal Informant  CI!/Cooperating Witness  CW! sub�les.

 e! The National Foreign Intelligence Program Manual, Section 27-25, sets forth policy for FCI and
International Terrorism  IT! Assets sub�les.

 f! The MIOG, Part 2, 2-9.7, sets forth policy for grand jury material sub�les.

�! The initials of a supervisor must be placed on the serial opening or reopening a case. In opening
new fugitive cases each fugitive subject must be assigned a letter priority designation. The
supervisor will make the appropriate letter designation on the lower left hand corner of the opening
serial.  See MIOG, Parl; 2, 21-2.!

�! Crime Problem Indicator  CPI! Codes:

 a! De�nition and Use: CPI codes are mechanisms by which investigations can be "tagged" as
pertinent to speci�c direct-funded initiatives and national crime problems, some of which require
Congressional reporting on statistics, but which may span more than one investigative classi�cation
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or program. By reviewing the various crime problems encountered in cases, the FBI will be able to
request funding commensurate with its needs.

 b! Assigning CPI Codes: The squad supervisor or Legat  whoever is approving the case opening!
should indicate all applicable CPI codes for every new investigative case opened or reopened,
along with the classi�cation, case Agent, date opened, etc. The Information Management Assistant
will designate the CPI codes in ACS in the Open and Assign Case section of the Case Management
Menu, ICM. Up to 20 CPI codes may be identified per case. If no CPI codes apply, the "none"
value must be entered.

 c! Reports: Reports to obtain statistical information regarding CPI codes may be run by FBIHQ
from ACS or from the Integrated Statistical Reporting and Analysis Application  ISRAA!.

2-5.1.1 Leads  See MAOP, Part 2, 10-16.15.!
�! Leads are set to offices and assigned to individuals/ organizations in order to aid in the
investigation. When the OO sets a lead to another office, that office is considered a Lead Office.

�! There are three types of leads: Action Required, Discretionary Action, and Information Only.

 a! Action Required leads are used if the sending office requires the receiving office to take some
type of action. Action Required leads cannot be set out of zero  O! and double zero �0! files.

 b! Discretionary Action leads are used if the sending office has some information that may be of
importance to the receiving office. These leads may or may not require action by the recipient, and
the recipient will decide what, if any, action to take. Discretionary Action leads can be set out of
zero �! and double zero  O0! files.

 c! Information Only leads are used for information only a.nd when no speci�c action is required or
necessary. Information Only leads can be set out of zero �! and double zero  O0! files.

�! Leads are covered once the investigation or request has been completed. Discretionary Action
and Information Only leads can be covered while they are in the "Set" status. These leads do not
have to be assigned in order to be covered.

2-5.2 Status of Cases

 l! The status of the case shall be marked on the top cover of a file in the lower right corner as
follows:

 a! Deleted

 b! Assigned - All active investigative cases must be assigned immediately upon receipt. Name of
employee or squad/unit to whom assigned and date must be entered.

 c! Closed - C and date

 d! Deleted

 e! Deleted

 f! Pending inactive - P*
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 g! Deleted

�! When the status of a case is changed, the top cover should be marked accordingly.

2-5.2.1 Pending Case
A case is pending when there is Work remaining to be done or to be reported.

Every 90 days, the Administrative Officer  AO!/Office Services Manager  OSM! or Legat is
required to print the PENDING CASES report from ACS. This report is to be balanced against the
actual pending cases in the office. The reports, With appropriate verification markings, should be
�led in the same file containing the copy of the Monthly Administrative Report.

2-5.2.2 Pending Inactive
�! Instructions to the Administrative Officer  AO!/ Office Services Manager  OSM! to place a case
in pending-inactive status must be in Writing on the appropriate serial, which must be initialed and
dated by the supervisory employee and flagged for the AO�s/OSM&#39;s attention.

�! A case should be placed in a pending-inactive status When:

 a! All investigation has been completed and only prosecutive action or other disposition remains to
be determined and reported;

 b! Deleted

 c! In fugitive cases, refer to the "Pending Inactive Status when all Logical Investigation has been
Conducted," and "Locating and Relocating Fugitives Outside the United States" citations appearing
in MIOG, "Fugitive-General" Section, Part 2, Section 21.

�! Pending-inactive cases can be assigned to investigative persomrel or a squad/unit.

2-5.2.3 Referred Upon Completion to the Office of Origin  RUC!
The status of RUC was eliminated With the implementation of the Automated Case Support  ACS!
system. RUC was used when an auxiliary office had completed their investigation, i.e., covered all
of their leads. Auxiliary offices were renamed Lead Offices upon the implementation of ACS and
no longer opened new cases in existing matters, but Worked leads off of the OO&#39;s case; therefore,
the status of RUC was no longer needed.

2-5.2.4 Closed  See MAOP, Part 2, 3-4.5  9! �1!.!
�! Case may be closed When:

 a! The USA declines prosecution

 b! The federal grand jury returns a "No Bill"

 c! A nolle prosequi has been entered

 d! Final prosecutive action has been completed

 e! All leads have been exhausted and the SAC authorizes closing. SAC�s opinion must be based on
the belief that further investigation would not be warranted

SENSITIVE

1 13



SENSITIVE

Man]-1]!: MAOPP2 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 2

 f! In antitrust cases, the original complaint is received

 g! In a Lobbying Act case, the original complaint is received

 h! In routine deserter cases, a communication is received from the apprehending office; in
nonroutine deserter cases, a communication is received from apprehending field office  See MIOG,
Part 1, 42-6 and 42-12.!

 i! In parole, mandatory release, and probation violator cases, a report, teletype, or electronic
communication  EC! is received from apprehending field office

 j! In bank robbery statute violations, in selective instances by EC  See MIOG, Part 1, Section 91.!

 k! In involuntary servitude and slavery cases, an initial investigation has been conducted, and all
logical leads have been exhausted

 l! In civil rights cases involving allegations of police brutality, the initial investigation has been
conducted pursuant to MIOG, Part 1, Section 282-4.1 and, in the opinion of the SAC, the totality of
the circumstances indicates that the case is not of a serious or substantial nature and does not

Warrant further investigation. In all other civil rights cases, when logical investigation has been
conducted  See MIOG, Part 1, 50-4 �!.!

 m! Deleted

 n! In election laws cases, the original complaint is received

 o! In cases under Civil Rights Act of 1964, When preliminary or limited investigation has been
conducted

 p! In antiriot laws cases, a preliminary investigation has been conducted

 q! In discrimination in housing cases, an initial investigation has been conducted, and all logical
leads have been exhausted

 r! Deleted

�! Bankruptcy cases must be presented to USA and cannot be closed administratively.  See MIOG,
Part 1, 49-5.!

�! The initials of a supervisor must be placed on the serial closing a case administratively.

�! When a case is closed, the office of origin must, by teletype or EC, immediately advise lead
offices.

�! When office of origin or lead office obtains information which would seem to preclude any
further investigation of a case or of any phase of it, appropriate offices and FBIHQ should be
advised immediately. If there is nothing additional to be done by receiving offices, they may close
administratively  except full-field public corruption investigations, Which only may be closed by
declination!. This instruction includes office of origin if status report only would have been
submitted.  See MAOP, Part 2, 10-9 �0!; MIOG, Part 1, 58-6.7, 58-8.4, 194-5.7 and 194-8.4.!
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�! Ten Most Wanted Fugitive cases, after being so designated, must be kept pending in all �eld
offices until a complete review of the case has been made and all logical investigation has been
conducted.

2-5.2.5 Unaddressed Work  UNAD!  See MAOP, Part 2, 24.5.13.!
 l! UNAD is defined as investigative matters that cannot be adequately addressed by available
manpower. These investigative matters could be either new cases in an office or pending cases
which cannot be handled at the current time due to a shift of manpower priorities.

 a! Allegations of criminal activity which are not within the prosecutive guidelines of each office
and, as a result, subject to blanket declinations, should not be recorded as UNAD. Each of the
sections relating to the FBI investigative classifications in the MIOG should be reviewed to
determine if policy and procedures for the classification would prohibit utilizing UNAD status.

 b! Each SAC must ensure that:  l! all available investigative resources are being fully utilized on
investigative matters prior to recording allegations and/or events as UNAD and �! a periodic
review of these matters must be conducted by the Supervisory Special Agents  SSA! and the
Supervisory Senior Resident Agents  S SRA!.

 c! Allegation or events which are recorded as UNAD must be periodically reviewed to determine
whether there is any concurrent federal, state or local investigative jurisdiction. If concurrent
jurisdiction exists, the matter must be referred in writing to the appropriate law enforcement agency
within 30 days of making the case UNAD.

�! UNAD matters can be placed in a UNAD Control File, and a periodic review of this file must
be conducted by the SSA and the SSRA. See MAOP, Part 2, Section 2-4.1.5 for the existing policy
pertaining to Control Files.

�! At the discretion of each office and/or SSA, UNAD matters can be opened and assigned a
Universal Case File Number  UCFN! through the Investigative Case Management application of
the Automated Case Support  ACS! system.

 a! Deleted

 b! Deleted

 c! Deleted

 d! Deleted

 e! For new cases, the Information Management Analyst/Clerk  IMA/IMC! will open the case with
a case type of "U," status of "P" for pending, and assign it to the appropriate squad. The IMA/IMC
opens the case through the Investigative Case Management application of ACS.

 f! The matter will be assigned a UCFN, but will not be counted or re�ected on the Monthly
Administrative Report  MAR!. The physical filing methodology and storage of these UNAD
matters is left to the discretion of each field office. The decisions made, however, should be
documented and indexed under UNAD to an appropriate administrative/control file within each
office for subsequent compliance review.
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 g! For existing pending cases, the IMA/IMC Will close the case administratively  C4!  all leads are
covered or discontinued!. Then the case is reopened as a UNAD case, with a case type of "U."

 h! A report for all UNAD cases is available in the automated environment. This report is called the
CASE TYPE REPORT  the Case Type is "U"! and is located in the Case Reports Menu of ICM,
ACS. Upon request ofthe SSA or SSRA, the IMA/IMC can close UNAD cases by changing the
status to C4 or C6.

 i! Upon request of the SSA or SSRA, the IMA/IMC can change a UNAD cases to a pending
investigative case. The IMA/IMC Will close the UNAD case administratively  C4! and reopen the
case Without a case type  blank I investigative.

2-5.3 Tickler Application

 l! Ticlder Application

The Tickler Application in the Automated Case Support  ACS! system can be used to follow a.nd
track cases/leads.

�! Deleted

 a! Deleted

 b! Deleted

 c! Deleted

 d! Deleted

�! Deleted
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2-5.3.1 Deleted

2-5.3.2 Deleted

2-5.3.3 Deleted

2-5.3.4 Deleted

2-5.3.5 Deleted

2-5.3.6 Deleted

2-5.3.7 Deleted

2-5.3.8 Deleted

2-5.3.9 Deleted

2-5.4 Reports

2-5.4.1 Deleted

2-5.4.2 Daily Report of Security Patrol Clerk  FD-215!
The daily report of the Security Patrol Clerk is a White form made up so that the date, name of
employee, hours Worked, name of building, time, area covered, remarks, security of Bureau
automobiles, security of Bureau automobile keys  if applicable!, including time and remarks, and
signature can be entered. The security patrol clerk must submit this form daily to the SAC for
review and approval. In those �eld of�ces and PBIHQ divisions Where Security Patrol Clerks are
supervised directly by an SA, they will not be required to execute Form FD-215. Form FD-215a
 Combined Security Patrol Report! Will continue to be used.

2-5.4.3 Deleted

2-6 ACCOUNTING INVESTIGATIONS

Set forth below are the types of cases which the Bureau considers to be actual accounting cases and
accounting-type cases. This list is to be used as a guide in determining whether an investigation
falls within the category of an accounting matter.

2-6.1 Actual Accounting Cases

�! Where the investigation actually entails the detailed examination of books and records.

�! Where there is a possibility that testimony may be required as to accounting matters.

These cases are to be assigned to a Special Agent Accountant  SAA! in every instance.
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2-6.2 Accounting-Type Cases
 l! Those cases in which, although no detailed examination of books and records is required, the
investigation entails the tracing of billings from one company to another or to the U.S. Government
This situation occurs in many fraud against the Government cases.

�! Those cases in which the matter can be handled more effectively by an SAA since the
investigation involves the review and interpretation of �nancial statements, bank records, and
similar data with which an accountant is more familiar. One example of this situation is a lead in a
bankruptcy case to interview customers of the bankrupt where such interviews necessarily require
an inspection of accounts payable records and supporting data.

�! Those cases requiring an interview or series of interviews dealing with business administration
or operations which because of accountant�s educational background and previous experience an
accountant may be more quali�ed to handle.

�! These cases should be assigned to an SAA when an accountant is available. These cases may be
assigned to nonaccountants where it appears a nonaccountant is capable of handling the matter
properly and an accountant is not available.

2-6.3 Policy
�! The SAC, ASAC, and field supervisors will be held personally responsible to ensure that SAAs
are assigned to matters where their accounting background and training can be utilized effectively
when such matters are pending in a �eld office.

�! When an SAA has developed to the extent where SAA has additional qualifications over those
previously reported, inform FBIHQ by letter for the attention of the Criminal Investigative Division
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SECTION 3. RESOURCE MANAGEMENT INFORMATION SYSTEM

3-1 FBI CLASSIFICATIONSISUBCLASSIFICATIONS AND PROGRAM GROUPINGS

 See MAOP, Part ||, 3-3�!, 3-s.1�!.!

3-1.1 FBI Classifications and Subdivided Classifications  See MAOP, Part 2, 3-3.1;
MIOG, Introduction, Section 2.!
IA Training - Training Coordinator

IC National Academy Matters  See MAOP, Part 2, 3-3.2 �! and �!.!

ID Intemational Training and Assistance Matters IE Civil Rights - Training Received

IF Civil Rights - Training Provided

IG Domestic Terrorism - Training Received

IH Domestic Terrorism - Training Provided

II FCI - Training Received

IJ FCI - Training Provided

IK International Terrorism - Training Received

IL Intemational Terrorism - Training Provided

IM Computer Intrusions - Training Received

IN Computer Intrusions - Training Provided

IQ Americas Criminal Enterprise Program  ACEP! - Training Received

IR ACEP - Training Provided

IS Transnational Criminal Enterprise Program  TCEP! - Training Received

IT TCEP - Training Provided

IU VC - Training Received

IV VC - Training Provided

IW WCC - Training Received

IX WCC - Training Provided

IY Firearms/Legal/AviatiomSurveillance/Other - Training Received

IZ Firearms/Legal/Aviation/Surveillance/Other - Training Provided  See MIOG, Part I, I-4, I-5.1,
300-6; MAOP, Part 2, 3-3.2 �!, 3-4.5 �!; Legal Attache Manual, Part I, 2-13.5.!

2 Neutrality Matters

3 Overthrow or Destruction of the Government
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4 Firearms Acts **

7A Kidnapping

7B Kidnapping - International Parental Kidnaping Crime Act of 1993  IPKCA!

7C Child Abductions - No Ransom  See MIOG, Introduction, 2-1.6.4; Part 1, 7-19; Part 2, 34-6.3.!

9A Extortion - All aggravated and/or specific threats or demands involving domestic and foreign
mail or interstate communications

9B Extortion - All others, including nonaggravated and/ or nonspeci�c mail and telephone threats 9

C Extortion - Interstate Domestic Violence

9D Extortion - Interstate Violation of a Protection Order  See MIOG, Introduction, 2-1.6.4; Part 2,

34-6.3.!

12 Drug Demand Reduction - Matters handled in furtherance of the FBI&#39;s goal to reduce the
demand for illegal drugs in this country

14 Sedition

15 Theft from Interstate Shipment - Crime of Violence, Loss of $25,000 or more; Weapons,
explosives, and all others.

26A Interstate Transportation of Stolen Motor Vehicle - Crimes of Violence/Carjacking

26B Interstate Transportation of Stolen Motor Vehicle - Commercialized Theft or Chop Shops

26C Interstate Transportation of Stolen Aircraft  ITS A!

26D Interstate Transportation of Stolen Motor Vehicle - All others  See MIOG, Part 2, 34-6.3.!

29A Financial Institution Fraud - Loss or losses contributing to the failure of a federally insured
bank

29B Financial Institution Fraud - Loss or loss exposure of $100,000 or more involving a federally
insured bank

29C Financial Institution Fraud - Loss or loss exposure of $25,000 to $99,999 involving a federally
insured bank

29D Financial Institution Fraud - Loss or losses contributing to the failure of a federally insured
savings association

29E Financial Institution Fraud - Loss or loss exposure of $100,000 or more involving a federally
insured savings association

29F Financial Institution Fraud - Loss or loss exposure of $25,000 to $99,999 involving a federally
insured savings association

29G Financial Institution Fraud - Loss or losses contributing to the failure of a federally insured
credit union
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29H Financial Institution Fraud - Loss or loss exposure of $100,000 or more involving a federally
insured credit union

29I Financial Institution Fraud - Loss or loss exposure of $25,000 to $99,999 involving a federally
insured credit union

29J Financial Institution Fraud - Loss or loss exposure of under $25,000 involving a federally
insured financial institution and handled via Fast Track

29K Financial Institution Fraud - Loss or loss exposure of under $25,000 involving a federally
insured financial institution and not handled via Fast Track  See MIOG, Part l, 29-7; Part 2, 20-

3�!, 34-6.3.!

29L Financial Institution Fraud - Mortgage Fraud, Non Financial Institution

29M Financial Institution Fraud - Mortgage Fraud, Government Programs

31B White Slave Traffic Act - Cases targeted against non-LCN major organized crime groups
Where the criminal activity is that usually associated with organized crime, such as gambling,
loansharking, etc.; and all non-LCN related law enforcement corruption matters

31C White Slave Traffic Act - Sexual Exploitation of Children

31D White Slave Traffic Act - All other cases 31E White Slave Traffic Act - Child Prostitution

 See MIOG, Introduction, 2-1.6.4; Part 1, Section 305, Part 2, 34-6.3.!

32A Identification  Fingerprint Matters! 32B Identification  Biometrics Matters!

33 Uniform Crime Reporting

35 Civil Service **

43 False Advertising or Misuse of Names to Indicate Federal Agency

43 Illegal Manufacture, Possession, or Wearing of Civil Defense Insignia

43 Illegal Manufacture, Sale or Use of Military Cremation Urn

43 Illegal Manufacture, Use, Possession, or Sale of Emblems or Insignia

43 Illegal Wearing of Uniform

43 Miscellaneous - Falsely Making or Forging Naval, Military, or Official Pass

43 Miscellaneous - Forging or Counterfeiting Seal of Department or Agency of the United States

43 Miscellaneous - Forging or Using Forged Certificate of Discharge from Military or Naval
Service

43 Misuse of the Great Seal of the United States or of the Seals of the President or the Vice

President of the United States

43 Misuse of the name "Federal Home Loan Mortgage Corporation"

43 Unauthorized use of "Johnny Horizon" Symbol

43 Unauthorized use of "Smokey Bear" Symbol
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43 Unauthorized use of "Woodsy Owl" Symbol

44A Racial Discrimination - Force and/or Violence

44B Racial Discrimination - No Force and/or Violence

44C Voting Rights

44D Religious Discrimination - Force and/or Violence

44E Religious Discrimination - No Force and/or Violence  See MIOG, Part 1, 44-2.1, 44-2.2, 44-
2.3, 44-2.4, 44-2.5, 44-4, 44-5, 44-6, 44-7.2, 44-11; Part 2, 34-6.3.!

45 Crime on the High Seas  See MIOG, Part 2, 34-6.3.!

46A Fraud Against the Government - Department of Defense  DOD!

46B Fraud Against the Government - Housing and Urban Development  HUD!

46C Fraud Against the Government - Small Business Administration  SBA!

46D Fraud Against the Govemment - Department of Labor  DOL!

46E Fraud Against the Government - Department of Transportation  DOT! 46F Fraud Against the
Government - Department of Education  DOED!

46G Fraud Against the Govemment - Veterans Administration  VA! 46H Fraud Against the
Government � Other  See MIOG, Part 1, 46-1.14.!

47A Impersonation - Act of Violence

47B Impersonation - Property Crimes in excess of $25,000 47C Impersonation - All others  See
MIOG, Part 2, 34-6.3.!

49 Bankruptcy Fraud  See MIOG, Part 2, 34-6.3.!

50 Human Trafficking

51 Jury Panel Investigations  See MIOG, Part 2, 20-3�!.!

52A Theft of Government Property - Crime of Violence

52B Theft of Government Property - Property valued in excess of $5,000; weapons; explosives 52C
Theft of Govemment Property - All others

55 Counterfeiting **  See MIOG, Part 2, 34-6.3.!

56A Election Laws - Threats against or personal injury to named persons, federal, state or local
level -  Violation of Title 18, USC, Section 245  b!�! A!!

56C Election Laws - Violations Where federal official or federal candidate s! is known subject and
all other nonracially motivated violations  See MIOG, Introduction, 2-1.6.4; Part 2, 20-3 �!.!

58A Corruption of Federal Public Officials - Executive Branch

58B Corruption of Federal Public Officials - Judicial Branch

58C Corruption of Federal Public Officials - Legislative Branch

SENSITIVE

4



SENSITIVE

Man]-ID: MAOPP2 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 2

58D Corruption of Federal Public Officials - Federal Bribery - Other SSE Corruption of Federal
Public Of�cials - Indian Country  See MIOG, Pait 1 58 10 198 1 5 Part 2 20 3 �! !

Limited FBI Investigatlons  See MIOG, Part 2 20-3 �! !60 Antitrust - Full and

61 Treason; Misprision of Treason

62D Domestic Police Cooperation

62E Fugitive Investigations for Other Federal Agencies

62F Miscellaneous/Other  See MIOG, Part 1, 62-3 3�! Palt 2 20-3�

63B FBIHQ Use Only

63D FBIHQ Use Only

63E FBIHQ Use Only

64A See NFIP Manual

64B See NFIP Manual

64C See NFIP Manual

64D See NFIP Manual

64E See NFIP Manual

64F See NFIP Manual

65A See NFIP Manual

65B See NFIP Manual

65C See NFIP Manual

65D See NFIP Manual

65E See NFIP Manual

65F See NFIP Manual

65G See NFIP Manual

65H See NFIP Manual

65I See NFIP Manual

65J See NFIP Manual

65K See NFIP Manual

65L See NFIP Manual

- TURK Not Recorded

 See NFIP Manual, Part 1 1-04 Sections 2 and 4 !

65M See NFIP Manual

65N See NFIP Manual

650 See NFIP Manual
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65P See NFIP Manual

65Q See NFIP Manual

65R See NFIP Manual

65S See NFIP Manual

65T See NFIP Manual

65U See NFIP Manual

65V See NFIP Manual

65W See NFIP Manual

65X See NFIP Manual

65Y See NFIP Manual

65Z See NFIP Manual  See NFIP Manual, Part l, l-O4 and Section 20 !

66A Administrative Matters - Bureau automobile accidents

66C Administrative Matters - Night, Weekend, Holiday SLlp¬l&#39;V1SOI&#39;S and Duty Agents 66D
Administrative Matters - Physical Examinations

66E Administrative Matters - Physical Fitness Program

66F Administrative Matters - Other

66K Employee Assistance Program  EAP! Activities

66L Administrative Matters - Evidence Response Team 66M Background Investigation Contract
Service  BICS! Matters  See MAOP, Part 2, 3-3.2 8! a!, 3-4 5�! !

67A Special Agent recruitment and processing

67B Special Agent Applicant investigations

67C Support Applicant recruitment and processing

67D Support Applicant investigations

67E Personnel Files/Reinvestigations of FBI Personnel  See MIOG Part l 67-ll 67-ll l l 67-

11.1.2, 259, 261.!

67F Other Personnel Matters

69 Contempt of Court  See MIOG, Pait 2, 20-3�!.!

70A Crime on Govemment Reservation - Crime of Violence

70B Crime on Govemment Reservation - Property crimes over $5 000

70C Crime on Govemment Reservation - All other property crimes

70D Crime on Govemment Reservation - Controlled Substance Act
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70E Crime on Government Reservation - Sexual/Physical Abuse - Minor Child  See MIOG, Part 2,

34-6.3.!

72 Obstruction of Justice  See MIOG, Part 2, 20-3�!.!

73A Background Investigation - Office of the Pardon Attorney

73B Limited Inquiry - Office of the Pardon Attorney  See MIOG, Part 1, 73-1.1; MAOP, Part 2,
10-23; Correspondence Guide - Field, 1-17.!

74 Perjury  See MIOG, Part 2, 20-3�!.!

76 Escaped Federal Prisoner, etc. - A subject Wanted for a crime of violence against the person
such as murder, manslaughter, forcible rape, robbery and aggravated assault; one convicted of such
a crime Within the past five years or one Who has been incarcerated after conviction for a crime of
violence and escapes from custody or supervision  parole, probation! prior to completion of his/her
sentence or term of supervision; or a subject Wanted for a crime involving the loss or destruction of
property valued in excess of $25,000; one being sought for criminal charges involving in excess of
two ounces of heroin or cocaine, 1,000 pounds of marijuana or 10,000 dosage units of clandestinely
manufactured dangerous or hallucinogenic drugs; one convicted of the above crimes Within the past
five years or one who has been incarcerated after conviction for such offenses and escapes from
custody or supervision  parole, probation! prior to completion of his/her sentence or term of
supervision; or all others.  See MIOG, Part 2, 34-6.3.!

77A Background Investigation - Presidential Appointment with Senate Confirmation -
Nonreimbursable

77B Background Investigation - Administrative Office of the United States Courts �5-Year! -
Reimbursable

77C Background Investigation - Administrative Office of the United States Courts �0-Year! -
Reimbursable

77E Background Investigation - Department of Justice  HQ! - Nonreimbursable

77F Background Investigation - Department of Justice - Foreign Intelligence Surveillance
Court/ Special Tribunal Judge - Nonreimbursable

77H Background Investigation - U.S. Attorney&#39;s Office  Attorney and Staff! - Reimbursable

77I Background Investigation - Department of Justice  Executive Office of United States Trustees
or Executive Office of Immigration Review! - Reimbursable

77L Background Investigation - Department of Justice �-Year Reinvestigation!

77N Limited Inquiry - White House - Nonreimbursable

770 Limited Inquiry - Department of Justice - Nonreimbursable

77P Limited Inquiry - Administrative Office of the United States Courts - Nonreimbursable  See
MIOG, Part 1, 77-1.1; MAOP, Part 2, 10-23, and Correspondence Guide - Field, 1-17.!

80 Public Relations Matters
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87 Interstate Transportation of Stolen Property  ITSP!

88A Unlawful Flight to Avoid Prosecution, etc. - A subject wanted for a crime of violence against
the person such as murder, manslaughter, forcible rape, robbery and aggravated assault; one
convicted of such a crime within the past five years or one who has been incarcerated after
conviction for a crime of violence a.nd escapes from custody or supervision  parole, probation!
prior to completion of his/her sentence or term of supervision

88B Unlawful Flight to Avoid Prosecution, etc. - A subject wanted for a crime involving the loss or
destruction of property valued in excess of $25,000; one being sought for criminal charges
involving in excess of two ounces of heroin or cocaine, 1,000 pounds of marijuana or 10,000
dosage units of clandestinely manufactured dangerous or hallucinogenic drugs; one convicted of
the above crimes within the past five years or one who has been incarcerated after conviction for
such offenses and escapes from custody or supervision  parole, probation! prior to completion of
his/her sentence or term of supervision

88C Unlawful Flight to Avoid Prosecution, etc. - All others

88D Unlawful Flight to Avoid Prosecution, etc. - Parental Kidnapping

88E Child Support Recovery Act  CSRA! Matters

89A Assassination, Kidnapping or Assaulting a Member of Congress

89B Assaulting, Killing or Attempting to Kill a Federal Officer

89C Assassination, Kidnapping or Assaulting an Executive Department Head or Director of CIA

89D Assassination, Kidnapping or Assaulting a Supreme Court Justice

89E Conspiracy to Impede or Injure a Federal Officer

89F Crimes Against Family Members - Federal Officials

89G Attorney General&#39;s Protection Detail  See MIOG, Introduction, 2-1.6.4, Part 1, 89-2.22, 89-
3.20, 89-4.10, 89-5.4, 89-5.7; Part 2, 34-6.3.!

90A Irregularities in Federal Penal Institutions - Crime of Violence

90B Irregularities in Federal Penal Institutions - Controlled Substance Act 90C Irregularities in
Federal Penal Institutions - All others

91A Bank Robbery

91B Bank Burglary, Larceny, $10,000 and over

91C Bank Burglary, Larceny, under $10,000

91D Bank Robbery, Burglary, Larceny Suspect Program

91F Bank Extortion - Bank extortion offenses occur when a subject demands bank funds from a
bank official through the means of a threat of physical injury to himself/herself or a member of
his/her family by telephone, written communication or person  See MIOG, Introduction, 2-1.6.4,
Part 1, 91-33; Part 2, 34-6.3.!
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92A Racketeering Enterprise Investigations  REI! - LCN and Italian Organizations - Cases directed
against the LCN, Sicilian Mafia, La Camorra, a.nd &#39;Ndrangheta criminal organizations

92B Racketeering Enterprise Investigations  REI! - Central/ South American Organizations - Cases
directed against Central American and South American criminal organizations

92C Racketeering Enterprise Investigations  REI! - Mexican Organizations - Cases directed against
Mexican criminal groups

92D Racketeering Enterprise Investigations  REI! - Gangs - Cases directed against major violent
drug gangs and violent street gangs such as the Bloods, Crips and Black Gangster Disciple Nation;
outlaw motorcycle gangs such as the Hells Angels, Outlaws, and Bandidos; or other significant
emerging gangs Whose principal criminal activities involve drug trafficking and related violence

92E Racketeering Enterprise Investigations  REI! - Asian Organizations - Cases directed against
Asian criminal organizations

92F Racketeering Enterprise Investigations  REI! - Other Major Criminal Organizations - Cases
directed against other major criminal organizations. These organizations must be well-organized,
multijurisdictional in operational scope, and of national signi�cance and in�uence. The
characterization of these organizations must be fully documented a.nd corroborated.

92G Racketeering Enterprise Investigations  REI! - African Organizations - Cases directed against
African criminal groups

92H Racketeering Enterprise Investigations  REI! - Eurasian Organizations - Cases directed against
Russian, Eastem European, and Eurasian criminal organizations

921 Racketeering Enterprise Investigations  REI! - Caribbean Organizations - Cases directed
against Caribbean criminal organizations 92J Racketeering Enterprise Investigations  REI! - Alien
Smuggling Investigations 92K Racketeering Enterprise Investigations  REI! - Indian Country

92L Racketeering Enterprise Investigations  REI! - Public Corruption

92M Racketeering Enterprise Investigations  REI! - Balkan Organizations

920 Racketeering Enterprise Investigations  REI! - Money Laundering

92R Racketeering Enterprise Investigations  REI! - Financial Institution Fraud

92S Racketeering Enterprise Investigations  REI! - Health Care Fraud

92T Racketeering Enterprise Investigations  REI! - Major Theft - Cases directed against major theft
 MT! criminal organizations

92U Racketeering Enterprise Investigations  REI! - Intemet Fraud  See MIOG, Introduction, 2-
1.6.5, Part 1, 92-9, 198-1.5, 245-10; Part 2, 34-6.3.!

92V Racketeering Enterprise Investigations  REI! - Middle Eastem Criminal Enterprises

94 Research Matters

95A Laboratory Investigative Services - Crimes Against Persons  CAPS!
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95B Laboratory Investigative Services - Crimes Against Property  CAPR!

95C Laboratory Investigative Services - Crimes Against Society  CASO! 95D Laboratory
Investigative Services - Civil Cases  CC!  See MIOG, Pait 1 95-1 Pait 2, 34-6 3 !

97A See NFIP Manual

97B See NFIP Manual

97C See NFIP Manual

97D See NFIP Manual  See NFIP Manual, Pait 1, 1-O4 a.nd 4-O2 !

98 Sabotage

100A Terrorism Enterprise Investigation - Domestic Terrorism

102A See NFIP Manual

102B See NFIP Manual

102C See NFIP Manual

102D See NFIP Manual  See NFIP Manual, Pait 1, 1-O4 and MIOG, Pait 1 Section 102 !

105A See NFIP Manual

105B See NFIP Manual

105C See NFIP Manual

105D See NFIP Manual

105E See NFIP Manual

105F See NFIP Manual

105G See NFIP Manual

105H See NFIP Manual

105I See NFIP Manual

105J See NFIP Manual

105Q See NFIP Manual  See NFIP Manual, Pait 1, 1-O4 and Section 6 !

105S See NFIP Manual

108A See NFIP Manual

108B See NFIP Manual

108C See NFIP Manual

108D See NFIP Manual  See NFIP Manual, Pait 1, 1-04 and MIOG, Pait 1 Section 108 !

109A See NFIP Manual

109B See NFIP Manual
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109C See NFIP Manual

109D See NFIP Manual  See NFIP Manual, Part 1, 1-04, and MIOG, Part 1, Section 109.!

110A See NFIP Manual

110B See NFIP Manual

110C See NFIP Manual

110D See NFIP Manual  See NFIP Manual, Part 1, 1-04, and MIOG, Part 1, Section 110.!

111A See NFIP Manual

111B See NFIP Manual

111C See NFIP Manual

111D See NFIP Manual  See NFIP Manual, Part 1, 1-04, and MIOG, Part 1, Section 111.!

112A See NFIP Manual

112B See NFIP Manual

112C See NFIP Manual

112D See NFIP Manual  See NFIP Manual, Part 1, 1-04, and MIOG, Part 1 Section 112.!

113A See NFIP Manual

113B See NFIP Manual

113C See NFIP Manual

113D See NFIP Manual  See NFIP Manual, Part 1, 1-04, and MIOG, Part 1, Section 113.!

116A Background Investigation - Department of Energy

116B Background Investigation - Department of Energy �-Year Reinvestigation!

116C Background Investigation - Nuclear Regulatory Commission

116D Background Investigation - Nuclear Regulatory Commission �-Year Reinvestigation!

116E Limited Inquiry - Department of Energy/Nuclear Regulatory Commission  See MIOG, Part 1
116-2 and 116-4; MAOP, Part 2, 10-23; Correspondence Guide - Field, 1-17.!

117A Atomic Energy Act - Domestic Terrorism

117B Atomic Energy Act - International Terrorism

131 Admiralty Matter  See MIOG, Part 2, 20-3�!.!

134A See NFIP Manual

134B See NFIP Manual

134C See NFIP Manual

134D See NFIP Manual
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134E See NFIP Manual

134F See NFIP Manual

134G See NFIP Manual

134H See NFIP Manual

134I See NFIP Manual

134J See NFIP Manual

134K See NFIP Manual

134L See NFIP Manual

134M See NFIP Manual

134N See NFIP Manual

134O See NFIP Manual

134P See NFIP Manual

134Q See NFIP Manual

134R Computer Intrusions- See NFIP Manual

134S See NFIP Manual

134T See NFIP Manual

134U See NFIP Manual

134V See NFIP Manual

134W See NFIP Manual

134X See NFIP Manual

134Y See NFIP Manual

134Z See NFIP Manual  See NFIP Manual, Part 1, 1-04 a.nd Section 27 !

137A Organized Crime Infomiant - Top Echelon Criminal Infonnant

137B General Criminal Informant

137C Informants - Domestic Terrorism

137D White Collar Crime Informant  See MIOG, Part 2, 20 3�! !

137E Con�dential Source

137F Informants - Drugs

137G Informants - Extraterritorial - Intemational Terrorism

137I Informants - Civil Rights

137J Informants - National Infrastructure Protection Computer Intrusion Program  NIPCIP!
SENSITIVE
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137K Informants - Cyber Crime Program

137L Informants - Major Theft

137M Informants - Violent Gangs  See MIOG, Part 1, 137-3.!

139A Interception of Communications - Public Of�cials or Government Agencies

139B Interception of Communications - All others

139C Interception of Communications - Cyber Related  See MIOG, Part 1, 139-9; Part 2, 20-3�!,
34-6.3.!

140A Security of Govemment Employees

140B Suitability Background Investigation - Referral  Name of Referral Agency!

140D Limited Inquiry - Security/ Suitability of Government Employees  See MIOG, Part 1, 140-2,
140-3, 140-4 and 140-6; MAOP, Part 2, 10-23; Correspondence Guide - Field 1-17.!

143A Interstate Transportation of Gambling Devices - Cases targeted against La Cosa Nostra  LCN!
members and/or associates where the moving force behind the activity is the LCN

143B Interstate Transportation of Gambling Devices - Cases targeted against non-LCN criminal
enterprise type where the criminal activity is that usually associated with organized crime, such as
gambling, loansharking, etc.; and all non-LCN related law enforcement corruption matters

143C Interstate Transportation of Gambling Devices - All other criminal enterprise cases  See
MIOG, Part 1, 143-8.!

145B Interstate Transportation of Obscene Matter - Broadcasting Obscene Language - Cases
targeted against non-LCN major organized crime groups Where the criminal activity is that usually
associated with organized crime, such as gambling, loansharking, etc.; and all non-LCN related law
enforcement corruption matters

145C Interstate Transportation of Obscene Matter - Broadcasting Obscene Language - Sexual
Exploitation of Children

145D Interstate Transportation of Obscene Matter - Broadcasting Obscene Language - All other

cases  See MIOG, Introduction, 2-1.6.4; Part 1, 305; Part 2, 34-6.3.!

149A Destruction of Aircraft or Motor Vehicles  DAMV!

149B Destruction of Aircraft or Motor Vehicles  DAMV! - False Report  See MIOG, Part 2, 34-

6.3.!

157 Civil Unrest  Civil Disorders and Demonstrators!

160 Federal Train Wreck Statute  See MIOG, Part 2, 34-6.3.!

161A Level I-Presidential Appointment  PA! and Presidential Appointment, Senate Con�rmation

 PAS!

161B Level II-Presidential Appointment  PA! and Presidential Appointment, Senate Con�rmation

 PAS!
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161C Level III-Presidential Appointment  PA! and Presidential Appointment, Senate Confirmation

 PAS!

161D Level I-White House Staff

161E Level II-White House Staff Level II-White House Access Level II-National Security Council

161F Level II-White House Staff  Five-Year Reinvestigation! Level II-White House Access  Five-
Year Reinvestigation! Level II-National Security Council  Five-Year Reinvestigation!

161G Level III-White House Staff Level III-White House Access

l6lH Level III-White House Staff  Five-Year Reinvestigation! Level III-White House Access

 Five-Year Reinvestigation!

161I Congressional Committee

161J Congressional Committee  Five-Year Reinvestigation!

161K Expanded Name Check

l6lL Limited Update Investigations - Presidential Appointment  PA! and Presidential Appointment
Senate Confirmation  PAS!

l6lQ Limited Inquiry - White House  Non-DOJ!

161R Limited Inquiry - Congressional Committee

161 S Level IV-Presidential Appointment  PA! and Presidential Appointment, Senate Confinnation
 PAS!  Five-Year Investigation!  See MIOG, Part 1, 161-4, 161-5, 161-9; MAOP, Pait 2, 10-23;
Correspondence Guide - Field, 1-17.!

163A Foreign Police Cooperation - General Criminal Matters

163B Foreign Police Cooperation - International Criminal Police Organization  INTERPOL! 163C
Foreign Police Cooperation - Domestic Terrorism Matters

163E Foreign Police Cooperation - Bureau Files and Ident Requests

163F Foreign Police Cooperation - Drugs

163G Foreign Police Cooperation - Violent Crimes

163H Foreign Police Cooperation - White Collar Crime

163I Foreign Police Cooperation - International Terrorism

163J Foreign Police Cooperation - Organized Crime 163K Foreign Police Cooperation - Cyber
Crime

163L Foreign Police Cooperation - Computer Intrusions  See MIOG, Part 1, 163-6 �!; MAOP,
Part 2, 10-23; Correspondence Guide - Field, 1-17.!

164A Crime Aboard Aircraft - Confirmed aircraft hijacking

164B Crime Aboard Aircraft - Interference and Threats
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164C Crime Aboard Aircraft - All others, including false statements or unaggravated Weapon
violations detected through airport security screening process  See MIOG, Introduction, 2-1.6.4,
Part 1, 164-18; Part 2, 34-6.3.!

166C Interstate Transportation in Aid of Racketeering  Murder for Hire! - Other than organized
crime

166D Interstate Transportation in Aid of Racketeering - Arson  non-LCN!

174A Actual and Attempted Bombings and Explosive Violations - Terrorism

174C All Other Cases Including Threats 174D Bomb Technician Activities  See MIOG, Part 1,
174-9; Part 2, 34-6.3.!

175A Assassination, Kidnapping or Assaulting the President or Vice President

175B Assassination, Kidnapping or Assaulting Presidential or Vice Presidential Staff Member

175C Threats Against the President; Protection of the President  See MIOG, Introduction, 2-1.6.4;
Part 1, 175-25; Part 2, 34-6.3.!

176 Anti-Riot Laws

177A Discrimination in Housing - Force and/� or Violence

177B Discrimination in Housing - No Force and/or Violence  See MIOG, Part 1, 177-3.1, 177-3.2,
177-5, 177-5.1, 177-6, 177-6.2, 177-7, 177-8, 177-8.2, 177-9; Part 2, 34-6.3.!

178 Interstate Obscene or Harassing Telephone Calls  See MIOG, Introduction, 2-1.6.4; Part 2, 34-

6.3.!

181 Consumer Credit Protection Act  See MIOG, Part 2, 20-3�!.!

182A Illegal Gambling Enterprise - LCN nexus

182B Illegal Gambling Enterprise - No LCN nexus, allegations of violence

182C Illegal Gambling Enterprise - No allegations of violence

183A Civil RICO - Civil investigations of criminal enterprises

183B Labor Related Racketeering - LCN nexus

183C Racketeer In�uenced and Corrupt Organizations - Terrorism

183E Racketeer Influenced and Corrupt Organizations - Property Crime of Violence 183E Labor
Related Racketeering - No LCN nexus  See MIOG, Part 1, 183-6; Part 2, 34-6.3.!

184A Police Killings - Investigation Requested

184B Police Killings - Other  See MIOG, Introduction, 2-1.6.4, Part 1,
184-11; Part 2, 34-6.3.!

185 Protection of Foreign Officials and Guests

188A Community Outreach/Crime Resistance
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188B Victim-Witness Assistance Program

190 Freedom of Information/Privacy Acts

192B Hobbs Act - Commercial Institutions

192C Hobbs Act - Armored Carrier  See MIOG, Introduction, 2-1.6.4, Part 1, 91-12, 192-22; Part 2

34-6.3.!

194A Corruption of State and Local Public Officials - State Level

194B Corruption of State and Local Public Officials - Local Level

194C Corruption of State and Local Public Officials - Law Enforcement

194D Corruption of State and Local Public Officials - Law Enforcement - Drug-Related

194E Corruption of State and Local Public Officials - Indian Country

194F Corruption of State and Local Public Officials - Law Enforcement - Indian Country 194G
Corruption of State and Local Public Officials - Law Enforcement - Drug-Related - Indian Country

 See MIOG, Part 1, 198-1.5, and Part 2, 20-3�!.!

196A Telemarketing Fraud 196B Insurance Fraud

196D Other Wire and Mail Fraud Schemes

196E Internet Fraud 196F Corporate Fraud

196G Prime Bank and High Yield Investment Fraud

196H Fictitious Securities

196I Insider Trading

196J Other Securities Fraud Matters  See MIOG, Part 2, 20-3 �!, 34-6.3.!

197A Civil Litigation, Civil Actions, Claims Against the Government or Subpoena Matters, Civil
Suits and Claims Which are Nonpersomel Related  FBI Programs! 197B Personnel-Related
Litigation, Title VII Civil Actions, Claims Against the Government, Equal Employment
Opportunity Commission  EEOC!, and Merit Systems Protection Board  MSPB! Hearings  FBI
Programs!

198A Indian Country - Death Investigations

198B Indian Country - Embezzlement and Fraud

198C Indian Country - Burglary/Larceny/Theft

198D Indian Country - Gaming

198E Indian Country - Controlled Substance Act

198F Indian Country - Sexual Abuse of a Child

198G Indian Country - Assaulting or Killing of a Federal Officer  AFO/KFO!

l98H Indian Country - Domestic Violence
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198K Indian Country - Vehicular Homicide

198L Indian Country - Assault

198M Indian Country - Arson

198N Indian Country - Robbery

198O Indian Country - Motor Vehicle Theft

198P Indian Country - Trafficking in Indian Human Remains/Cultural Items

198Q Indian Country - Counterfeit Indian Arts and Crafts Board Trademark

198S Indian Country � Rape

198T Indian Country - Training

198U Indian Country - Physical Abuse of a Child 198V Indian Country - All Others  See MIOG
Part 1, 198-1.5, 198-1.9, 198-2.6,198-3.3, 198-4.8, 198-5 8 198-6 7 198-6 8 198-6 9, Part2 34-

6.3; MAOP, Part 2, 10-23; Correspondence Guide - Field 1-17 !

200A See NFIP Manual

200B See NFIP Manual

200C See NFIP Manual

200D See NFIP Manual

200E See NFIP Manual

200F See NFIP Manual

200G See NFIP Manual

200H See NFIP Manual

200I See NFIP Manual

200J See NFIP Manual

200M See NFIP Manual

200N See NFIP Manual

200P See NFIP Manual

200Q See NFIP Manual  See NFIP Manual, Part 1, 1-04 and Section 7 !

202A See NFIP Manual

202B See NFIP Manual

202C See NFIP Manual

202D See NFIP Manual  See NFIP Manual, Part 1, 1-04 and Section 8 !

202Q See NFIP Manual
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203A See NFIP Manual

203B See NFIP Manual

203C See NFIP Manual

203D See NFIP Manual

203Q See NFIP Manual

203X See NFIP Manual  See NFIP Manual, Part 1, 1-04 and Section 23 !

205 Foreign Corrupt Practices Act of 1977  See MIOG, Part 2, 20-3�! !

209A Health Care Fraud - Govemment-Sponsored Program

209B Health Care Fraud - Private Insurance Program

209C Health Care Crime - Noninsurance

209D Health Care Fraud - Training

209E Health Care Fraud - Medical Privacy Law Violations  See MIOG Part 1 209 1 209 6 6,
209-7; Part 2, 20-3 �!, 34-6.3.!

211 Ethics in Govemment Act of 1978  See MIOG, Part 2 20 3�! !

212A See NFIP Manual

212B See NFIP Manual

212C See NFIP Manual

212D See NFIP Manual  See NFIP Manual, Pait 1, 1-04 and 3-08 !

214 Civil Rights of Institutionalized Persons Act/ Pattern or Practice of Police Misconduct

220A See NFIP Manual

220B See NFIP Manual

220C See NFIP Manual

220D See NFIP Manual

220Q See NFIP Manual  See NFIP Manual, Pait 1, 1-04 and Section 13 !

221A See NFIP Manual

221B See NFIP Manual

221C See NFIP Manual

221D See NFIP Manual

221Q See NFIP Manual  See NFIP Manual, Pait 1, 1-04 and Section 12 !

222A See NFIP Manual

222B See NFIP Manual
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222C See NFIP Manual

222D See NFIP Manual

222Q See NFIP Manual  See NFIP Manual, Part 1, 1-O4 and Section 14.!

223A See NFIP Manual

223B See NFIP Manual

223C See NFIP Manual

223D See NFIP Manual

223Q See NFIP Manual  See NFIP Manual, Part 1, 1-04 and Section 9.!

225A See NFIP Manual

225B See NFIP Manual

225C See NFIP Manual

225D See NFIP Manual

225P See NFIP Manual

225Q See NFIP Manual  See NFIP Manual, Part 1, 1-04 and Section 17.!

227A See NFIP Manual

227B See NFIP Manual

227C See NFIP Manual

227D See NFIP Manual

227Q See NFIP Manual  See NFIP Manual, Part 1, 1-O4 and Section 16.!

228A See NFIP Manual

228B See NFIP Manual

228C See NFIP Manual

228D See NFIP Manual  See NFIP Manual, Part 1, 1-O4 and Section 10.!

242 Automation Matters

243 See NFIP Manual  See NFIP Manual, Part 1, 1-O4 and 4-OS.!

244A Hostage Rescue Team - International Terrorism  IT! Matters

244B Operations and Training - IT Matters

244C Swat Operations - IT Matters

244D Tactical Helicopter Program - IT Matters

244E Hostage Rescue Team - Domestic Terrorism  DT! Matters

244F Operations and Training - DT Matters
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244G Swat Operations - DT Matters

244H Tactical Helicopter Program - DT Matters

245A Organized Crime Drug Enforcement  OCDE! Task Force - LCN and Italian Organizations -
Cases directed against the LCN, Sicilian Mafia, La Camorra, and &#39;Ndrangheta criminal

organizations

245B Organized Crime Drug Enforcement  OCDE! Task Force - Centralf South American
Organizations - Cases directed against Central American and South American criminal

organizations

245C Organized Crime Drug Enforcement  OCDE! Task Force - Mexican Organizations - Cases
directed against Mexican criminal groups

245D Organized Crime Drug Enforcement  OCDE! Task Force - Gangs - Cases directed against
major violent drug gangs and violent street gangs such as the Bloods, Crips a.nd Black Gangster
Disciple Nation; outlaw motorcycle gangs such as the Hells Angels, Outlaws, and Bandidos; or
other significant emerging gangs Whose principal criminal activities involve drug trafficking and
related violence

245E Organized Crime Drug Enforcement  OCDE! Task Force - Asian Organizations - Cases
directed against Asian criminal organizations

245F Organized Crime Drug Enforcement  OCDE! Task Force - Other Major Criminal
Organizations - Cases directed against other major criminal organizations. These organizations
must be Well-organized, multijurisdictional in operational scope, and of national signi�cance and
in�uence. The characterization of these organizations must be fully documented and corroborated.

245G Organized Crime Drug Enforcement  OCDE! Task Force - African Organizations - Cases
directed against African criminal groups

245H Organized Crime Drug Enforcement  OCDE! Task Force Eurasian Organizations - Cases
directed against Russian, Eastern European, and Eurasian criminal organizations

2451 Organized Crime Drug Enforcement  OCDE! Task Force - Caribbean Organizations - Cases
directed against Caribbean criminal organizations

245J Organized Crime Drug Enforcement  OCDE! Task Force - Alien Smuggling Investigations

245K Organized Crime Drug Enforcement  OCDE! Task Force - Money Laundering - Drugs 245M
Organized Crime Drug Enforcement  OCDE! Task Force - Balkan Organizations  See MIOG,
Introduction, 2-1.6.5, and Part 1, 92-9 and 245-10; Part 2, 34-6.3.!

245N Organized Crime Drug Enforcement  OCDE! Task Force - Middle Eastern Criminal

Enterprises

248A See NFIP Manual 248B See NFIP Manual 248C See NFIP Manual 248D See NFIP Manual

248Q See NFIP Manual  See NFIP Manual, Part 1, 1-O4 and Section 11.!
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249 Environmental Crimes - All investigations involving violations of Environmental Crimes
statutes, including Environmental Crimes - Indian Country, and also the mishandling of special
nuclear materials and Waste products which is provided for under the Atomic Energy Act  See
MIOG, Part 2, 20-3�!.!

250 Tampering with Consumer Products  See MIOG, Introduction, 2- 1.6.4; Part 2, 34-6.3.!

251A Controlled Substances - Robbery

251B Controlled Substances - Burglary  See MIOG, Introduction, 2-1.6.4, Part 1, 251-9.!

252A National Center for the Analysis of Violent Crime  NCAVC! - Violent Criminal

Apprehension Program

252B NCAVC - Criminal Investigative Analysis Program

252C NCAVC - Research and Development Program

252D NCAVC - Training Program

252E NCAVC - Arson and Bombing Investigative Services Program

252F Crisis Management Program

252G Crisis Negotiation Program  See MIOG, Introduction, 2-1.6.4, Part 1, 252-12, 252-13.!

253A Fraud and Related Activity - Passport/Visa/Identity Documents - Domestic Terrorism

253B FRAID - Fugitive Subprogram

253C FRAID - All Other Matters - Government Reservation Crimes Subprogram

253E Fraud and Related Activity - Identi�cation Documents - Substantial Internet Connection

253F Fraud and Related Activity - Passport/Visa/Identity Documents - International Terrorism

253G Fraud and Related Activity - Passport/Visa/Identity Documents - White Collar Crime -
Nontinancial Institution  See MIOG, Part 1, 253-2.11, 253-3.8; Part 2, 34-6.3.!

254A Destruction of Energy Facilities

254D Hazardous Liquid Pipeline Safety Act  HLPSA!  See MIOG, Part 1, 254-7, 254-11.!

256B Hostage Taking by Domestic Terrorists

256C Hostage Taking - Nonterrorism Related  See MIOG, Introduction, 2-1.6.4, Part 1, 256-10
Part 2, 34-6.3.!

258A Credit and/or Debit Card Fraud - Loss in excess of $25,000

258B Credit and/or Debit Card Fraud - Loss of $25,000 or less

258C Credit and/or Debit Card Fraud - Substantial Internet Connection  See MIOG, Part 1, 258-8
Part 2, 20-3�!, 34-6.3.!

259A Security Clearance Investigative Program - Classi�ed Information Procedures Act

259B Security Clearance Investigative Program - Foreign Intelligence Surveillance Act
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259C Security Clearance Investigative Program - Joint Task Forces

259D Security Clearance Investigative Program - Others

259E Security Clearance Investigative Program - Periodic Reinvestigations/� Security Clearances
 See MIOG, Introduction, 2-2.4.3, Part 1, Section 259, Correspondence Guide - Field, 1-17.!

260A Industrial Security Program - Personnel Clearance

260B Industrial Security Program - Facility Clearance

260C Industrial Security Program - Nonclassified Personnel/Access

260D Industrial Security Program - Other

260E Industrial Security Program - Personnel Clearance - Reinvestigations

26OF Industrial Security Program - Contract Linguist Program  See MIOG, Introduction, 2-2.4.3
Part 1, Section 260, Correspondence Guide - Field, 1-17.!

261A IAP - Information Assurance Program

261B Security Officer Matters - Security Education, Training, and Awareness

261C IAP - Enterprise Security Operations Center  ESOC!

261D Security Officer Matters - Physical Security

261E Security Officer Matters - Operations Security

261F Security Officer Matters - Emergency Plans

261G Security Officer Matters - Other  See MIOG, Introduction, 2-2.4.3, Part 1, 261-2;
Correspondence Guide - Field, 1-17; NFIP Manual, Part 1, 1-O4.!

263A Office of Professional Responsibility  OPR! Matters - Nondelegated Investigations  those
matters investigated by FBIHQ OPR Personnel or AIIPS!

263B OPR Matters - Delegated Investigation Only  those matters wherein the investigation has
been delegated to the field office or division

263C OPR Matters - Delegated Investigation/Adjudication  those lower-level offenses wherein
both the investigation and adjudication have been delegated to the field office or division!

263D OPR Matters - OIG Investigations  those matters being investigated by the OIG!

266H Act of Terrorism  AOT!-DT-Anarchist Extremists

266I AOT-DT-Animal Rights/Ecological Extremism

266] AOT-DT-Anti Abortion Extremists

266K AOT-DT-Black Separatist Extremists

266L AOT-DT-Fugitive

266M AOT-DT-Militia/ Sovereign Citizen Extremists

SENSITIVE

22



SENSITIVE

Man]-1]!: MAOPP2 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 2

266N AOT-DT-White Supremacist Extremists

266O ATO-DT-Predicate Offense-Other

267 Drug-Related Homicide  See MIOG, Part 1, 267-8; Part 2, 34-6.3.!

268 Engineering Technical Matters - FCI Matters

269 Engineering Technical Matters - Non-FCI Matters

270A Cooperative Witnesses - Organized Crime

270B Cooperative Witnesses - General Criminal

270C Cooperative Witnesses - Domestic Terrorism

270D Cooperative Witnesses - White-Collar Crime

270F Cooperative Witnesses - Drugs

270G Extraterritorial International Terrorism  IT! - Cooperative Witnesses

270I Cooperative Witnesses - Civil Rights

270J Cooperative Witnesses - Computer Intrusions

270K Cooperative Witnesses - Cyber Crime Program

270L Cooperative Witnesses - Major Theft

270M Cooperative Witnesses - Violent Gangs  See MIOG, Part 1, 270-3.!

271 See NFIP Manual, Part 1, 1-04 and 4-07

272A Money Laundering - Organized Crime

272B Money Laundering - White Collar Crime Program

272C Money Laundering - VC Matters

272D Money Laundering, Unknown SUA - White Collar Crime Program

272E Money Laundering, targeting industries or facilities - White Collar Crime Program

272F Money Laundering - Drugs  See MIOG, Part 1, 272-8.1 and 272-8.2.!

273 Adoptive Forfeiture Matter - Americas Criminal Enterprise Program  See MIOG, Part 1, 273-1,
274-1, 275-1, 276-1, 277-1.!

274 Adoptive Forfeiture Matter - Transnational Criminal Enterprise Program  See MIOG, Part 1,
273-1, 274-1, 275-1, 276-1, 277-1.!

275 Adoptive Forfeiture Matter - White-Collar Crime  See MIOG, Part 1, 273-1, 274-1, 275-1,

276-1, 277-1.!

276 Adoptive Forfeiture Matter - Violent Crime  See MIOG, Part 1, 273-1, 274-1, 275-1, 276-1,

277-1.!
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277 Adoptive Forfeiture Matter - Counterterrorism  See MIOG, Part 1, 273-1, 274-1, 275-1, 276-1,

277-1.!

278 President&#39;s Intelligence Oversight Board  PIOB! Matters  See MAOP, Part 1, 1-22; NFIPM,
Part 1, 1-04, 2-56, and 3-08.!

279A Weapons of Mass Destruction - Use, Possession, Transfer, Production, Transport - Domestic
Terrorism

279B Weapons of Mass Destruction - Threaten or Attempt to Use, Possess, Produce or Transport -
Domestic Terrorism

279D Weapons of Mass Destruction - Use, Possession, Transfer, Production, Transport -
International Terrorism

279E Weapons of Mass Destruction - Threaten or Attempt to Use, Possess, Produce or Transport -
International Terrorism  See MIOG, Part 1, 279-15; Part 2, 34-6.3.!

280A EEO Investigations  FBIHQ Use Only Except for TURK!

280B EEO Counseling  TURK Use Only!

280C EEO Conferences  TURK Use Only!

280D EEO Administrative

280E EEO Reasonable Accommodation Matters

280F EEO Alternative Dispute Resolution Matters  See MAOP, Part 1, 4-5.3; Part 2, 3-3.2 and 3-
4.5; MIOG, Part 1, 280-1.!

281A Criminal Enterprise - LCN and Italian Organizations - Cases directed against the LCN,
Sicilian Mafia, La Camorra, a.nd &#39;Ndrangheta criminal organizations

281B Criminal Enterprise - Centralf South American Organizations - Cases directed against Central
American and South American criminal organizations

281C Criminal Enterprise - Mexican Organizations - Cases directed against Mexican criminal

groups

281D Criminal Enterprise - Violent Gangs

281E Criminal Enterprise - Asian Organizations - Cases directed against Asian criminal

organizations

281F Criminal Enterprise - Other Major Criminal Organizations - Cases directed against other
major criminal organizations. These organizations must be well-organized, multijurisdictional in
operational scope, and of national signi�cance and in�uence The characterization of these
organizations must be fully documented and corroborated.

281G Criminal Enterprise - African Organizations - Cases directed against African criminal groups

281H Criminal Enterprise - Eurasian Organizations - Cases directed against Russian, Eastern
European, and Eurasian criminal organizations
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281I Criminal Enterprise - Caribbean Organizations - Cases directed against Caribbean criminal

organizations

281J Criminal Enterprise - Alien Smuggling Investigations

281M Criminal Enterprise - Balkan Organizations  See MIOG, Part 1, 92-9 and 281-3.! 281N
Criminal Enterprise - Middle Eastern

282A Civil Rights - Color of Law - Force and/or Violence

282B Civil Rights - Color of Law - Nonbrutality

282C Civil Rights - Color of Law - Force and/or Violence - Indian Country

282D Civil Rights - Color of Law - Nonbrutality - Indian Country  See MIOG, Part 1, 198-1.5,

282-2.1, 282-2.2, 282-4, 282-5, 282-5.2, 282-6, 282-7, 282-7.2; Part 2, 34-6.3.!

283A See NFIP Manual

283B See NFIP Manual

283C See NFIP Manual

283D See NFIP Manual

283Q See NFIP Manual  See NFIP Manual, Part 1, 1-O4 and Section 15.!

284A See NFIP Manual

284B See NFIP Manual

284C See NFIP Manual

284D See NFIP Manual

284E See NFIP Manual

284F See NFIP Manual

284G See NFIP Manual

284H See NFIP Manual

2841 See NFIP Manual

284J See NFIP Manual

284K See NFIP Manual

284Q See NFIP Manual

284X See NFIP Manual  See NFIP Manual, Part 1, 1-04 and Section 22.!

285A See NFIP Manual 285B See NFIP Manual 285C See NFIP Manual  See NFIP Manual, Part 1
1-O4 and Section 22.!

286A Freedom of Access to Clinic Entrances Act of 1994  FACE! - Force and/or Intimidation

Against Person s!
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286B FACE - Threat of Force or Intimidation Against Person s!

286C FACE - Property Damage and/or Destruction Only 286E FACE - Civil Action  See MIOG,
Part 1, 286-2.1, 286-2.2, 286-2.3, 286-2.4, 286-2.5, 286-4, 286-8; Part 2, 34-6.3.!

288A Computer Intrusions - Criminal Matters

288B Computer Intrusions - CI Matters

288C Technical Support to White Collar Crime Program

288D Technical Support to Violent Crime Program

288E Technical Support to Criminal Enterprise Program

288F Technical Support to CI Program

288G Technical Support to Domestic Terrorism Program

288H Technical Support to Civil Rights Program

2881 National HUMINT Collection Directive  NHCD!  See MIOG, Part 1, 288-3, 288-6, 288-8,
288-11; Part 2, 34-6.3.!

288J Computer Intrusions - IT Matters

288K Computer Intrusions - DT Matters

288L Technical Support to IT Program

289A Witness Security Program - Organized Crime

289B Witness Security Program - General Criminal

289C Witness Security Program - Domestic Terrorism

289D Witness Security Program - White Collar Crime

289F Witness Security Program - Drugs

289G Witness Security Program - International Terrorism

289H Witness Security Program - Non-FBI Sponsored Past or Present Participants

290 Alien Terrorist Removal Court  ATRC!

292 Domestic Emergency Security Team  DEST!

293 See NFIP Manual  See NFIPM, Part 1, 1-04 and 19-12.!

295A Theft of Trade Secrets - Non-State Sponsored

295B Copyright Infringement - Computer Software Matters

295C Copyright Infringement - Other Matters

295D Trademark Infringement 295E Copyright Infringement/ Signal Theft Matters  See MIOG,
Part 1, 295-1.8, 295-2.13, 295-3.9, 295-4.9; Part 2, 34-6.3.!

296 Integrity Committee Matters
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297 Inspection Matters

298 National Sex Offender Registry  NSOR! - Violations

300A Counterterrorism  CT! Preparedness - Special Events

300B CT Preparedness - Aviation Security 300C CT Preparedness - Other

300H CT Preparedness - WMD Preparedness  See MIOG Part 1 300-1 300-2 300-3 300-6 !

300I CT Preparedness - Deployment and Logistical Readiness

301 Missing Persons DNA Database

302A See NFIP Manual

302B See NFIP Manual

302C See NFIP Manual 302D See NFIP Manual

302Q See NFIP Manual  See NFIPM, Part 1, 1-04.!

303A See NFIP Manual

303B See NFIP Manual

303C See NFIP Manual

303D See NFIP Manual

303Q See NFIP Manual  See NFIPM, Part 1, 1-04.!

304A See NFIP Manual

304B See NFIP Manual 304C See NFIP Manual 304D See NFIP Manual 304Q See NFIP Manual

 See NFIPM, Part 1, 1-04.!

305A Innocent Images National Initiative - Egroup/Organizations/Enterprises for Pro�t

305B Innocent Images National Initiative - Travelers/Enticement

305C Innocent Images National Initiative - Producers/Manufactures/ Traders of CP

305D Innocent Images National Initiative - Possessors of CP

305E Innocent Images National Initiative - Training  See MIOG Part 1 305-4 Part 2 34-6 3 !

306 Serial Killings  See MIOG, Part 2, 34-6.3.!

307A See NFIP Manual

307B See NFIP Manual

307C See NFIP Manual

307D See NFIP Manual

307E See NFIP Manual

307F See NFIP Manual
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307G See NFIP Manual

307H See NFIP Manual  See NFIPM, Part 1, 1-04.!

308A Evidence Response Team  ERT! Administrative Matter

308B ERT Training Received

308C ERT Training Provided - Domestic Training

308D ERT Training Provided - International Training

308E ERT Crime Scene - Violent Crime

308F ERT Crime Scene - Americas Criminal Enterprise Program

308G ERT Crime Scene - White Collar Crime

308H ERT Crime Scene - Domestic Terrorism

308I ERT Crime Scene - Intemational Terrorism

308J ERT Crime Scene - Police Assistance

308K ERT Crime Scene - Other

308L ERT Crime Scene - Cyber Crime  See MIOG, Part l 308 4 !

309A Human Rights Offenses - Genocide

309B Human Rights Offenses - Torture

309C Human Rights Offenses - War Crimes

310A See NFIP Manual

310B See NFIP Manual

310C See NFIP Manual

3 l0D See NFIP Manual

3 l0Q See NFIP Manual  See NFIPM, Part l, l-04.!

3 l lA See NFIP Manual

311B See NFIP Manual

3 l lC See NFIP Manual

3 l lD See NFIP Manual

3 l lE See NFIP Manual

311F See NFIP Manual

3 l lG See NFIP Manual

3 l lH See NFIP Manual

3 l lI See NFIP Manual
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311J See NFIP Manual

311Q See NFIP Manual  See NFIPM, Part 1, 1-O4.!

312A Cyber Crime - Training Received

312B Cyber Crime - Training Provided

314 Infragard

315A See NFIP Manual

315B See NFIP Manual

315C See NFIP Manual

315D See NFIP Manual

315E See NFIP Manual

3 15F See NFIP Manual

315G See NFIP Manual

3 15H See NFIP Manual

3 l5I See NFIP Manual

315.1 See NFIP Manual

315K See NFIP Manual

3 15L See NFIP Manual

315M See NFIP Manual

3 l5N See NFIP Manual

3150 See NFIP Manual

3 l5P See NFIP Manual

3 l5Q See NFIP Manual

315R See NFIP Manual

315$ See NFIP Manual

315T See NFIP Manual  See NFIP Manual, Sections l- � and 19.!

316A Internet Extortion

316B Internet Gamblingf Advertising

316C Illegal Internet Financing/Money Laundering

316D Internet Obscenity

318A Corporate Fraud

318B Prime Bank and High Yield Investment Fraud
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318C Market Manipulation

318D Insider Trading

318E Other Security/Commodities Fraud Matters  See MIOG, Part 1, 318-1.2, 318- 1.6, 318-4.2
Part 2, 34-6.3.!

319A Payroll and Pay Administration Records

319B Procurement, Supply, a.nd Grant Records

319C Property Disposal Records

319D Budget Preparation, Presentation, and Apportionment Records

319E Accountable Officer&#39;s Accounts Records

319F Expenditure Accounting Records

319G Stores, Plant, and Cost Accounting Records

319H Travel and Transportation Records

3191 Motor Vehicle Maintenance and Operations Records

319] Space and Maintenance Records

319K Communications Records

319L Printing, Binding, Duplication, and Distribution Records

319M Information Services Records

319N Housing Records

319O Administrative Management Records

319P Cartographic, Aerial Photographic, Architectural, and Engineering Records

319Q Security and Protective Services Records

319R Electronic Records

319$ Audiovisual Records

319T Records Common to Most Of�ces Within Agencies

319U Information Technology Operations a.nd Management Records

319V Ethics Program Records

319W Policy Files

3 19X Organizational Records

319Y Temporary Commission Records

321A Evidence Administration and Management
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321B ELSUR Administration and Management

321C Special Operations Groups

321D Bureau Aircraft Operations

321E Foreign Language Program Records

322 Bioterrorism Risk Assessment Matters

323A Hazardous Material Response Team  HMRT! Administrative Matters

323B HMRT Training Received

323C HMRT Training Provided - Domestic Training

323D HMRT Training Provided - International Training

323E HMRT Operational Deployments

323F HMRT Special Event Deployments

323G HMRT Assistance Provided to Other Agencies

323H HMRT Threat Assessments

323I HMRT Other

800A Intelligence Program Management

800B Intelligence Training Received

800C Intelligence Training Provided

800D Intelligence Briefing/Liaison

800E Human Source Coordination

801A Intelligence Collection Management-Counterterrorism

801B Intelligence Analysis/Production-Counterterrorism

802A Intelligence Collection Management-Counterintelligence

802B Intelligence Analysis/Production-Counterintelligence

803A Intelligence Collection Management-Cyber

803B Intelligence Analysis/Production-Cyber

804A Intelligence Collection Management-Criminal

804B Intelligence Analysis/Production-Criminal

805A Intelligence Collection Management-Other DNI Requirements

805B Intelligence Analysis/Production-Other DNI Requirements

806 HUMINT Collection-Other DNI Foreign Intelligence Requirements

* * Another federal agency has the primary investigative responsibility in these classifications
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3-1.2 FBI Classifications and Subdivided Classifications by Program
NATIONAL FOREIGN INTELLIGENCE PROGRAM FOREIGN COUNTERINTELLIGENCE

 See National Foreign Intelligence Program  NFIP! Manual, Pan; 1 1-04 !

lI FCI - Training Received

lJ FCI - Training Provided  See MAOP, Pa� 2, 3-3.2 �! 3-4 5 �! MIOG, Part l 1-4, Legal
Attache Manual, Part 1, 2-13.5.!

64A SEE NFIP MANUAL

64B SEE NFIP MANUAL

64C SEE NFIP MANUAL

64D SEE NFIP MANUAL

64E SEE NFIP MANUAL

64F SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 Sectlon 2 and 4 !

65A SEE NFIP MANUAL

65B SEE NFIP MANUAL

65C SEE NFIP MANUAL

65D SEE NFIP MANUAL

65E SEE NFIP MANUAL

65F SEE NFIP MANUAL

65G SEE NFIP MANUAL

65H SEE NFIP MANUAL

65I SEE NFIP MANUAL

65J SEE NFIP MANUAL

65K SEE NFIP MANUAL

65L SEE NFIP MANUAL

65M SEE NFIP MANUAL

65N SEE NFIP MANUAL

65O SEE NFIP MANUAL

65P SEE NFIP MANUAL

65Q SEE NFIP MANUAL

65R SEE NFIP MANUAL

65S SEE NFIP MANUAL
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6ST SEE NFIP MANUAL

65U SEE NFIP MANUAL

65V SEE NFIP MANUAL

65W SEE NFIP MANUAL

65X SEE NFIP MANUAL

65Y SEE NFIP MANUAL

65Z SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-04, Sectlon 20 !

97A SEE NFIP MANUAL

97B SEE NFIP MANUAL

97C SEE NFIP MANUAL

97D SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-04 and 4-02 !

102A SEE NFIP MANUAL

102B SEE NFIP MANUAL

102C SEE NFIP MANUAL

102D SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-04 and MIOG, Part 1 Sectlon 102 !

105A SEE NFIP MANUAL

105B SEE NFIP MANUAL

105C SEE NFIP MANUAL

105D SEE NFIP MANUAL

105E SEE NFIP MANUAL

105F SEE NFIP MANUAL

105G SEE NFIP MANUAL

105H SEE NFIP MANUAL

1051 SEE NFIP MANUAL

105.1 SEE NFIP MANUAL

105Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1 04 and Sectlon 6 !

105S See NFIP Manual

108A SEE NFIP MANUAL

108B SEE NFIP MANUAL

108C SEE NFIP MANUAL

108D SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-04 and MIOG, Part 1 Sectlon 108 !
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109A SEE NFIP MANUAL

109B SEE NFIP MANUAL

109C SEE NFIP MANUAL

109D SEE NFIP MANUAL  See NFIP Manual, Pa11 1, 1-O4, 21nd MIOG, Pa11 1, Section 109.!

110A SEE NFIP MANUAL

110B SEE NFIP MANUAL

110C SEE NFIP MANUAL

110D SEE NFIP MANUAL  See NFIP Manual, Pa11 1, 1-O4, 21nd MIOG, Pa11 1, Section 110.!

111A SEE NFIP MANUAL

111B SEE NFIP MANUAL

111C SEE NFIP MANUAL

111D SEE NFIP MANUAL  See NFIP Manual, Pa11 1, 1-O4, 21nd MIOG, Pa11 1, Section 111.!

112A SEE NFIP MANUAL

112B SEE NFIP MANUAL

112C SEE NFIP MANUAL

112D SEE NFIP MANUAL  See NFIP Manual, Pa11 1, 1-O4, and MIOG, Pa11 1, Section 112.!

113A SEE NFIP MANUAL

113B SEE NFIP MANUAL

113C SEE NFIP MANUAL

113D SEE NFIP MANUAL  See NFIP Manual, Pa11 1, 1-O4, and MIOG, Pa11 1, Section 113.!

134A SEE NFIP MANUAL

134B SEE NFIP MANUAL

134C SEE NFIP MANUAL

134H SEE NFIP MANUAL

134I SEE NFIP MANUAL

134J SEE NFIP MANUAL

134L SEE NFIP MANUAL

134M SEE NFIP MANUAL

134N SEE NFIP MANUAL

134O SEE NFIP MANUAL

134P SEE NFIP MANUAL
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134Q SEE NFIP MANUAL

134S SEE NFIP MANUAL

134T SEE NFIP MANUAL

134U SEE NFIP MANUAL

134V SEE NFIP MANUAL

134W SEE NFIP MANUAL

134X SEE NFIP MANUAL

134Z SEE NFIP MANUAL  See NFIP Manual, Pa� 1, 1 04 and Sectlon 27 !

200A SEE NFIP MANUAL

200B SEE NFIP MANUAL

200C SEE NFIP MANUAL

200D SEE NFIP MANUAL

200E SEE NFIP MANUAL

200F SEE NFIP MANUAL

200G SEE NFIP MANUAL

200H SEE NFIP MANUAL

2001 SEE NFIP MANUAL

2001 SEE NFIP MANUAL

200M SEE NFIP MANUAL

200N SEE NFIP MANUAL

200P SEE NFIP MANUAL

200Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1 04 and Sectlon 7 !

202A SEE NFIP MANUAL

202B SEE NFIP MANUAL

202C SEE NFIP MANUAL

202D SEE NFIP MANUAL  See NFIP Manual, Part 1, 1 04 and Sectlon 8 !

202Q See NFIP Manual

203A SEE NFIP MANUAL

203B SEE NFIP MANUAL

203C SEE NFIP MANUAL

203D SEE NFIP MANUAL
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203Q SEE NFIP MANUAL

203X SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 and Section 23.!

212A SEE NFIP MANUAL

212B SEE NFIP MANUAL

212C SEE NFIP MANUAL

212D SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 and 3-O8.!

220A SEE NFIP MANUAL

220B SEE NFIP MANUAL

220C SEE NFIP MANUAL

220D SEE NFIP MANUAL

22OQ SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 and Section 13.!

221A SEE NFIP MANUAL

221B SEE NFIP MANUAL

221C SEE NFIP MANUAL

221D SEE NFIP MANUAL

221Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 and Section 12.!

222A SEE NFIP MANUAL

222B SEE NFIP MANUAL

222C SEE NFIP MANUAL

222D SEE NFIP MANUAL

222Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 and Section 14.!

223A SEE NFIP MANUAL

223B SEE NFIP MANUAL

223C SEE NFIP MANUAL

223D SEE NFIP MANUAL

223Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 and Section 9.!

225A SEE NFIP MANUAL

225B SEE NFIP MANUAL

225C SEE NFIP MANUAL

225D SEE NFIP MANUAL

225P SEE NFIP MANUAL
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225Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 and Section 17.!

227A SEE NFIP MANUAL

227B SEE NFIP MANUAL

227C SEE NFIP MANUAL

227D SEE NFIP MANUAL

227Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 and Section 16.!

228A SEE NFIP MANUAL

228B SEE NFIP MANUAL

228C SEE NFIP MANUAL

228D SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 and Section 10.!

243 SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-04 and 4-05.!

248A SEE NFIP MANUAL

248B SEE NFIP MANUAL

248C SEE NFIP MANUAL

248D SEE NFIP MANUAL

248Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 and Section 11.!

271 SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-04 and 4-07.!

283A SEE NFIP MANUAL

283B SEE NFIP MANUAL

283C SEE NFIP MANUAL

283D SEE NFIP MANUAL

283Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 and Section 15.!

284A SEE NFIP MANUAL

284B SEE NFIP MANUAL

284C SEE NFIP MANUAL

284D SEE NFIP MANUAL

284E SEE NFIP MANUAL

284F SEE NFIP MANUAL

284G SEE NFIP MANUAL

284H SEE NFIP MANUAL

2841 SEE NFIP MANUAL
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284.1 SEE NFIP MANUAL

284K SEE NFIP MANUAL

284Q SEE NFIP MANUAL

284X SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 a.nd Section 22.!

285A SEE NFIP MANUAL

285B SEE NFIP MANUAL

285C SEE NFIP MANUAL  See NFIP Manual, Parl; 1, 1-O4 and Section 22.!

302A SEE NFIP MANUAL

302B SEE NFIP MANUAL

302C SEE NFIP MANUAL

302D SEE NFIP MANUAL

302Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-04.!

303A SEE NFIP MANUAL

303B SEE NFIP MANUAL

303C SEE NFIP MANUAL

303D SEE NFIP MANUAL

303Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4.!

304A SEE NFIP MANUAL

304B SEE NFIP MANUAL

304C SEE NFIP MANUAL

304D SEE NFIP MANUAL

304Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-04.!

307G SEE NFIP MANUAL

307H SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4.!

310A SEE NFIP MANUAL

310B SEE NFIP MANUAL

310C SEE NFIP MANUAL

310D SEE NFIP MANUAL

31OQ SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4.!

311A SEE NFIP MANUAL

311B SEE NFIP MANUAL
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311C SEE NFIP MANUAL

311D SEE NFIP MANUAL

311E SEE NFIP MANUAL

3 1 1F SEE NFIP MANUAL

311G SEE NFIP MANUAL

311H SEE NFIP MANUAL

3 1 lI SEE NFIP MANUAL

3 1 lJ SEE NFIP MANUAL

311Q SEE NFIP MANUAL  See NFIP Manual, Part 1, 1-O4 !

NATIONAL FOREIGN INTELLIGENCE PROGRAM - INTERNATIONAL TERRORISM  See
NFIP Manual, Part 1, 1-O4.!

1K Intemational Terrorism - Training Received

1L Intemational Terrorism - Training Provided  See MAOP, Pait 2 3-3 2 �! 3-4 5 �! MIOG,
Pait 1, 1-4; Legal Attache Manual, Part 1, 2-13.5.!

117B Atomic Energy Act - Intemational Terrorism

134D SEE NFIP MANUAL

134E SEE NFIP MANUAL

l34F SEE NFIP MANUAL

134G SEE NFIP MANUAL

134K SEE NFIP MANUAL

l34Y SEE NFIP MANUAL

137G Informants - Extraterritorial - International Terrorism  See MIOG Part 1 137-3 !

163I Foreign Police Cooperation - International Terrorism  See MIOG, Part 1 163-6 �! and
MAOP, Pait 2, 10-23.!

244A Hostage Rescue Team - International Terrorism  IT! Matters

244B Operations and Training - IT Matters

244C Swat Operations - IT Matters

244D Tactical Helicopter Program - IT Matters

253F Fraud and Related Activity - Passport/Visa/Identity Documents - Intemational Terrorism

270G Extraterritorial Intemational Terrorism  IT! - Cooperative Witnesses

279D Weapons of Mass Destruction - Use, Possession, Transfer Production, Transport -
Intemational Terrorism
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279E Weapons of Mass Destruction - Threaten or Attempt to Use, Possess, Produce or Transport -
International Terrorism  See MIOG, Part 1, 279-15.!

289G Witness Security Program - International Terrorism

290 Alien Terrorism Removal Court  ATRC!

293 SEE NFIP MANUAL

307A SEE NFIP MANUAL

307B SEE NFIP MANUAL

307C SEE NFIP MANUAL

307D SEE NFIP MANUAL

307E SEE NFIP MANUAL

307F SEE NFIP MANUAL

3081 Evidence Response Team  ERT! Crime Scene - Intemational Terrorism  See MIOG, Part 1

308-4.!

309A Human Rights Offenses - Genocide 309B Human Rights Offenses - Torture 309C Human
Rights Offenses - War Crimes

315A SEE NFIP MANUAL

315B SEE NFIP MANUAL

315C SEE NFIP MANUAL

315D SEE NFIP MANUAL

315E SEE NFIP MANUAL

315F SEE NFIP MANUAL

315G SEE NFIP MANUAL

315H SEE NFIP MANUAL

3151 SEE NFIP MANUAL

315.1 SEE NFIP MANUAL

315K SEE NFIP MANUAL

315L SEE NFIP MANUAL

315M SEE NFIP MANUAL

315N SEE NFIP MANUAL

315O SEE NFIP MANUAL

315P SEE NFIP MANUAL

315Q SEE NFIP MANUAL
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315R SEE NFIP MANUAL

315S SEE NFIP MANUAL

315T SEE NFIP MANUAL

NATIONAL FOREIGN INTELLIGENCE PROGRAM - FBI SECURITY

67E Personnel Files/Reinvestigations of FBI Personnel  See MIOG, Part 1, 67-11, 67-11.1.1, 67-
11.1.2, Section 259, 261.!

259A Security Clearance Investigative Program - Classi�ed Information Procedures Act

259B Security Clearance Investigative Program - Foreign Intelligence Surveillance Act

259C Security Clearance Investigative Program - Joint Task Forces

259D Security Clearance Investigative Program - Others

259E Security Clearance Investigative Program - Periodic Reinvestigations/ Security Clearances
 See MIOG, Introduction, 2-2.4.3, Part 1, Section 259, Correspondence Guide - Field, 1-17.!

260A Industrial Security Program - Personnel Clearance

260B Industrial Security Program - Facility Clearance

260C Industrial Security Program - Nonclassified Personne1/ Access

260D Industrial Security Program - Other

260E Industrial Security Program - Personnel Clearance - Reinvestigations

260F Industrial Security Program - Contract Linguist Program  See MIOG, Introduction, 2-2.4.3,
Part 1, 260-1, 260-2, 260-3, 260-4, 260-5, 260-6; Correspondence Guide - Field, 1-17.!

261A IAP - Information Assurance Program

261B Security Officer Matters - Security Education, Training, and Awareness

261C IAP - Enterprise Security Operations Center  ESOC!

261D Security Officer Matters - Physical Security

261E Security Officer Matters - Operations Security  OPSEC!

261F Security Officer Matters - Emergency Plans

261G Security Officer Matters - Other  See MIOG, Introduction, 2-2.4.3, Part 1, Section 261;
Correspondence Guide - Field, 1-17; NFIP Manual, Part 1, 1-04.!

800A Intelligence Program Management

800B Intelligence Training Received

800C Intelligence Training Provided

800D Intelligence Briefing/Liaison

800E Human Source Coordination
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801A Intelligence Collection Management-Counterterrorism

801B Intelligence Analysis/Production-Counterterrorism

802A Intelligence Collection Management-Counterintelligence

802B Intelligence Analysis/Production-Counterintelligence

803A Intelligence Collection Management-Cyber

803B Intelligence Analysis/Production-Cyber

804A Intelligence Collection Management-Criminal

804B Intelligence Analysis/Production-Criminal

805A Intelligence Collection Management-Other DNI Requirements

805B Intelligence Analysis/Production-Other DNI Requirements

806 HUMINT Collection-Other DNI Foreign Intelligence Requirements

COMPUTER INTRUSION PROGRAM

1M Computer Intrusions - Training Received

1N Computer Intrusions - Training Provided  See MAOP, Part 2, 3-3.2 �!, 3-4.5 �!; MIOG, Part 1
1-4; Legal Attache Manual, Part 1, 2-13.5.!

134R Computer Intrusions - SEE NFIP MANUAL

137.1 Informants - Computer Intrusions  See MIOG, Part 1, 137-3.!

l63L Foreign Police Cooperation - Computer Intrusions  See MIOG, Part 1, 163-6 �!, and MAOP,
Part 2, 10-23.!

270.1 Cooperative Witnesses - Computer Intrusions

288A Computer Intrusions - Criminal Matters

288B Computer Intrusions - Counterintelligence  CI! Matters

288C Technical Support to White Collar Crime Program

288D Technical Support to Violent Crime Program

288E Technical Support to Criminal Enterprise Program

288F Technical Support to National Foreign Intelligence Program

288G Technical Support to Domestic Terrorism Program

288H Technical Support to Civil Rights Program

288I National Humint Collection Directive  NHCD!  See MIOG, Part 1, 288-3, 288-6, 288-8, 288-

11.!

288F Technical Support to CI Program

288.1 Computer Intrusions - IT Matters
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288K Computer Intrusions - DT Matters 288L Technical Support to IT Program

314 Infragard

CYBER CRIME PROGRAM  CCP! - INTERNET FRAUD  IF!

92U Racketeering Enterprise Investigations - Internet Fraud  See MIOG, Part 1, 92; Part 2, 34-6.3.!

137K Informants - Cyber Crime Program  See MIOG, Part 1, 137-3.!

139C Interception of Communications - Cyber Related  See MIOG, Part 1, 139-9; Part 2, 34-6.3.!

163K Foreign Police Cooperation - Cyber Crime  See MIOG, Part 1, 163-6 �!; MAOP, Part 2, 10-
23; Correspondence Guide, 1-17.!

196E Internet Fraud  See MIOG, Part 2, 20-3 �!, 34-6.3.!

270K Cooperative Witness - Cyber Crime Program

312A Cyber Crime - Training Received 312B Cyber Crime - Training Provided

CCP - IDENTITY THEFT  IT!

253E Fraud and Related Activity - Identi�cation Documents - Substantial Intemet Connection  See
MIOG, Part 2, 34-6.3.!

258C Credit and/or Debit Card Fraud - Substantial Internet Connection  See MIOG, Part 1, 258-8;
Part 2, 34-6.3.!

CCP - INTELLECTUAL PROPERTY RIGHTS INFRINGEMENT  IPR!

295A Theft of Trade Secrets - Non-State Sponsored

295B Copyright Infringement - Computer Software Matters

295C Copyright Infringement - Other Matters

295D Trademark Infringement

295E Copyright Infringementf Signal Theft Matters

295F Trademark and Copyright Infringement - Cyber Technology Matters  See MIOG, Part 1, 295-
1.8, 295-2.13, 295-3.9, 295-4.9; Part 2, 34-6.3.!

CCP - INNOCENT IMAGES NATIONAL INITIATIVE  IINI!

305A Innocent Images National Initiative - Egroups/ Organizations/ Enterprises for Profit

305B Innocent Images National Initiative - Travelers/Enticement

305C Innocent Images National Initiative - Producers/Manufacturers/Traders of Child Pomography

305D Innocent Images National Initiative - Possessors of Child Pornography

305E Innocent Images National Initiative - Training  See MIOG, Part 1, 305; Part 2, 34-6.3.!

CCP - OTHER

308L ERT Crime Scene - Cyber Crime
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316A Internet Extortion

316B Internet Gambling/Advertising

316C Illegal Internet Financing/Money Laundering

316D Internet Obscenity

DOMESTIC TERRORISM PROGRAM DOMESTIC TERRORISM OPERATIONS

2 Neutrality Matters

3 Overthrow or Destruction of the Government

14 Sedition

61 Treason; Misprision of Treason

98 Sabotage

100A Terrorism Enterprise Investigation - Domestic Terrorism

100B Terrorism Enterprise Investigation - International Terrorism

137C Informants - Domestic Terrorism  See MIOG, Part 1, 137-3.!

157 Civil Unrest  Civil Disorders and Demonstrators!

163C Foreign Police Cooperation - Domestic Terrorism Matters  See MIOG, Part 1, 163-6�!;
MAOP, Part 2, 10-23; Correspondence Guide - Field, 1-17.!

174A Actual & Attempted Bombings and Explosive Violations - Terrorism 174C All Other Cases
including Threats 174D Bomb Technician Activities  See MIOG, Part 1, 174-9; Part 2, 34-6.3.!

176 Anti-Riot Laws

183C Racketeer In�uenced and Corrupt Organizations - Terrorism

185 Protection of Foreign Officials and Guests

253A Fraud and Related Activity - Passport/Visa/Identity Documents - Domestic Terrorism  See
MIOG, Part 1, 253-2.11; Part 2, 34-6.3.!

256B Hostage Taking by Domestic Terrorists  See MIOG, Palt 1, 256-10; Part 2, 34-6.3.!

266H Act of Terrorism  AOT!-DT-Anarchist Extremists

266I AOT-DT-Animal Rights/Ecological Extremism

266J AOT-DT-Anti Abortion Extremists

266K AOT-DT-Black Separatist Extremists

266L AOT-DT-Fugitive

266M AOT-DT-Militia/ Sovereign Citizen Extremists

266N AOT-DT-White Supremacist Extremists

266O ATO-DT-Predicate Offense-Other
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270C Cooperative Witness - Domestic Terrorism

277 Adoptive Forfeiture Matter - Counterterrorism  See MIOG, Part 1, 273-1, 274-1, 275-1, 276-1,

277-1.!

289C Witness Security Program - Domestic Terrorism

292 Domestic Emergency Security Team  DEST!

308H Evidence Response Team Crime Scene - Domestic Terrorism  See MIOG, Part l, 308-4.!

DOMESTIC TERRORISM PROGRAM WEAPONS OF MASS DESTRUCTION OPERATIONS

117A Atomic Energy Act

279A Weapons of Mass Destruction - Use, Possession, Transfer, Production, Transport - Domestic
Terrorism

279B Weapons of Mass Destruction - Threaten or Attempt to Use, Possess, Produce or Transport -
Domestic Terrorism  See MIOG, Part 1, 279-15; Part 2, 34-6.3.!

DOMESTIC TERRORISM PROGRAM COUNTERTERRORISM PREPAREDNESS

1G Domestic Terrorism - Training Received

lH Domestic Terrorism - Training Provided  See MAOP, Part 2, 3-3.2 �!, 3-4.5 �!; MIOG, Palt l
1-4, 1-5.1, 300-6; Legal Attache Manual, Part l, 2-13.5.!

244E Hostage Rescue Team - Domestic Terrorism  DT! Matters

244F Operations and Training - DT Matters

244G Swat Operations - DT Matters

244H Tactical Helicopter Program - DT Matters

300A Counterterrorism  CT! Preparedness - Special Events

300B CT Preparedness - Aviation Security 300C CT Preparedness - Other

300H CT Preparedness - WMD Preparedness  See MIOG, Palt l, 300-1, 300-2, 300-3, 300-6.!

300I CT Preparedness - Deployment and Logistical Readiness

VIOLENT CRIME PROGRAM - CRIMES AGAINST CHILDREN

7B Kidnapping - International Parental Kidnaping Crime Act of 1993  IPKCA!

7C Child Abductions - No Ransom  See MIOG, Introduction, 2-1.6.4; Part l, 7-19; Part 2, 34-6.3.!

31C White Slave Traffic Act - Sexual Exploitation of Children

31E White Slave Traffic Act - Child Prostitution  See MIOG, Part 2, 34-6.3.!

70E Crime on Government Reservation - Sexual/Physical Abuse - Minor Child  See MIOG, Part 2,

34-6.3.!

88D Unlawful Flight to Avoid Prosecution, etc. - Parental Kidnapping
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88E Child Support Recovery Act  CSRA! Matters

145C Interstate Transportation of Obscene Matter - Broadcasting Obscene Language - Sexual
Exploitation of Children  See MIOG, Introduction, 2-1.6.4; Part 1, 305; Part 2, 34-6.3.!

298 National Sex Offender Registry - Violations

VIOLENT CRIME PROGRAM - FUGITIVE

62D Domestic Police Cooperation  See MIOG, Part l, 62-33�!.!

62E Fugitive Investigations for Other Federal Agencies

76 Escaped Federal Prisoner, etc. - A subject wanted for a crime of violence against the person
such as murder, manslaughter, forcible rape, robbery and aggravated assault; one convicted of such
a crime within the past �ve years or one who has been incarcerated after conviction for a crime of
violence and escapes from custody or supervision  parole, probation! prior to completion of his/her
sentence or term of supervision; or a subject wanted for a crime involving the loss or destruction of
property valued in excess of $25,000; one being sought for criminal charges involving in excess of
two ounces of heroin or cocaine, 1,000 pounds of marijuana or 10,000 dosage units of clandestinely
manufactured dangerous or hallucinogenic drugs; one convicted of the above crimes within the past
five years or one who has been incarcerated after conviction for such offenses and escapes from
custody or supervision  parole, probation! prior to completion of his/her sentence or term of
supewision; or all others  See MIOG, Part 2, 34-6.3.!

88A Unlawful Flight to Avoid Prosecution, etc. - A subject wanted for a crime of violence against
the person such as murder, manslaughter, forcible rape, robbery and aggravated assault; one
convicted of such a crime within the past �ve years or one who has been incarcerated after
conviction for a crime of violence and escapes from custody or supervision  parole, probation!
prior to completion of his/her sentence or term of supervision

88B Unlawful Flight to Avoid Prosecution, etc. - A subject wanted for a crime involving the loss or
destruction of property valued in excess of $25,000; one being sought for criminal charges
involving in excess of two ounces of heroin or cocaine, 1,000 pounds of marijuana or 10,000
dosage units of clandestinely manufactured dangerous or hallucinogenic drugs; one convicted of
the above crimes within the past five years or one who has been incarcerated after conviction for
such offenses and escapes from custody or supervision  parole, probation! prior to completion of
his/her sentence or term of supervision

88C Unlawful Flight to Avoid Prosecution, etc. - All others

253B Fraud and Related Activity in Connection with Identi�cation Documents  FRAID! - Fugitive
Subprogram  See MIOG, Part l, 253-2.11.!

VIOLENT CRIME PROGRAM - CRIMES IN INDIAN COUNTRY

92K Racketeering Enterprise Investigations - Indian Country  See MIOG, Part 2, 34-6.3.!

198A Indian Country - Death Investigations

198B Indian Country - Embezzlement and Fraud
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198C Indian Country - Burglary/Larceny/Theft

198D Indian Country - Gaming

198E Indian Country - Controlled Substance Act

l98F Indian Country - Sexual Abuse of a Child

198G Indian Country - Assaulting or Killing of a Federal Officer  AFO/KFO!

198H Indian Country - Domestic Violence

198K Indian Country - Vehicular Homicide

l98L Indian Country - Assault

198M Indian Country - Arson

198N Indian Country - Robbery

l98O Indian Country - Motor Vehicle Theft

l98P Indian Country - Trafficking in Indian Human Remainsf Cultural Items

l98Q Indian Country - Counterfeit Indian Arts and Crafts Board Trademark

l98S Indian Country - Rape

198T Indian Country - Training

198U Indian Country - Physical Abuse of a Child

198V Indian Country - All Others  See MIOG, Part 1, 198-1.5, 198-1.9, 198-2.6, 198-3.3, 198-4.8
198-5.8, 198-6.7, 198-6.8, 198-6.9, 198-7; Part 2, 34-6.3; MAOP, Part 2, 10-23; Correspondence
Guide - Field, 1-17.!

VIOLENT CRIME PROGRAM - SPECIAL JURISDICTION MATTERS

43 False Advertising or Misuse of Names to Indicate Federal Agency

43 Illegal Manufacture, Possession, or Wearing of Civil Defense Insignia

43 Illegal Manufacture, Sale or Use of Military Cremation Urn

43 Illegal Manufacture, Use, Possession, or Sale of Emblems or Insignia

43 Illegal Wearing of Uniform

43 Miscellaneous - Falsely Making or Forging Naval, Military, or Official Pass

43 Miscellaneous - Forging or Counterfeiting Seal of Department or Agency of the United States

43 Miscellaneous - Forging or Using Forged Certificate of Discharge from Military or Naval
Service

43 Misuse of the Great Seal of the United States or of the Seals of the President or the Vice

President of the United States

43 Misuse of the name "Federal Home Loan Mortgage Corporation"
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43 Unauthorized use of "Johnny Horizon" Symbol

43 Unauthorized use of "Smokey Bear" Symbol 43 Unauthorized use of "Woodsy Owl" Symbol

45A Crime on the High Seas  See MIOG, Part 2, 34-6.3.!

47A Impersonation - Act of Violence

47B Impersonation - Property Crimes in excess of $25,000 47C Impersonation - All Others  See
MIOG, Part 2, 34-6.3.!

70A Crime on Government Reservation - Crime of Violence

70B Crime on Govemment Reservation - Property Crimes over $5,000 70C Crime on Govemment
Reservation - All Other Property Crimes

70D Crime on Government Reservation - Controlled Substance Act  See MIOG, Part 2, 34-6.3.!

90A Irregularities in Federal Penal Institutions - Crime of Violence

90B Irregularities in Federal Penal Institutions - Controlled Substance Act

90C Irregularities in Federal Penal Institutions - All others

253C Fraud a.nd Related Activity in Connection with Identi�cation Documents  FRAID! - All other
FRAID Matters  See MIOG, Part 1, 253-2.11; Part 2, 34-6.3.!

VIOLENT CRIME PROGRAM - TRANSPORTATION CRIMES

26A Interstate Transportation of Stolen Motor Vehicle - Crimes of Violence/Carjacking

26C Interstate Transportation of Stolen Aircraft  ITS A!

149A Destruction of Aircraft or Motor Vehicles  DAMV!

149B Destruction of Aircraft or Motor Vehicles  DAMV! - False Report  See MIOG, Part 2, 34-

6.3.!

160 Federal Train Wreck Statute  See MIOG, Part 2, 34-6.3.!

164A Crime Aboard Aircraft - Con�rmed aircraft hijacking

164B Crime Aboard Aircraft - Interference and Threats

164C Crime Aboard Aircraft - All others, including false statements or unaggravated Weapon
violations detected through airport security screening process  See MIOG, Part 1, 164-18; Part 2,
34-6.3.!

254A Destruction of Energy Facilities

254D Hazardous Liquid Pipeline Safety Act  HLPSA!  See MIOG, Part 1, 254-7, 254-11.!

VIOLENT CRIME PROGRAM - VIOLENT INCIDENT CRIMES  See also MIOG, Introduction,

2-1.6.4.!

7A Kidnapping  See MIOG, Part 2, 34-6.3.!
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9A Extortion - All aggravated and/or speci�c threats, extortion, or ransom demands involving
domestic and foreign mail or interstate communications 9B Extortion - All others, including
nonaggravated and/or nonspecific mail and telephone threats 9C Extortion - Interstate Domestic
Violence 9D Extortion - Interstate Violation of a Protection Order  See MIOG, Part 2, 34-6.3.!

31B White Slave Traffic Act - Cases targeted against non-LCN major organized crime groups
Where the criminal activity is that usually associated with organized crime, such as gambling,
loansharking, etc.; and all non-LCN related law enforcement corruption matters

31D White Slave Traffic Act - All Other Cases  See MIOG, Part 2, 34-6.3.!

56A Election Laws - Threats against or personal injury to named persons, federal, state or local
level -  Violation of Title 18, USC, Section 245  b!�! A!.!

89A Assassination, Kidnapping or Assaulting a Member of Congress

89B Assaulting, Killing or Attempting to Kill a Federal Officer

89C Assassination, Kidnapping or Assaulting an Executive Department Head or Director of CIA

89D Assassination, Kidnapping or Assaulting a Supreme Court Justice

89E Conspiracy to Impede or Injure a Federal O�icer

89F Crime Against Family Members - Federal Officials  See MIOG, Part 1, 89-2.22, 89-3.20, 89-
4.10, 89-5.4, 89-5.7; Part 2, 34-6.3.!

91A Bank Robbery

91B Bank Burglary, Larceny, $10,000 and over

91C Bank Burglary, Larceny Under $10,000

91D Bank Robbery, Burglary, Larceny Suspect Program

91F Bank Extortion - Bank extortion offenses occur when a subject demands bank funds from a
bank official through the means of a threat of physical injury to himself/herself or a member of
his/her family by telephone, Written communication or person  See MIOG, Introduction, 2-1.6.4,
Part 1, 91-34; Part 2, 34-6.3.!

145B Interstate Transportation of Obscene Matter - Broadcasting Obscene Language - Cases
targeted against non-LCN major organized crime groups where the criminal activity is that usually
associated with organized crime, such as gambling, loansharking, etc.; and all non-LCN law
enforcement corruption matters

145D Interstate Transportation of Obscene Matter - Broadcasting Obscene Language - All other
cases  See MIOG, Part 2, 34-6.3.!

163G Foreign Police Cooperation - Violent Crimes  See MIOG, Part 1, 163-6 �! and MAOP, Part

2, 10-23.!

166C Interstate Transportation in Aid of Racketeering  Murder for Hire! - Other than organized
CI&#39;1l�I&#39;1¬
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166D Interstate Transportation in Aid of Racketeering - Arson  non-LCN!  See MIOG, Part 2, 34-

6.3.!

175A Assassination, Kidnapping or Assaulting the President or Vice President

175B Assassination, Kidnapping or Assaulting Presidential or Vice Presidential Staff Members

175C Threats Against the President; Protection of the President  See MIOG, Part 1, 175-25; Part 2,

34-6.3.!

178 Interstate Obscene or Harassing Telephone Calls  See MIOG, Part 2, 34-6.3.!

184A Police Killings - Investigation Requested 184B Police Killings - Other  See MIOG, Part 1,
184-11; Part 2, 34-6.3.!

192B Hobbs Act - Commercial Institutions 192C Hobbs Act - Armored Carrier  See MIOG, Part 1
91-12, 192-22; Part 2, 34-6.3.!

250 Tampering with Consumer Products  See MIOG, Part 2, 34-6.3.!

252A National Center for the Analysis of Violent Crime  NCAVC! - Violent Criminal

Apprehension Program

252B NCAVC - Criminal Investigative Analysis Program

252C NCAVC - Research and Development Program

252D NCAVC - Training Program

252E NCAVC - Arson and Bombing Investigative Services Program

252F Crisis Management Program

252G Crisis Negotiation Program  See MIOG, Part 1, 252-12, 252-13.!

256C Hostage Taking - Nonterrorism Related  See MIOG, Part 1, 256-10; Part 2, 34-6.3.!

306 Serial Killings  See MIOG, Part 2, 34-6.3.!

VIOLENT CRIME PROGRAM - VICTIM/WITNESS ASSISTANCE PROGRAM

188B Victim-Witness Assistance Program

VIOLENT CRIME PROGRAM - OTHER MATTERS

1U VC - Training Received 1V VC - Training Provided  See MAOP, Part 2, 3-3.2 �!, 3-4.5 �!;
MIOG, Part 1, 1-4; Legal Attache Manual, Part 1, 2-13.5.!

89G Attomey General&#39;s Protection Detail

137B Informants - General Criminal

137E Informants - Con�dential Source  See MIOG, Part 1, 137-3.!

270B Cooperative Witnesses - General Criminal  See MIOG, Part 1, 270-3.!

272C Money Laundering - VC Matters  See MIOG, Part 1, 272-8.2.!
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276 Adoptive Forfeiture Matter - Violent Crime  See MIOG, Part 1, 273-1, 274-1, 275-1, 276-1,

277-1.!

308E ERT Crime Scene - Violent Crime  See MIOG, Part 1, 308-4.!

AMERICAS CRIMINAL ENTERPRISE PROGRAM  ACEP!

ACEP-CENTRAL/ SOUTH AMERICAN  C/ SA!

281B Criminal Enterprise - Central/ South American Organizations  See MIOG, Part 1, 281-3.!

ACEP-MEXICAN  MEX!

281C Criminal Enterprise - Mexican Organizations  See MIOG, Part 1, 281-3.!

ACEP-MAJOR CRIMINAL  MC!

281F Criminal Enterprise - Other Major Criminal Enterprises  See MIOG, Part 1, 281-3.!

ACEP-CARIBBEAN  CAR!

281I Criminal Enterprise - Caribbean Organizations  See MIOG, Part 1, 281-3.!

ACEP-COMMUNITY OUTREACH PROGRAM  COP!

12 Drug Demand Reduction - Matters handled in furtherance of the FBI&#39;s goal to reduce the
demand for illegal drugs in this country

188A Community Outreach/Crime Resistance

ACEP-OTHER MATTERS  OM!

1Q ACEP - Training Received

1R ACEP - Training Provided  See MIOG, Part 1, 1-4; MAOP, Part 2, 3-3.2 �!, 3-4.5 �!; Legal
Attache Ma.nual, Part 1, 2-13.5.!

137F Informants - Drug  See MIOG, Part 1, 137-3.!

163F Foreign Police Cooperation - Drug  See MIOG, Part 1, 163-6 �!; MAOP, Part 2, 10-23;
Correspondence Guide - Field, 1-17.!

270F Cooperative Witness - Drug  See MIOG, Part 1, 270-3.!

272F Money Laundering - Drug  See MIOG, Part 1, 272-8.2.!

273 Adoptive Forfeiture Matters - ACEP  See MIOG, Part 1, 273-1, 274-1, 275-1, 276-1, 277-1.!

289F Witness Security Program - Drug

289H Witness Security Program - Non-FBI Sponsored Past or Present Participants

308F ERT Crime Scene - ACEP  See MIOG, Part 1, 308-4.!

ACEP - MAJOR THEFT  MT!

15 Theft from Interstate Shipment - Crime of Violence, Loss of $25,000 or more; Weapons,
explosives, and all others.
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26B Interstate Transportation of Stolen Motor Vehicle - Commercialized Theft or Chop Shops 26D
Interstate Transportation of Stolen Motor Vehicle - All other  See MIOG, Part 2, 34-6.3.!

52A Theft of Government Property - Crime of Violence

52B Theft of Government Property - Property valued in excess of $5,000; Weapons; explosives

52C Theft of Government Property - All Others

87 Interstate Transportation of Stolen Property  ITSP!

92T Racketeering Enterprise Investigations  REI! - Major Theft  See MIOG, Part 1, 92-9; Part 2,
34-6.3.!

137L Informants - Major Theft  See MIOG, Part 1, 137-3.!

183E Racketeering In�uenced a.nd Corrupt Organizations - Property Crimes of Violence  See
MIOG, Part 1, 183-6; Part 2, 34-6.3.!

251A Controlled Substances - Robbery 251B Controlled Substances - Burglary  See MIOG,
Introduction, 2-1.6.4, Part 1, 251-9.!

270L Cooperative Witnesses - Major Theft  See MIOG, Part 1, 270-3.!

ACEP - VIOLENT GANGS  VG!

4 Firearms Act

137M Informants - Violent Gangs  See MIOG, Part 1, 137-3.!

267 Drug-Related Homicides  See MIOG, Part 2, 34-6.3.!

270M Cooperative Witnesses - Violent Gangs  See MIOG, Part 1, 270-3.!

281D Criminal Enterprise - Violent Gangs

289B Witness Security Program - General Criminal

TRANSNATIONAL CRIMINAL ENTERPRISE PROGRAM  TCEP!

TCEP - ASIAN/AFRICAN CRIMINAL ENTERPRISE  A/ACE!

281E Criminal Enterprise - Asian Organizations - Cases directed against Asian criminal

organizations

281G Criminal Enterprise - African Organizations - Cases directed against African criminal

organizations

281.1 Criminal Enterprise - Alien Smuggling Investigations  See MIOG, Part 1, 92-9 and 281-3.!

TCEP - LA COSA NOSTRA/ ITALIAN CRIMINAL ENTERPRISES/LABOR RACKETEERING

 LCN/L!

143A Interstate Transportation of Gambling Devices - Cases targeted against La Cosa Nostra  LCN!
members and/or associates where the moving force behind the activity is the LCN
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143B Interstate Transportation of Gambling Devices - Cases targeted against non-LCN criminal
enterprise type where the criminal activity is that usually associated with organized crime, such as
gambling, loansharking, etc.; and all non-LCN related law enforcement corruption matters

143C Interstate Transportation of Gambling Devices - All other criminal enterprise cases  See
MIOG, Part 1, 143-8.!

182A Illegal Gambling Business - LCN nexus

182B Illegal Gambling Business - No LCN nexus, allegations of violence

182C Illegal Gambling Business - No allegations of violence

183A Civil RICO - Civil investigations of criminal enterprises

183B Labor Related Racketeering - LCN nexus

183F Labor Related Racketeering - No LCN nexus  See MIOG, Part 1, 183-6; Part 2, 34-6.3.!

281A Criminal Enterprise - LCN and Italian Organizations  See MIOG, Part 1, 92-9 and 281-3.!

TCEP - EURASIAN CRIMINAL ENTERPRISES  ECE!

281H Criminal Enterprise - Eurasian Organizations

281M Criminal Enterprise - Balkan Organizations  See MIOG, Part 1, 92-9 and 281-3.!

28lN Criminal Enterprise - Middle Eastern

TCEP - OTHER MATTERS  OM!

1S TCEP - Training Received 1T TCEP - Training Provided  See MIOG, Part 1, 1-4; MAOP, Part
2, 3-3.2 �!, 3-4.5 �!; Legal Attache Manual, Part 1, 2-13.5.!

137A Informants - Organized Crime and Top Echelon  See MIOG, Part 1, 137-3.!

163J Foreign Police Cooperation - Organized Crime  See MIOG, Part 1, 163-6 �!; MAOP, Part 2,
10-23; Correspondence Guide - Field, 1-17.!

270A Cooperative Witnesses - Organized Crime and Top Echelon  See MIOG, Part 1, 270-3.!

272A Money Laundering - Organized Crime  See MIOG, Part 1, 272-8.1 and 272-8.2.!

274 Adoptive Forfeiture Matters - TCEP  See MIOG, Part 1, 273-1, 274-1, 275-1, 276-1, 277-1.!

289A Witness Security Program - Organized Crime

ORGANIZED CRIME DRUG ENFORCEMENT  OCDE! PROGRAM

OCDE - AMERICAS CRIMINAL ENTERPRISE - RACKETEERING ENTERPRISE

INVESTIGATIONS  ACE-REI!

92B Racketeering Enterprise Investigations  REI! - Central/ South American Organizations - Cases
directed against Central American and South American criminal organizations

92C Racketeering Enterprise Investigations  REI! - Mexican Organizations - Cases directed against
Mexican criminal groups
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92F Racketeering Enterprise Investigations  REI! - Other Major Criminal Organizations - Cases
directed against other major criminal organizations. - These organizations must be Well-organized,
multijurisdictional in operational scope, and of national signi�cance a.nd in�uence. The
characterization of these organizations must be fully documented and corroborated.

92I Racketeering Enterprise Investigations  REI! - Caribbean Organizations - Cases directed
against Caribbean criminal organizations  See MIOG, Part 1, 92-9 and 245-10; Part 2, 34-6.3.!

OCDE - AMERICAS CRIMINAL ENTERPRISE - RACKETEERING ENTERPRISE

INVESTIGATIONS - GANGS  ACE-REI-G!

92D Racketeering Enterprise Investigations  REI! - Gangs Cases directed against major violent
drug gangs and violent street gangs such as the Bloods, Crips and Black Gangster Disciple Nation;
outlaw motorcycle gangs such as the Hells Angels, Outlaws, and Bandidos; or other significant
emerging gangs Whose principal criminal activities involve drug trafficking and related violence
 See MIOG, Part 1, 92-9, 245-10; Part 2, 34-6.3.!

OCDE - TRANSNATIONAL CRIMINAL ENTERPRISE - RACKETEERING ENTERPRISE

INVESTIGATIONS  TCE-REI!

92A Racketeering Enterprise Investigations  REI! - LCN and Italia.n Organizations - Cases directed
against the LCN, Sicilian Mafia, La Camorra, and &#39;Ndrangheta criminal organizations

92E Racketeering Enterprise Investigations  REI! - Asian Organizations - Cases directed against
Asian criminal organizations

92G Racketeering Enterprise Investigations  REI! - African Organizations - Cases directed against
African criminal groups 9

2H Racketeering Enterprise Investigations  REI! - Eurasian Organizations - Cases directed against
Russian, Eastern European, and Eurasian criminal organizations

92J Racketeering Enterprise Investigations  REI! - Alien Smuggling Investigations

92M Racketeering Enterprise Investigations  REI! - Balkan Organizations  See MIOG, Part 1, 92-9
245-10; Part 2, 34-6.3.!

92V Racketeering Enterprise Investigations  REI! - Middle Eastern Criminal Enterprises

OCDE - AMERICAS CRIMINAL ENTERPRISE - TASK FORCE  ACE-TF!

245B Organized Crime Drug Enforcement  OCDE! Task Force - Centralf South American
Organizations - Cases directed against Central American and South American criminal

organizations

245C Organized Crime Drug Enforcement  OCDE! Task Force - Mexican Organizations - Cases
directed against Mexican criminal groups

245F Organized Crime Drug Enforcement  OCDE! Task Force - Other Major Criminal
Organizations - Cases directed against other major criminal organizations. These organizations
must be Well-organized, multijurisdictional in operational scope, and of national signi�cance and
in�uence. The characterization of these organizations must be fully documented a.nd corroborated.
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245I Organized Crime Drug Enforcement  OCDE! Task Force - Caribbean Organizations - Cases
directed against Caribbean criminal organizations

245K Organized Crime Drug Enforcement  OCDE! Task Force - Money Laundering - Drugs  See
MIOG, Part 1, 92-9, 245-10; Part 2, 34-6.3.!

OCDE - AMERICAS CRIMINAL ENTERPRISE - TASK FORCE - GANGS  ACE-TF-G!

245D Organized Crime Drug Enforcement  OCDE! Task Force - Gangs - Cases directed against
major violent drug gangs and violent street gangs such as the Bloods, Crips and Black Gangster
Disciple Nation; outlaw motorcycle gangs such as the Hells Angels, Outlaws, and Bandidos; or
other signi�cant emerging gangs Whose principal criminal activities involve drug trafficking and
related violence  See MIOG, Part 1, 92-9, 245-10; Part 2, 34-6.3.!

OCDE - TRANSNATIONAL CRIMINAL ENTERPRISE - TASK FORCE  TCE-TF!

245A Organized Crime Drug Enforcement  OCDE! Task Force - LCN and Italian Organizations -
Cases directed against the LCN, Sicilian Ma�a, La Camorra, and �Ndrangheta criminal

organizations

245E Organized Crime Drug Enforcement  OCDE! Task Force - Asian Organizations - Cases
directed against Asian criminal organizations

245G Organized Crime Drug Enforcement  OCDE! Task Force - African Organizations - Cases
directed against African criminal groups

245H Organized Crime Drug Enforcement  OCDE! Task Force Eurasian Organizations - Cases
directed against Russian, Eastem European, and Eurasian criminal organizations

245J Organized Crime Drug Enforcement  OCDE! Task Force - Alien Smuggling Investigations

245M Organized Crime Drug Enforcement  OCDE! Task Force - Balkan Organizations  See
MIOG, Part 1, 92-9, 245-10; Part 2, 34-6.3.!

245N Organized Crime Drug Enforcement  OCDE! Task Force - Middle Eastern Criminal

Enterprises

CIVIL RIGHTS PROGRAM

CIVIL RIGHTS PROGRAM  CR! - COLOR OF LAW  COL!

214 Civil Rights of Institutionalized Persons Act/ Pattern or Practice of Police Misconduct

282A Civil Rights - Color of Law - Force and/or Violence

282B Civil Rights - Color of Law - Nonbrutality

282C Civil Rights - Color of Law - Force and/or Violence - Indian Country

282D Civil Rights - Color of Law - Nonbrutality - Indian Country  See MIOG, Part 1, 198-1.5,
282-2.1, 282-2.2, 282-4, 282-5, 282-5.2, 282-6, 282-7, 282-7.2; Part 2, 34-6.3.!

CIVIL RIGHTS PROGRAM  CR! - HATE CRIMES  HATE!

44A Racial Discrimination - Force and/or Violence
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44B Racial Discrimination - No Force and/or Violence

44C Voting Rights

44D Religious Discrimination - Force and/or Violence

44E Religious Discrimination - No Force and/or Violence  See MIOG, Part 1, 44-2.1, 44-2.2, 44-
2.3, 44-2.4, 44-2.5, 44-4, 44-5, 44-6, 44-7.2, 44-11; Part 2, 34-6.3.!

177A Discrimination in Housing - Force and/or Violence 177B Discrimination in Housing - No
Force and/or Violence  See MIOG, Part 1, 177-3.1, 177-3.2, 177-5, 177-5.1, 177-6, 177-6.2, 177-7,
177-8, 177-8.2, 177-9; Part 2, 34-6.3.!

CIVIL RIGHTS PROGRAM  CR! - FREEDOM OF ACCESS TO CLINICS  FACE!

286A Freedom of Access to Clinic Entrances Act of 1994  FACE! Force and/or Intimidation
Against Persons

286B FACE - Threat of Force or Intimidation Against Persons

286C FACE - Property Damage and/or Destruction Only

286E FACE - Civil Action  See MIOG, Part 1, 286-2.1, 286-2.2, 286-2.3, 286-2.4, 286-2.5, 286-4,
286-8; Part 2, 34-6.3.!

CIVIL RIGHTS PROGRAM  CR! � HUMAN TRAFFICKING  HT!

50 Human Traf�cking

CIVIL RIGHTS PROGRAM  CR! - OTHER  OT!

1E Civil Rights - Training Received

1F Civil Rights - Training Provided  See MAOP, Part 2, 3-3.2 �!, 3-4.5 �!; MIOG, Part 1, 1-4;
Legal Attache Manual, Part 1, 2-13.5.!

1371 Informants - Civil Rights  See MIOG, Part 1, 137-3.!

270I Cooperative Witnesses - Civil Rights  See MIOG, Part 1, 270-3.!

TRAINING PROGRAM - FEDERAL

1A Training - Training Coordinator  See MIOG, Part 1, 1-4.!

308C Evidence Response Team Training Provided - Domestic Training  See MIOG, Part 1, 308-4.!

TRAINING PROGRAM - STATE AND LOCAL

1C Training - National Academy Matters/TR-S&L  See MAOP, Part 2, 3-3.2 �!.! 1D International
Training and Assistance Matters  See MIOG, Part 1, 1-1, 1-2, 1-4.!

308D Evidence Response Team Training Provided - Intemational Training  See MIOG, Part 1,

308-4.!

WHITE COLLAR CRIME PROGRAM  See MIOG, Introduction, 2-1.5 through 2-1.5.3; Part 2,

20-3�!.!
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WHITE COLLAR CRIME PROGRAM - FINANCIAL INSTITUTION FRAUD

29A Financial Institution Fraud - Loss or losses contributing to the failure of a federally insured
bank 29B Financial Institution Fraud - Loss or loss exposure of $100,000 or more involving a
federally insured bank

29C Financial Institution Fraud - Loss or loss exposure of $25,000 to $99,999 involving a federally
insured bank

29D Financial Institution Fraud - Loss or losses contributing to the failure of a federally insured
savings association

29E Financial Institution Fraud - Loss or loss exposure of $100,000 or more involving a federally
insured savings association

29F Financial Institution Fraud - Loss or loss exposure of $25,000 to $99,999 involving a federally
insured savings association

29G Financial Institution Fraud - Loss or losses contributing to the failure of a federally insured
credit union

29H Financial Institution Fraud - Loss or loss exposure of $100,000 or more involving a federally
insured credit union

291 Financial Institution Fraud - Loss or loss exposure of $25,000 to $99,999 involving a federally
insured credit union

29J Financial Institution Fraud - Loss or loss exposure of under $25,000 involving a federally
insured financial institution and handled via Fast Track

29K Financial Institution Fraud - Loss or loss exposure of under $25,000 involving a federally
insured financial institution and not handled via Fast Track  See MIOG, Part 1, 29-7; Part 2, 34-6.3

29L Financial Institution Fraud - Mortgage Fraud, Non Financial Institution

29M Financial Institution Fraud - Mortgage Fraud, Govemment Programs

46B Fraud Against the Government - Housing and Urban Development  HUD!  See MIOG, Part 1,

46-1.14.!

92R Racketeering Enterprise Investigations  REI! - Financial Institution Fraud  See MIOG, Part 1,
92-9; Part 2, 34-6.3.!

253G Fraud and Related Activity - Passport/Visa/Identity Documents - White Collar Crime -
Nonfrnancial Institution  See MIOG, Part 1, 253-2.11, 253-3.8.!

WHITE COLLAR CRIME PROGRAM - FRAUD AGAINST THE GOVERNMENT

46A Fraud Against the Govemment - Department of Defense  DOD!

46C Fraud Against the Govemment - Small Business Administration  SBA!

46D Fraud Against the Government - Department of Labor  DOL!

46E Fraud Against the Govemment - Department of Transportation  DOT!
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46F Fraud Against the Government - Department of Education  DOED!

46G Fraud Against the Government - Veterans Administration  VA!

46H Fraud Against the Government - Other  See MIOG, Part 1, 46-1.14.!

WHITE COLLAR CRIME PROGRAM - BANKRUPTCY FRAUD

49 Bankruptcy Fraud  See MIOG, Part 1, 49-6; Part 2, 34-6.3.!

92P Racketeering Enterprise Investigations  REI! - Bankruptcy Fraud  See MIOG, Part 1, 92-9.!

WHITE COLLAR CRIME PROGRAM - ANTITRUST

60 Antitrust - Full and Limited FBI Investigations

WHITE COLLAR CRIME PROGRAM - TELEMARKETING FRAUD

196A Telemarketing Fraud  See MIOG, Part 1, Section 196; Part 2, 34-6.3.!

WHITE COLLAR CRIME PROGRAM - INSURANCE FRAUD

196B Insurance Fraud  See MIOG, Part 1, Section 196; Part 2, 34-6.3.!

WHITE COLLAR CRIME PROGRAM - SECURITIES/COMMODITIES FRAUD

318A Corporate Fraud

318B Prime Bank and High Yield Investment Fraud

318C Market Manipulation

318D Insider Trading

318F Other Security/Commodities Fraud Matters  See MIOG, Part 1, 318-1.2, 3 18- 1.6, 318-4.2;
Part 2, 34-6.3.!

WHITE COLLAR CRIME PROGRAM - HEALTH CARE FRAUD

92S Racketeering Enterprise Investigations  REI! - Health Care Fraud  See MIOG, Part 1, 92-9;
Part 2, 34-6.3.!

209A Health Care Fraud - Govemment-Sponsored Program

209B Health Care Fraud - Private Insurance Program

209C Health Care Crime - Noninsurance

209D Health Care Fraud - Training

209E Health Care Fraud - Medical Privacy Law Violations  See MIOG, Part 1, 209-1, 209-6.6,
209-7; Part 2, 20-3�!, 34-6.3.!

WHITE COLLAR CRIME PROGRAM - ENVIRONMENTAL CRIME

249 Environmental Crimes - All investigations involving violations of Environmental Crimes
statutes, including Environmental Crimes - Indian Country, and also the mishandling of special
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nuclear materials and waste products which is provided for under the Atomic Energy Act  See
MIOG, Part 1, 249-8; Part 2, 20-3 �!.!

WHITE COLLAR CRIME PROGRAM - MONEY LAUNDERING

920 Racketeering Enterprise Investigations  REI! - Money Laundering  See MIOG, Part 1, 92-9;
Part 2, 34-6.3.!

272B Money Laundering - White Collar Crime Matters

272D Money Laundering - Unknown Speci�ed Unlawful Activity

272E Money Laundering - Targeting Industries or Facilities  See MIOG, Part 1, 272-8.2.!

WHITE COLLAR CRIME PROGRAM - INTELLECTUAL PROPERTY RIGHTS

INFRINGEMENT

295A Theft of Trade Secrets - Non-State Sponsored

295B Copyright Infringement - Computer Software Matters

295C Copyright Infringement - Other Matters

295D Trademark Infringement

295E Copyright Infringement/Signal Theft Matters  See MIOG, Part 1, Section 295; Part 2, 34-6.3.!

WHITE COLLAR CRIME PROGRAM - PUBLIC CORRUPTION

56C Election Laws - Violations where federal official or federal candidate s! is known subject and
all other nonracially motivated violations

SSA Corruption of Federal Public Officials - Executive Branch

58B Corruption of Federal Public Officials - Judicial Branch

58C Corruption of Federal Public Officials - Legislative Branch

58D Corruption of Federal Public Officials - Federal Bribery - Other

SSE Corruption of Federal Public Officials - Indian Country  See MIOG, Part 1, 58-10.!

92L Racketeering Enterprise Investigations  REI! - Public Corruption  See MIOG, Part 1, 92-9;
Part 2, 34-6.3.!

139A Interception of Communications - Public Officials or Government Agencies 139B
Interception of Communications - All others  See MIOG, Part 1, 139-9; Part 2, 34-6.3.!

194A Corruption of State and Local Public Officials - State Level

194B Corruption of State and Local Public Officials - Local Level

194C Corruption of State and Local Public Officials - Law Enforcement

194D Corruption of State and Local Public Officials - Law Enforcement - Drug-Related

194E Corruption of State and Local Public Officials - Indian Country
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194F Corruption of State and Local Public Officials - Law Enforcement - Indian Country

194G Corruption of State and Local Public Officials - Law Enforcement - Drug-Related - Indian

Country  See MIOG, Part 1, 198-1.5; Part 2, 20-3.!

205 Foreign Corrupt Practices Act of 1977

211 Ethics in Government Act of 1978

WHITE COLLAR CRIME PROGRAM - OTHER MATTERS  See MIOG, Pait 2, 20-3�!.!

1W White Collar Crime - Training Received

1X White Collar Crime - Training Provided  See MAOP, Part 2, 3-3.2 �!, 3-4.5 �!; MIOG, Part 1
1-4; Legal Attache Manual, Part 1, 2-13.5.! 55 Counterfeiting **  See MIOG, Part 2, 34-6.3.! 131
Admiralty Matter

137D Informant - White Collar Crime  See MIOG, Part 1, 137-3.!

163H Foreign Police Cooperation - White Collar Crime  See MIOG, Part 1, 163-6 �! and MAOP,
Part 2, 10-23.!

181 Consumer Credit Protection Act

258A Credit and/or Debit Card Fraud - Loss in excess of $25,000 258B Credit and/ or Debit Card
Fraud - Loss of $25,000 or less  See MIOG, Part 1, 258-8.!

270D Cooperative Witnesses - White-Collar Crime

275 Adoptive Forfeiture Matter - White-Collar Crime  See MIOG, Part 1, 273-1, 274-1, 275-1,
276-1, 277-1.!

289D Witness Security Program - White Collar Crime 308G Evidence Response Team Crime
Scene - White Collar Crime  See MIOG, Part 1, 308-4.!

WHITE COLLAR CRIME PROGRAM - OTHER MATTERS - PUBLIC

CORRUPTION/GOVERNMENT FRAUD  See MIOG, Part 2, 20-3�!.!

51 Jury Panel Investigations

69 Contempt of Court

72 Obstruction of Justice

74 Perjury

296 Integrity Committee Matters

WHITE COLLAR CRIME PROGRAM - OTHER WIRE AND MAIL FRAUD SCHEMES

196D Other Wire and Mail Fraud Schemes  See MIOG, Part 1, Section 196; Part 2, 34-6.3.!

APPLICANT PROGRAM - RECRUITMENT AND PROCESSING

67A Special Agent Recruitment and Processing

67C Support Applicant Recruitment and Processing
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APPLICANT PROGRAM - BACKGROUND INVESTIGATIONS

67B Special Agent Applicant Investigations

67D Support Applicant Investigations

67F Other Personnel Matters

APPLICANT PROGRAM - OTHER NONREIMBURSABLE

73A Background Investigation - Office of the Pardon Attorney

73B Limited Inquiry - Office of the Pardon Attorney  See MIOG, Part 1, 73-1.1; MAOP, Part 2,
10-23; Correspondence Guide - Field, 1-17.!

77A Background Investigation - Presidential Appointment with Senate Confirmation -
Nonreimbursable

77E Background Investigation - Department of Justice  HQ! - Nonreimbursable

77F Background Investigation - Department of Justice -  Foreign Intelligence Surveillance Court or
Special Tribunal! - Nonreimbursable

77L Background Investigation - Department of Justice  S-Year Reinvestigation! 77N Limited
Inquiry - White House  DOJ! - Nonreimbursable

77O Limited Inquiry - Department of Justice - Nonreimbursable 77P Limited Inquiry -
Administrative Office of the United States Courts - Nonreimbursable  See MIOG, Part 1, 77-1.1;
MAOP, Part 2, 10-23; Correspondence Guide - Field, 1-17.!

116E Limited Inquiry - Department of Energy/Nuclear Regulatory Commission  See MIOG, Part 1,
116-4; MAOP, Part 2, 10-23; Correspondence Guide - Field, 1-17.!

140A Security of Government Employees

140D Limited Inquiry - Security/ Suitability of Government Employees  See MIOG, Part 1, 140-2,
140-3, 140-4, 140-6; MAOP, Part 2, 10-23; and Correspondence Guide - Field, 1-17.!

161A Level I-Presidential Appointment  PA! and Presidential Appointment, Senate Confirmation

 PAS!

161B Level II-Presidential Appointment  PA! and Presidential Appointment, Senate Confirmation

 PAS!

161C Level III-Presidential Appointment  PA! and Presidential Appointment, Senate Confinnation
 PAS! 161D Level I-White House Staff

161E Level II-White House Staff Level II-White House Access Level II-National Security Council

161F Level II-White House Staff  Five-Year Reinvestigation! Level II-White House Access  Five-
Year Reinvestigation! Level II-National Security Council  Five-Year Reinvestigation!

161G Level III-White House Staff Level III-White House Access

161H Level III-White House Staff  Five-Year Reinvestigation! Level III-White House Access

 Five-Year Reinvestigation!
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161I Congressional Committee

161J Congressional Committee  Five-Year Reinvestigation!

161K Expanded Name Check 161L Limited Update Investigations - Presidential Appointment  PA!
and Presidential Appointment, Senate Confirmation  PAS!

161Q Limited Inquiry - White House  Non-DOJ!

161R Limited Inquiry - Congressional Committee

161 S Level IV-Presidential Appointment  PA! and Presidential Appointment, Senate Confinnation
 PAS!  Five-Year Investigation!  See MIOG, Part 1, 161-4, 161-5, 161-9; MAOP, Part 2, 10-23;
Correspondence Guide - Field, 1-17.!

APPLICANT PROGRAM - OTHER REIMBURSABLE

77B Background Investigation - Administrative Office of the United States Courts �5-Year! -
Reimbursable

77C Background Investigation - Administrative Office of the United States Courts �0-Year! -
Reimbursable

77H Background Investigation - Department of Justice  United States Attorney&#39;s Office! -
Reimbursable

77I Background Investigation - Department of Justice  Executive Office of United States Trustees
or Executive Office of Immigration Review! - Reimbursable  See MIOG, Part 1, 77-1.1; MAOP,
Part 2, 10-23, Correspondence Guide - Field, 1-17.!

116A Background Investigation - Department of Energy

116B Background Investigation - Department of Energy �-Year Reinvestigation!

116C Background Investigation - Nuclear Regulatory Commission

116D Background Investigation - Nuclear Regulatory Commission �-Year Reinvestigation!  See
MIOG, Part 1, 116-4; MAOP, Part 2, 10-23; Correspondence Guide - Field, 1-17.!

140B Suitability Background Investigation - Referral  Name of Referral Agency!  See MIOG, Part
1, 140-4, 140-6;! MAOP, Part 2, 10-23; Correspondence Guide-Field, 1-17.!

MISCELLANEOUS PROGRAM

1Y Firearms/Legal/AviatiomSurveillance/Other - Training Received

1Z Firearms/Legal/Aviation/Surveillance/Other - Training Provided  See MAOP, Part 2, 3-3.2 �!,
3-4.5 �!; MIOG, Part 1, 1-4; Legal Attache Manual, Part 1, 2-13.5.!

32A Identi�cation  Fingerprint Matters! 32B Identi�cation  Biometrics Matters!

33 Uniform Crime Reporting

35 Civil Service **

62F Miscellaneous/Other

SENSITIVE

62



SENSITIVE

Man]-1]!: MAOPP2 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 2

63B FBIHQ Use Only - TURK Not Recorded

63D FBIHQ Use Only

63E FBIHQ Use Only

66A Administrative Matters - Bureau automobile accidents

66C Administrative Matters - Night, Weekend, Holiday Supervisors and Duty Agents

66D Administrative Matters - Physical Examinations

66E Administrative Matters - Physical Fitness Program

66F Administrative Matters - Other

66K Employee Assistance Program  EAP! Activities

66L Administrative Matters - Evidence Response Team 66M Background Investigation Contract
Service  BICS! Matters  See MAOP, Part 2, 3-3.2 8! a!, 3-4.5�!.!

80 Public Relations Matters

94 Research Matters

95A Laboratory Investigative Services - Crimes Against Persons  CAPS!

95B Laboratory Investigative Services - Crimes Against Property  CAPR!

95C Laboratory Investigative Services - Crimes Against Society  CASO!

95D Laboratory Investigative Services - Civil Cases  CC!  See MIOG, Part 1, 95-1; Part 2, 34-6.3.!

163A Foreign Police Cooperation - General Criminal Matters

163B Foreign Police Cooperation - Interpol

163E Foreign Police Cooperation - Bureau Files and Ident Requests  See MIOG, Part 1, 163-6�!;
MAOP, Part 2, 10-23; Correspondence Guide - Field, 1-17.!

190 Freedom of Information/Privacy Acts

197A Civil Litigation, Civil Actions, Claims Against the Govemment or Subpoena Matters, Civil
Suits and Claims which are Nonpersonnel Related  FBI Programs!

197B Personnel-Related Litigation, Title VII Civil Actions, Claims Against the Government, Equal
Employment Opportunity Commission  EEOC!, and Merit Systems Protection Board  MSPB!
Hearings  FBI Programs!

242 Automation Matters

263A Office of Professional Responsibility  OPR! Matters - Nondelegated Investigations  those
matters investigated by FBIHQ OPR Personnel or AIIPS!

263B OPR Matters - Delegated Investigation Only  those matters wherein the investigation has
been delegated to the field office or division
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263C OPR Matters - Delegated Investigation/Adjudication  those lovver-level offenses wherein
both the investigation and adjudication have been delegated to the �eld office or division!

263E OPR Matters - OIG Investigations  those matters being investigated by the OIG!

268 Engineering Technical Matters - FCI Matters

269 Engineering Technical Matters - Non-FCI Matters

278 President&#39;s Intelligence Oversight Board  PIOB! Matters  See MAOP, Part 1, 1-22; NFIP
Manual Part 1, 1-04, 2-56, and 3-08.!

280A EEO Investigations  FBIHQ Use Only Except for TURK!

280B EEO Counseling  TURK Use Only!

280C EEO Conferences  TURK Use Only!

280D EEO Administrative 280E EEO Reasonable Accommodation Matters

280F EEO Alternative Dispute Resolution Matters  See MAOP, Part 1, 4-5.3; MIOG, Part 1, 28

297 Inspection Matters

301 Missing Persons DNA Database

308A Evidence Response Team  ERT! Administrative Matters

308B ERT Training Received 308K ERT Crime Scene - Other  See MIOG, Part 1, 308-4.!

319A Payroll and Pay Administration Records

319B Procurement, Supply, a.nd Grant Records

319C Property Disposal Records

319D Budget Preparation, Presentation, and Apportionment Records

319E Accountable Officer&#39;s Accounts Records

3 19F Expenditure Accounting Records

319G Stores, Plant, and Cost Accounting Records

3 19H Travel and Transportation Records

319I Motor Vehicle Maintenance and Operations Records

319J Space and Maintenance Records

319K Communications Records

3 19L Printing, Binding, Duplication, and Distribution Records

319M Information Services Records

319N Housing Records

3 l9O Administrative Management Records
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319P Cartographic, Aerial Photographic, Architectural, and Engineering Records

319Q Security and Protective Services Records

319R Electronic Records 3 19S Audiovisual Records

319T Records Common to Most Offices Within Agencies

319U Information Technology Operations and Management Records

319V Ethics Program Records

319W Policy Files

3 19X Organizational Records

319Y Temporary Commission Records

321A Evidence Administration and Management

321B ELSUR Administration and Management

321C Special Operations Groups

321D Bureau Aircraft Operations

321E Foreign Language Program Records

322 Bioterrorism Risk Assessment Matters

323A Hazardous Material Response Team  HMRT! Administrative Matters

323B HMRT Training Received

323C HMRT Training Provided - Domestic Training

323D HMRT Training Provided - International Training

323E HMRT Operational Deployments

323F HMRT Special Event Deployments

323G HMRT Assistance Provided to Other Agencies

323H HMRT Threat Assessments

323I HMRT Other

* * Another federal agency has the primary investigative responsibility in these classi�cations.

3-2 RESOURCE MANAGEMENT INFORMATION SYSTEM  RMIS!
The RMIS is a vehicle to collect information from each field division pertaining to caseloads,
investigative Work hours and accomplishments. Caseload information is derived from the Monthly
Administrative Reports  MARs!, investigative Work hours from the Time Utilization
Recordkeeping  TURK! system, and accomplishments from the Statistical Accomplishment
Reports  FD-515s!. Internally, the information collected under the RMIS provides a basis for
performance evaluation, manpower distribution, program management, a.nd budget formulation.
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This information is provided outside the FBI to reviewing authorities to justify the FBI&#39;s budget,
support new or revised legislation, and respond to inquiries  Department of Justice, Of�ce of
Management and Budget, Congress and the media!. It is, therefore, imperative that the information
submitted by the field divisions be as accurate, timely, and complete as possible.

3-3 TIME UTILIZATION RECORDKEEPING  TURK! SYSTEM � GENERAL
INFORMATION

�! The TURK System records time spent by investigative personnel in accordance with FBI
classifications appearing in Section 3-1 above. The TURK System is uniformly operational in all
�eld divisions.

�! The TURK System was designed to provide time usage pertaining to FBI investigative efforts.
The TURK System provides data which measures the areas in which investigative effolts are
expended, identifies trends, and provides quantitative data used in the budgetary process.

�! Personnel who are required to submit TURK data are those listed below:

 a! Special Agents below the GS-14 grade and who are not Supervisory Special Agents. Special
Agent GS-14 Chief Division Counsels and Special Agent GS-14 Associate Division Counsels are
required to TURK. New Agent trainees do not TURK prior to graduation.

 b! Investigative support personnel as listed below:  See �! below and MAOP, Part 2, 1-2.5 �!.!

1. Deleted

2. Financial Assistants/ Financial Analysts

3. Investigative Specialists

4. Investigative Specialists  Aviation!

5. Language Specialists

6. Deleted

7. Deleted

8. Intelligence Analysts

9. Information Technology  IT! Specialists - Forensic Examiners

10. Surveillance Specialists

 c! Task Force Officers  TFOs! - Federal, state, or local law enforcement of�cers who are assigned
to an FBI Task Force on a permanent basis, whether full-time or part-time, working on FBI
investigative cases. TFOs from the intelligence community, i.e., CIA, should be excluded.

�! TURK data is recorded daily on the FD-420a  Attendance Register/TURK!, by those in the
System identi�ed in 3-3�! above. The data is collected daily in percentages, i.e., the percentage of
time spent on each classi�cation  maximum of six classi�cations per day!, itemized on the FD-
42Oa. TURK percentages are based on actual time worked, disregarding leave time. For example, a
person who works only four hours would still be required to allocate these hours by percentage to
available classi�cations. The percentages recorded for each working day must equal 100 percent.
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Following is a table which converts hours to percentages for those employees who use the TURK

System:

IF HOURS * THEN ONE IF HOURS * THEN ONE WORKED TOTAL HOUR EQUALS

WORKED TOTAL HOUR EQUALS

IHOUR...100%13HOURS...8%2HOURS...50%14HOURS...7%3HOURS...33

%l5HOURS...7%4HOURS...25%l6HOURS...6%5HOURS...20%l7HOURS..
6%6HOURS...l7%l8HOURS...6%7HOURS...l4%l9HOURS...5%8
HOURS...12%2OHOURS...5%9HOURS...11%21HOURS...5%1OHOURS...10
%22HOURS...5%11HOURS...9%23HOURS...4%12HOURS...8%24HOURS..
4%
* Round the percentage, if necessary, to ensure that the time worked during the day is equal to 100
percent.  See MAOP, Part 2, 3-3.1.!

�! TURK data is entered into the FBI�s computers by �eld personnel through the Administrative
Time Capture  ATC! System. The ATC System is a system used to record Time and Attendance
 T&A! data for both the Payroll AND TURK Systems. There is a separate payroll manual entitled
ADMINISTRATIVE TIME CAPTURE SYSTEM - ON-LINE USER GUIDE for ATC System
data entry procedures. A separate computer terminal screen has been designed specifically for the
recording of TURK data. Support personnel who enter T&A data are usually those who enter
TURK data.

�! To ensure that all TURK data has been entered for Agents and investigative support employees
who TURK, �eld of�ces should verify the TURK data three days after the end of the pay period.
To verify captured TURK, choose the <PF7> option from the ATC Master Menu, which will
furnish various options from which to choose. The Pay Period and Year are mandatory �elds to
complete. The report will list the individual s! in alphabetical order with the date s! with missing
TURK data. All missing TURK data can be recti�ed by entering the TURK information before
FBIHQ closes the pay period. For TURK purposes, the pay period is closed 10 calendar days after
the pay period ends. Once the pay period has been closed by FBIHQ, TURK data cannot be entered
and/ or adjusted.

 a! Deleted

 b! Deleted
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 a! GRADUATION FROM QUANTICO IN THE MIDDLE OF A PAY PERIOD: Since new
Agent trainees do not TURK while at Quantico, the �eld of�ce to which he/she is reporting will
record their TURK for only the second week.

 b! TURK INFORMATION WAS NOT LOADED FOR DAY S! WHEN T&A INFORMATION
WAS ENTERED: The TURK system is programmed to credit time worked to the miscellaneous
classi�cation �3B! if TURK information was not entered for Agent s! or investigative support
personnel for any period of time. The hours are prorated to the programs/subprograms based on the
individual&#39;s or field of�ce&#39;s Investigative Program Indicator  IPA!. See the TURK USER
MANUAL, Chapter 4, Page 2 which explains how time is allocated when no TURK data is entered
for day s! worked.

 c! CHANGE FROM A TURKING TO A NONTURKING JOB SERIES: In circumstances where
an employee changes from a TURKing to non-TURKing job series, the employee may not be
required to TURK if the Bureau Personnel Management System re�ects the change during the
middle of a pay period.

 8! Upon reviewing the default list, the FAU will conduct a comparison for individuals reported on
the past two pay period default lists. If no TURK data has been entered for an individual for three
consecutive pay periods, FAU personnel will forward an e-mail to the individual requesting an
explanation of why no TURK data has been entered. The individual�s response will be
attached/written by the most recent default list.

 9! Field of�ces should be aware that up-to-date TURK data can be obtained directly from the ATC

System by squad, resident agency, program, classi�cation, or division.

�0! The SAC will annually conduct an audit to determine the degree of accuracy, timeliness, and
completeness of information that is being captured in the TURK System. The SAC will take
appropriate action to remedy any deficiencies identi�ed.

3-3.1 General TURK Recording Procedures � Attendance RegisterlTURK  FD-420a!

The Agent or support employee will sign in a.nd out on the FD-420a. Upon signing out, he/she will
record the FBI classi�cation s! that were worked during the day in the "class" column and the
percentage of time worked on each classi�cation in the "TURK percent" column. The sum of the
individual percentages entered for each work day must total 100 percent  see MAOP, Part 2, 1-
2.5�! & 3-3 �!!.

�! "Class" column - Time utilized by �eld investigative personnel is recorded within FBI
classi�cations. Many FBI classi�cations are subdivided by alpha characters to identify more
speci�c types of work within the numeric classi�cation. Refer to Part 2, 3-l.l of this manual for a
complete listing of all FBI classi�cations. A maximum of six classi�cations can be entered daily. If
more than six classi�cations were worked during the day, list only the highest priority investigative
activities and include the percentage with the classification s!.

�! "F/R/T/A/S/B/P" column - This special designator column should be utilized to record "Foreign
Intelligence Surveillance Act  FISA!, Relief, Technical, Aviation, Surveillance, National
Backstopping" time, and/or Field Training Agent  FTA!� time.
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 a! The "F" designator should be utilized by Agents and appropriate support personnel, such as
Intelligence Research Specialists a.nd Language Specialists. The "F" designator should be indicated
in the column to record time in connection With matters involving FISA-related activities.

 b! The "R" designator should be utilized only by approved relief supervisors. The "R" should be
indicated in the column for all classifications supervised/reviewed While acting in the absence of
the supervisor. Relief supervisors should not utilize the "R" designator While handling their daily
assigned cases. All time spent by relief supervisors should be recorded on the FD-420a.

 c! The "T" indicator should be utilized only by a Technically Trained Agent. The "T" designator
should be indicated in the column to record time spent by Technically Trained Agents While acting
in a technical investigative capacity.

 d! The "A" designator should be utilized by Agents and appropriate support personnel, such as
Investigative Specialist - Aviation, SSG personnel operating airborne sensor units, a.nd �eld office
photographers taking aerial photographs. The "A" designator should be indicated in the column to
record time in connection with matters involving aviation surveillance-related activities.

 e! The "S" designator should be utilized by Agents assigned to Special Operation Groups  SOG! or
Special Operation Modules  SOM! involved in surveillance-related activities.

 f! The "B" designator should be utilized by Agents and appropriate support personnel, such as
those personnel assigned full time to Stagehand offices, to record time Worked in connection with
backstopping matters.

 g! The �P� designator should be utilized by Field Training Agents to record time spent training

Probationary Agents.

�! "TURK %" column - As stated in 3-3�!, all percentages for a particular day must equal 100
percent. The percentages should include travel time on the case, dictating, preparing for or
conducting interviews, testifying, conducting surveillance, lecturing police schools, etc. Lunch
periods and leave  all types! are ignored when computing percentages for a day.

3-3.2 Special TURK Recording Procedures

 l! Major Cases  See MAOP, Part 2, 3-3.3 �! and MIOG, Part 2, l0-20.!

 a! The TURK System provides for capturing time spent on any investigative matter which has one
or more of the following considerations:

l. The investigation or its predicate offense has or Will have a serious impact on national security.

2. The investigation or its predicate offense Will have significant international or foreign policy

implications.

3. The investigation will require signi�cant personnel, financial, or external resources.

4. The investigation or its predicate offense has or is expected to garner intense national media
attention, Executive Branch attention/inquiry, and/or Congressional interest or oversight.

 b! When a case has been designated a major case, the Finance Division will assign a unique
number to the case. The Major Case number, code Word, and date opened will be entered in the
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Administrative Time Capture  ATC! system. A report can be generated within the ATC system
Which W111 display all major case identifying numbers, with the code Words and dates
opened/ closed. The major case number must be carried on the last line of the case title in all
communications relating to the case.

 c! Upon designation as a Major Case, the office of origin will prepare an electronic
communication  EC! with sufficient detail to identify the circumstances Which initiated the
investigation, contemplated sho1t- and long-term investigative strategies, and anticipated resource
requirements. The EC will be distributed to the Deputy Director, Executive Assistant Directors,
Assistant Directors, Assistant Directors in Charge, and Special Agents in Charge.

 d! Utilization of the major case number enables the capturing of man hours expended on a
particular matter While at the same time continuing to identify investigative time by classi�cation,
subclassi�cation, and program.

 e! The Agent&#39;s or support employee&#39;s time is recorded on the FD-420a in accordance With the
appropriate investigative classi�cation of the major case. After recording the percentage of time
Worked, the major case identifying number is recorded in the column entitled "Major Case #."

 f! This recording enables capturing the time expended by investigative personnel on particular
major cases while at the same time continuing to identify investigative time by FBI classi�cations.
The data for a major case will continue to be identi�ed with the major case identifying number
until advised otherwise by the office of origin through a communication to all field of�ces.

 g! The ATC system Will reflect the closed date for the major case Which Will prohibit any TURK
data to be entered for the given major case number.

�! National Academy Applicant Investigations

Time spent investigating National Academy Applicants is recorded to subclassi�cation 1C -
Training National Academy Matters.  See MAOP, Parl; 2, 3-1.1.!

�! Training Received

 a! Time spent in receipt of training, Whether in the field or at the FBI Academy, will be recorded
to one ofthe following classi�cations:  See MAOP, Part 1, 4-5.3, Part 2, 3-1.1, 3-1.2, 3-4.5�!;
MIOG, Part 1, 280-1, and Correspondence Guide- Field, 1-17.!

1C National Academy Matters 1D International Training and Assistance Matters 1E Civil Rights -
Training Received 1G Domestic Terrorism - Training Received 1I FCI - Training Received 1K
Intemational Terrorism - Training Received 1M NIPCIP - Computer Intrusion - Training Received
1O NIPCIP - Infrastructure Protection - Training Received 1Q OC/DP - Drugs - Training Received
1S OC/DP - Organized Crime - Training Received 1U VCMOP - Training Received 1W WCC -
Training Received 1Y Firearms/Legal/Other - Training Received 198T Indian Country - Training
280C EEO Training, Seminars and Conferences

 b! Training involving Equal Employment Opportunity  EEO! matters should be recorded under
classi�cation 280C. The classi�cation 280C also includes time spent by SAs and appropriate
support employees involved in EEO training, seminars and conferences.  See MAOP, Part 1, 4-5.3
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 c! When attending in-services or any other form of training away from the �eld of�ce territory, the
Agent or support employee must indicate on the FD-420a the classification and percentage �00
percent! for the dates of the training course.

 d! Full training days are EXCLUDED from the total days worked for the AVP computation period
A full training day is from 8: 15 a.m. to 5:00 p.m. regardless of the length of time actually in
training. AVP cannot be earned when in training even if homework or night classes are required.

 e! AVP may be earned on a training day in the �eld, only if an Agent is REQUIRED to work on
an INVESTIGATIVE MATTER before 8:15 a.m. or after 5:00 p.m. An example of this might be a
situation when an Agent is called at home to make an apprehension after spending all day at
�rearms training. In computing TURK percentages, training time should always be considered
eight hours  8:15 a.m. to 5:00 p.m.! and the investigative time should be the actual overtime spent
on the investigative matter before or after these hours. The day would NOT be counted toward the
AVP computation period when eight hours are spent in training even when AVP is worked as in the
aforementioned example.

 f! AVP is computed automatically when starting and ending times are entered into the ATC
system. Therefore, it is not a requirement for the Agent to record AVP on the FD-420a. However, a
column for AVP is included on the FD-420a which can be used by the Agent for his/her personal
records.

 g! Total time accounted for on the FD-420a includes regular duty hours, AVP, and if applicable,
authorized overtime. Time qualifying for AVP is governed under established policy and procedure
for the payment of premium pay for AVP duty under Section 5545a of Title 5, United States Code
and Part 550 of the Code of Federal Regulations.

�! Temporary Assignment

 a! If an Agent or support employee is temporarily assigned to another �eld of�ce in excess of two
weeks, the temporary of�ce of assignment should record the Agent&#39;s or support employee&#39;s T&A
and TURK time starting with the day of arrival. Because the attendance registers are produced four
weeks in advance, there may be an occasion that the attendance register does not indicate the
correct of�ce. Therefore, upon arrival, an attendance register can be produced at the temporary
of�ce by performing the following steps in the ATC System:

1. Select function #8 entitled, "Time and Attendance Reports Menu."

2. Select function #12 entitled, "Menu for Additional Time and Attendance Reports."

3. Select function #13 entitled, "Attendance Registers for Legatsf Individuals."

4. Select function #2 entitled, "Individual."

5. Enter the individual&#39;s SSN, the year, and the pay period for the requested FD-420a.

 b! If an Agent or support employee spends less than two weeks in the temporary of�ce, his/her
of�ce of permanent assignment will record the T&A and TURK data in the ATC system. The
Agent or support employee may carry their FD-420a with them to the temporary of�ce, or his/her
squad supervisor may designate a contact person to prepare the FD-420a based on the information
furnished by the Agent or support employee. The individual who prepares the FD-420a must note
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in the "Remarks" block "prepared by" followed by the preparer�s name. However, whatever option
is used, one should ensure that it does not jeopardize or delay entry of data into the ATC system.

 c! When an Agent or support employee is TDY to FBIHQ or a Legat, the home office will be
required to enter his/her T&A and TURK data. The supervisor responsible for oversight of the
TDY employee should instruct the TDY employee to complete the FD-420a on a regular basis by:

l. Faxing the FD-420a to the individual responsible for data entry of the T&A and TURK data in
the ATC system

2. Telephonically contacting the individual with the T&A and TURK data OR

3. E-mailing the individual with the T&A and TURK data.

 d! The TDY employee should ensure that the FD-420a is signed. The supervisor responsible for
oversight of the TDY employee should also ensure that the FD-420a is reviewed and signed.

 e! The employee&#39;s home office must ensure the T&A and TURK data are entered before the close
of the pay period. For TURK purposes, the pay period is closed 10 calendar days after the pay
period ends. Once the pay period has been closed by FBIHQ, TURK data cannot be entered and/or

adjusted.

 f! Employees who are TDY to FBIHQ/Legats should TURK to the appropriate classif1cation s!
that depicts the type of work performed.

 g! Employees who are TDY to Quantico or attending full-time/part-time language training should
TURK to classifications 1E thru lZ, which relate to receiving or providing training to a particular
program. Time TURKed to the 1Y or 1Z classifications will be prorated back to the program s!
based on the employee&#39;s or field of�ce&#39;s IPA.  See TURK USER MANUAL, Chapter 4, Page 2.!

 h! The home office should retain the FD-420a for audit and record purposes.

�! Undercover and Surveillance

 a! Agents or support employees working in an undercover or surveillance capacity must complete
the FD-420a on a daily basis whenever it is practical to do so.

 b! When it is not practical for an Agent or support employee to complete the FD-420a, the Agent&#39;s
or support employee&#39;s supervisor may designate a contact person to prepare the FD-420a based on
the information fumished by the Agent or support employee. The individual who prepares the FD-
420a must note in the "Remarks" block "prepared by" followed by the preparer�s name.  See
MAOP, Part 2, 1-2  9!.!

�! Night Duty

Night shifts or night duty could detain a.n Agent or support employee an hour or two past midnight.
If the period past midnight does not exceed two hours, the Agent or support employee will indicate
his/her TURK data for the day with the maximum hours. A similar situation occurs when the shift
begins at midnight and conditions make it necessary for an employee to report an hour or two early
Leeway of two hours on either side of midnight may be granted without requiring the employee to
record information for two separate work days. Any amount of time greater than two hours will
require recording time for two separate work days.  See also MAOP, Part 2, l-2.5.!

SENSITIVE

72



SENSITIVE

Man]-1]!: MAOPP2 MANUAL OF ADMIN OPERATIONS AND PROCEDURES PART 2

�! Travel Time

 a! Agents or support employees traveling within their field of�ce territory, but away from
headquarters city, must complete the FD-420a  Attendance Register/TURK!. The time spent
commuting from the field office to a resident agency should be recorded under the classification by
which the trip was necessitated. If a trip from a resident agency to a �eld office is for reason of a
�le review, the travel time expended during normal working hours should be recorded in an
equitable manner to the classi�cations of cases assigned to the Agent or support employee. In
connection with �le reviews, TRAVEL TIME OUTSIDE NORMAL WORKING HOURS
CANNOT BE CLAIMED AS AVP OR AUTHORIZED OVERTIME and is not chargeable for
TURK purposes.

 b! The FD-420a must be prepared for travel en route to a new office of assigmnent, indicating OL
- Other Leave in the "Remarks" block, leaving the TURK portion blank. All time, including travel
time, in connection with travel to seek new residence quarters upon transfer should be charged to
OL - Other Leave. Employees engaged in such househunting trips are in an administrative leave
status. If an employee does not request a househunting trip, �ve days of administrative leave may
be granted upon arrival at the new of�cial duty station to seek permanent quarters.  Note:
Employees transferring to San Juan, Puerto Rico, and other United States possessions and
territories may be granted up to seven days of administrative leave to locate suitable housing.! In
addition, all permanently transferred employees are entitled to �ve days of administrative leave in
connection with relocation. All such administrative leave time should similarly be recorded as OL -
Other Leave for TURK purposes.  See MAOP, Part 2, 6-2.4.3.!

 c! Agent or support employee travel time outside of regular duty hours which is not considered
regular work hours, AVP, or authorized overtime should NOT be recorded on the FD-420a. An
example would be time traveling on a weekend, instead of the planned Monday travel day, to visit
relatives or friends at a distant city.

 d! Agent or support employee travel time which results from an event which could not be
scheduled or controlled administratively, such as time spent traveling to appear as a government
witness in a trial, quali�es for AVP or authorized overtime and, therefore, should be recorded on
the FD-420a and included in the TURK System.

 8! Administrative Matters  See MAOP, Part 2, 3-1.1, 3-1.2, & 3-4.5�!.!

 a! Time Agents or support employees spend on Administrative Matters is recorded under the
appropriate category as listed below:

66A - Administrative Matters - Bureau Automobile Accidents 66C - Administrative Matters -

Night, Weekend, Holiday Supervisors and Duty Agents 66D - Administrative Matters - Physical
Exams 66E - Administrative Matters - Physical Fitness Program 66F - Administrative Matters -
Other  including Complaint Duty! 66G - Administrative Matters - Bureau Aircraft Accidents 66H -
Administrative Matters - Bureau Aircraft Operations 66I - Administrative Matters - Special
Operations Groups 66] - Administrative Matters - Off-Premise Sites 66K - Employee Assistance
Program  EAP! Activities 66L - Administrative Matters - Evidence Response Team 66M -
Administrative Matters - BICS Matters
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 b! With regard to classi�cations 66C and 66F  complaint duty!, assignments are basically
administrative in nature and should be charged accordingly. However, if the Agent or support
employee is able to devote of�cial time to pending matters already assigned, it would be proper to
record TURK percentages to the classification of the cases worked.

 9! Review and Retention of FD-420a  Attendance Register/TURK!

 a! The FD-420a must be inspected weekly and signed by the supervisor. The supervisor should
visually check the computations to ensure the total percentages equal 100 for each work day.  See
MAOP, Part 2, 1-25�!.!

 b! FD-420a�s must be maintained for a period of six years and destroyed at the end of the leave
year, or when administrative needs have been met, whichever is later.  See MAOP, Part 2, 2-4.5. 10.!

�0! Intelligence Program  IP! & Field Intelligence Group  FIG! Matters

 a! IP a.nd FIG matters should TURK to the 800 series classification as appropriate. The following
classi�cations and subclassifications are to be used to determine and accurately document the work
time utilization:

800A - Intelligence Program administrative and management activities, including intelligence
capability development and career service activities.

800B - Intelligence training received within the FBI or externally.

800C - All activities associated with the development or delivery of intelligence training within the
FBI or externally.

800D - Provision of intelligence briefings and intelligence liaison activities.

800E - Activities performed by field office Human Source Coordinator and other employees in
support of policy, procedure, training, record keeping, and other administrative aspects of
confidential human sources.

801A - Intelligence requirements and collection management activities, including targeting and
source validation activities, in support of DNI, FBI, or other customer counterterrorism

requirements.

801B - Strategic and tactical analysis activities and intelligence production activities, including
preparation of IIRs and �nished intelligence reports, in support of DNI, FBI, or other customer
counterterrorism requirements.

802A - Intelligence requirements and collection management activities, including targeting and
source validation activities, in support of DNI, FBI, or other customer counterintelligence

requirements.

802B - Strategic and tactical analysis activities and intelligence production activities, including
preparation of IIRs and finished intelligence reports, in support of DNI, FBI, or other customer

counterintelligence requirements.

803A - Intelligence requirements and collection management activities, including targeting and
source validation activities, in support of DNI, FBI, or other customer cyber requirements.
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803B - Strategic and tactical analysis activities and intelligence production activities, including
preparation of IIRs and finished intelligence reports, in support of DNI, FBI, or other customer

cyber requirements.

804A - Intelligence requirements and collection management activities, including targeting and
source validation activities, in support of DNI, FBI, or other customer criminal requirements.

804B - Strategic and tactical analysis activities and intelligence production activities, including
preparation of IIRs and �nished intelligence reports, in support of DNI, FBI, or other customer
criminal requirements.

805A - Intelligence requirements and collection management activities, including targeting and
source validation activities, in support of other DNI, national requirements not directly associated
with FBI investigative programs.

805B - Strategic and tactical analysis activities and intelligence production activities, including
preparation of IIRs and �nished intelligence reports, in support of other DNI national intelligence
requirements not directly associated with FBI investigative programs.

806 - Collection of foreign intelligence responsive to collection requirements established by the
DNI not directly associated with FBI investigative programs.

 b! An exception arises to the utilization of the 800 classi�cation by IP and FIG personnel when
those personnel are occupying mandated Congressionally funded reimbursable positions, such as
Health Care Fraud  HCF! and Organized Crime and Drug Enforcement Task Force  OCDETF!-
funded personnel. HCF funded personnel will TURK HCF matters to 209 White Collar Crime-
HCF. OCDETF funded personnel Will TURK OCDETF matters to 245, Americas Criminal
Enterprise Program  ACEP! and Transnational Criminal Enterprise  TCEP! - OCDETF. These
mandated Congressionally funded Work efforts have reimbursable funded positions which are
subject to audit.

3-3.3 Task Force Officer  TFO! Recording Procedures - Attendance/TURK Register
FD-420a Form

�! To enable a TFO to receive an FD-420a form, personnel Within the Investigative Case
Management  ICM! Security Groups must enter the following information in the Law Enforcement
Personnel  LEP! table Within ICM:

 a! Name of Task Force Of�cer

 b! Ensure that a "Y" is indicated in the "Eligible FBI Case" �eld

 c! Place a "T" in the Contractor/TFO �eld

 d! Complete the non-FBI employer �eld

 e! Complete the RA/ Squad TURK �eld

 f! Enter "F" for Federal or "N" for Nonfederal

 g! Select Enter to process
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�! The TFO will NOT be required to sign in and out, but should only indicate the total amount of
hours/minutes worked during a given day. The TFO will record the FBI classi�cation s! that were
worked during the day in the "class" column and the percentage of time worked on each
classi�cation in the "TURK percent" column. The sum of the individual percentages entered for
each workday must total 100 percent.

�! "Class" column - Time utilized by the TFO is recorded within FBI classi�cations. Many FBI
classi�cations are subdivided by alpha characters to identify more speci�c type of work within the
numeric classi�cation. Refer to MAOP, Part 2, 3-l.l of this manual for a complete listing of all
FBI classi�cations. A maximum of six classi�cations can be entered daily. If more than six
classi�cations were worked during the day, list only the highest priority investigative activities and
include the percentage with the classi�cation.

�! "TURK %" column - As stated in 3-3.3�!, all percentages for a particular day must equal 100
percent. Lunch periods are ignored when computing percentages for a day.

�! Major Cases - The ATC system provides for capturing time spent on investigative matters
which, at their outset, are of national importance and/or indicate the potential for a massive
commitment of manpower throughout the �eld. The TFO&#39;s time is recorded on the FD-420a in
accordance with the appropriate investigative classi�cation of the major case. After recording the
percentage of time worked, the major case identifying number is recorded in the column entitled
"Major Case ." Refer to MAOP, Part 2, 3-3.2  l!  a! thru  f! for further explanation involving Major
cases.

�! The FD-420a must be signed by the TFO and FBI supervisor. The supervisor should visually
check the computations to ensure the total percentages equal 100 for each workday.

�! The FD-420a must be maintained within the �eld of�ce for a period of six years and destroyed
at the end of the leave year or when administrative needs have been met, whichever is later.

3-3.4 Discontinuation of TFO&#39;s FD-420a

 l! To discontinue generating an FD-420a for a TFO who no longer works on a.n FBI task force,
personnel within the ICM Security Groups must complete a two-step process to ensure that the
TFO is removed from the LEP table. The following information should be entered in the LEP table
within ICM.

 a! First Step:

l. Select 6 - Reference Information Menu

2. Select l - Law Enforcement Person

3. Select 3 - Modify Law Enforcement Person

4. Enter name of Task Force Of�cer

5. Complete the following three �elds:

a. Status Code - enter SE

b. Status Reason - enter O
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c. Status Date - enter �rst date of the last month

6. Select the enter key to process

 b! Second Step:

1. Select 6 - Reference Information Menu

2. Select 1 - Law Enforcement Person

3. Select 5 - Purge Law Enforcement Person

4. Enter printer destination

�! The TFO Will be deleted from the LEP table upon completion of the above steps, as long as
he/ she does not have any cases or leads assigned to them. If the TFO has cases or leads assigned to
him/her, ensure that they are assigned to another TFO or Agent Within the field office.

3-4 MONTHLY ADMINISTRATIVE REPORT  MAR!

3-4.1 General

�! The Case and Lead MARs are required to be printed by each field division and Legal Attache
 Legat! and their accuracy veri�ed.

�! The MARs must be considered classified documents and marked "SECRET" in accordance With
instructions set forth in the Manual of Investigative Operations and Guidelines  MIOG!, Part 2,
Section 26.

3-4.2 Preparation andlor Submission
�! All field of�ces and Legats are to electronically generate the MARs each month no later than
the fifth workday of the month following the month being reported.

�! The counts required on the MARs should be as of the close of business on the last day of each
month. The MARs should not be electronically generated before the close of business on the last
days of the month except when required by FBIHQ.

�! The field offices and Legats are not required to mail the MARs to FBIHQ.

3-4.3 Forms

�! The MARs are composed of two automated forms: one Form FD-29 and multiple Forms FD-
29a.

�! The automated FD-29 and FD-29a re�ect current requirements and are to be used by all field
offices and Legats with FBINET. Automated Case Support  ACS! will generate the FD-29 and FD-
29a upon request as a result of the appropriate commands executed from Investigative Case

Management  ICM!.

�! The automated printed MARs are to be filed, after verification of their accuracy, in the
appropriate office or Legat file s!.
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3-4.4 FD-29 - Title  Cover! Page

�! The FD-29 is the �rst page of the MAR a.nd should be classi�ed "Secret." This page should
contain the statement - "This report is unclassi�ed except those pages marked secret." The
"classi�ed by" statement should also appear at the bottom of this page.

�! Deleted

�! The automated FD-29 Will contain the locality of the �eld of�ce or Legal Attache submitting
the report, the name of the Assistant Director In Charge, the Special Agent In Charge and/ or the
Legal Attache. These items will be generated on the printed output as a result of the infonnation
entered on the MARs request screen.

3-4.5 FD-29a - Case Count Information

�! Deleted

�! Deleted

�! Source of Case Counts

 a! The cases/leads recorded daily in ACS form the basis of the automated MARs.

 b! Deleted

�! Totals

 a! Each line entered on the MARs should cross total - that is, the beginning pending matters, plus
the matters received, minus the matters closed must equal the matters pending at end of the period.

 b! Only classi�cations with investigative activity should be entered on the MARs. If a
classi�cation does not have counts in the beginning pending column, in the matters received
columns or in the matters closed columns, the classi�cation should not appear on the MARs.

 c! The case count totals for each program should be entered at the end of the program. Grand total
counts for all programs should appear as the last line of the MARs.

�! Time Utilization Recordkeeping  TURK! - The following classi�cations were established for
TURK purposes only and should not be used for case assignment:  See MAOP, Part 1, 4-5.3; Part 2
3-1.1, 3-1.2 & 3-3.2�! &  8!; MIOG, Part 1, 280-1.!

1C National Academy Matters 1D International Training and Assistance Matters 1E Civil Rights -
Training Received 1G Domestic Terrorism - Training Received 1I FCI - Training Received 1K
International Terrorism - Training Received 1M NIPCIP - Computer Intrusion - Training Received
1O NIPCIP - Infrastructure Protection - Training Received 1Q OC/DP - Drugs - Training Received
1S OC/DP - Organized Crime - Training Received 1U VCMOP - Training Received 1W WCC -
Training Received 1Y Firearms/Legal/Other - Training Received 66C Administrative Matters -
Night, Weekend, Holiday Supervisor and Duty Agents 66D Administrative Matters - Physical
Examinations 66E Administrative Matters - Physical Fitness Program 198T Indian Country -
Training 280C EEO Training, Seminars and Conferences

�! Total Matters Pending Beginning of Period - Column 1  FD-29a!
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 a! The matters, or cases/leads, pending at the beginning of the period for each classi�cation
entered must equal the matters pending at the end of the period on the previous month&#39;s MARs.
Computer edits have been established to ensure these balances are in agreement.

 b! Multiple changes are usually made to classi�cations at the beginning of a fiscal year. Therefore,
the computer edits are removed for the October MARS to facilitate shifting of cases to new or
revised classifications from those discontinued or combined. The only edit check made on the
October MARs is to ensure the grand total at the beginning of October is in agreement with the
grand total at the end of September.

�! Matters Received During Period

On the Case MAR, this is the total of cases/matters that were received during the period.

On the Lead MAR, this is the total of leads/matters that were received during the period. Leads are
divided into Intraof�ce leads and Interof�ce Leads. Intraof�ce leads are leads that are set from

their own office. Interof�ce leads are leads that are set from different of�ces.

 a! Deleted

 b! Deleted

 8! Grand Total During Period - This is the sum total of the matters pending at the beginning of the
period, plus matters received during the period.

 9! Case/Lead Closings

 a! Squad Supervisors must approve all case closings or lead closings/declinations. The Squad
Supervisor should note on the closing serial "C," the closing date, and the the closing type - either 4
5 or 6.

On leads, the Squad Supervisor should note on the serial that the lead is covered or discontinued
and the date.

 b! Administrative case closings are generally for cases where all leads have been exhausted and
the SAC authorizes closing because, in the SAC�s opinion, further investigation would not be
warranted. Other administrative closings would be when the priority alpha designator changes or if
the case is assigned a new file number.

 c! USA declination case closings are cases where the United States Attomey declines prosecution.

 d! Other case closings are all other type closings such as closings when �nal prosecution has been
completed. Part 2, 2-5.2.4, of this manual covers case closings.

 e! The Supervisor must route cases/leads being closed/covered/discontinued to the support
employee who maintains and records the closing/covering/discontinuing in ACS.

 f! Closed Intraof�ce and Interof�ce leads are leads that have been covered.

 g! Declined Intraof�ce and Interoffice leads are leads that have been discontinued.

�0! Total Matters Closed During Period - This is the sum total of case/lead counts closed during
the period.
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�1! Matters Pending at End of Period - These counts are determined by adding the total matters
pending at beginning of period to the total matters received during period and subtracting total
matters closed during period.

3-4.6 Reclassifying Cases and Error Correction
When it becomes necessary to reclassify a matter, the case should be closed and counted as an
administrative closing in the existing classi�cation and opened as a new matter received in the new
classi�cation. Errors must be corrected in the same manner so the MARs remain in balance.

3-4.7 Deleted

3-4.8 Criminal Preliminary Inquiries
�! A preliminary inquiry  PI! may be opened in a criminal matter for a period of 90 days.

�! For reporting purposes, PI cases should be counted and reported with all other cases in the
appropriate classi�cation. However, PI matters should also be shown by themselves in total  as
"Total PI&#39;s"! below the corresponding program totals. Of course, PI&#39;s should only be counted once
in the program totals.

�! A "Y" should be inserted in the PI �eld of the case record if a preliminary inquiry is opened in a
criminal matter. Inserting a "Y," for yes in the PI �eld noti�es ACS that the case is a preliminary
inquiry and will report the counts of these cases not only within the appropriate classi�cation, but
also again by themselves in total  as "Total PI&#39;s�! below the corresponding program totals. It should
be noted that PI&#39;s are counted only once in the program totals.

3-4.9 Pending Inactive Matters

Pending inactive matters should be counted with all other matters in their appropriate classi�cation
and program on the MARs.

3-4.10 Spin-Off Cases
�! As the term indicates, a spin-off case originates from an existing case. The spin-off case should
have all the elements required to establish it as a separate case within its investigative classi�cation.

�! If an SAC decides a spin-off matter can stand on its own merit as an individual case, and wants
it recorded a.nd counted as a separate case, a new case should be opened and a new �le number
should be assigned. The case will then be counted as a new of�ce of origin matter received on the
MARs.

�! The title of the spin-off case should not be dual captioned with the original case. The
communication indicating the origination of a spin-off investigation should reveal in the body of
the communication that the matter is a spin-off of another case, and should identify the title of the
original case. Care should also be taken to ensure that the proper investigative character/ violation
code is assigned to the spin-off matter.

�! Copies of spin-off case serials that are to be �led in the original case �le  or vice versa!, should
be so indicated in the copy count section.
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�! Deleted

3-4.11 Control Files  See MAOP, Part 2, 2-4.1.5; Legal Attache Manual, 6-17.4 �!.!
�! Control �les are separate files established for the purpose of administering speci�c phases of an
investigative matter or program. The institution of a control �le in an investigative matter or
program is left to the discretion of the individual with the administrative responsibility for the
particular investigative matter or program or by SAC authorization. A control �le is an
administrative tool for managing a particular investigative matter or program. For this reason,
control �les are not created in each and every investigative matter or program. Control �les are not
to be counted on the Monthly Administrative Report  MAR!.

�! Leads on occasion may be assigned out of control �les. In circumstances where neither an
investigation nor an inquiry is warranted, the FBI may ascertain the general scope and nature of
criminal activity in a particular location or sector of the economy. Activity in these control �les
must be reviewed periodically. Leads out of control �les are counted on the Lead MAR.

�! In order to facilitate a periodic review, a "CASE TYPE REPORT" has been made available to
all offices. It lists all control �les and lead activity for each �le for the most recent quarter. This
report has been created for use by �eld of�ce management. It provides a monitoring capability to
ensure that lead activity within control �les is acceptable and within the Attorney General and other
FBI investigative guidelines. Control �les are captured in the Automated Case Support  ACS!
system by entering a "C" in the "CASE TYPE" �eld when opening or reopening a case. This report
may be accessed through the "CASE REPORTS MENU" out of the "REPORTS MENU" of the
Investigative Case Management  ICM! application, ACS. The Administrative Of�cer/Of�ce
Services Manager is required to produce this report on a quarterly basis and provide this report to
the SAC for SAC&#39;s management review. In order to avoid impacting the response time during
normal working hours, the request for this report should be scheduled after 6 p.m. and before 6 a.m.
near the 15th of the month following the end of each quarter.

�! When referring to the �le number of a control �le in communications, the �le number must
include the letter "C" as part of the case number to indicate the �le is a control �le. The letter "C" is
considered part of the �le number and must be used on all communications concerning control �les
 Example: 105A-CE- C0012345!

3-5 STATISTICAL ACCOMPLISHMENTS  See MIOG, Part I, 192-11.1.!

3-5.1 Submission  See MIOG, Part 1, 91-28 & 252-14.!
 l! Statistical accomplishments are to be reported on the "Accomplishment Report," form number
FD-515. All statistical accomplishments must be reasonable and justi�able. The case file MUST
contain adequate support for the accomplishment being claimed. A brief narrative explanation is
required for all recoveries over $1,000,000, Potential Economic Loss Prevented  PELPs! over
$5,000,000, disruptions, dismantlements, and drug seizures. The explanation must be entered in the
Integrated Statistical Reporting and Analysis Application  ISRAA! narrative screen.  See MAOP,
Part 2, 3-5.2.6 �! f! and �! h! and 3-5.2.11 �! c!.! The original FD-515 is required to be
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serialized and retained in the case �le within the office of origin. A duplicate copy should be
retained in the control �le within the �eld office claiming the accomplishment for auditing
purposes.  See MAOP, Part 2, 3-5.2 �!.!

�! The accomplishments described on the FD-515 should be reported and loaded in the ISRAA
within 30 days from the date of occurrence. Convictions should be reported at the time the subject
enters a guilty plea or is found guilty by a jury.

 a! Deleted

 b! Deleted

 c! Deleted

�! A conviction can be credited by the office of origin to other �eld of�ces under the category of
"substantial investigative assistance by FO s!" only with the approval of the substantive desk at

FBIHQ.

�! Deleted

�! Deleted

�! Deleted

�! Deleted

 8! The SAC will annually conduct a.n audit to determine the degree of accuracy, timeliness, and
completeness of information that is being captured in the ISRAA System. The SAC will take
appropriate action to remedy any de�ciencies identi�ed.

3-5.2 Preparation of the Accomplishment Report  FD-515!  See MIOG, Part 1, 252-14.!
�! One copy of the FD-515 should be prepared by the Agent claiming the accomplishment. The
date the FD-515 was prepared should be indicated on the "Date Prepared" line, located on the upper
right-hand corner of the FD-515. The FD-515 should be Written clearly  the FD-515 does NOT
require typing!. Upon completion of the FD-515, it should be forwarded to the squad supervisor for
approval. Upon approval, the FD-515 can be routed to:

 a! the Information Management Assistant  IMA! for serialization and, if needed, indexed and then
forwarded to the appropriate person for data entry into ISRAA; or

 b! the appropriate person responsible for its data entry into the ISRAA accomplishment
application and then forwarded to the IMA for serialization.

�! It is NOT mandatory that the FD-515 be serialized before it is entered into ISRAA. Serialization
of the FD-515 was made available to allow data entry persom1el to enter the serial number, which
would then be printed on the Accomplishment Report form and be used for cross-referencing

purposes.

�! After the accomplishment has been entered into ISRAA, the date when it was loaded and the
initials of the individual that loaded the data should be indicated on the upper right-hand corner of
the FD-515. A printed copy should be generated from ISRAA a.nd attached to the FD-515 prepared
by the Agent. A printed copy Will:
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 a! ensure that the FD-515 has been loaded;

 b! ensure that the FD-515 has been loaded correctly;

 c! ensure that quality data is entered into ISRAA; and

 d! enable the field office to audit the FD-515 with the printed copy for validity.

�! Both the FD-515 prepared by the Agent and the printed copy, should be placed in the case file
within the office of origin  OO!. A duplicate copy of both should be retained in the control file
within the �eld office claiming the accomplishment for auditing purposes. It is at the field office&#39;s
discretion whether a copy is placed in the Agent&#39;s personnel folder, etc.  See MAOP, Part 2, 3- 5.1
�!-!

�! In the event the OO is claiming an accomplishment and has credited a lead office with
providing substantial investigative assistance, a copy of the FD-515 can be foiwarded to the lead
office for l11fOI�1"H2llLl011. In the event the lead office is claiming an accomplishment and has credited
another lead office with providing substantial investigative assistance, a copy of the FD-515 can be
forwarded to the lead office for information and the original must be forwarded to the OO. Each
�eld office has the capability to review accomplishments claimed by the lead offices by using the
#25 function, "Browse All for OO Cases," within the Accomplishment Application in ISRAA.

�! If the subject indicted or convicted is involved with an LCN, Asian Organized Crime, Italian
Organized Crime, Russian/Eastern European, Caribbean or Nigerian Organized Crime Group, an
additional form entitled "Supplemental Page to the Accomplishment Report  FD-515!"  FD-515a,
Side 1! must be completed. The completion of Sections A-E on the FD-515a, Side 1, is mandatory,
Sections F-H as appropriate. A separate FD-515a is required for each subject indicted and/or
convicted.  See MAOP, Part 2, 3-5.2.4 �! and 3-5.2.17.!

 a! Deleted

 b! Deleted

 c! Deleted

�! If the subject indicted or convicted is involved with an OC/ Drug Organization, a VCMO
Program National Gang Strategy target group, or a VCMO Program National Priority Initiative
target group, an additional form entitled "Supplemental Page to the Accomplishment Report  FD-
515!"  FD-515a, Side 1! must be completed. Sections A-C  Name of subject, field office, field
office file number and role of subject, i.e., leadership, member, associate and other! on the FD-515a
Side 1, only should be completed. A separate FD-515a is required for each subject indicted and/ or
convicted.  See MAOP, Part 2, 3-5.2.4 �! and 3-5.2.17.!

 a! Deleted

 b! Deleted

 c! Deleted

 d! Deleted
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3-5.2.1 Required Information

�! Required information on the top portion of the form is listed below:

 a! FILE NUMBER - The file number must be valid within the Automated Case Support  ACS! -

Investigative Case Management  ICM! System.

 b! STAT AGENT SOCIAL SECURITY NUMBER  S SN! - The SSN must be valid within the
Bureau Personnel Management System  BPMS! for that particular �eld of�ce. In those situations
where a statistical accomplishment is being claimed by an FBI-led task force participant who is not
an FBI employee, 999-99-9999 should be listed. The BPMS should re�ect 999-99-9999 as "Task
Force Member." The arresting of�cer&#39;s name and agency should be included on the copy of the FD-
515 that is maintained in the �eld of�ce �le.

 c! STAT AGENT NAME - The name of the Agent claiming the statistical accomplishment must
be included. This will allow the squad supervisor to more easily identify the Agent claiming the

accomplishment.

 d! RESIDENT AGENCY ALPHA ABBREVIATION AND SQUAD NUMBER - The RA alpha
code and squad number in which the stat Agent is assigned should be indicated in the appropriate
blocks. The RA/ Squad code will be veri�ed using the internal table maintained for ISRAA-
Government Organization. However, if an Agent is assigned to Squad 7, but works temporarily on
a case with another squad, i.e., Squad 8 and obtains an arrest, the squad number can be indicated as
an 8 for that particular accomplishment.

 e! SQUAD SUPERVISOR APPROVAL - All FD-515s must be approved at the squad supervisor
level. The squad supervisor must initial in the block provided before the accomplishment is entered
in ISRAA.

�! If available, the following should be included on the FD-515:

 a! TASK FORCE - If the accomplishment being claimed is the result of a task force, the task force
should be indicated. This task force will be validated against a task force table maintained at each
�eld of�ce. The task force should not be included in the task force table until it is approved by a
squad supervisor within that particular �eld of�ce.

 b! AS SISTING JOINT AGENCIES - If the accomplishment being reported is the result of a joint
investigation with the Drug Enforcement Administration  DEA! or with another federal, state or
local law enforcement agency, the identity of this agency should be entered in the block provided.
See the reverse side of the FD-515 for valid codes. Up to 10 assisting joint agencies can be
indicated for a particular accomplishment. Additional joint agencies may be included by attaching a
plain sheet of paper or another FD-515 for additional entries.

 c! ACCOMPLISHMENT INVOLVEMENT - "Does accomplishment involve, e.g., bankruptcy
fraud, computer fraud/ abuse." If drugs, bankruptcy fraud, computer fraud/abuse, etc., was observed
during the course of the investigation and is subsequently charged, the appropriate blocks should be
checked. However, if money laundering was involved during the course of the investigation, the
money laundering block should be checked regardless of whether it is subsequently charged.  See
MIOG, Part 1, 272-16.! If another �eld of�ce provided substantial investigative assistance to this
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investigation, e.g., electronic surveillance, evidence purchases, undercover operations, etc., the box
for "Sub Invest Asst by FO s!" should be checked.

 d! AS SISTING FIELD OFFICE - If another �eld of�ce provided substantial investigative
assistance for the accomplishment being claimed, the �eld of�ce s! two-letter abbreviation  i.e.,
BA for Baltimore! should be indicated on the lines marked "A, B, C, D." Four �eld of�ces can be
credited as an assisting �eld of�ce for a given accomplishment. For further instructions see MAOP
Part 2, 3-5.2.3 l!.

 e! AS SISTING AGENTS SOCIAL SECURITY NUMBER  S SN! - If the accomplishment being
reported is the result of assistance from another Agent s! within the �eld of�ce, the SSN s! of the
assisting Agent s! should be indicated. Up to 12 assisting Agents� SSNs can be claimed for a
particular accomplishment. The additional SSNs can be added by attaching another form or a plain
sheet of paper for additional entries. The SSNs will be veri�ed against the BPMS within that
particular �eld of�ce. Therefore, if an Agent from another �eld of�ce assisted in the
accomplishment, the Agent&#39;s name can be included in the narrative. A printed copy of the FD-515
may be forwarded to that particular Agent for placement in his/her personnel file.

 f! ASSISTING AGENT S!� NAME S! - The name s! of the assisting Agent s! must be included.
This will allow the squad supervisor to more easily identify the Agent s! that assisted in the

accomplishment.

 g! SERIAL NUMBER OF THE FD-515 - The serial number of the FD-515 can be indicated in the
block provided at the lower right-hand corner of the FD-515. It is NOT mandatory for the FD-515
to be serialized before it is entered into ISRAA. ISRAA will allow the operator to enter the serial
number, which will be printed on the accomplishment form and be used for cross-referencing

purposes.

3-5.2.2 Types of Accomplishments
 l! There are basically 24 types of accomplishments. The types of accomplishments are listed
below:

 a! Complaint/ Infonnati on/ Indictment

 b! Arrest/ Locate/ Summons

 c! Hostage s! Releasedf Child Located

 d! Recovery/Restitution/Potential Economic Loss Prevented  PELP!

 e! Civil/RICO Matters

 f! Other Civil Matters

 g! Administrative Sanctions

 h! Final Judicial Process, i.e., Conviction/Sentence/Acquittal/Dismissal/Pretrial Diversion

 i! Disruption] Dismantlement

 j! Asset Seizure/Asset Forfeiture
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 k! Drug Seizures

�! Each of the above accomplishments types will be discussed in detail in the following sections.

�! As stated above, the accomplishment should be reported and loaded into ISRAA within 30 days
from the date it occurred. If the accomplishment does not meet the 30-day requirement, an
explanation for the delay can be recorded on the narrative screen provided in ISRAA.

�! Because ISRAA is subject driven, only one subject can be claimed on a.n FD-5 l5. However,
accomplishments can be reported singularly or in multiples for the same subject. For example, a
complaint can be repolted by itself. If the arrest is made shortly after obtaining the complaint, the
complaint and the arrest can be reported on the same FD-515. Multiple accomplishments with
different dates can be entered on the same FD-515 as long as:

 a! it does not jeopardize the 30-day reporting requirement,

 b! the accomplishment dates are identi�ed by each specific accomplishment, and

 c! the top portion of the FD-515  joint agencies, Investigative Assistance or Technique block, and
assisting Agent&#39;s SSN! relates to ALL accomplishments being claimed.

�! Separate FD-515s must be prepared if the Titles, Sections and Counts DIFFER when claiming a
complaint, information, indictment, arrest and/ or conviction.

�! When an accomplishment has been reported once, that accomplishment should never be
reported a second time. The only time an accomplishment can be submitted a second time is if a

modi�cation is necessary  see 3-5.3!.

3-5.2.3 Investigative Assistance or Techniques Used
 l! A section of the FD-515 has been included to help evaluate the effectiveness of certain
investigative assistance and techniques. If any of the 42 types of assistance or techniques listed in
the upper right-hand block of the FD-515 were used in connection with the accomplishment being
claimed, the case Agent will rate each one used on a scale of 1 to 4 as follows:

1 I Used, but did not help 2 I Helped, but only minimally 3 I Helped substantially 4 I Absolutely
essential

When credit is being given to other field office s! for substantial investigative assistance, the field
office s! should be identified by their two-letter abbreviation in the box for "Assisting FO s!," and
listed on lines marked "A, B, C, and D."  See MAOP, Part 2, 3-5.2.1 �! d!.! Identify the type of
"Substantial Investigative Assistance" provided by each of the identified �eld offices by inserting
the A, B, C, etc., for the corresponding field office next to the type of assistance provided. Types of
Investigative Assistance or Techniques used which have the "FO s!" box shaded CANNOT be
claimed for Substantial Investigative Assistance provided.

�! The rating value, as detennined by the case Agent, should be entered in the appropriate block. It
is possible that more than one special assistance or technique contributed to the accomplishment,
and in these situations, each used should be rated. It is also possible that the same assistance or
technique contributed to more than one accomplishment in the same case. In these situations, the
assistance or technique should be rated each time an accomplishment is claimed. For example:
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 a! Based on information received from an informant it was possible to obtain a complaint. The
"Informant/Cooperative Witness Information" block should be rated on the FD-515 reporting the

complaint accomplishment.

 b! Since the informant/cooperative witness information was the basis for the complaint, the
"Informant/Cooperative Witness Information" block should also be rated when the arrest is
reported  assuming the arrest is reported on a different FD-515 than the complaint!.

 c! If the informant/ cooperative witness information is instrumental in the indictment and
subsequent conviction, the "Informant/Cooperative Witness Information" block should be rated
when reporting each of these accomplishments.

�! The investigative assistance or techniques appearing on the FD-515 are discussed below:

 a! Financial Analyst - This block should contain a rating if accounting technicians/financial
analysts were used in the case and their Work related to the accomplishment being claimed.

 b! Aircraft Assistance - This block should contain a rating if aircraft were used in connection with
the accomplishment being claimed. This would include aircraft visual surveillance, photographic
surveillance, ELSUR assistance, transportation of Agents, technicians, equipment, evidence,
communications relay Work, etc.

 c! Computer Assistance - This block should contain a rating if a computer assisted in the
accomplishment being claimed. Computer assistance would include any Work performed by the
FBI&#39;s computer center  special sorts, comparisons, computations, lists, etc.!, assistance from FBI
computer experts, information from FBI data banks  NCIC, CLEA, etc.!, or information obtained
from any state or local computer system.

 d! Consensual Monitoring - This block should contain a rating if any form of consensual
monitoring was used in connection with the accomplishment being claimed. This would include
consensually listening on a telephone extension as Well as body recorders.

 e! ELSUR - FISC - This block should contain a rating if a.n ELSUR authorized by the Foreign
Intelligence Surveillance Court  FISC! produced the information that contributed to the
accomplishment being claimed.

 f! ELSUR - Title III - This block should contain a rating if information received from a court-
ordered Title III ELSUR relates to the accomplishment being claimed.

 g! Eng. Field Support - This block should contain a rating if the Operational Technology Division
provided field support and such support contributed to the accomplishment being claimed.

 h! Eng. Tape Exams - This block should be rated if the Operational Technology Division provided
assistance in the form of forensic examination of recorded evidence, such as audio enhancement of

magnetic recordings.

 i! Legats Assistance - This block should contain a rating if Legat s! assistance contributed to the
accomplishment being claimed.

 j! Evidence Purchase - This block should contain a rating and/or �eld office identifier if purchases
of evidence, e. g., drugs, stocks and bonds, etc., contributed to the accomplishment being claimed.
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 k! Informant/Cooperative Witness Information - This block should contain a rating if information
received from an informant/cooperative Witness or an asset contributed to the accomplishment
being claimed.

�! Lab Div Exams - This block should contain a rating if an examination conducted by the FBI
Laboratory related to the accomplishment being claimed.

 m! Lab Field Support - This block should contain a rating if the FBI Laboratory provided field
support in the case and such support related to the accomplishment being claimed. This should
include Work performed by the Operational Support Section of the Laboratory.

 n! Pen Registers - This block should contain a rating if information derived from a pen register
relates to the accomplishment being claimed.

 o! Photographic Coverage - This block should contain a rating if photographic coverage
contributed to the accomplishment being claimed.

 p! Polygraph Assistance - This block should contain a rating if a polygraph was used in connection
With the accomplishment being claimed.

 q! Search Warrants Executed - This block should contain a rating if a search Warrant Was executed
and contributed to the accomplishment being claimed.

 r! Show Money Usage - This block should contain a rating if the use of show money contributed to
the accomplishment being claimed.

 s! SOG Asst - This block should be rated each time a Special Operations Group  SOG!
surveillance squad contributes, in any manner, to the accomplishment being claimed.

 t! SWAT Team Action - This block should contain a rating if action taken by the SWAT team
contributed to the accomplishment being claimed.

 u! Tech. Agt. or Equip - This block should be rated if the field office&#39;s technical trained Agent or
any technical equipment was used in connection with the accomplishment being claimed.

 v! Phone Toll Records - This block should contain a rating if information derived from telephone
toll records relates to the accomplishment being claimed.

 W! UCO Group I - This block should be rated only if a Group I Undercover Operation  UCO!
directly in�uenced the accomplishment being claimed.

 x! UCO Group II - This block should be rated only if a Group II UCO directly influenced the
accomplishment being claimed.

 y! UCO-National Backstopping - This block should contain a rating when the resulting statistical
accomplis &#39; &#39; &#39; &#39; &#39;

were used.
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 z! NCAVC/VI-CAP - This block should be rated when the National Center for the Analysis of
Violent Crime  NCAVC!/Violent Criminal Apprehension Program  VI-CAP! in�uenced the
accomplishment being claimed.  See MIOG, Part l, Section 252-14.!

 aa! CriminalfNational Security Intelligence Assistance - This block should contain a rating when
any statistical accomplishment was achieved with the assistance of: a JDIG/RDIS/CIS or other
intelligence squad; the FBI/DEA United States Customs Special Division  SOD!; El Paso
Intelligence Center  EPIC!; Financial Crime Enforcement Network  FinCEN!; FBIHQ Intelligence
Sections; National Drug Intelligence Center  NDIC!; Defense Intelligence Agency
 DIA!/ Dominant Chronicle; investigations conducted Within a Racketeering Enterprise
Investigation  REI!; any case support provided by an Intelligence Analyst and/or any referral or
case support provided by an intelligence entity not previously listed.

 bb! Crisis Neg. - Fed. - This block should contain a rating for all situations where FBI crisis
negotiators are deployed in cases Where the Bureau has investigative jurisdiction. These incidents
Will include bank robberies, kidnappings, hijackings, barricaded fugitives, and other potential or
actual hostage, barricade, suicide, and kidnap events.

 cc! Crisis Neg. - Local - This block should contain a rating for all other situations Where FBI crisis
negotiators are deployed in support of local, state, federal, or foreign agencies. Support included
but is not limited to providing advice, consultations, equipment, strategy recommendations, and
personality assessment.

 dd! ERT Assistance - This block should contain a rating if the Evidence Response Team  ERT!
assistance was provided and contributed to the accomplishment being claimed.

 ee! Butte-ITC - This block should contain a rating for all instances Where the Butte Information
Technology Center  ITC! provided assistance relating to the accomplishment being claimed.

 ff! Savannah-ITC - This block should contain a rating for all instances Where the Savannah ITC
provided assistance relating to the accomplishment being claimed.

 gg! Pocatello-ITC - This block should contain a rating for all instances Where the Pocatello ITC
provided assistance relating to the accomplishment being claimed.

 hh! Ft. Monmouth-ITC - This block should contain a rating for all instances where the Ft.
Monmouth ITC provided assistance relating to the accomplishment being claimed.

 ii! Foreign Language Assistance - This block should contain a rating if foreign language assistance
was provided and contributed to the accomplishment being claimed.

 jj! Non-FBI Laboratory Examinations - This block should contain a rating if laboratory
examinations outside the FBI were conducted a.nd contributed to the accomplishment being claimed

 kk! Victim-Witness Coordinator - This block should contain a rating for all instances when a
Victim-Witness Coordinator assistance Was provided and their Work contributed to the
accomplishment claimed.

 ll! IO-Wanted Flyers - This block should contain a rating for all instances When an Identification
Order, Wanted Flyer or Circular Letter provided assistance and contributed to the accomplishment
being claimed.
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 mm! SARs - This block should contain a rating for all instances when a Suspicious Activity
Report was executed and contributed to the accomplishment being claimed.

 nn! CART - This block should contain a rating for all instances when the Computer Analysis
Response Team assistance was provided and their Work contributed to the accomplishment claimed

 oo! Asset Forf Prog - This block should contain a rating for all instances when the Asset Forfeiture
Program provided assistance and their Work contributed to the accomplishment claimed.

 pp! Forf Support Proj - This block should contain a rating for all instances when the Forfeiture
Support Project provided assistance and their Work contributed to the accomplishment claimed.

 qq! CXS/CTD - This block should contain a rating for all instances when the Communications
Exploitation Section provided assistance and their work contributed to the accomplishment claimed

 rr! OCDETF Fusion Center  OFC/CID! - This block should contain a rating if OCDETF Fusion
Center criminal intelligence products contributed to the accomplishment claimed.

 ss! InfraGard - This block should contain a rating if information received from an InfraGard
member contributed to the accomplishment being claimed.

3-5.2.4 Complaintllnformationllndictment  Block A!
�! One of the three blocks must be checked to identify if the complaint/infomiation/indictment
claimed was Federal, Local or Intemational. The date of the complaintfinformation/indictment
should be entered on the line by the appropriate accomplishment. If the complaint is a Civil/Rico
complaint, the block must be checked. The subject&#39;s name and identifying data must be entered in
block N. If the subject is involved With an LCN, Asian Organized Crime, Italian Organized Crime,
Russian/Eastem European, Caribbean, or Nigerian Organized Crime Group when claiming a.n
indictment, a check must be indicated in block N. If the subject is involved with an OC/Drug
Organization, a VCMO Program National Gang Strategy target group or a VCMO Program
National Priority Initiative target group, a check must be indicated in block N. If either one of the
blocks are checked, an FD-515a, Side l must be completed and attached to the FD-515.  See also
MAOP, Part 2, 3-5.2 �! and �!.! The U.S. Code Title, Section, and number of counts MUST be
entered in block G for all federal complaints, informations, and/ or indictments.  See 3-5.2.9 �! a!.!

�! If an indictment is retumed or a complaint or information is filed as a result of a subsequent or
unrelated investigation of the same subject, then a separate and new statistical accomplishment can
be claimed for the subject.

�! Statistics on "No Bills" are not to be reported.

�! Deleted

�! A superseding indictment should not be claimed on a subject that was previously indicted,
unless the prior indictment claimed was dismissed.

�! Multiple accomplishments  i.e., an information and an indictment! can be claimed on the same
form as long as the U.S. Code violations are the same. If the violations differ, separate FD-515s
must be prepared for each accomplishment.
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3-5.2.5 LocatelArrest  Block B!
�! When claiming a locate or an arrest, the block must be checked indicating if the
accomplishment was federal, local, or intemational. See �!,�!, and �! below for claiming
federal/local/intemational arrest. The subject priority for an arrest/locate should also be checked.
Each priority is classi�ed into three categories or priorities - A, B, or C as explained in  a!,  b!, and
 c!. The date of the locatef arrest should be entered on the line provided by the appropriate

accomplishment.

 a! Priority A is for subjects wanted for crimes of violence against the person  i.e., murder,
manslaughter, forcible rape, robbery, and aggravated assault!, or convicted of such crimes in the
past �ve years.

 b! Priority B is for subjects wanted for crimes involving the loss or destruction of property valued
in excess of $25,000 or convicted of such crimes in the past �ve years.

 c! Priority C is for all other subjects.

�! FEDERAL ARREST - The federal arrest block should be checked when a subject, regardless of
fugitive status, is arrested in a BUREAU or NON-BUREAU case by FBI Agents either acting alone
or in conjunction with other law enforcement of�cers. The subject&#39;s name and identifying data must
be entered in block N. No arrest credit is allowed if a subject of a Bureau case is arrested by
another law enforcement agency without any assistance from the FBI. In those situations where no
FBI Special Agents are present and the subject of an FBI investigation is arrested by non-FBI
personnel who are members of an FBI-led task force, the arrest should be claimed as a federal
arrest.

�! LOCAL ARRESTS - The local arrest block should be checked when a subject of a non-Bureau
case is arrested without the participation of FBI Agents IF THE FBI SIGNIFICANTLY
CONTRIBUTED to the probable cause supporting the arrest warrant. If there is no open case �le
pertaining to the subject of the local arrest, the accomplishment should be reported to the zero �le
of the most appropriate classi�cation. An explanation of the circumstances can accompany the FD-
515 and be entered in the ISRAA narrative screen; however, supporting documentation must be
included in the case �le. The subject&#39;s name and identifying data must be entered in block N.

�! INTERNATIONAL ARRESTS - The intemational block should be checked when a subject of a
Bureau or non-Bureau case is arrested without the participation of FBI Agents; however, the FBI
must have "signi�cantly contributed" to the probable cause supporting the arrest warrant. The
subj ect�s name and identifyng data must be entered in block N. A brief explanation of the
circumstance can accompany the FD-515 and be entered in the ISRAA narrative screen; however,
supporting documentation must be included in the case �le. An intemational arrest can also be
claimed wherein FBI Agents participated in the arrest on foreign soil. In all circumstances,
supporting documentation must be included in the case �le.

�! SUBJECT RESISTED - This block should be checked if the arrested subject physically resisted
at the time of the arrest. It is when the Agent has to use MORE THAN NORMAL physical effort
when making the apprehension that the subject should be considered as physically resisting arrest.
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�! SUBJECT WAS ARMED - This block should be checked if the arrested subject was armed
with any type of �rearm or knife that the Agent would consider to be a dangerous weapon. Other
instruments such as an ice pick, a screwdriver, a lead pipe, etc., should also be considered
dangerous weapons if the subject would not normally carry the item in his or her legitimate trade or
business.

�! LOCATE - FEDERAL, LOCAL, INTERNATIONAL

 a! An accomplishment should be recorded in this category when the FBI obtains information
conceming the EXACT location of a NON-BUREAU FUGITIVE and as a result of this
information the fugitive is arrested by another federal, state/ local or international law enforcement
agency. The subject&#39;s name and identifying data must be entered in block N. A full explanation of
the circumstances can accompany the FD-515.

 b! An accomplishment should be recorded when a Bureau fugitive is arrested by another law
enforcement agency when the arrest was based on information received from the National Crime
Information Center  NCIC! or from the FBI�s Criminal Justice Information Services Division. In
these situations, the field office that covers the area where the subject was apprehended should
report the locate since that office would normally be responsible for interviewing and processing
the subject. The subject&#39;s name and identifying data must be entered in block N. A full explanation
on how arrestee was identified as a Bureau fugitive can accompany the FD-515.

 c! An accomplishment should be recorded in this category if as a direct result of FBI investigation
a Bureau fugitive surrenders to another federal, state/local or international law enforcement agency.
The subject&#39;s name and identifying data must be entered in block N. A full explanation of the
circumstances can accompany the FD-515 and be entered in the ISRAA narrative screen.

 8! SUMMONS -  Block c!

 a! FEDERAL SUMMONS - This block should be checked when an FBI subject appears in
response to a summons issued by a federal court. The date of the summons should be entered on the
line provided. The subject&#39;s name and identifying data must be entered in block N.

 b! LOCAL SUMMONS - This block should be checked for local summons  i.e., state or local
criminal summons! if the FBI significantly contributed to the probable cause supporting the
issuance of the summons. If there is no open case file pertaining to the subject of the summons, the
accomplishment should be reported to the zero �le of the most appropriate classi�cation. A full
explanation of the circumstances should be included in the case file. The date of the local summons
should be entered on the line provided. The subject&#39;s name and identifying data must be entered in
block N.

3-5.2.6 RecoverylRestitutionlPotentia| Economic Loss Prevented  Block D!
 Formerly 3-5.2.7!
�! PROPERTY TYPE - A list of ll different property categories for recoveries appears on the
reverse side of the FD-515. The stat Agent is required to classify the item, or items, recovered as
one of the following property types. Two blocks have been provided for multiple item recoveries
 e.g., the recovery of a truck loaded with television sets--the value of the truck would be coded to
propeity type 4, and the value of the televisions to type 3!. If there are more than two categories of
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items recovered, an additional FD-515 or a plain sheet of paper can be attached for the third and

subsequent categories.

 a! Cash  Property Type 1! - All U.S. or foreign currency or coin recovered should be classified as
property type 1. Food stamps and military script recovered should also be included in this category.
Rare currency or coin collections should be considered as property type 9  Art, Antiques or Rare

Collections!.

 b! Stocks, Bonds or Negotiable Instruments  Property Type 2! - All stocks, bonds or negotiable
instruments should be classi�ed as property type 2. These items must have a face, par, stated or
market value. Negotiable instruments would include checks, travelers� checks, money orders, letters
of credit, bills of lading, certi�cates of deposit, promissory notes, drafts, etc.

 c! General Retail Merchandise  Property Type 3! - This is a broad category which encompasses
any item, for which there is no other specific category, that has a retail value a.nd is to be sold to the
general public. A few examples of general retail merchandise would be clothing, food, liquor,
cigarettes, television sets, refrigerators, washing machines, radios, china, general purpose tools,
small appliances, furniture  see property type 9 for antiques!, rugs and carpets, general purpose
auto parts  e.g., tires, spark plugs, etc.!, hardware items, lawn mowers, bicycles, sporting goods,
general household items  e.g., vacuum cleaners, clocks, etc.!, general purpose farm equipment and
products, general purpose office equipment  e.g., typewriters, calculators, etc.!, pharmaceuticals,
etc.

 d! Vehicles  Property Type 4! - Any vehicle recovery should be recorded as property type 4.
Vehicles would include automobiles, trucks, tractors and trailers, campers, motorcycles, mopeds,
road building vehicles, farm vehicles, military vehicles, aircraft, boats, etc.

 e! Heavy Machinery or Equipment  Property Type 5! - The value of any heavy machinery or
equipment recovered should be coded as property type 5. A few examples of heavy machinery or
equipment might be large electric or diesel motors, generators, compressors, electronic and
avionics equipment, heating and air conditioning equipment, boilers, construction machinery and
equipment, farm machinery and equipment, heavy office machinery  e.g., large scale computers,
large scale photocopying equipment, etc.!, heavy medical machinery or equipment.

 f! Aircraft  Property Type 6! - Any aircraft recovered should be coded as property type 6. Aircraft
should include any structure or machine designed to travel through the air; airplane, airship,
helicopter, jet, etc.

 g! Jewelry  Property Type 7! - All jewelry recovered should be coded as property type 7. In
addition to the normal items of ewelry, unset precious and semiprecious stones should be included
in this category.

 h! Vessels  Property Type 8! - The recovery of any vessel should be coded as property type 8.
Vessels should include small boats, yachts, ships, etc.

 i! Art, Antiques or Rare Collections  Property Type 9! - Recoveries of works of art, antiques or
rare collections should be coded as property type 9. Art work would include any item that has value
because of its artistic qualities. Antiques would include items that derive their value primarily from
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their age and scarcity. Rare collections would include coin and currency collections, stamp
collections, gun collections and the like.

 j! Real Property  Property Type 11! - The recovery of real property should be coded as property
type 11. Real property as distinguished from personal property should include land and whatever is
erected, growing on, or af�xed to land.

 k! All Other Recoveries  Property Type 20! - Property type 20 should be used for the recovery of
all items that cannot be classi�ed in property types 1 through 11 as explained above.

�! FEDERAL/ LOCAL/ INTERNATIONAL RECOVERIES

 a! Federal Recoveries - General - When stolen or illegally possessed items with intrinsic value are
recovered by Agents, the "Federal" block should be checked, the date of the recovery should be
indicated, the appropriate property type codes should be classi�ed as explained in the previous
section and the value of the items should be recorded in the amount blocks. A succinct statement

setting forth the basis for claiming the recovery can accompany the FD-515 a.nd be entered in the
narrative screen in ISRAA; however, supporting documentation must be included in the case file.

 b! Joint Investigation Recoveries - When items are recovered during joint investigations with
another law enforcement agency, the recovery ca.n be claimed if �! a.n FBI Agent actually takes
part in the recovery, AND �! the FBI has an investigative interest in the matter--meaning a case
conceming the matter has been  or will be! opened.

 c! Local Recoveries - In those instances when recoveries are made exclusively by local law
enforcement  state, county, or city!, the recovery may be claimed by the FBI as a "Local" recovery
when information which led to the recovery was developed, in its entirety, from an FBI
investigation and/or source/informant information. The date of the recovery should be indicated,
the "Local" block should be checked, a.nd the appropriate property type code with the value of the
item should be recorded in the blocks provided. A succinct statement setting forth the basis for
claiming a local recovery can accompany the FD-515 and be entered in the narrative screen in
ISRAA; however, supporting documentation must be included in the case �le.

 d! Intemational Recoveries - In those instances when recoveries are made exclusively by
intemational law enforcement, the recovery may be claimed by the FBI as an "Intemational"
recovery when information which led to the recovery was developed, in its entirety, from an FBI
investigation and/or source/informant information. The "International" block should be checked,
the date of the recovery should be indicated, and the appropriate property type code with the value
of the item should be recorded in the block s! provided. A succinct statement setting forth the basis
for claiming an international recovery may accompany the FD-515 and be entered in the narrative
screen in ISRAA; however, supporting documentation must be included in the case �le.

 e! Value of Items Recovered - An explanation of the valuation of the items recovered can
accompany the FD-515 and be entered in the narrative screen in ISRAA; however, supporting
documentation must be included in the case �le.

1. Actual Value - New items just purchased and the value can be substantiated from price tags,
invoices, or receipts. Items stolen from a merchant should be the cost of the item to the merchant

 wholesale cost--not retail!.
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2. Fair Market Value - All depreciable or �uctuating items should be valued at their fair market
value when the fair market value is readily obtainable. Sources of fair market might be the stock
market quotation from the daily newspaper, from used car "blue" or "red" books, from dealers in
comparable items, etc.

3. Deleted

 f! Property Valued at $1,000,000 or more - A concise explanation on plain paper should
accompany the FD-515. An explanatory electronic communication IS NOT required. The
explanation should include the circumstance of the recovery and the basis used for valuation. The
explanation must be entered in the ISRAA narrative screen. All values of $1,000,000 or more will
be evaluated and approved by the appropriate substantive division at FBIHQ. The FBIHQ program
manager must ensure that the recovery claim is uniform in basis, fully justifiable and supportable.
FBIHQ will approve/disapprove the recoveries by indicating an "A" for approval or "D" for
disapproval in ISRAA.  See MAOP, Part 2, 3-5.1 �!.!

 g! Seized property should be recorded on the FD-515, as well as on the "Record of Seized
Property" Form FD-635.

�! RESTITUTION - FEDERAL/LOCAL/INTERNATIONAL - An accomplishment should be
recorded in this category for each instance wherein restitution is imposed by the court at the time of
sentencing of a subject. The subject&#39;s name and identifying data must be entered in block N. The
"Federal," "Local," or "International" block should be checked; the date of the restitution should be
entered; and the block checked distinguishing if the restitution was court ordered or a pretrial
diversion agreement. All restitutions should be recorded as property type code 1  cash! unless the
sentence specifically states otherwise. No claim is allowed in this category reflecting
indemnifications by a subject to a victim that has NOT been courl; ordered. Such claims may be
considered as recoveries if it can be shown that such was made as a direct result of the investigation
An explanation can accompany the FD-515 and be entered in the narrative screen in ISRAA;
however, supporting documentation must be included in the case file.

�! POTENTIAL ECONOMIC LOSS PREVENTED  PELP! - FEDERAL, LOCAL, OR
INTERNATIONAL - The "Federal," "Local," or "International" block should be checked, the date
of the PELP, the appropriate PELP code and the amount of the loss prevented should be indicated
in the block. If there are more than one PELP-type categories to be claimed, an additional FD-515
or a plain sheet of paper can be attached for the second and subsequent categories. Seven different
PELP-type codes appear on the reverse side of the FD-515. The case Agent is required to classify
the loss prevented in one of the following categories:

 a! Counterfeit Stocks, Bonds, Currency or Negotiable Instruments  PELP Type 22! - The face
value of recovered counterfeit stocks, bonds, currency or negotiable instruments should be recorded
as a PELP. If a counterfeit stock or bond has no face value, or if a counterfeit negotiable instrument
is recovered in blank, the PELP cannot be claimed.

 b! Counterfeit or Pirated Sound Recordings or Motion Pictures  PELP Type 23! - The recovery of
counterfeit or pirated sound recordings or motion pictures should be classified as PELP type 23.
The amount claimed should be the retail price established by the seller of the counterfeit tape.
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 c! Bank Theft Scheme Aborted  PELP Type 24! - If a bank theft scheme is discovered and aborted
prior to its fruition by actions of the FBI, and if the amount of the scheme is known, a PELP may
be claimed as PELP type 24. If the amount of theft scheme is unknown, no PELP can be claimed.

 d! Ransom, Extortion or Bribe Demand Aborted  PELP Type 25! - The amount of ransom,
extortion or bribe demand aborted prior to payment by actions of the FBI, can be claimed as a
PELP and should be coded type 25. The amount of the PELP should be the amount of the demand.

 e! Theft From, or Fraud Against, Government Scheme Aborted  PELP Type 26! - Any theft from,
or fraud against, the government scheme discovered and aborted by the FBI before the loss is
actually realized, can be claimed as PELP type 26 if the amount of the potential loss is stated or is
obvious.

 f! Commercial or Industrial Theft Scheme Aborted  PELP Type 27! - Any theft scheme against a
commercial or industrial firm that is aborted by the FBI prior to its fruition should be claimed as a
PELP type 27 only if the value of the loss is stated.

 g! All Other Potential Economic Loss Prevented  PELP Type 30! - Any PELP that camqot be
classi�ed in the above categories should be considered PELP type 30. These claims should be
described brie�y on a separate sheet of paper and attached to the FD-515. The value of these PELP
claims should be reasonable and fully justifiable. The basis for the valuation of the claim should be
clearly stated.

 h! All PELP accomplishments claimed should have supporting documentation included in the case
�le. PELP claims of $5,000,000 or more WILL NOT require an electronic communication to
FBIHQ; however, a statement justifying the amount claimed must be included in the narrative
screen in ISRAA to explain the circumstances of the PELP and the value claimed.  See MAOP,
Part 2, 3-5.1 �!.!

 i! PELP claims of $5,000,000 and over will be evaluated and approved by the appropriate
substantive division at FBIHQ. The FBIHQ program manager must ensure that the PELP claim is
uniform in basis, fully justifiable and supportable. FBIHQ Wlll approve/disapprove the PELP by
indicating an "A" for approval or "D" for disapproval in ISRAA.

3-5.2.7 Hostage s! Released or Child Located  Block E!  Formerly 3-5.2.6!
 l! HOSTAGE S! RELEASED BY TERRORISTS - This block should be checked When the FBI
played a substantial role in the release effort. The date when the hostages were released and the
number of hostages released who were being held by terrorists should be entered on the appropriate
lines.

�! HOSTAGE S! RELEASED BY OTHER - This block should be checked when the FBI played a
substantial role in the release effort. The date when the hostages were released and the number of
hostages released in all situations other than terrorist should be entered on the appropriate lines.

�! CHILD LOCATED - The date when a missing or kidnapped child was located by the FBI
should be entered on the appropriate line. The child&#39;s name must be entered in block N.
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3-5.2.8 Conviction - Federa|lLoca|l|nternational  Block F!  Formerly 3-5.2.11!
 l! A conviction should be claimed at the time a subject enters a guilty plea or is found guilty by a
jury. The Federal, Local, or Intemational block must be checked when claiming a conviction.  See

 e! below.!

 a! Every subject of an FBI investigation convicted in court should be reported in the space
provided in block F. Only one conviction statistic should be reported when the conviction involves
a single indictment, regardless of the number of counts. However, if a subject is charged and
convicted as a result of a subsequent or unrelated investigation, a conviction statistic can be
claimed for each. An explanation can be included with each FD-515 and be entered in the ISRAA
narrative screen when claiming two or more convictions on the same subject.

Only one conviction statistic should be claimed for a single subject who has been charged and
convicted in multiple offenses, in the course of the investigation, even though the United States
Attorney&#39;s Office  USAO! might have �led separate and distinct indictments for each of these same
offenses.  For example, if a single subject is charged and convicted for ten bank robberies, then one
 ten-count! indictment statistic and one conviction statistic can be claimed for this subject even if
the USAO has �led ten separate indictments for each of the ten counts of bank robbery.!

 b! Convictions will be credited to the �eld of�ces where the indictment was obtained. In cases
involving Rule 20 of the Federal Rules of Criminal Procedure, it is normally the of�ce of origin
that obtains the indictment and that of�ce  the of�ce of origin! should report the conviction and not
the of�ce where the subject enters the plea. However, when reporting Rule 20 convictions, the
of�ce of origin should enter the judicial district where the subject is pleading guilty on the Judicial
District line.

 c! Deleted

 cl! A conviction can be reported on a business or corporation. The description code of 8B should
be indicated as the "subject description code." At the time of the sentencing, the sentencing date
and the letters "NS" should be indicated on the sentence type line, which will allow the data entry
personnel to by- pass the "In-jail" category. The �ne/restitution should be included on the
appropriate line.

 e! It is permissible to claim a "Local"  state, county or local! or "Intemational" conviction if the
FBI&#39;s investigation signi�cantly contributed to the successful local/ intemational prosecution. The
local or intemational block should be checked when claiming a local/intemational conviction. A
succinct statement setting forth the basis for claiming a local/intemational conviction can
accompany the FD-515 and be entered in the narrative screen in ISRAA; however, supporting
documentation must be included in the case file. The procedures for claiming local/intemational
convictions will be the same as the procedures for claiming federal convictions except where so
noted. The state abbreviation where the local conviction occurred should be entered on the Judicial

State line. The state and district for intemational convictions should be left blank.  See MIOG, Part

1, 91-28.!
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�! REPORTING CONVICTIONS ON MULTIPLE SUBJECTS - The FD-515 is designed to
accommodate one conviction per subject. If there are convictions on multiple subjects on the same
case, a separate FD-515 must be prepared on EACH subject.

�! CONVICTION DATE - The date of the conviction should be entered on the conviction date
lme.

�! SUBJECT&#39;S DESCRIPTION CODE - The subject&#39;s description code should be entered only
when reporting a conviction. The eight general description codes are shown on the reverse side of
the FD-515. The case Agent should select the most appropriate category which best describes the
subject convicted and the corresponding code should be entered on the front of the FD-515. If a
subject ca.n be classified in more than one of the categories, the case Agent must select the most
appropriate category in the circumstance.

For subject description codes of 6F, 6G, or 6H, the Agency code must be included to identify which
federal law enforcement agency the FBI encountered in corruption investigations that result in a
conviction.

�! FELONY OR MISDEMEANOR - The felony or misdemeanor block must be checked when
claiming a conviction. If a subject is convicted of both a felony and a misdemeanor, only the felony
block should be checked.

�! PLEA OR TRIAL - Depending on the individual circumstances, the plea or trial block must be
checked.

�! JUDICIAL STATE - The official two-letter U.S. Postal Service state abbreviation should be
indicated on this line. If the state has no judicial district, the district space should be left bank.

 8! JUDICIAL DISTRICT - The identity of the judicial district is required when reporting a final
judicial process. The district should be abbreviated as follows:

ND - Northern District SD - Southern District ED - Eastern District WD - Western District CD -

Central District MD - Middle District -- - No District

3-5.2.9 U.S. Code Violations - Title, Section, Counts,  Block G!  Formerly 3-5.2.12!
�! The title, section, and counts of the U.S. Code must be included for the following
accomplishments: Federal complaints, infonnations, indictments, arrests, and convictions.

 a! Four blocks have been provided for the title, section, and counts of the U.S. Code violations. If
the complaint, information, indictment, arrest, or conviction for the subject exceeds four different
violations, the Agent must determine the four most relevant in the circumstance and report those in
the blocks. Any additional violations can be included in the narrative. The main section number of
the U.S. Code  and, whenever applicable, the subsection letter! should be indicated in the "Section"
block.  See MAOP, Part 2, 3-5.2.4.!

 b! Local and Intemational convictions - When a local or international conviction is claimed, the
title, section, and count block should be LEFT BLANK.
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3-5.2.10 Sentence  Block H!  Formerly 3-5.2.13!
�! The sentencing data for every subject convicted of an FBI investigation should be reported in
the space provided in block H. The date of the sentence should be entered on the sentence date line.

�! SENTENCE TYPE

 a! The seven sentence type codes are shown on the reverse side of the FD-515. The sentence type
can be ignored if the sentence only involves Time in Jail, Time Suspended, and Probation because
ISRAA will automatically put the appropriate codes in the sentence type if values are indicated in
the appropriate sentence term blocks.

 b! Deleted

 c! If the subject receives an undetermined sentence under the Youth Correction Act, the letters
"YC" should be entered on the sentence type line.

 d! If the subject is sentenced to 99 years including life in prison, the letters "LS" should be entered
on the sentence type line. The 99 years should NOT be indicated in the in- jail term, but left blank.

 e! If the subject is sentenced to capital punishment, the letters "CP" should be entered on the
sentence type line.

�! SENTENCE TERM - GENERAL

 a! All CONSECUTIVE sentences are to be added together, and the total should be entered in the
appropriate block.

 b! If the sentences are to run CONCURRENTLY with each other, the LONGEST SINGLE TERM
IS TO BE RECORDED. Concurrent sentences should NOT be added together.

�! SENTENCE TERM - IN-JAIL

 a! Federal, Local and International Cases - The number of years and months the subject is
sentenced to jail should be entered in these blocks. For example, if the subject is convicted and
sentenced to five years with four years suspended, the In-Jail term Will be ONE year. The "Months"
block should be limited to 11 months. So, if a subject is sentenced to 15 months, it should be
recorded as 1 year and 3 months.

 b! If a subject is sentenced to "house arrest" the number of years/months should be entered in the
In-Jail blocks.

�! SENTENCE TERM - SUSPENDED - The portion of the sentence that has been suspended
should be entered in these blocks. The block for "Months" should be limited to 11 months.

Therefore, if the portion suspended is 19 months, the entry should be 1 year and 7 months.

�! SENTENCE TERM - PROBATION - The probationary and/or supervised release period should
be entered in these blocks. The 11-month limitation in the "Months" block also pertains to
probations. Therefore, if a subject is placed on probation for 25 months, it should be reported as 2
years and 1 month.

�! FINES - The total amount of all �nes and/or special assessment should be entered on this line.
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3-5.2.11 DisruptionlDismantlement  Block I!
�! Disruption - The date of the disruption should be entered on the line provided by the appropriate
accomplishment. A disruption occurs and is to be reported when an affirmative law enforcement
action impedes the nonnal a.nd effective operation of the targeted criminal enterprise, as indicated
by changes in the organizational leadership and/or changes in the methods of operation, including,
for example, financing, trafficking patterns, communications or drug production. A criminal
enterprise may be disrupted numerous times as a result of an investigation; however, a criminal
enterprise cannot be disrupted more than once on the same day. Each disruption should be tied to
an investigative event s!. For example, if ten leaders of the criminal enterprise were convicted at
the SAME TIME, and this event resulted in the disruption of the criminal enterprise, only ONE
disruption can be claimed. Conversely, if ten criminal enterprise leaders were convicted separately
over the COURSE OF MANY MONTHS and the criminal enterprise was disrupted by each
conviction, ten disruptions would be claimed. Multiple events occurring over a period of time may
result in a disruption due to their cumulative impact on the criminal enterprise.

�! Dismantlement - The date of the dismantlement should be entered on the line provided by the
appropriate accomplishment. A dismantlement occurs when the targeted criminal enterprise
leadership, �nancial base, and supply network have been destroyed such that the organization is
incapable of operating and/or reconstituting itself. By definition, a criminal enterprise can only be
dismantled once. However, in the case of large criminal enterprises, a number of individual
identifiable cells or subgroups may be present. Each of these cells or subgroups maintains and
provides a distinct function supporting the entire criminal enterprise. If properly documented in the
summary detail section, multiple dismantlement statistical accomplishments can be claimed. As a
general rule, the dismantlement statistical accomplishment will be claimed only at the time of
sentencing of the last subject in the criminal enterprise and/ or the sentencing of the primary target
of the criminal enterprise, identifiable cell, or subgroup.

 a! Arrests, seizures, asset forfeitures, etc., which disrupt or dismantle a criminal enterprise, but
which were conducted by other federal, state, local, or foreign law enforcement agencies, at the
request of the FBI or as a result of information provided by the FBI, may be reported as an
accomplishment in Block I. For example, a field division which "walls off" a drug seizure or an
arrest in order to protect the identity of an informant or to avoid disclosing a Title III, may report an
accomplishment in Block I, if the event disrupted or dismantled the criminal enterprise. The
cumulative e�ect of multiple third-party actions may also be claimed if they resulted in the
eventual disruption or dismantlement of the criminal enterprise. If reporting the cumulative result
of separate events, the field office records the date of the most recent event which, when combined
with the other events, resulted in the disruption or dismantlement.

�! When a disruption/dismantlement is claimed, completion of FD-515a, Side 2 "Disruption or
Dismantlement of an organization, Supplemental Page to the Accomplishment Report  FD-515!" is
mandatory.

 a! FD-S 15a, Side 2 - Section C - The specific name of the criminal enterprise disrupted or
dismantled must be identified on the line provided in Section C. A criminal enterprise is defined as
a group of individuals  two or more! with an identified hierarchy engaged in significant criminal
activity. Criminal enterprises are characterized by their polycriminal nature  drug trafficking,
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