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April 11, 2014 

SENT VIA E-MAIL 

Overseas Private Investment Corporation 
1100 New York Avenue, N.W., Washington, D.C. 20527 

PHONE: (202) 336-8400 FAX: (202) 408-0297 

RE: Acknowledgement for FOIA 2014-00025 

This letter is in response to the receipt of your request dated March 17, 2014 and 
received on April 4, 2014. Your request has been assigned FOIA Number 2014-00025. 
Please reference this number in all correspondence concerning your request. You have 
asked for the following information: 

o A copy of the listing of OPIC internal handbooks. 

OPIC does not have an official list of internal handbooks but two centralized lists 
of handbooks were located by the FOIA Office and are attached in full. 

As the fees for this request are less than $25.00, no payment is required. 

If you are dissatisfied with this response, you may appeal to OPIC's Deputy 
General Counsel within twenty days of your receipt of this letter by addressing such 
appeal to: 

Deputy General Counsel 
Overseas Private Investment Corporation 
1100 New York Avenue, N.W. - 12th Floor 
Washington DC, 20527 

Both the letter and the envelope should be marked "FREEDOM OF 
INFORMATION ACT APPEAL." In the event that you are not satisfied with the results 
of any such appeal, judicial review is available to you in the United States District Court 



FOIA Number 2014-00025 

for the judicial district in which you reside or maintain your principal place of business, 
or in the District of Columbia. 

If you have any questions, I may be contacted by phone at 202.408 .6297 or bye
mail at Nichole.Cadiente@opic.gov. Please reference your request's FOIA number when 
contacting me. 

Sincerely, 

~ 
Nichole Cadiente 
Administrative Counsel 
Overseas Private Investment Corporation 
1100 New York Avenue, N.W. 
Washington, D.C. 20527 



OPIC Bring Your Own Device Policy 10/26/2012

OPIC Information System Security Policy 4/30/2013

OPIC Privileged User Rules of Behavior 4/30/2013

OPIC User Rules of Behavior  4/30/2013

Telecommunications Handbook 9/1/2004

Procurement Handbook 04‐2013 4/30/2013

Purchase Card Guide 04‐2013 4/30/2013

Security Handbook 2010‐06‐18 6/12/2010

OPIC On‐Boarding Policy 2014  2/11/2014

Security Administrative Order 3/11/2014

Travel Handbook September 2013 9/1/2013

Privacy Policy 4/25/2013

Employment Handbook 2/26/2008

Discipline and Adverse Actions Handbook (Non Bargaining Unit Employee 2/26/2008

Disciplinary & Adverse Actions (Bargaining Unit Employees) 4/12/1994

OPIC Senior Level Performance Handbook 11/1/2011

10/16/2008

Credit Hours Handbook 9/27/2009

Leave Administration Handbook 10/16/2008

Performance Management Handbook 10/16/2008

Maxiflex Program Handbook 9/27/2009

EEO Handbook 11‐2‐2012 11/2/2012
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Handbooks 

-ProgramHancbool< 

o.tl- pclOes. ,.........- and p-ocedures relating to ..,..,ioyee recognition and ;ncemv.s. 

Bring Your Own OMce (BYOD) Polq 

Defines pclaes will BYOD m usage and~ and ;rdt.des the user-requ;,.d ;,, onler to alow ~ 
to use thar personal mobH ~to~ to OPIC .......ts. 

o.dlliou"Hancbool< 

Descri>es OP!Cs 0-.dt Hou- Program p-ocedures ard g.ode!Wles, and ;~ OPIC polky lo- eamng and using creek 
hoors. 

Oisci~ne an:I Adverse Actions Hanhxik 

rudance regaoUng cb:;p!N<y and acNeO'Se actions. 

~-
Cowrs al faals af..,.,..,......, at OPIC ilc:k.dng pay, attendance, ioa.,.,, pefonnance, bene/;ts, "'"ning and~ 
~ pclQes and condOcns, S<h<y, seamy ard more. 

~-
Descri>es the pclaesard pnxecb'es af the OPIC ~Program as~ by~ Directiw 06-08. 

Equal ~Opportunty-

Descri>es OP!Cs Equal~~ (EEO) Program. 

LeawHancbool< 

o.tl- pclOes. ,........-and p-ocedures relating to the absence and leave af ~. 

Maxifleo<Wod<SchedileHancbool< 

This Hancbool< consti..-OP!Cs-.. Worl< Scl>eO.k p-ocedures and g.odel;nes. and - OPIC"s pcl;Qesand 

p-ocedures lo- .a....nistering the - Program. 

OPIC Seni« Lewi Pefo-mance lianclxdt 

o..fonnanc:·~-
o.tl- pclOes. ,.........- and p-ocedures relating to paformanm planning, ...,..,.. and ai>P'aisal lo- en.,loyees. --Descri>es the process that OPIC staff should follow when seEb>g to proa ... goods°' 5eMces m behalf af OPIC. 

ProgramHancbool< 

Oescriies OPIC's missioo, services and programs. 

Porchase Card Program Hancbool< 

PrcMdes ~ ;rlormaticn about the puodlase can! ""'9"'"" 

Safaty and Seo.I~ Manual 

Descri>es smty and seamy pclOes. emergency ard evacuation p-ocedures and various olhe< S<h<y ard security relDd 
issues. 

Security --This Hancbool< ~ OP!Cs Security Program p-ocedures and g.odel;nes. otdnes OPIC polky lo- protecting dassified 
;rlormaticn. ciscusses seamy dearances, ard desai>es the physical security af OPIC"s ............. 

Telecommunications Han:boct 

o.tl-DPIC"s~ po&cies, personal use pclOes. nJesaf behav;or, how to ottanOPICcel phones. Pll"5 

and "1temaOcnal cal~ng cards. 

T eleo:>mm.<ing Hardbook 

o.tl-DP!Cs TelecomnJting Pro!J'am ("wai<@home") p-ocedures and gu;del;neo, and out!- OPIC poky fa 
telecomnuing. 

TrawlHancbool< 

PrcMdes a ready reference to the basic trawl ,..,.,;s;ons af the Federal Trawl~ and DPIC"s pclcti and proceckns 
regaoUng official ......... 

http://opic-moss I/Lists/Handbooks/ Allltems.aspx 
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