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Office of the Secre·1 ary 

Washington, D.C. 

~   
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DOT 0000. lB 

6-6-74 

SUBJECT: STANDARD SUBJECT CLASSIFICATIOH SYSTEM OF THE OFFICE OF THE SECRETARY 

1. PURPOSE. This order establishes the Office of the Secretary (OST) 
Standard Subject Classification System for classifying documents and 
records by subject, including correspondences directives, publications, 
forms, and reports. The system applies to (a) correspondence and other 
records being maintained in subject files within OST and (b) all direc­
tives, publications, and forms to be approved and issued by OST. 

2. CANCELLATION. DOT OOOO .lA, STANDARD SUBJECT CLASSI FI CATIOfl SYSTEM OF THE 
OFFICE OF THE SECRETARY (OST), of 6-18-70. 

3. REFERENCES. The following directives prescribe procedures and establish 
control points for processing directives, forms, publi cations, and 
requirements for reports from the public: 

a. DOT 1320 .2A, DOT Directives System, of 5-20-67. 

b. OST 1320.3, Forms Services for the Office of the Secretary, 
of 11-1 2-68. 

c. DOT 1710.1, Control of Publications Issued by the Office of t he 
Secretary, of 6-18-70. 

d. DOT 1320.1 3, Clearance of Plans and Report Forms Under the Federal 
Reports Act of 1942, of 11-13-70. 

4. GENERAL. The attachments provide a series of numbers designed to 
meet the needs of OST for a si ngle, standard subject classification 
system. 

a. The system will be used to identify all directives , publi cations, or 
forms which are approved and issued by OST. 

b. The system is intended for use throughout OST in numbering, referencing, 
and filing the various types of Department documents which are main­
tained in subject files. (Documents maintained in case or project files 
need not be so identified, but case or project files may be filed as 
a part of a subject fil e. ) 

c. The sys tem may be used as a guide by other elements of DOT in developing 
s imilar systems, but it is not intended to affect existing classifica­
t i on systems. 

DISTRIBUTION: All Secretarial Offices 
All Operating Admin i strations 
National Transportation Safety Board (info) 

o p 1: Off1 ce of 
Management 
Systems 
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5. LETTER PREFIXES TO SUBJECT CODES. 

a. When subject codes are assigned to directives (Orders or Notices), 
publications, or fonns, they \'lill always be prefixed as follows: 

(1) By the letters OST only when the document affects, or is intended 
for use in, OST; or 

(2) By the letters DOT only when the document affects, or is intended 
for use in, OST and one or more of the other el ements of the 
Department; or 

(3) By letters assigned to each major organizational element (office 
symbols) within OST only when the document affects, or is intended 
for use in, one OST office. 

b. After the organizational prefix, the following letter prefi xes will be 
used to distinguish between different types of documents: 

(1) F for forms. 

(2) P for publications not issued as directives. 

(3) N for self-canceling, temporary di rectives (Notices). 

c. Directives that remain in effect until specifically cancelled (Orders) 
require no pr.efix other than the appropriate organizational letters. 

d. Correspondence and other records which are being marked for filing 
within OST require no alphabetical prefixes. 

6. SEQUENTIAL NUMBERS. Sequential numbers (.1, .2 ) are assigned by control 
points to directives, publications, and forms after approval. These are 
consecutive numbers given to identify documents and their order of 
issuance. For example, OST F 0000.1 would be the identification assigned 
to the first form approved ·for use sol ely within OST in the subject area 
of "Classification Codes, Checkli st s, and Indexes." The directives 
referenced in paragraph 3 designate control points and provide procedures 
for assigning identifying numbers. 

7. EXPANSION AND REVISION OF SUBJECT CODES. 

a. Using offices may add alphabetical or numerical suffixes to meet 
specialized filing requirements. 

b. The subject classifications and numerical codes in the attachments will 
be added to, revised, or eliminated only on the basis of demonstrated 
need. This classification system is based on subject matter alone. 
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Bloc ks of code numbers are not assigned to individual organizations 
for exclusive use. Sub-breakdowns of existing subject areas will not 
be added to the OST standard system when used only by a few offices 
for specialized fili ng purposes. 

c. Submit requests for subject code revi s ions to the Office of Management 
Systems, OST. All requests will be evaluated on the basis of: 

(1) User needs for finding and referencing; 

(2) Projected use for subject classification; 

(3) Lack of current subject code on same subject; and 

(4) Conformity to system design and format. 

8. CONVERSION. The subject classification codes l isted in the attachments 
expand, and in some instances change, the coding estab li shed by 
DOT OOOO.lA. The following procedures will facilitate t he use of these 
codes. 

a. The revi sed subject classification codes will be used on directives, 
forms , and publi cati ons i ssued after approval of this order. Pub ­
li shed items will not be revised merely to use the revised codes; 
but vthen an i terns is revi sed for other reasons, or reprinted, the 
revi seq codes will be used. 

b. The old classification codes may be used for current files. Documents 
i n files for earli er periods should not be recoded. When estab­
li shing new subject files, and in setting up new bl ocks of subject 
fil es at the next regularl y scheduled f iles 11 break, 11 appl y the new 
codes. 

FOR THE SECRETARY OF TRANSPORTATION: 

WilliamS . Heffe lfinger 
Assistant Secretary 
Admini stration 
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SUMMARY OF SUBJECT CLASSIFICATION CODES 
0000 Classification Codes, Checklists, 3800 Retirement and Insurance 

and Indexes 

1000 Management and Administration -
General 

1100 Organization, Authorities, 

3900 Special Personnel Programs 
and Activities 

4000 Logistics Management - General 

Functions, and Internal Relation- 4200 Procurement 
ships 

1200 External Relationships 

1300 Management Systems & Standards 

1500 Travel and Transportation 

1600 Investigations and Security 
Programs 

1700 Administrative Support 

1900 Emergency Preparedness 

2000 Legal 

2100 Rules and· Regulations 

. 2300 Financial Management- General 

2700 Accounting 

2900 Auditing 

3000 Personnel Management 

3200 Personnel Provisions - General 

3300 Employment 

3400 Employee Performance and 
Utilization 

3500 Position Class i ficatio n, Pay 
and Allowances 

3600 Attendance and Leave 

3700 Personnel Relations & Services 

4300 Real Property Management 

4400 Personal Property Management 

4500 Commercial/Industrial Activities 

4600 Grant Management 

5000 Program Planning and Management 

5100 Planning, Programming and 
Budgeting 

5200 Manpower Management 

5300 Transportation Programs and 
Policies - Gene ral 

5400 Telecommunications 

5500 Transportation Facilitation 

5600 Environmental Quality and Impact 

5800 Transportation Safety 

6000 Air Transportation 

6100 Highway Transportation 

6200 Marine Transportation 

6300 Railroad Transportation 

6400 Certification Programs 

6500 Urban Transportation 

7000 Transportation ~esearch and 
Technology 
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ALPHABETICAL LISTING 
SUBJECT CLASSIFICATION CODES 

7:\ H 

Accounting 2700 Highway Transportation 6100 
Admini strati on-General 1000 
Admi ni strat ive Support 1700 
Air Transportati on 6000 I 
Attendance 3600 
Auditing 2900 Impact, Environmental 5600 
Au thor i ties 11 00 Indexes 0000 

Industrial Activities 4500 
Insurance 3800 

B --- Interna 1 Re 1 ati onshi ps 11 00 
Investiqations 1600 

Budgeting 5100 

L -- - .-- ·- --- -· -- -------- ----
\., 

Leave 3600 
Certificat ion Programs 6400 Legal 2000 
Check li sts 0000 Logistics Management -
Class ifi cati on Codes 0000 General 4000 
Commercial Ac ti vities 4500 

M 
E 

Management - General 1000 
Emergency Preparedness 1900 Management Systems 1300 
Em;J loyee Perfo rmance and Manpower Management 5200 

Uti1 i zation 3400 Marine Transportation 6200 
Empl oyment 3300 
Envi ro nmental Qual ity 5600 
Exte rnal Relationsh i ps 1200 n 

Organization 1100 
-

F 
---- . -

Fac i l itati on, Transportation 5500 p -
Fi nanci al Management -

Gene ra l 2300 Pay and Allowances 3500 
Funct i ons 1100 Personal Property Management 4400 

Personnel Activities 3900 
Personnel Management 3000 

G Personnel Programs 3900 
:--- Personnel Provisions -

GrFlt' 1.. r'iii na geme nt 4600 General 3200 
Personne ·1 Relations 3700 
Personnel Services 3700 
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Planning, Programming, 
and Budgeting 

Position Cl ass i fication 
Preparedness, Emergency 
Procurement 
Program Planning and 

Management 
Programs 

- Cer tification 
- Personnel 
- Security 
- Transportation 

0 

5100 
3500 
1900 
4200 

5000 

6400 
3900 
1600 
5300 

Quality, Environmental 5600 

R 

Railroad Transportation 6300 
Real Property t1anagement 4300 
Re lat ions - Re l ationsh i ps 

- Externa 1 1200 
- Internal 1100 
- Personnel 3700 

•Research and Technology 7000 
Retirement 3Rnn 
Rules and Regulations 2100 
----------------------------------s 

Safety, Transportation ~800 
Security 1600 
Support, Administrative 1700 

T 

Technology, Transportation 7000 
Telecommunications 5400 
Transportation 

- Air 6000 
- Facilitation 5500 
- Highway 6100 
- Marine 6200 
- Programs and Policies 5300 

- Rail road 

DOT uuOO. lB 
6-6-74 

- Research and Technology 
- Safety 
- Urban 

Travel and Transportati on 

u 

Urban Tran sportatio~ 

6300 
7000 
5800 
6500 
1500 

6500 
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DETA ILED SUBJECT CLASSIFICATION CODES 

0000 

CLASSIFICATION CODES, CHECKLI STS 
AND INDEXES 

1000 

MANAGEMENT AND ADMINISTRATION -
GENERAL 

- 1050 Civil Rights 

- 1090 Determination and 
Transfer Orders 

1100 

ORGANIZATION, AUTHORITIES, 
FUNCTIONS, AND INTERNAL 
RELATIONSHIPS 

- 1120 Committees ~ Conferences 

- 11 30 Field Faci lities 

1200 

EXTERNAL RELAT IONSH IPS 

- 1210 Public Re l ations 

- 1220 Congress ional Relations 

- 1230 Government Relations 

- 1240 Internati onal Re l ations 

- 1250 Transportation Education 
Programs 

- 1270 Industry/Labor Re l ations 

1300 

MANAGEMENT SYSTEMS AND STANDARDS 

- 1310 Management Analysis, Surveys , 
Industrial Engineering, and 
Value Engineering 

- 1320 Paperwork Management 

- 1321 Directives Management 

- 1322 Forms Management 

- 1323 Reports Manaqement 

- 1324 Records Manaqement 

- 1325 Correspondence and Mail 
t-1anagemen t 

- 1340 Management Informati on Systems 

- 1360 Publishing and Aud io-Vi suals 
l-1anagement 

- 1370 Data Processing Management 

- 1390 Apprai sal and Evaluation 
Sys t erns 

1500 

TRAVEL AND TRANSPORTATION 
(Persons and Personal Effects) 

1--------------~~----------------1600 

INVESTIGATI ONS AND SECURITY PROGRAMS 

- 1610 COHSEC and H1SEC Issuances 

- 1620 General Investigations 

- 1630 Personnel Security 
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3200 

PERSONN EL PROVISIOilS - GENERAL 

- 3210 Personnel Concepts and 
Definitions 

- 3211 Veteran Preference 

- 3212 Competitive Service and Status 

- 3213 Excepted Service 

- 3240 Military Personne l 

- 3250 Personn2l Pro9ram Control 
and Direction 

3400 
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EMPLOYEE PERFORMANCE AND UTILIZATION 

- 3410 Employee Trai ninq and 
Deve lopment 

- 3412 Management Traininq and 
Deve lopment 

- 3430 Performance Evaluation 

- 3450 Incentive Awards and 
Employee Recognition 

3500 

- 3253 Personnel Program Inspections, POSITION CLASS IFICATION, PAY, AND 
Surveys, and Audits ALL OWANCES 

- 3290 Person nel Records and Document 
Processing 

- 3291 Personnel Reports 

- 3293 Personne l Records and Files 

- 3295 Processing Personnel Actions 

330J 

E~PLOY~HJT 

- 3305 Executive Personnel 

- 3330 Recruitment, Selection, 
and Placement 

- 3335 Promo tion and Interna l 
Placement 

- 3350 Job Ret2ntion 

- 3351 Reducti on·-i n-Force 

- 3352 Reemployment Rights 

- 3353 Res toration after f~i 1 i tary 
Duty 

- 3510 Position Classificati on and 
Job Evaluation 

- 3530 Pay Rates and Systems 

- 3550 Pay Administration 

- 3590 Al lowances and Differen tials 

3600 

ATTE NDANCE AND LEAVE 

3700 

PERSONNEL RELATIONS AND SERVICES 

- 3710 Labor/Management Re l ations 

- 3730 Employee Responsibi l iti es 
and Conduct 

- 3731 Su itabil ity 

- 3733 Political Activi ty 

- 3750 Employee Liscip line 
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- 3770 Grievances, Appeals, and 
Hearings 

- 3790 Services to Employees 

3800 

RETIREMENT AND INSURANCE 

- 3830 Retirement 

- 3870 Insurance 

4300 
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REAL PROPERTY MANAGEMENT 

- 4310 Authori ties/Respons ibilities/ 
Requl ati ons 

- 4320 Facilities Planning 

- 4330 Facilities Manaqement 
(Includes Space) 

- 4340 Services 

1--------------------------------~~---------------------------------
3900 4400 

SPECIAL PERSONNEL PROGRAMS & ACTIVITIES PERSONAL PROPERTY MANAGEMENT 

- 3901 Health Service Program 

- 3902 Safety Program 

- 3960 Employee Recreation and 
Welfare Activities 

- 3970 Fund-Raisin~ Campaigns 

4000 

LOGI STICS MANAGEMENT - GENERAL 

- 4410 Authorities/Responsibilities/ 
Regulations 

- 4420 Supply/Inventory t~anaqement 

- 4430 Property in Use Management 

- 4440 Veh icle Management 

4500 

COMMERCIAL/ INDUSTRIAL ACTIVITIES 

t-------------------------4- 4510 Authorities/Responsibilities/ 
4200 Regulations 

PROCUREMENT - 4520 Commercial Including Commissary , 
Messing, Laundry, Housekeeping 

- 4210 Authorities/Responsibilities/ 
Regulations - 4530 Industrial 

- 4220 Contracting - 4540 Publi c Services 

- 4230 Small Purchas ing 

- 4240 Requisitioning/Ordering 

- 4250 Personal Servi ces 

4600 

GRANT MANAGEMENT 

- 4610 Authorities/Responsibilities/ 
Regulations 
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- 4620 Grants 

- 4630 Grants -in-Aid 

5000 

PROGRAM PLANN ING AND MANAGEMENT 

- 5010 Economi c Affairs (Includes 
Economic Analysis, Model 
Develooment , Forecastinq) 

- 5020 Program Coordi nati on and 
Evaluation (Includes 
Federal , State, Local, 
Industrv, Intermoda l ) 

- 5030 Policy Development and 
Coordination 

- 5040 ProQr am Financ inq Methods 
( Includes Loan Guarantees, 
Taxes, User Charges - See 
4600 for Grant Management) 

- 5050 Regional Transportation 
Systems 

- 5060 Interna tional Transpo rtation 
Program Coo rdinat ion and 
Eval uati on (Includes Inter­
national Cooperation and 
Tech ni cal Assistance) 

5100 

PLANNING, PROGRAMMING, & BUDGETING 

- 511 0 Special Studi es 

- 5120 Program Proposa l s 

- 5122 Program Data Summari es 

- 5130 Departmental Review 

Attachment 
Paqe 

- 5135 Secretarial Rev1ew 

- 5137 Internal DOT Appea l s 

- 5140 Program Memoranda 

- 5142 Program and Financial 

- 5150 Budget Submi ssions - DOT 

- 5160 Bud~et Submiss i ons-OMS 

- 5170 Budget Submissions-
Congress ion a 1 Revi ew 

- 5180 Budget Executi on 

- 5190 Budget Reports 

5200 

MANPOWER t~ANAGEMENT 

5300 

3 
5 

Plan 

Review 

Review 

TRANSPORTATION PROGRAMS & POLI CIES -
GEtlERAL 

- 5320 Containe ri zation 

- 5340 Documentation and Procedures 

- 5360 Transport Systems 

5400 

~ELECOMMUNI CAT IONS 

- 5410 Data/Computer 

- 5420 Radio Frequency Manaqement 

- 5430 Landline (Telephone, Tel eg raph) 

- 5440 Space/Satellites 
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- 5450 Radionavigational 

- 5460 Command and Control Systems 

- 5470 Environmental 

6000 

AIR TRANSPORTATION 

- 601 0 Ai rports 

----------------- !- 6020 Airway Facilities and 
Equipment 5500 

TRANSPORTATION FACILITATION - 6030 Ai r Traffic Mana~ement and 
Operations 

5600 - 6040 Airspace Allocation and Use 

ENVIRONMENTAL QUALITY AND IMPACT 

- 5610 Environmental Policy Act 

- 5620 Community Impact 

- 5630 Noise Control 

- 5640 Pollution Co ntrol 

- 6050 Aircraft 

6100 

HI GH~IAY TRAtiSPORTATI Of~ 

- 611 0 Hi ghways 

- 6120 Highway Design, Construction, 
- 5650 Protection and Enhancemen t and Maintenance 

- 5660 Parks, Recreational Areas , - 6130 Hi ghwa~' Networks 
Wildlife & Waterfou l Refu ge , 
and Hi stor ic Sites - 6150 Motor Traffic Management 

- 5670 Oceanography 

- 5680 Meteorology 

- 5690 Polar Operations 

5800 

TRANSPORTATION SAFETY 

- 5820 Air Safety 

- 5840 Highway Safety 

- 5860 Marine Safety 

- 5880 Rail Safety 

- 6170 Motor Vehicles 

6200 

MARI NE TRANSPORTATION 

- 6210 Shore Facilities 

- 6220 Ships 

- 6230 ~laterways & Territori a 1 

- 6240 t~a ri ne Navigation 

- 6250 Marine Patrols 

- 6260 Merchant Vessel s 

Waters 
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6300 

RAILROAD TRANSPORTATION 

- 6310 Construction & Maintenance 
of Rail Lines, Terminals, 
and Structures 

·- 6330 Locomotives & Rolling Stock 

- 6350 Railroad Traffic Management 

- 6370 High Speed Ground Transpor-
tation 

6400 

CERTIFICATION PROGRAMS 

6500 

URBAN TRANSPORTATION 

- 6520 Urban Transportation Systems 

- 6550 Design, Cons truction, and 
Maintenance of Urban Transit 
Facilities and Equipment 

7000 

TRANSPORTATION RESEARCH & TECHNOLOGY 

- 7020 Aviation Research & Technology 

- 7040 HighvJay Research & Technology 

- 7060 Maritime Research & Technology 

- 7080 Railroad Research & Technolo~v 
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