


ON ms MAJESTY'S SERVICE. 

FASTEN Envelope by aummina this Label acrou Flap. 
OPEN by cuttina Label ln.i .. d of turinc Envelope. 
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ON ms MAJESTY'S SERVICE. 
FASTEN En.elope by aummina this Label ,croJS Fl,p. 
OPEN by cuuina Label instead of tearing Envelope. 
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UiiRBA. DP P.1'.tJ.J', fuH.TERS - L,.RIS 

ORL~'R 1.u. 10 7 

.A1nend cmt No . 1 

-- --- ------

// 

ubject : 0.l!.S~i'i'rluN OF· FR01,1'vTIUNS PRO,.tv'.1.IlJ1\ _1i..DJU5'hlliNTS, 
,,iERITORIOUS &.LJtY TIIJ'CRBASLS n.ND DO',NGfu;..I,IN S 

16 Februar y 19~ 7 

1. IUhlu~ ; This aul,;:;ndment applic:s to Lent.ral He'-'dquarte r s Order 110 . 107 
a.a~·ea 7 February 1~47 . . 

2. .o.PFLICAEILITY: ThiE: a,lkancarsnt appli"'s to t he DP Operation, G,m.uany. 

3. ATJ'l'HORI'LY : .luropea.n Rt!gion Orc1cr No. 70. 

4. &'.J:1.c,L'll\•11. D ... 'J-.c: '.I.his e.u1t,:11d11,.,nt is effectiv ..... forthwith • 

.A.1 · nd ?ar'cl.grE ph o b - s1:;cond paragraph as follows : 

rro1 otions wrhLen in confonuity vith established 
l'egtL..a ions prior to- 1:heclose of busincRS 15 ,iarc h 
rand effectiv,- :in or before 16 .L•,Larch) will bt:i 
proc ... ssco. and c1;;;r1.i1 ied. All such a c 1.lons must be 
receive in D.2 H"'o.dg_1..J£.r ers , Pari-, no ·~ later than 
1 April 1947, .i.-ts of 2 April onv,ard, no proo1otion 
prou.ation adjust,nen t , reco,w.iendo. tion for lll.eri tori ou3 
salary incrc:<:\~e or downgradin~ rcc.:.i ved in DI' 
Hec1dquarters 1 Po.ris , uill be processed. 

I . ... -
I ·, _,; 11~R OOJiliN 

, • I , 
• i 

f 

Acting Ci.ief, Displac ed Pt.rsons Operation 

• 
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U. N. R. R. A. 
CENTRAL HE~UARTERS, D. P. OPfil?.ATIONS, G:SR1.IANY 

OFJJER NO. 107 

Subject: CESSATION OF FROiJarIONS, PROMOTIO~ ADJUSTI.IEIIT'S, 
MERITORIOUS SALARY INCT-tEASES AfID D0 . .11:GRJ: INGS 

7 Fbbruary, 1947 

1. PURPOSE · ·rhe pu...--pose of this order is to ~.rovide for the: c<~ssation of 
promotions , promotion adjustr,1ents, meritorious alary L.1r.rt:ases and dov.rn­
gradings , during the closure period. 

2, AFPLIC.ABILITY· Thi_, ord(:::r applies to the DP C'.J?•-'rfttion, Germ.any" 

3. AUTHORITY: ~O Administrative Order Po. 70 . 

4- EFF:i::CTIVZ DATE: This order is effective 16 :l,'.H'ch , 194 7, 

5. J. IS11D:.J3Il;T OF PREVIOUS REGULJ\'..LIQ~iS- This ord-..r supt:rsedes Ord ·r- Ho . 88 of 
22 ro·,rember , 1946 ; para . 6 of Ordc::r 63; P. T. I. Fo. 7, 

6. TE.1.,JroRAR'.i .ASSIGl'liilll1TS FOR LESS TtL/\.N TiiRZL J.fONTHS 

During th"' period of reduction ard closur it is anticipPited that enployt.:es 
may be detail~d by su_p<:!rvisory officc::rs to do work of ~,osi tions oth1;;r th·m 
thos-1 to which they are currently :::-1.ssigned, or :'JAY b0 siven ·.1.d&ition· l 
duties in connectj_on rli th n-:duction and closurt.. , J_j' it is 3.nticipatud 
either (a) that th0 as i[;To-nent v7ill 11: st less thP-11 thr1.,c months, 0r (b) 
that the incumbent •;rill occupy the 1iosition for li:.:ss than tr..1.·i;:l; 1onths , th 
assignment will be regarcl0d 'ls purely tt:mpor ,.ry 1::.ncl no chnnr,e in salary 
v1ill be made or rech.ssificat1on action initia.tt;:cl. 

b Since the DP Op1.,;ration Germany will be in the: finFu. pha.sl: of its closure 
or transfer to a suc~ssor organisatior.. by June, 1947, in conformity with 
paragraph 6 ~ above , all promotions , promotion ~djust~·nts, (~s prLlviou~ly 
defined in Administrative Ord1c;r 86, Section 12( d)) rr..ur-i torious sfl.lary 

• incr-.:ases and dovrngradings will ci;;as0 •.;_s oi 16 i.IarcL . 

Promotionn written in confo:rmitf with l.:!stablish1.;:<!_ r0f;:_;'l_l'ltions prior to 
the close of businuss 15 iarch ana uffoctiv., on or b1:;;f0n~ 16 .Iarch) ·1rill 
be-proce::sse::d and certified. .All such actions fhltst bt.i r<Jct.:ivud in P ·it. 
DP Headquartr..:rs not lakr t.J1an t April, 1947. _\::; of t;1►A.uril omrard , - no 
-cromotion, promotion adjus~nt, r~com:T1~1ylation i'or m :ri torious sal£J;! 
increasu or downgrading rucl!ivud in D* f!,.;r1.dqua ~ ... 1·s, p, is , ,.:.l_ bi.: 
1:;roct.: ss(.;d, 

c Regular a,,-mu'll incruas....:s as d....: 'i.ned in Onl :..· o, 63 pan ... . 5 nill "b, • 
procu ssud ar_d certif'ii.:d through Paris D. - • H,._; ,_'!. u"l.rb.!r~ ,, s usw 1, ; roviu., id 
th1:y u.rt:.. in conf onr.i ty m. th r1..:gula tions • 

. I 
/{j/ 

I 
~ 

CYRFS G-i::.: ... SLAI'E, 
Acting Chiuf of' 1-'' ra ti01 s, Gcn::u.ny 
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B.A. O. R. 

UN/1805/c/ZP0. 1946 . 

TO : ( 1) 460 UNRRA. H • , 
•• O.R. 

(Attn . Regional Personnel Of~icer) 

( 2) chleswig- Holstein Region, 
No. 200 U1 H • , .A. O. R. 
( ttn. Regiona Personnel O ficer) 

(3) Hannover .egion, 
I o .430, •. O.R. 
( ttn. Regional Personnel Officer) 

~ 01 : UNR. .. 'f:?A Zone Director. 

, ubject:- ual within- grade I crenents . 

1. ef our Ul,V1805/G/zro/Increment/D.10 of 14th 
S tem er. 

2 . 
or doubt 
method o 

'thin-g 

There till seems to be a considerable amount 
amongst e lo.rees in the field as to the _ roper 

dra ·ng attention ton cla.im for an annual 
de inc.re ent . 

rr!( 

3. It is requested th t an instruction be re- circulated 
in Or ers, on the ine of our above- !Ilentioned letter. 

~ 

~~ 
G.F. J , e, 
Zone ,. t.- O:Qll.G-1 f'ficer, 

1/INF . 
:ror UNRR Zone Director. 
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U. N.R. h.~·• 
CV.N'l'Ri..1.J ITT',1.1JQW.RTJ-.:. S D. P. OI~'..TIONS , GElli•L'u-TY. 

OFJ)ER NO : 63_. 

;i:viF..J'ID.i'IENT NO : ·1 , u/sµ, ti )w 
- ----------------=-------

:,rm,IBCT : Ticmul2.r ~·.Jmur,.l ruicl ri:critorious 
S~ln.ry Increases . 9th Septcr.ibcr , 1946 . 

1. IU11:i'OSE . Th.:.s cncr..di. ont to order No . G~ i s for the purpose of cstnblishinz 
the d'fccti.v~ rln.tc of chonzcs i.r1. status md s,unry. It rncndz ortlor l'Jo . 6.3, 
Section 5( 1 ) . 

2 . ...FI'LICJ'.:SILI'rr: . This CJilcndncnt c.pplit.-s to D. :i:. Operations , Gcr:-:w.ny. 

3. T~FFF.CTD/E D.nTE. '.i'his rn('ndr:wnt cor:10s in .o effect 1 October , 1946. 

5. BJ,BIC INS'l'I'-UCTION.. mhis ·ncnd. cnt "..l t '.~s or.:ler No . 63, secti on 5( 1) "S 
follo•,-,s: . 

1:Hegul.:xr o.imu".l ,-rithin gr~dc stl'.lry increas.:s sh'\11 be effecti ve on the 
firs n<l sixto1...nth of' th0 r:wn+h 1'0110:1::ng he cnni vcr sru:y do.tc . 
1:··thin tlis lit:.itntion thc.y ~To :r..,troE.ctivo . If the nnnivcrsnry dr~ c 
co inci os .-.'i.. th 'ht; fi.i:s t 01· i,hc sixteenth of the ;:ton th, t.,;ffcct i vc ch c 
".'Jill be tl 1".t u.n..y r h,,r th "11 on the be ir .11in.._. of the next p1.:1.yroJ.l 
po::.·iod 11 • 

J~xnr.",pl0: T.-,:i.rloycc -· en .... rc<1 on du t.;y o ,:,".S l[\.S rr::>:1ot( 1 on 
1 Octobc:r ., "i945 . He is cl Lgi lo for rcgul.ri.r ·nnu~l 
,1ithin gn:i.dc i.c,CJ'0':"1Cnt n 1 Octobe , 1946. ;:-iployGc 
B ~n ,:r,.,.1 on Juty or ,,r.s 1 .st pror.1otcd on 2nd Oc ohcr , 
19~5 . Hu is cliGiblc for r-r 0 u.l tr nnnuc.l ··1ithin gr--~ 0 

incrc:.mn: ,:.n iG October, 1946 , 

1 IYER. COHEN 
1'LJtinc; Chi ef of Ope;:!'.' 1.i.ions , Ger i. nny 
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U.N.R.R.A. 
CENTRAL HE..l!DQUARTERS D. P . OPERaTIONS, GERMANY 

ORDER NO : 63 

Subject: REGUL.tffi 'fl.JAL .&ND i.fi!:RITORIOUS 
SALARY INCREASES. 5th August , 1946. 

l . RJRPOSE. This order establishes policy anc procedure for re[;Ular 
annuo.l and meritorious within-grade salary increases . 

2. APPLIC lliILI1!. This orc'..er applies to the D. P. Operation, GerllBcy. 
It supercecles A.O. 35, Revision No.l of 211- April, 1946. 

3. EFFECTIVE DATE. This instruction co1.Jes into effect 15 August , i946. 

4. AUTHORITY. Revision of Basic Fiel d l-.ianual , Part II , Sect ions 420~22 
24 June, 1946. Copies of t~1is revision will be distributed when 
they arrive in sufficient numbers fror.1 E. Il . O. 

5. REGULAR A.'ffillJ.AL I N~.A&i:..:s_. In accorda..r1.ce with Section 421 of. Basic Field 
l. anual , Part II, Section 4.21, "e lo ees shall be iv~ one step 
within-grade salar-1 increase a~ the end of e ach full year f sel"Vice 
since the last l)revious salary adv~ent excluding advancer~_nt s 
ror mentoriuus service or aa ··us·cments in national salary scale 11 • The 
following interpretations of this policy are provided- as a guide for 
processing and ayproving such actions. / ' 

a The regular annual within-grade inor..§ase is automatic enc.--:.. cloes not 
depend upon a report o · satisfactoi-y service frow_ t~e e~ployeers 
supervisor. Tm se increases may be recomwended by the major 
organisational unit an:i/or by the ~ersonnel officer . n all cases 

, of teruina.tion the ~rsonnel officer s ·.tall ascertain fra..1 personnel 
11 ~ ecords whether the· emplo· ee has entitlement to e. r egular annual 

1 C.. ""1 ,.,,, i ea. · i.ch has not een implemented_, and if so shall at that 
_,, time issue an action, separate anC q,_ist inct from the te:nm.nation 

action i.in ementin_g the increase _ J~he tEU"llri..nation aq_tion must , bf 

course, reflect the ::;alary increase . 

b Within- grade salary increases shall be rm.de at increment levels to 
the maxi.nn.ll'1 incrc-.iie nt of the grade but not beyond the naximum 
increzre nt of the grade. 

c There are three conditions which may result in a salary advancement 
but which do not affect the anniversary date for a regular annual 
within- grade salary i ncrease: 

(1) The granting of a meritorious service salary increase. 

(2) The gr anting of a sala1-y adjust-went on the basis of a change 
in a national salar-,t scale . 

(3) The granting of a sa.lar-J increase to bring employee's salary 
to the base of the grade to which his position is allocated. 

d In accordan:'.!e w-i t_ Scction5 para. ~ (3) a ove , a :i:ierson ra i d a salary 
belm·,• the base of the J r::!.de a-:ppl~.cable , to his position, but whose 
sala::y is later increased. to the base of the grade , will be el igible 
for a r;;;gu.lar annual within- grc.de salary increase one year after 
a~pointuent or promotion to his p~escnt grade . 
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Example: Employee _ is appointed 1 I~ay 1945 to position of 
clerk-stenographer, grade 3, but is paie. a salary below 
the ba_se of graclo 3. On 1 August, 1945, Em:ployec 1 .A I s 
salary is increased to the base of his grade . On 
1 liiay, 19li.6 he is cligi blc: for a om~ step incremental 
sala!"'IJ incrce.se . 

e A meritorious service sale.r'"J incre~sc sholl not affect the employee's 
eligibility for a regu.lQr annual within- grade i~crea.se . 

Exrunple : Employee B was appointed to position of Supply Analyst , 
grade 10, 1 June, 1945. On 1 ©ctobcr, 1945, cmyloyee is 
granted a meritorious service ~alary increase of one 
increr.~nt . He is cligi'olc fo1~ a regula r annual within 
grade se.la:i:y incrcr so on 1 June , 191.~6 . 

f .J.\. perioc.";. of learvE; without pay shall not be c redited as service in 
determining the effective date of an rmnual within-grade salary 
increase . In computing the service t:ime to detaruune an employee ' s 
eligibility for En increase, })e:csonncl officers s'18.ll deduct any leave 
without pay tiwc charged to t he employee • 

.B T·hc transfer of an employee from one position to another position 
of the same grade, irre:spcctive of the nature of the duties and 
responsibilities of the new position, rrill not affect the anniversary 
date for a regular annual within-grade salary-inc~case . 

h If· an _·cmployoe is promoted (advance11cnt of an employee frorn one 
position to a position of a higher grade)., the effective elate of the 
promotion shall beco110 the new date for the: purpose of computing 
service time in dete:nuining eligibility for an annual within- grade 
salary. increase . · 

i If an employee bas had a brca .. c in se:i.-vicc - termination and subsequent 
re-cmployrrent - service ti1nc toward an annual wi thln- i;rade i ncrease 
shall be computed f'ram tl1e effective date of the last appointroont . 

Example : Employee Fis employed as a file clerk, grate 3, l June , 
1945, and is teru1inated by rcsigrotion 1 November, 1945. 
On 1 lla.rch , 1946, Fis rc-mt19loyed in the original position. 
He will not be eligible for an annual within- grade increase 
before 1 Mnrch, 1947 • 

.J. An employee in suspension status during a period of investigation of 
charges of misconduct, which charges o.re not subsequently sustained., . 
\till have the period of su.s:')cnsion couritcdas service credit toward 
eligibility for a regular annual v1ithin- grade salary increase . 

k Employees who are transferred frolll ono ·position to another position of 
a lower grade, or who ·6uff er· a cut in erade because of a change in 
budget grading without actually changing positions are not eligible fo r 
an increment because they arc at the top of their grade at the lower 
classifi cation. If they later retw--n to a position of the former 
higher grade they shall have only the time served ih -the higher grade 
c onsidered as service eligible for within- grade salary increases . 

Exar.1plc: 'Eplployce entered on duty on 1 June, 1945, as Stores Officer, 
grade 8 . Position is dovm- grad(.;;d to grade 7 on 1 October, 
1945 budget . Employee is prmnotcd to Supp1.y Officer, 
grade 8, on 1 Janur.>.ry , 1946. Effective cla tc of v.d. thin- grade 
snlary increase on grodc .8 scale is 1 Septe~nber, 1946 . 
Thus l year (12 months) time has been spent in the hig,hcr 
grade . 



- - . -
•' 

, 

- 3 -

1 Regular annual wi ~1i n gra.rlc sv.lor::r increases shall be effective 
on the firs t of t he mont .. foJ.l crring the an."livcrsa;ry date , Within 
this limitation t ley may be ctroaati ve. 

m ill copies ofUG-1 c....:t:·.ons wiJ J b e sent to C.H. q. for audit and 
distribution. U:L..css ;:1.~ C1,T9l ')y oe indicates otherwise, the amount 
of the ir.crCEent w~ll be ac,:'loJ. to hls home allotment . 

6. MERITORIOUS SERVICE S.AL.iu I TITCREi.S~_§. 

!:. Definition. A mericorious i ncrease is a special within-grade 
incre:giem r,ithin tne max.imura of the grade, ,:;hi.ch is granted for 
service II over 1:1.nd o.bove nonllE).l job requirc~nt s of an unusual 
or distincti vc charnctor 11 • Such increases will be strictly limit ed 
in number since they can bo c.prr.ovcd only when there is clea.r 
evidence that tho m:,_~k pcrfonoo.nce of the recipient is patently 
superior to other employees in the same position category. They are 
not intended for use becau3e of inability to obtain promotions or 
higher classifications. 

~ Eligibility. The following limitations and qualifications shall 
~pply to all merit orious service salary increases : 

(1) They must have the prior approval of tho ChiQf of Operations. 

(2) A meritorious service salary increase shall no:rmally be one 
incre.tront level in the s a lary scale for the employee I s gra.do, 
but may, in case s of unusually meritorious service be two 
levels. In no case shall such an increase exceed two levels. 

(3) No more than one mcri torious service salary increase may be 
authorise~ f:.or the same employee within a period of six months, 
nor may aey increase exceed the :raaximum of tho grade. 

c Procedure. Field or headquarters supervisors lTill submit a special 
r eport on tho employee silb stantiating in full the reasons for the 
meritorious salary increa se. 

UG-l' s t o implement meritorious service salary increases 
are to be p repar ed by zone or district personnel officers , and 
submitted t o the Ch ief of Ope r ations for decision. Unless 
othe:ri·ris c indi ca t ed t m amount of the increase will be added to 
employee' s horiic: allotment"' Such i ncrea ses cannot be retroactive and 
shall be cffectecl on the first of the month following the initiating 
date of tho action by the district or zone personnel officer. 

L F. E. iiORGAN. 
i Lieutenant-GcnemJ.:. 
Chief of Operationa, Germany. 
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Subject: Within- grade Salary Increases for 
Class 1 Bnplbyeea, D.P. Operation, 
Germany. 

Administrative Order No . 35. 
Date: 2 April, 1946. 

1. DEFINITION - A within-grade salary incirease is an advancement in salary, 
involving no change in duties, from one increment hlvel \7ithin a salm-y 
grade to a higher increment level within the same salary grade. 

2. POLICY - Within-grade salary increases are paid to employees in 
recognition of their increased value to the Admini~trat ion after the 
prescribed period of satisfa ... -tory service Inde:"ini t~ employees v1hose 
services are certified by their supervisor to have been.,, · .,.factory 
and to have increased in v ue s all, u on e ~ - rov of the Field or 
Headquarters Supervisor be given a one-ste witnin-grade salary increase 
=-=.::.:.::.-=:::::.--=..:::.-==-=-u= - y_ear or service from the a e of entranc~ on 

or the last romotion. Employees for whom the Supervisor contem­
plates re-assignment or termination for unsatisfa,~tcry work performance 
shall not be certified for within-grade salary inc.:reases . In such ce.ses 
where re-assignment results in satisfa~tory performan~e, the Supervisor 
may recommend that the previously withheld within-grade salory increase 
be given -ro ~t: f"rtJ>H e,ul or ,ru., yedl;, "r S'e,t(,N:U!,, frd?'tt ij4c,_ 
da.1'i: 01- las/- 7Jrornot-,ha . . . 
In cases of exceptionally meritorious service certified by the Field or 
Headquarters Supervisor and the Zone Director, a special r1ithin-grade 
incrc!:lcnt :il.cri!:acc ·.lith;i..n the nxi~1un _cf th c grc.de ·;:i::'.y b e gr~tcd. It is 
imperative from the standpoint of .administrative consistency that such ·,--: 
special increases be severely limited in number. The follo,,ing limit­
ations and quali:fica.tions shall apply in all such cases : 

( 1) 

( 2) 

(3J 

They must have the prior approval of the Chief of 
Operations. 1 ' f l · .z-i<- f ft"• t1 1 
They may not be given during the first~ months 
of service, ~or more than once in any period of 

• twelve months. 
· ~-le~ 

They shall normally be one ~ in ~ount, and in 
no cas~ shall exceed two grade-a. s;e,PT-

Within-grade salary increases shall be made at increment levels until 
the maximum level of the grade is reached. P/ithin-grad.e salary 
increases cannot be paid above the maximum of the grade of the position 
which the employee occupies. 

Adjustments paid to employees on. the basis of Administrative Order 1 • 

No. 180 (or previously on the basis of Orders 109, 117, 141 and 148) 
shall not affect the anniversary dates on which within-grade salary 
increases are due. In such cases, the increment v,ill, of course, be , . 
paid n.ocording -to 1:h:l salary level tn·;;hich -the eoploycc is currently ns'sigred. 

Employees who are transferred from one position to another position 
of a lower grade, or ~ho suffer a cut in grade because of u chrui.ge in 
budget grading without actually changing positions a.re not clig:~l~ for 
an increment because they arc . at the top of' thci.1.· grade a the lo,,er 
classification. If they lat':)r return to n J)OGition of the former 
higher grade they shall ha.ve only the time servea. in t ho high~r grade 
considered as service eligible for within-grade sa),.ary increase , excmple : 
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Employee entered duty on 1st June, 1945 , as Stores Officer, 
Grade 8. Position is dovm-grad.ed to Grade 7 on 1st October, 
1945, budget. Fmployee is promoted to Supply Officer, Grade 
8, 1st January, 1946. Effective date of within-grade salary 
increase on Grade 8 scale is 1st September, 1946 

J, f/ Within-grade salary increases shall be effective on the first of the 
mon~h foll.owing the anniv~rsary date. 

3. ELIGIBILITY - The provisions of this order shall apply to indefinite 
employees, but not to employees holding other types of. appointment. 

An employee receiving the maxi.mum of the gr~e to which he is currently 
assigned is not eligible for a-~ithin-grade salary increase. 

A leave of absence without pay shall not be credited es service in 
determining .the effective date of the within-grade salary increase. 

4. PROCEDURE - U.G.1 1 s to implement within-grade salary increases are to 
be prepared by Zone or District Personnel Officers, copies to be 
distributed as in the case of promotion. Unless the e~ployee indicates 
otherwise, the amount of' the inorem.ent will be added to his home 
allotment. 

Field or Headquarters Supervisors must certify in writing that an 
employee's service~ have been satisfactory during the previous n1elvo 
month period and that the employee is entitled -'t-o the=. within-grade 
salary increase on the basis of' increased value to the Administration. 

In cases of special within-grade increment increases being recommended:; 
for exceptionally meritorious service, Field or Headquarters Supervisors 
will submit a special report on the employee substantiating the reasons 
for the special recommendation. 

In those cases in whioh the necessary information on date of entrance 
on duty or last promotion is missing, the Zone or District Heo.dquarters 
offices are to re~est such information from Central Headquarters. 

••• • • • I~ 

-it½·. .., 7.. t.( .{, '\Ar-i ~ / , I , ) . 
, 1 ..:. I C 
-f-r.n.- F. • Morgan 

Lieutenant-General 
Chief of Operations 1 Germany. 



UNRRA 
GEIMAN O~RATIONS 

Subject: Within- grade Salary Increases for 
Class 1 Tolployees, D.P. Operation, 
Germany. 

Administrative Order No . 35. 
Date: 2 April, 1946. 

1 • DEFlliITION - A within- grade salary inorease is an advancement in salary, 
involving no change in duties, from one increment J oirel ,Ii thin a salary 
grade to a higher increment level within the same salury grade. ,,, 

2. POLICY - Within-grade salary increases are paid to employees in 
recognition of their increased value to the Administration after the 
prescribed period of satisfa0tory service~ Inde~inite employees whose 
services are certified by their supervi.sor to have been satisfactory 
and to have increased in value shall, upon the appr6val of the Field or 
Headquarters Supervisor, be given a one-step vd.tc.in- grade salary increase 
at the end of each full year of service from the date of entrance on 
duty or the last promotion. Employees for whom t~e Supervisor contem­
plates re-assignment or termination for unsatisfac;t:.. ry vrork performance 
shall. not be certified for vii thin-grade salary increases. I'n such c.?.ses 
where re-assignment results in satisfa~tory performance, the Supervisor 
may recommend that the previously withheld within-grade salury increase 
be given_ -fo da.t'c .,C,.tnM u,tl o/ /-// /e.tv> '} ~t!Avi<-tt. r,.,,_ G.ll~. 
rla.:1-£. 11,- lo..s-1- p>-•mof.,;,,,, 
In cases of exceptionally meritorious service certified by the Field or 
Headquarters Supervisor and the Zone Director, a special within-grade 
incrcn.cnt :hc!"ensc -;,i thin the 70.xi ~.1un _cf th C; gr1:'.de · ,_ c!.Y be gr~tcd. It is 
imperative from the standpoint of administrative consistency that such 
special increases be severely limited in number. The' following ·limit­
ations and qualifications shall apply in ~11 such cases: 

(1) They must have the prior approval of the Chief of 
Operations. 

(2) 

(3) 

They may not be giv~n during the first ~ee months 
of service, nor more than once in any period of 
twelve months. 

·· s/cJ>. 
They shall normally be one ~ in amount, and in 
no case shall exceed ti-10 grade.u.~s . 

Within-grade salary increases shall be made at increment levels until 
the maximum level of the grade is reached. Within-grade salary 
increases cannot be paid above the maximum of the grade of the position 
which the employee occupies. 

Adjustments paid to employees on the basis of Administrative Order 
No. 180 (or previously on the basis of Orders 109, 117, 141 and 148) 
shall not affect the anniversary dates on v,hich within-gre.de salary 
increases are due. In such cases, the increment will, of course, be 
paid nccording -to tm aa.lary l ove~. to·:1hich -the co.ploycc is currently ~.s'sigred 

Employees who are transferred from one position to nnother position 
of a lower grade, or who suffer a cut in grade because of a chr..nge in 
budget grading without actually changing p0s1 tim:s are not olig::.:olc for 
an increment because they arc at the top of their grade at the louer 
classification. If they later return to a position of the former 
higher grade they shall have only the time serveci in the high~r grade 
considered as service eligible for within-grade sal,ary increase, exC!lll.ple: 



- 2 -

Employee entered duty on 1st June, 1945, as Stores Offioer, 
Grade 8. Position is down-gracled to Grade 7 on 1st October, 
1945, budget. Employee is promoted to Supply Officer, Grade 
8, 1st January, 1946. Effective date of vii thin-grade salary 
increase on Grade 8 scale is 1st September, 1946 

Within-grade salary increases shall be effective on the first of ·.the 
month following the anniversary date. 

3. ELIGIBILITY - The provisions of this order shall apply to indefinite 
employees, b~t not to employees holding other types of appointment. 

4, 

An employee receiving the maximum of the 'graq.e to ,1hich he is currently 
assigned is not eligible for a within-grade salary increase. 

A leave of .absence without pay shall not be credited as service in 
determining the effective date of the within-grade salary increase. 

PROCEDURE - U.G.1 's to implement within-grad'e salary increases are to 
be prepared by Zone or District Personnel Officers, copies to be 
distributed as in the case of .p~motion • • Unless the employee indicates 
otherwise, the amount of the inoremen t will be added to his home 
allotment. 

Field or Head.quarters Supervisors must certify in wri tin~ tha.t . an 
employee's services have been satisfactory duri'ng the pi;evious tr,elve 
month period and that the employee is entitled to the within-grade 
salary increase on the basis of increased val~e to the Administration. 

' . . 

In eases of special within-grade increment increases being recommended 
for exceptionally meritorious service , ,. Field or ·Headquarters Supervisors 
will submit a special report on the employee subatantiatjng the reasons 
for the special reoomm~ndation. 

In those cases in which the necessary information on date of entrance 
on duty or last promotion is missing, the Zone or District Headquarters 
offices are to request such information from Central Heodquarters. 

fT f. ,nl\,-u.-
' I ~ 1 I 

, 1 .- / _;. ; ' C C 
+ t/1 F. E. 1'.iorgan 

Lieutenant-General. 
Chief of Operations, Germany • 

. ·- . . -

··, 

. '· 



UNRRA 
GEIMAN O~RA.TIONS 

Subject: Within- grade Salary Increases for 
Class 1 Enployees, D.P. Operation, 
Germany. 

Administrative Order No. 35. 
Date: 2 April, 1946. 

1 • DEFINITION - A vii thin-grade sab.riY in::-.rease is an adva.11cement in salary, 
involving no change in duties, from one increment level within a salary 
grade to a higher increment level within the same salary grade. 

' 
2. POLICY - Within-grade salary increases are paid to employees in 

recognition of their increased value to the Administration after the 
ptescribed period of satisfa-.,tory service,, Inde:.:'inite employees whose 
services are certified by their supervisor to have been satisfactory 
and to have increased in value shall, upon the approval of the Field or 
Head.quarters Supervisor, be given a one-step witi:lin-grade salary increase 
at the end of each full year of service t'rom the date of en·trance on 
duty or the last promotion. Employees for whom the Supervisor contem­
plates re-assignment or termination for unsatisfa,-:tory Ytork performance 
shall. not be certified for within-grade salary inc.:reai:ies. In such cases 
where re-assignment results in satisfa~tory perforrr,ance, the Supervisor 
may recommend ·that the previously withheld within-grade salcry increase 
be given_ -f-e, t/41£ .,r,-,,,.,, en, o/ /w'I yeo.1- f :re,,v.ie.e. ?U>M ,£Qb . 
tla.iL (11 , lo.,,o_-t- pr0n,c,,~;,., . 
In c~ses of exceptionally meritorious service certified by the Field or 
Headquarters Supervisor and the Zone Director, a special Ytithin-gra.de 
incrc:icnt :b.cren.cc -., ithin tho --:inxi ~.iUD. ~c£ the grL'.d.e · □ c..y be gr:~.ntcd. It is 
imperative from the standpo:int of administrative consistency that such 
special increases be severely limited in number. The following limit­
ations and qualifications shall apply in all such cases: 

( 1) 

( 2) 

(3) 

They must have the prior approval of th~ Chief of 
Operations. 

They may not be given during the first~ months 
of service, nor more than once in any period of 
twelve months. 

They shall normally be one ~~& in amormt, and in 
no case shall exceed 'bvo ~- .d191s. 

Wi thin-gr~e salary increases shall be made at . increment levels until 
the maximum level of the grade is reached. \Vithin-gra.de salary 
increases cannot be paid above the maximum of the grade· of the position 
which the employee occupies • 

.adjustments paid to employees on the basis of Administrative Order 
No. 180 (or previously on the basis of Orders 109, 117, 141 and 148) 
shall not affect the anniversary dates on vthich within-grade salary 
increases are due. In such cases, the increment will, of course, be 
paid MCdrding 1P ttu so.la.ry level to·:,hich fuo cnploycc is currently ~.s'sigrE<i 

Dnployees whp are transferred from on0 position to another position 
of a lower ,grade, or who suffer a cut in grade because of u change in 
budget grading without actually changing p0s1 tions e.re not clig:.." .Le for 
an increment because they arc at the top of their grade at the lo-,7er 
classification. If they lnt~r return · to a po8it1on of the former 
higher grade they shall have only the time servea. in the high0r grade 
considered as service eligible for within-grade so).ary increase, excmple: 



- 2 -

E)nployee entered duty on 1st June, 1945, as Stores Officer, 
Grade 8. Position is dovm-gradcd to Grade 7 on 1st October, 
1945, budget. Enployee is promoted to Supply Officer, Grade 
8, 1st January, 1946. Effective date of within-grade salary 
increase on G-rade 8 scale is 1st September, 1946 

Within-grade salary increases shall be effective on the first of the 
month following the ann:;iversary date. 

,3. ELIGIBILITY - The provisions of this order shall apply to indefinite 
employees, but not to employees holding other types of appointment. 

An employee receiving the maximum of the gre..de to ~hich he is currently 
assigned is not eligible for a within-grade salary increase • 

. . ,. -.- . 
.. ; t-, ~ 

A leave of absence without pay shall no~ pe credited as service in 
determining the effective date or' tht: witpin-grade s.alary ,inoree..se. 

4-. PROCEDURE - U.G.1's to implement withµi-grad'e salary increases are to 
be prepared by Zone or District Personnel Officers, copies to be 
distributed as in the case of' promotion·. Unfess the employee indicates 
otherwise, the amount of the increment will be added to his home 
allotment. 

Field or Headquarters Supervisors · must oertity-•fu writing that an 
employee's servio611 have been satisfactory during the pf~vious tv,elve 
month period and that the employee is enti~led to the within-grade 
salary i;norease on the-basis of increased value to the Administration. 

In cases of special within-grade increment increases being recommended 
for exceptionally meritorious service, Field or ·Headquarters Supervisors 
will ~ubmit a special report on the employee substantiatjng the reasons 
for tQe special recommendation. 

In those oases in which the necessary info:rination on date of entrance 
on duty or last promotion is missing, the Zone or District Hendquarters 

- - offices are to request such information from Central Heo.dquarters. 

.', l, . 

l, '\..1.,-----
1 -~,tfl,-7 A 

+t/1 F. E. Morgan 
Lieutenant-General 

Chief of Operations, Germany. 

.J / C C 



UNRRA 
GER,IAN OPl<'...RA.TIONS 

Subject: Within- grade Salary Increases for 
Class 1 Nnployees, D.P. Operation, 
Gezmany. 

Administrative Order No , 35, 
Date: 2 April, 1946. 

1. DEFINITION - A within-grade salary in:::rease is an advancement in salary, 
involving no change in duties, from one increment Jcvel within a salary 
grade to a higher increm~nt level within the same salary grade, 

2. POLICY~ Within-grade salary increases are paid to employees in 
recognition of their increased value to the Administration after the 
prescribed per od of satfafadtbry ser-vice~ Inde:.:' inite employees ·,,hose 
services are certified by their shpervisor to hn:1:e been satisfactory 
and to have increased in value shall, upon the approval of' the Field or 
Headquarters Supervisor, be given a one-step ,;.,Hein -grade salary increase 
at the end of each full year of service from the dat -3 of entrance on 
duty or the last promotion. Employees for whom the Supervisor contem­
plates re-assignment or termination for unsatisfa,;tory nork performance 
shall not be certified for within-grade salary int;reaoes , In such cases 
where re-assignment results in satisfa0tory performance, the Supervisor 
may recommend that the previously withheld within-grade salo.ry increase 
be given .. +e, Jo.:h;, f',..,,.,. e.,ul .d. ~u// 'fd.o...,, ;) &JUie,e 7"6"4 '5:4):) _ 
rlaJ-1- ,n la-s-1- ,.,,..,,,,,,,.O.,.✓~ - ·r , I 
In cases of exceptionally meritorious service certified by the Field or 
Headquarters Supervisor and the Zone Director, a special ;;ithin-grade 
incrcncnt :b.creanc ·;,i thin the ~o.xi r.;;un _c£ th c grc.de · □ay be gr :~.ntcd. It is 
imperative from the standpoint of administrative consistency that such 
special increases be severely limited in number, The follo,7ing limit­
ations and qualifications shall apply in all such cases: 

( 1) 

(2) 

(3) 

They must have the prior approvaJ, of the Chief of 
Operations, 

They may not be given during the first £ months 
of service, ·nor more than once in any period of 
twelve months. 

~&Jie They shall normally be one in amowit, and in 
no case shall exceed two ~ )'.s' 

Within-grade salary increases shall be made at . increment levels until 
the ma.ximun level of the grade is reached. Ni thin-grade salary 
increases cannot be paid above the maximum of the grade of the position 
which the employee occupies. 

Adjustments paid to employees on the basis of Administrative Order 
No. 180 (or previously on the basis of Orders 109, 117, 141 and 148) 
shall not affect the anniversary dates on v1}).ich· ,1ithin-grade sD.lary 
increases are due. In such cases, the increment will, of course, be~ 
paid according iD im salary level to·:1hich -the coploycc is currently na'sigred. .. 
Employees who are transferred from one position to o.nother position 
of a loy,er grade, or who suffer a cut in grade because of a chunge in 
budget grading ~ithout actually changing positions are not elig~olc for 
an increment bcce.usc they arc at the top of their grade at the lo,,er 
classification. If they lat~r return to a position of the form0r 
higher grade they shall have only the time servea in the higher grade 
considered as s~rvice eligible for within-grade snJ,.ary increase, exnmple: 



{ 

- 2 -

Employee e~tered duty on 1st June, 1945, as Stores ·Offioer, 
Grade 8. Position is dovm-grad.ed to Grade 7 on 1st October, 
1945, budget. ])nployee is promoted to Supply Officer, Grade 
8, 1st January, 1946. Effective date of within-grade salary 
increase on Grade 8 scale is 1st September, 1946 

Within-grade salary increases shall be effective on the first of the 
month following the anniversary date. 

3. . ELIGIBILITY - The provisions of this order shall apply to indefinite 
e1;1ployees, but not to employees holding other types of appointment. 

· An employee receiving the maximum of the grade to which he is currently 
assigned is not eligible for a within-grade sn.lary increase. 

A leave of absence without pay shall not be oredi tcd as service in 
determining the effective date o'f the wi'thin-grade salary increase. 

4. PROCEDURE - U.G.1 's to implement within-grade sa1ary increnses are to 
be prepared by Zone or District Personnel Ofriccrs, copies to be 
distributed as in the case of promotion. Unless the employee indicates 
otherwise, the amount of the increment will be added to his home 
allotment. 

Field or Headquarters Supervisors must certify ih writing that an 
employee's service~ have been satisfactory during the previous melvo 
month period and that the employee is entitled to the v,ithin-grade 
salary increase on the basis of ihcreased value· to the Administration. 

In cases of special within-grade increment increases being recommended 
for exceptionally meritorious service, Field b'r Headquarters Supervisors 
will submit a special report on the employee substantiatjng the reasons 
for the special recommendation. 

In those cases in which the necessary :in:formatibn on date of entrance . 
on duty or last promotion is missing, the Zone or District Headquarters 
offices are to request such information from Central Heo.dquarters. 

-77>½· , ·'J 7,/(\1, -l '\.,1,,,..._ 
/

11- ~ I 
, 1 · ~ .1;· C G 
-rr.,,,- F. =• Morgan 

Lieutenant-General 
Chief of Operations, Gert:lany. 
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UNR.'tA 
GEBUAN OPERATIONS 

Subject: Within- gro.de Salary Increases for 
Class 1 Employees , D.P. Operation, 
Ger many. 

Administrative Order No. 35 
Revision No.l 
Date : 24th Appil , 1946 

I, DEFil([TIO!J - A within- graC.e salo.ry increase i s on o.dvancei.aent i n 
salary, involving no cha..,,.gc in duties, f r oo one i ncreucnt level within 
a salary graa.e to a higher inc:reocnt level within the sruil.e sulary gr ade . 

2. POLICY - Within- grade sa).a.ry increcses are puid to c::iployecs in 
recognition of their increased value to the Ad.Lrl.nistn::.tion v.fter the 
prescribed period of satisfactory service. Indefini te er:rployees whose 
services are certified by their supervisor to :i.1.::.v c been se.tisfc..ctory 
and to have increased ir, value sl"ll'.11 , upon vhc n.p:provnl of the Field or 
Headquarters Supervisor, be given v. one-step •rithin- gr~QC sal~ry incrcast 
at the end of each full ycex of service fro LJ the date of entro.1ic0 on 
duty or thG last promotion. E1:1_pl oyeos for •:1hor.1 the Supervisor 
contemplo.tcs re-o.ssignment or ternination for u.risa.t isfactory work 
perfonna.nce shall not be certified. for within- grade increases. In such 
cases where re-assignment r esults in satisf~ctory perforwance, the 
Supc.-TVisor r:ia_y- r ec01nn.lend that the previousl y withhelcl within-c,,rnde 
salacy incrense be given. 

In c nses of exceptionally meritorious service certified by the Field or 
Headquarters Supervisor aric:;. the Zone Director, c spucinl within- grade 
increment increase within the maximum of tl1e gracl_e ffi".l.Y be granted. It 
is i41perativc from t he standpoint of aclw.inistrativc consistcnc,7 that 
such special inc:rease.s be severely limited in nlli!lber . To~ fallowing 
}dmitations and qualifications sball ~pply in o.11 such cases: 

(1) I'hcy 11rust have tho 11rior approval of tho Chief of 
Operati ns. 

( 2) Tht?Y may not be given during the first thr~e lllOnths 
of service, nor 1.00re tht.n once in any pt:riod of 
twelve il10nths , 

(3) They shnll nonue.lly be one step in ru:iount , emcl i n no 
case sh..'\ll exceed two wi thin-gro.clc incroiJ1ent steps. 

Within- gm.do salary increases shall be made a.t increment l evels until 
the ;ile'.x:i.mula level of the graa.e is reached. Within-grade salary 
increases cannot be paid above the rnaximui;1 of the gr ade of the position 
which the Clllployce occupies. 

Adjust~ents paid to ~raployoos on the basis of Aclr.liuistrative Order 
No . 18G (or previously on the br.sis of orc.-;.crs 109, 117, l lµ , anc1. 148) 
shall not a.ffoct the anniversorJ clr-.tc s on which within-grauc sola:rr 
increases ure due . In such cas<::s, the inc rc:r.:icn t ·ri.11 , of course, be 
pa.id according to the salary level to which the employee is currently 
assigned. · 

Employees who arc tro.nsfc:rred fro,,, one nositi on -to another position of 
a lo,,cr grade, or who suf~'cr a cut in g1~dc bcca7.lse of a cho.n~c in 
budget gro.ding withou t a c tuo.lly ohc.nging positio·ns [tr<.: not eligible for 
an increroont boacuse they arc nt the top of thci.r gm.de at the lower 
classif ication. If thl;iy later r eturn to a po~i~ion of tho fonuer 
higher grnde they shall hrwc only th . time scrvccr in the hi ghe r grade 
considered ns service cli3iblc for within- grade salnry increases, 
cxa1..ple: 



2 -

ELlployec entered duty on 1st June , 1945, as Stores Officer, 
Crede 8 . Position is down- grndcd to Grade 7 on 1st October, 
1945, budget . El::tployce is pronoted to SUpply Office> Grc.do 
8, 1st January, 1946 . Effccti ve 0..c'\tc of within- grade salary 
increase on Grade 8 sen.le is 1st Septcnber, 1946. 

Within- grade salary increases shall be effective on the first of the 
liJOnth follovd.ng the anniversnry date . 

3. ELIGIBlLITY - The pr ovisions of this ardor shall n.pply to indefinite 
employees , but not to cuploye:es holding othor types of o.ppointr:icnt . 

JU'l anployoe receiving the lJ..'l.Xll.1UlJ of thu grndc to v,hich he is currently 
assigned is not eligibl e for a ,r.i.thin- ryr~dc salory incrocsc . 

A lc:c.vc of nbscnce without pny shru.l not be c:-cdi tcd as s ervice in 
determining th0 effective d~,:tc of the wi tli.in- gmcle snlary increase. 

4 . PROCEilJRE - UG.. l;t::;to inplcr.:iont wi t hin- grade., sclnry :increases a r c to 
be prepDxcd by ~ono or District Personnel Officers , copies to be 
distributed o.s in the case of proootion. Unless tho c,uployee indicates 
ot horw:i..ac , th:; AL.lount of the incrcucnt will be e.d.dcd to his hoL1c 
allotracnt . 

Ficlcl or Headqunrters Supel""Visors 1"1.tst c ertify in ,·,ri tine thnt an 
employee's services he.vo boon sntisfactory during the previous twelve 
month peri od and th."'..t tho ouploye:c is onti tlcd to the; within- i;p."nde 
se,.lary increase on the be.sis of increased vo.lue to the dninistrn.tion. 

In cases of spociru. ,vi thin- grt,dc incror,xmt increases being rucoi..JUcncied 
for exceptionally 1.10ritorious service, Ficlci. or HcndqtW.rtcrs Sup0rvisors 
m.11 subLli t a special report on th<: (.;l.-.ploycc substantiating tho reasons 
for the spccia.l rcco1.ucmdntion. 

In those cases in which the necessary infonw.tion on i.lo:i:e: of cntronco 
on du ty or lnst proL10tion is missing, the Zone or District ~-icndquc1.rters 
offices are to request such infor,iintion fral.1 Central Hee.clquartcrs . 

r F. E. ri10RGJ..N . 
Lieu tenant - General 

Chief of Operations , Gcra'\ey. 
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1. Central Headq1i.arters I Orde!' No. 63 of 5t11 A~1Le;t l946 has ru}Pd 

, 'r:i:h'lt in future the •idthi.n- grade salary inrrP.af'.~ wbir,h employees are to ,~ 
gi\-en n~·'; 0 r ~2ch full ycP-r of service .Jil;.ce the la~t previo'...1.5 sa lfl.l'Y 
advance:;m,e:;n-!; vril l be aucO!ll.Rt:i.c , No repor-/; of ~atisfactory se:rvjce fn~r::. t:i.e 
eJY,~.L.:.,y~')·n surer-vising officer will be necesr,ary. In the case , r-,c• . .wJH31:', 0f 

em-_;,l 'J r,.;u'> Rlr<:.?.d.y reoP,i ving salaries of, or aboy~, the ma."r:i n11.m u:t' tte::.r J 11cl,..,'.J.I.; 
g!"'',10,:,~ ll'J inc1 e-':l.se will be made . Period::; of leo.ve without pn~r \dll ilO c co.,.r~,; 
as periods of' service for tl1e :purpose of o.rriiual sulo.ry i."lcrec..sf's . Incr"]as..::<: 
rHl 'x: fa'l.de eif€.ctive at the begi.---i.'ll.ng of a p.'.)_y period (i.e . on the f'irn·~ of 
the mont;h) . 

1 

2. .Any employees who consider they are entitled to an in~rf'ase n.s .1bcve 
should r.ui.ke c:.ppl.i.co.tio;.1 in wrHing , thro:ich their Supervisory Off:i.c~r, to 
Pe::-s0rr.1el Branch , giving the following details: 

(a ) Date of Entrance on duty , o:- of last advancement in pay, 
whichever is ap~licable . 

(b ) Duration of ai..-iy period of leave without pay, with dates. 

Person..'1.el Branch will then check particulars and issue U. G. l £..S and 
if appropriate . 

MERITORIOUS SERVICE SALARY Il. REA.SES 

1. In accordance with Central Hee.dquartern I Order No . 63 of 5th Au.f;Ust 
1946 , incren.scs as above may be subm.i t-ted th.i.""01.1gh normal channels by clliplo3rees 1 

si.:pervisin.:; officers , who will be requirea. -to cortify that "tl e work per ·cm nee 
of the rec:i.picnt· is patently superior to other erT9loyees in the srune J)CJ::i t:-:.dn 
cate;:;oi-.f ." They will be ~tri_c:__t.J.7-._l_~ t_ed i."1. m.nnbe1· . They will no➔; be t:Gcl 
been.use of' inability to obtain pro1JlCltions or higher classifications . 

2 . Such increases wil l normally be for one increment level ., or in ve1.·y 
t-Xccptiornl cases for a maximum of ti..vo levels . No employee may recei ;;e mo c 
th~"1 one increase within six months . no inorcase C[...Il be autho::,iscd to e:x:~eed 
tho !l'..1ximum of the gra-ie . 

3, T!1c appropriate authority will submit a special report on the employee 
substa..tiating in full the reasons for the increase , to ennble Pcr:::;onncl B.1.;-aJ1:::h 
to :orero.rc U. G. ls for submis""ion through normal channels to Chief o;f' Ope.:-ation..;, 
A~olsen, for ·final approval . 

l;_, All such increases "l'lill be effective on the first of the month fol ow·.:.ng 
the initiating date of the action, and will not be retroactive , 

--- ------·-·-•• ...... ·--·-----.. ----.-----------------

Di:::tri utio.n : LiFt "A". 16th Al~ust, 1 4-6. 

Instructions as se·~ out o.bove should be brought to the attention of 
all emplo-ees u.ldcr your upcrvision . 

~ /4. t(. 1..,- 1.,1_(. 

E.A. Ely, Regional Pers . Officer 
for Regional Dired:or, 

Schleswit,-IIolfltein & F..ambur; R0nion: 
B.A. O.R. 
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U.N.R.R • .A. 
CENI'RAL HEADQUARTERS D.P. OIERATIO~fS, GERL~I. 

ORDER NO: 62 

Revision No:2 

Subject: 
SALARY .ADJUST1JENT ON BASIS 
194-6 SALARY .__SCALE 

13th August, 1946. 

1. RJRPCBE. Tl'l.is order establishes policy and procedure for salary 
adjustments on the basis of the new 1946 salary scales which are 
attached and supercedes Order No. 62 and Order 62, Revision 1. 

2. .APPLICABILITY. This order applies to the D.P. Operation, Gennany. 

3. EFFECTIVE DATE. This order has retroactive effect to 1 June, 1946. 

4. AUTHORITY. Savingram Circulars 72 and 75 from ERO to all missions, 
dated 17th and 27th July, 194-6. 

5. roLICY. 

a The salary of each elllployee eligible for an increase shall be 
- adjusted so that it falls at -the corresponding rate within the ad-

'.justed range for his grade (example: UNRRA. U.S. salary schedule,; 
from grade 11, 2nd increr.:ent, ;35, 725 to Grade 11, 2nd increment 
$6,200 on 1946 salary scale.) In those cases where an employee is 
paid at a rate which is within the range of the grade in which his 
position is classified but is not in accordame with any increment 
rate on the 1945 salary schedule, his pa3• shall be increased to the 
next higher increment on the 194-6 scale which corresponds to his 
relative increment position on the 194-5 scale. 

Example: Employee was engaged on British salary scale at grade 
6 £500, which is between 2nd and 3rd increment on 1945 
salary scale. Adjustment on 1946 British salary 
scale is to 3rd increJIErit of grade 6, i.e. £555 

b In the case of' an;y employee who is now paid at a rate in excess 
of the r.na,cintum for the grade in ;mich his position is classified, 
he shall, under t i1e new schedules, receive either the salary he 
has been '-receiving up to 1 June 1946 or the maxi.mum for the grade 
of his 'post on the new scales, whichever is higher. 

c All employees ;·mo still remain above the maximum of their budgeted 
grade afthr the adjustment to the 1946 salary scales shall be dealt 
with under (1), (2) or (3) not later than c.o.b. 31 August. They 
shall be: 

(1) Re-assigned to a position grade corresponding to their salary, 
if o-ne is available . 

(2) Downgraded to the top of the position grade occupied. 
Concurrence in writing must oc procured from the employee. 

(.3) Terminated as redundant by reason of reduction ill force. 

d ill employees who are supernumerary to the budget sha11 be dealt 
with under (1), (2) or (3) below not lo.ter than c.o.b. 31 August . 
They shall be: 

(1) ssigned to a position grade corresponding to their salary, 
if one is available . 
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(2) Assigred to an availn.ble position of lower grade with 
reduction in snla.ry to the top of the grade, Concurrence 
in writing from the employee Lltlst be procured.· 

(3) Tcnnina ted as redundn.nt by reason of 1--eduction in force. 

The regulation aguinst retrocative effective date as Jaid d·ovm 
in Basic Field L~r.nual, Part II, Section 450, ana subsequent· 
administrative orders froI.J this headquarters, 'cfoes not· apply to 
salo.ry o.djustrll3nts ma.de under the 1946 salary sea.le as provided 
in this order. · 

. ·2: 

6. PROCEDURE. 

a UG-1 actions will be issued on all employees ·still ' on the rolls -of 
the D.P. Operation, Geroo.ny. If the employee has been tcrnri.mted 
since 1 June, and the terrai.nation documentation has been sent to 
Home l,..ccounting office, it will be the responsibility of Horne 
Accounting office (and not ·or this operation) to initiate the 
personnel action ~orm. 

b Each UG-1 shall cite the budget line number occupied by the 
employee. No action will otherwise be processed by C'rlQ. · 

c NATURE OF ACTION on UG-1 forrn will read in all cases: 

"JUNE 1946 SAU.RY SCI.LE J.WUSTI'lENT1'. 

d These personnel actions will be used solely for re_cqrs\ in_g E!aj._?.,r.Y_ 
-adjustments to the June 1946 sc'ale. They will NOI' be used to 
·. ir,tplerrent C?ther cl1ro1ges in status, i.e. proLlotions or within 
grade-i:ncrements. 

e In cases;·v,here promotion, within grade incremerlt, or d0wngrading 
actions "i1ave been issued effective 1 July, 1 August or 1 September, 
it will be ·necessary to issue two new D.ctions to implement the 

·' 1946 salary scale adjustment. Each action will impl~ent salary 
.. · : adj:,1s~riient · at the proper grade and incremmt step. 

·..:- ·:-,·_ Example: Employee is pr0L10ted from Stores Officer grade 7 to 
Supply Officer Grade 8 on 1 July. Two personnel actions 

·, .. 

- . ., 
are necessary. The first will adjust salary o.t the 
grade 7 level effective 1 June . The second action will 
adjust salary at the new salary ro.te for grade 8 effective 
1 July. 

£ Each UG-1 action will carry in the REl:i./.:RKS section this statement: 

' 
~salary increase will be paid in accordance with the latest 
salary a'ilotmcnt authorisation". 

This statement is required by Division of ,hccounts & .i..udit, and is 
indication to Horne i..ccounting office that t1'le amount of the increase 
·will be added to the hoiOO allotment of- the omployeo. - The adjustment. . 
will not be entered in employee's paybook until Howe .t· .. ccoupting 
Office has implemented action and returned revised FI-2.3 to this 
operation. · At that ti.roe entry will be L'.l.1dc in po.ybook1 .a.rd employee 
will receive his copy of revised FI-23. If emyloyee is not in 
agreement with allocation of salacy adjustment to -hi-s- -hoii1D- .allotment 
he will sub u.i.t at time of entry in pay-book a revised salary allotment 
form for . in1t:1ediate transmission to Home j~ccounting office. 
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11 All copies of the UG-1 actions will be sent to CliQ for 
distribution and certifica tion to Home J._ccounting office on the 
basis established procedure . On directive from Division of 
.r.:..ccounts & Audit in ERO., fio (; ~ccounting office m..11 not accept 
a UG-1 action for salary increase (adjustment, promotion, increnent) 
unless it bas been certified by CHQ. 

h POSITION on UG-1 for .!Illlst clways cite the classification title 
of the position vihich is given in the official personnel 
establishLlent . N01' ci~ the ox:ganizntional or :funct-icmal 

· tle.. Por-det'ai:ts otr -tn±i ~m, r&fd enoe ±s- ll'ltttt to 
s-1;~aai0iiITTl<ll 1'echai:C€U Irrst:ruction No~ .} , dated' }rd- Jtme .. 

i ill UG-1 actions should be completed by 1 S@teruber. Zones a.re 
authori.sed to re-assign clerical personnel for tcroporo.ry periods 
in order to meet this deadline . 

-11 ---, ~ I I / / ., z/ { 
I i Y~,' ':J ~ u7-~ 
~ F. ~{ EORGi.N. j;-/ c__ 0 

Lieutenant- General. v; l 

Chief of Operations, Gerr.')any. 
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U.N.R.R.A. 
CENI'RAL HEADQUAR'.IERS D.P. O:IBRii.TIOHS, GERl.UJIT. 

ORDER NO : 62 

Revision No:2 

Subject: 
SALARY ADJUS'll,J:ENT ON BASIS 
194-6 SALARY SCALE 13th August, 1946 . 

1. RJRPCSE. Tliis order e 0stablishes policy and procedure for salary 
adjustments on the basis of the new 1946 salary scales which are 
attached and supercedes Order No. 62 and Order 62, Revision 1. 

2. APPLICABILITY. This order applies to the D.P. Operation, Germany-. 

3. EFFECTIVE DATE. This order has retroactive effect tc;> 1 June, 1946. 

4. AUTHORITY. Savingram Circulars 72 and 75 from ERO to all missions, 
dated 17th and 27th July, 1946. 

5. R>LICY. 

a The salary of each employee eligible for an increase shall be 
adjusted so that it falls at the corresponding rate within the ad-

'.justed range for his grade ( e.xaraple: UNRRA, U.S. salary schedule,; 
from grade 11, 2nd incl--e~nt, ~5, 725 to Grade 11, 2nd increment 
$6,200 on 1946 salary scale.) In those cases where an employee is 
paid at a rate which is within the range of the grade in which his 
position is classified but is not in accordame with any increrilent 
rate on the 1945 salary schedule, his pay shall be increased to the 
nex't higher increment on the 1946 scale which corresponds to his 
relative increment position on the 1945 scale. 

Example: Employee was engaged on British salary scale at grade 
6 £500, which is between 2nd and 3rd increment on 1945 
salary scale. Adjustmant on 1946 British salary 
scale is to 3rd incre:rrent of grade 6, i.e. £555 

b In the case of aey employee who is now paid at a rate in excess 
of the maximum for the grade in which his position is classified, 
he shall, under the new schedules, receive either the salary he 
has been receiving up to 1 June 1946 or the maxi.mum for the grade 
of his post on the nev,. scales, whichever is higher . 

c .All employees who still remain above the IDa.Xlll1Uill of their budgeted 
grade after the adjustment to the 1946 salary scales shall be dealt 
with under (1), (2) or (3) not later than c . o. b . 31 August. They 
.sl;la.11 be: 

(~) Re-assigned to a position grade corresponding to their salary, 
if one is available. 

(2) Downgraded to the top of the position grade occupied. 
Concurrence in writing must be procured from the employee. 

(3) Terminated as redundant by reason of reduction in force. 

d Jul employees who are superhur.1erary to the budget sha21 be dealt 
with under (1), (2) or (3) below not lo..ter tho.n c.o.b. 31 August . 
They shall be: 

(1) Assigned to a position grade corresponding to their salary, 
if one is available. 
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(2) Assigred to an available position of .lower grade ,dth 
reduction in sclary to the top of the grade. Concurrence 
in writing from the employee L1Ust be procured. 

(3) Te.rminated as redundant by reason -of reduction in. -~:orce, 

e The regulation against retrocative, effective date as JD.id dovm 
in Basic Field !.(<'..n'lllll, Part II, Section 450, ancl subsequent 
administrative orders frora this headquarters; ~~es not apply to 
salo.ry adjustn'¥3 nt s Itl:l.de under the 1946 salary scale as provi~cd 
in this order. 

6. PROCEDURE. 

a UG-1 actions will be issued on all employees still on the rolls of 
the D.P. Operation, Gc:rnnny. If tho employee ha,.s been tcpniro.ted 
since 1 June, e.nd the termination documentation has been sen~ to 
Home Accounting office, it will bo the responsibility of ·Horne 
Accounting office (and not of this operation) to initiate the 
personnel action fonn. 

b Each UG-1 shall .cite the budget line number occupied by the 
employee. No action wil:). otherwise be proc_essed by CHQ. 

c NATURE OF ACTION on UG-1 for.in will read in all cases: 

"JUNE 1946 SALARY SCI.LE JJ:\JUS'fi~1-1 • 

d These personnel actions ,vi.11 be used solely .for recording salary 
adjustments to the June 1946 scale. They will Nor be used to 
:i.Ii"Iplerent other changes in status, i.e. promotioMor within 
grade-increments,• 

e In cases where promotion, within grade increment, or downgrading 
actions have been issued effective 1 July, 1 August or l September, 
it will be necessary to issue two new actions to implement the ." 
1946 salary scale adjustment . Each action will implement salary : 
adjustment at the proper grade and increment step. 

Exan;wle: Employee is promoted from Stores Officer grade 7 to 
Supply Officer Grade 8 on l July. Two personnel actions 
are necessary. The first will ~djust salary nt the 

· grade 7 level effective l June. The second action will 
ad,just salary a;t .the new salary rate for ,grade 8 ef'fective 
l July. 

£ :Each UG-1 action wi~l ca.rrz iri the REt1/:.RKS section this statement: 
~ . 

ti salary increase will be paid in a·ccordance wit.h _j;he ~a test 
salary allotmqnt authorisation". 

This · statement is required by Division of Accounts & iLudit, and is 
indication to Home i1.ccounting office that the amount of the · increase 
:wi.ll be added to the ho.u'.lc allotment of the employee. The adjustment 
Fill not be e~te·re·d · in employee's paybook until Ho:we .i..ccounting 
Office has implemented action and returned revised FI-23 to this . , . ·-

. operation. . ~t that time entry will be lil!l.de in po.ybook, a.rrl employee 
will receive his copy of reV'ised -FI-23, - If· E::mployc.m- is- not in - · 
a.greeirent with allocation of sal~ry adjustment to his · home allotment . 
he will submit at time of en'ttry in uaybook a revised salary allotment 
rorm ror m -1ed.iate transmission to Home ·~ccounting office . 
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_g All copie s of the UG-1 ac t ion s will be sent to CnQ for 
distribution and c ert i fic a tion to Home li..ccounting office on the 
b~sis establi shed prccedure . On directive frow Division of 
.t~ccounts & 'udit in ERO. , Home .t1.Ccounting of f ice will not accept 
a UG-1 action for salary increase (adjustment, promotion, increnent) 
unless i t ln s been certified by C"rlQ. 

h POSITION on UG-1 form must cl.ways cite th~ classific?-tion title 
of the posi titim which is given in t ho official per sonnel 
establishment . I-t- JRU&.t- Nf1.1l eit..>. the.. o~gaR,isa-t-~ -Oi ~ --· ~..,_-

t-i-tle. P-o-l!" &&t&ils t>1l>- lffil8 peim m'<:1 etlEW ±:,, 'llla'de t'o 
somi,e.l ~ Inst.~~~. >r da-~ .}m Jml&. 

i ill UG-1 aotions should b e completed by 1 SeptcL1bcr. Zones a.re 
authorised t o re- assign c loricnl personnel for tempor ary periods 
in order t o meet this deadline . 

'', -
- - -,, --!.. / . / ,,, 

/ ;.J~~: :;7,/ (51/1~ 
~ F. :&l i ~ORGi.r . J:;- I c_ o 

Lieutenant - General. .... / ( 
Chief of Operations, Gcrr.-iany. 
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u. s. ANNUAL SALARY SCHEDULE 

Befo r e 1 July Af't er 1 July 

Grade Base Within~ Top Grade Base Wi thinH Top 
Salari Grade of Salary Grade of' 

$ Increment Grade ~ Increment GI'ade 
$ $ $ $ 

1 1 560 60 1800 1 1760 60 2000 

2 1 800 60 2040 2 2000 60 2240 

3 2000 60 2~40 3 2200 60 2440 

4 2200 60 2440 4 2400 70 2680 

5 2400 100 2800 5 3650 1 00 3050 

6 2800 100 3200 6 3050 1 00 3450 

7 3200 100 3600 7 3450 100 38 50 

8 3"'00 100 4000 8 G850 1 00 4250 

9 4000 100 4400 9 4250 1 20 4730 

1 0 4500 1 50 5100 1 0 475) 1 50 5350 

11 5000 200 5800 11 5325 200 61 25 

1 2 6000 200 6800 1 2 6350 200 7150 

13 7000 200 7800 1 3 737 5 225 827 5 

14 fOJo 200 8800 1 4 8400 285 9300 

1 5 9425 250 10, 425 15 9425 250 1 0 , 4?5 

10 , 500 1 0 , 500 

1 2, 500 12, 500 

14 , 500 1 4 , 500 

1 



Before 1 July 1945 

Position Base Salary Position Base 
£ 

Driver 200 Assistant 1!elfare Officer 

Driver-Mechanic 300 Chief Nurse 

lerk-Typist(Secretary IIs Suppl;y Officer 
Team) 240 

Secretary (HQ only) 300 Principal .✓elfare Officer 

Nurse 400 Doctor 

Messing Officer 400 Deputy Director 

,~rehouse Officer 400 Director 

After 1 July 1945 

3-rade Base \'Ii thin Grade Top o:f' Grade Base '.'Ii thin Grade 
Salarl Increment Grade: Salar;y Increment 

£ £ £ £ £ 
1 200 10 240 9 850 30 

2 250 10 290 10 1000 30 

3 300 10 340 11 1150 30 

4 350 10 390 12 1300 60 

5 400 10 440 13 1600 60 

6 450 20 630 14 1900 60 

7 550 30 670 15 2200 60 

8 700 30 820 2500 

3000 

Note: Prior to 1 July 19455 salaries of U. K. nationals T-:rere 
determined by the position to ··.rhich the employGc 'Vas 
assigned. Specific grade allocations are used only 
af'ter 1 July 1945. 

Salary 
£ 
450 

500 

500 

600 

600 

700 

900 

Top of' 
Grade 

£ 
970 

1120 

1270 

1540 

1840 

2140 

2440 
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C:1.l'JADIJIN Si.L.LY SC:f-:2DU -s { OVZ_/SL,S} 

Grade B&so Within Grado Top of Grade 
So.l~•.ry Incrcmont 

$ Ii I, 
1 1500 60 1740 

2 1740 60 1980 

3 1940 60 2180 

4 2140 60 2380 

5 2350 100 2750 

6 2700 100 3100 

7 3100 100 3500 

6 3500 100 3900 

9 3900 100 4300 

10 43:50 150 4950 

11 5000 200 _'5800 

12 )800 200 6600 

13 6800 200 76oo 

1 7800 250 esoo 

15 9000 250 10000 

10250 

12000 

ottld in Americo.n dollurs . 



CON'l'INENT.nL S,.L.i..R SCHEDULE 

Be~orc l October 1945 

Position Buse Sule.ry P0sition Base Salary 
£ £ 

Clerk-Typi st 2lf-O Stores Officer 400 

Secretary 300 .nssistunt Helfn.rc Officer 450 

Cook 300 Supply Officer 500 

Driver 300 Princi pal Welf o.re Officer 600 

Assistant Nurse 300 Doctor 700 

Nurse 400 Deputy Director 700 

Messing Officer 400 Director 1000 

I 

J.fter 1 October 1945 

Grade Base Within-Grade Top of Grado Base Within- Grade Top of 
Salary Increwent Grade Salary Increuent Grac1e • 
£ £ £ £ £ £ 

1 150 10 190 7 500 20 580 

200 200 10 240 8 600 20 680 

3 250 10 290 9 700 30 820 

4 300 10 340 10 850 30 970 ---
5 360 15 420 11 1000 30 1120 

6 430 15 490 12 1150 50 1350 ... 
13 1400 50 1600 

The above salary schedule applies to no.tionals of nll countries v.here hoo.e 
sto.tions are on the European continent . 

Prior to 1 October 1945, salnrics of Continent.us were detcn.ri.ned by the position 
to which the enployee wns assigned. Specific grade allocations ore used c:-nly 
after 1 October 1945. 



J_U,ST_!i,LL'1. .A:ID NE'/ ~" L.Jffi 3.i-.. L;~~y SCHRDULEl _.fiNU; .. L 

Gre.de Bc1.oe Sala;;-y Wi thin-G:rt,de Ton of Grade - . 
Increment 

1 , 150 · .:. 8 £. :1s2 .-.. 
2 0 8 2]2 

J ~'10 8 242 

4 240 10 280 

5 270 20 350 

6 325 2.5 42-. ) 

7 400 25 500 

8 500 40 p60 

9 640 40 800 

10 800 40 960 

11 1000 50 12CJO 

12 1200 50 ·1400 

13 1.100 50 1600 

14 1600 50 1800 

1) 1830 50 2050 

2100 
I 

2.500 

Note : ~uat~alian personnel paid in ,ustr lian pound~ 
NE!'l7 Zeftle.nd personnel pa.id in lien. Zealand pounds 



BRAZILIAN ANNUAL SALARY SOALE 
, . 

Gra'de Base Salar;y: V'li thin-Grade TO£ of Grade 
cr:Z Increment ori 

ori 

1 10,000 750 1 3, 000 

2 12,000 750 1 5, 000 

3 14,000 1000 18,000 

4 18',-000 1 000 22, 000 

5 23, 000 1000 27, 000 

6 28,000 1500 34,000 

7 35,000 1500 41,000 

8 42 , 000 1500 48 , 000 

9 50,000 2000 58,000 

10 60,000 2000 Gf.l,000 

11 70, 000 2000 78 , 000 

12 80,000 2000 88, 000 
. •, 

'< .. I I 

13 90.,000 2500 1 00 , 000 
' 

14 id2 ooo •I.Ji 
'{ -, • • • Ir" P ':"' • 

115, vOO 

130, 000 

150,000 



VENEZUELAN SALARY SCHEDULE 

Grade Base Wi t h inr,Grade To:Q of' Grade 
Sal er ? Increment Bolivar es 
BnliV" es::= :Bolivares 

1 4700 1 50 5iJ00 

2 5roo 200 6 000 

3 5 ~100 900 670 0 

4 6700 200 7500 

,... 7500 250 8 500 D 

6 8 500 250 9500 

7 c500 300 1 0 700 

8 1 0700 300 11900 

9 1 20( 0 500 14000 

1 0 1 _000 500 1 6000 

11 16050 650 13650 

1 2 1 9'350 650 21 950 

1 '3 2~-:::·00 700 25100 

1 4 26000 700 2CGOO 

15 300 )(J 750 33000 

'34000 

40000 
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· COLOMBIA),[ SALARY SCHEDULE 

R-,_SG w:· .. ~11:·.::1 Top 
A. ·· 1.ua:. G:.·:· •.~o of 
S, .. . -~'. l:'Y I .. ~.c:, ;;ii10~1 ~ Gl"C. D.c 
P ,0os* Pos8s Pc3os ---~------------- --------

1 

0 

5 

'1 

10 

12 

:•.600 

2000 

;: 00 

9800 

G200 

5600 

4:000 

SGOO 

0000 

GOCO 

7200 

9GOO 

l:.1.OOO 

12500 

::viooo 

i'i'OOO 

:,.00 

100 

100 

100 

::..oo 
125 

150 

200 

250 

JOO 

300 

350 

Co~orub:'.. a.:- .. _)CEJ O r::: $0. fJ7 

!:,000 

8~-00 

2800 

3200 

a6oo 

4000 

tl,500 

5000 

6900 

~-0C00 

J.2200 

J.:SSOO 

SOUTH AFRICA:iJ $AIARY SOiliillULE 

GL"ude 

l 

2 

5 

6 

7 

8 

9 

l O 

ll 

12 

15 

lk.r;c W:i. t:1:i.:"I. 
k i:-.1.uc:. ,. GY·::.: .. c 
Su.~ -~~j_,,~)· I:, !C :.: C .. Jl[.-~~1 t 
£ S. & ~ S, A., 

14C 

180 

220 

270 

340 

400 

<1ro 

GOO 

720 

:.:.ooo 

1500 

J.800 

20fi0 

2500 

9 

.. 0 

J.5 

20 

20 

20 

30 

30 

50 

00 

50 

.so 
GO 

60 

'.r::i_:) 
of 

G!?na.r; 
£8,&., 

880 

350 

.:..20 

600 

1000 

1200 

l <i:50 

::c £ s. A. ( Sot.th Africr....;. ::_Jow1C.) 
C i ,1:. 00 
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·jegm v jedm 3 t 
from exfor unrra main from personnel 2 4 46 0945a 
to hQ 8 corps district for unrra 8 corps hQ 
bt 
~ 2749 (.) unclassified (.) 
following signal received from chq no 232 twentyn1nth march quote 
in conformity with basic field manual section 450 and fao 45•7 

JBra 4 no repeat no promotion personnel actions written on or 
. after 1 may will be retroactive beyond the first of the month 
following dat of approval by district or zone directors or their 
delegates as may be applicable in case promotion action requires 

.pproval of zone director and/or chief of operations or their 
delegates effective date will be that of approval by district or 
zone director depending on place of first origin{.) this provides 

~u with one month to firm existing situaixxxsituation in line 
v,th •~•x■■Kt~xt■xx new budget (.) all actions must conform as 
well wif other basic regulations(.) this order supersed,s ~ 
all previous instructions concerning retroactive actions(.) 
unquote cknowledge receipt by signal (.) 
bt 2 4 46 0945a 
pse amend Last line unquote 
mg 2749 232 450 45-7 4 1 
t+t++++ed+++++++bbbbbbbkkk 
rd ••••• re ••••• Jedm - jegm 2/4 1635 kkkkk 
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12 APR l~4b 
400 UNRRA ADMIN. HQ. 

B. A. 0. R. 

TO: ill District !Ieadq_uarters, 
Ul. Gov. Headgµarters, 

8 Corps, B • • O.R. 

Attn: Personnel Officer. 

1• o· : ir Raphael Cilento, 
Zone Director. 

Subject: Administrative 0rder 180 

'urther to your signal 399 received on 9th, 

enclosed herewith is c_omplete copy of A. o. 180, 

us re g_uested. 

G%-, ~ · 
G. ~. L. Price, Zone Perso~ l - Officer 
for ,ir \aphael Cilento 
Zone Diredor 

Encl: as indicated 



"l,,i,iu/!1 31MAR194& 

TO: 

400 UNRRA ADMIN. HQ. 
B. A. 0. R. 

27th March , 1946 . 

UNRRA District Headquarters, 
ril . Gov. eadquarters, 
8 Corps, B. A. 0 . R. 

ttn: ersonnel Officer . 

FROJ.': Sir Rarhael Cilento, 
Zone Director . 

Subject: Administrative Order 180. 

Further to your letter (ref . 8U/II/3110 EKJ/ 
EHA - undated) we are enclosing herewith two 
copies of the Canadian Salary Schedule wni ch is 
the section of . 0 . 18o referred to · n our letter . 

-G. F. L. rice , Zone erso &l O~ficer 
for Sir Raphael Cilento 
Zone Direc 

Jl~cC/EN 
2 Encls : Copies of Canadian 

salary schedule . 
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ARY SCnEDULES (OVERSEAS) 

Grade Base Within Grade To12 o~ Grade 
Salary Incre1 ent 

~ ¢ 

1 . 1560 60 1800 

2 1800 60 2040 

3 2000 60 2240 

4 2200 60 2440 

5 2400 100 2800 

6 2800 100 3200 

7 3200 100 3600 

8 3600 100 4000 

9 4000 100 4400 

10 4500 150 5100 

11 0000 200 5800 

12 6000 200 6800 

13 7000 200 

14 8000 250 9000 

15 9425 250 10,425 



To: 

Central Ilea quart r 
APO 757 US 

• · -- ~ . r: .. ! ,-:t HQ. 
• M;I. , 0 -·. 8 Corps 

Bl,OR 

Subj ct: Admini. tr tive Order 1 0 

Reference is -to dmiDi · Order 18o on the eubject a:ry 
seal.es . You note part ly the folio or · fe 
between t s r th salary scales hie ued to you in 

1. 

2 • . 

r in connection · th our ~~ ....... tr ti on AO 
ons. 

des. The scale in 
light revision ur,ward end turns Canadians 

to th le lmd r hich p ctical.ly all ot them re 
e gag is ettect of 1 October this me tha.t 
a:ny pe hich i sued on the b sis of the 
previou in rror t be amend d. 

The Sout 
indi 
wit .... ,.,r-c.,.,,., 

Sout 
nO"ff 

e has been eli • vice f 0 
th rlc sc e ously issued is to be 

· r study s een In the me tim , 
contin on the e on which t ey 

The following minor errors might be noted: 

1. In the Venezuel.1!.n s 
AO 1 t 5 oli 

2. 

sent to you . 

le t e inc 
s. Thi s 

de 15 :.s listed in 
Boliv: s . 

or G e 12 i lit din 
d 22 .,000 pesos . 

n in 
li ted 

c.n.c r , 
Chi f ~rs0nnel Officer. 

UNRRA HQ 8 -~orps B:\OR 

SF. ,. : 

Section I -I \ l \ nitiais Date 

~-- j 
1~. 

L-----1--4-1---1----i 

--~R-1___, 
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U. N. R.R. A. 

EUROPE.AN REGIONAL OFFICE 

Series: Administration 

SUbjeet: Salary Scales for Class l 
Employees 

PURPOSE: 

Order No. A-180 

Date: 1 ~anuary 1946 

The purpose of this Order is to promulgate instructions 
for the implementation of the salary scales established by 
U.N,R.R.A. for Olass 1 employees. It is not intended that 
any employee whose services nre satisfactory shall suffer a 
reduction in sol y by the implementation of this Order. 

2. APPLICABILITY: 

3. 

This order applies to the European Rc..::;ional Office, 
Mcssions and ether field formations under the jurisdiction of 
the European Regional Office. 

CANCELLATION OF PREVIOUS ORDERS: 

Thi~ order cancels the following•Administrative Orders: 
No. A-109, No. A-116, No. A-117, No. A-141, No • .Ar-143 (Revised) 
paragraphs JI 1 III, IV nnd V. 

4. PROMULGJC[ON OF SALARY SCALES: 

( a) Salary scales showing in ouch case the basic sol~ 
.Annual Incremcn~ and Maximum Salary for each of the 
fifteen grades arc contained. ns Annex l to this 
Ord.or. 

Seo.le A 
Scale B 
Seo.le C 
cnle D 

Seo.le~ ("-o.J,L.,./ 
Scnl.o 

co.lo G 
cnlc H 

Seo.le I 
C e J 

Seo.le K 

u. s. A. 
U. I{. 
European Continent and Near East 
en.noon 
.Australia 
Now Zcolond 
Venezuela 
Colombia 
Brazil 
Cuba 
Mcxioo 

(1) Further scales for other countries will be 
issued as necessary. 



(b) 

( c) 

- 2 -

Relationship of Salary to Home Station. The 
decision as to which salary scale applies is based 
on the employee's homo station:_- The employee's 
home station will be decided in accordance wiih 
"ihe urovisions of Article l, Section 4 of A. o; 
No., A-167, ''Personnel Field Rcgulat1onstt, issued 
10 December 1945. 

4J:,plica~ion of Scales. 

(i) SO.ALE A - The U.S. Scale applies to all 
employees whose home station is Washingion, 
with the exception of certain Canadian, 
Central and South .American employees (soo 
sub-paragraphs· (iv) and (vi) bel.ow). The 
U.S. Scale has been in effect since 
l July 1945. 

(ii) SCALE B - The U.K. Scnle applies to all 
employees whoso home station is London. The 
U.K. Scal.e has also been in effect since 

(111) 

.1 July 1945. 

SCALE C - The Continental Scale applies to 
employees whose home station is on the 
continent of Europe or in the Near Ens,. 
scale is quoted in Sterling, but salaries 
be p~id in local currency at the offici:tl 
of exchange on the date of accrual. 

all 

This 
will 
rnte 

(iv) SCALED - The Canadian Scale applies ~o all 
personnel. whose home station is in Oanndu and 
to Canadians, even though their home station 
is Washington, except that in cases where ihe 
home station of a Onnadian has been dosignn~cd 
as Washington on grounds ef re61denco, he will 
remain on Scale A, the u. s. Sen.lo • . 

S ESE AND 
Zoalanir~~Wl...B__gp 
homQ...--sto.tions 
oospectivoly. 

Austrnlinn o.nd· New 
to o.11 personnel whose. 

Etrnli- w Zealand --
,v1) SCALES G to K - The sru.nry scn.lcs for 

Venezuela, Colombia, Brazil, Cuba and Mexico 
apply to the appropriate Oontra1 and South 
American employees even though their homo 
station is Washington, except that in caeca 
whore their hano station has been dcsignn~cd 
as Washington on groun.J.s o:r residence, they 
w11·1 remain on Sonlc A, the u. s. Son1e. 
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5. 

6. 
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(vii) 'Where it is doubtful ,.,h c thcr tho h o: .. o c; t ~t i on 
of n Cnna.dian or Central or Sou th A•n.,.: r ic r--n 
employee has b een design.ri.-t,cd o.s Wn shi:n;:;ton on 
the ~rounds of residence , ( s ~o p ~r R~r~ph (iv) 
and (vi) above), his cnsc will be r c~c~~cd to 
Washington (copy to E.R.O.) for a rul ing ~s to 
which scale is npproprinto, requc st:!.ng 
Washington to inform E. R. o. ::t s to t he 
decision.. 

CURRENCIES nr WHICH SAL.A.RIES ~ilAY BE PAID: 

Salary is normally payable in tho currency of t he 
country of the home station. It mr.y also be p ~id r.no l l y 011 

pr-trtly in other currencies in the follo wing circur:ist o..'1 cc s:-

(n) When an u. N. R.R. A. employee is ns s igr1cd f or duty 
in n country other thnn the countr~r of hi s home 
station, he may drnxr part or all of his s :-•.lnr~t in 
the currency of that aolu1try. 

(b) · An nllotmcnt mey be mo.de to n Father, 1.lother, 
Husband, Wife or Child under 18 y e0rs of o.go , :ho 
is resident in nnothor country provided t hnt 
u. N. R.R. .A. ha.s nvo.ilable f'unds in t hat co untr:r. 

(c) Whilst in travel status in a country other th ... .11 

that of' his home stntion or to vrhich he h ns b G,:.n 
assigned f'or duty, he mny dr~Yl in the cur 1· onc~r of 
thnt country up to the [\mount of his gro ss s :'1.l.,_ry 
poyable during the period in which he is i:1 tro.vcl 
status. 

D1IPLEIY1ENTATION OF SOALES: 

(n.) }Tew Rccrui tment. As from the d ot o of this Order ~11 
new rocrui tmcnt vdll be e ffected on the sc~.lcs 
h erein established. 

(b) Personnel Employed Prior to D,':\ te of Order. .~ction 
will b e t clccn by tho Hend of ca.ch org:mizntion:-11 
unit affected by this order to implement its 
provisions with regnrd to p e rsonnel recruited 
prior to the dnto of the Order ns soon ns, but not 
bef ore , the posts within the orgn:nizntionnl unit 
hnvc b een graded in accordance with the instructions 
contninod in Pnrngrnph 7 of this Order. 

7. OLASSIFICATIJN OF POSTS: 

(n) Posts in E.R.O., Missions and other field 
~ormations under E.R.O. jurisdiction nro graded 
according to the classification stnndards i s sued 
by E.R.O. The grad e s reflect the degree o f 
complexity nnd responsibility of t he dut i e s 

J 



(b) 

• 4 -

attaching to the position.. 

~Vb.en a post is graded, the grade determines the 
salary and increments to be paid to the incumbent 
except for those cases mentioned in Paras. 8 and 9 
below. 

ALTERATIONS IN' SALARY DUE TO GRADING: 

(n) The salary of an employee will normally be determined 
by the grade of the post to which he is assigned. In 
the case of an employee whose salary 1s less than the 
base salary of the appropriate ~~e, he will receive 
the salary of the appropriate grJ.:::..e in accordoncc 
with the following provisions: 

(1) ~In the case of an employee on scale A and B 
his salary will be calculated as from the 

j-f! e.. J..eJl..e~ 
,,,11 , L/i-> 

1 July 1945; providing he was employed by 
UNRRA in the srunc or an cquivalen~ capacity 
that date. 

on 

(ii) In the case of an employee on any ot]lcr scale 
1his sol_ary will be calculated as from 1 October 

..S ) t< ( 1945; providing he was employed by UI-mRA in the 
eJe, ~t\: 1,,, srunc or an equivalent capnci ty on iihat do.te. 

I' I' 7 -( 

(iii) In the case where an employee has been promoted 
between the date when his appropriate snlnry 
scale became effective and the grading of his 
post, the employee will be poid tho salary of 
tho appropriate grnde for the period during 
which he has occupied the post .. 

(b) The 1st October 1945 ho.s been chosen os the dnte 
from which the scales other thnn the U.S. and U.K. 
scnlcs shetll become effective as it wns 
approximately on that date tho.t the grading of posts 
within Missions wns begun and it wou.J.d be considered 
ineg_uitnble if nny employee lost in snlo.ry merely 
because the grnding of posts in the Mission in which 
he serves has been delayed, 

(c) VJhcn the snlnry nttnching to the graded post is less 
thon the so.1nry previously rcceived· by the incumbent 
the following procedure will apply:-

In the E. R. O. , the C. F. A. and in o. Mission or 
other field formation, the Chief' of Mission or 
other field formation vdll consider tho 
incumbents' cnse with n view to: 

(i) Offering to tho incumbent to retain him in 
his post nt the salary applicable to the 
grc..dc established for tho post .. 



( ii) 

( iii) 

- 5 -

Reassignment of the inCUl4b cnt to 
another post c a rrying n gro.clc ~l.1d 
so.lnry not lower than his forr .. cr 
salary., 

Retention of t~e incur.:1bcnt in his 
post at a. 1 .. ate of po.yrnent Ocfll iV 'l.lcnt 
to his f ormcr salary. 

(iv) Consideration as to rihc thcr ~h~ 
employee is redundent -'·o °!"ho p !'o;:sr o:1. 

(d) The decision to reta:i.n the incur,1bc::t in his p o s t 
ut a rnte of p a,vment eg_uivalent to hi <3 forn cr 
salary ((b) (iii) nbove ) is o. spccl nl 
111 "bhorizntion. If this post is lo.tor occt.picd by 
nnother employee , the n ew i!1c1mb cnt j_ s to bo p:1.id 
at the base of the salar·y of t he crr::-.d 0 of the p o st 
according to his app ropriate s nlnry sc".1.lc .. 

9. VARIATI ONS IN SALARY DUE TO CHAI1"GE OF CURRE WY 
IN WHICH C.A,LCULATED: 

(a) Any employee who as a result of this order i s pnid 
his sru.nry in o. different currency ·to that in 
which he was previously paid n:rrl thereby suffers 
reduction in salary expressed in ter ms of tho 
currency of his home stat i on , will be nu thorizod 
the po.yment of a monthly sum to bring h i s snle.ry 
up to nn runount equi vnlcnt to whnt i t :previously 
runountcd to in terms of tho currency of his home 
station. The issue of such nn author ization 11vi ll 
be-
( i) in the E. R. O. by the C. F. A.. 

(ii) in o. Mission or other field forr.10.t i on by the 
Chief of the 1-.lission or 0th.or fi e ld formntion. 

(b) Rates of exchange will bo taken to be ~hose in 
force on the last dny of c nch cnlendP-r month when 
the sp e cial monthly nuthorization wi ll be p eya.blc. 

10. INCREMENTS: 

(a) V\hcn an employee who is receiving ru1 increment to 
his bnsic salary b sod on length of service is 
assigned to u post of higher grnde , he will 
receive the basic salnry of the new grade. 

(b) ih.en the post of an employee who is r ecei ving mi 
increment to his basic salo.ry is graded :for the 
~irst time , nnd if the basic snlary attaching to 
the graded post is greater thnn his former salo.ry 
plus increment , he will rece ive the bnsic salary 
of the new post only. 



(c) 

l 

- 6 -

When the post of on employee who is receiving an 
increment to his basic salary is graded for the 
first tioe . ond if the basic salary attaching to 
the graded po~t is less thnn his former salary plus 
increment, he will be paid at the nearest increment 
rate within the grnde which does not result inn 
reduction of salary. 

P2's to implement increments vihen due ,o personnel 
employed in Missions will be prepared by Missions 
und sent in duJ;2.11&ate ~o E.R.O. (one copy for the 
D vision ~nnel and one for the Divisio of 
Accounts nnd Audit). Individu~ls should be asked 
to indicn c tncr increments should b~ added to 
home or field o.J.lotmcnts. 

11. PERSONNEL AND ACCOUNTING ACTION: 

12. 

(a) 

(b) 

(c) 

When the snlnry scales are brought into effect 
Fonn P2 in triplicate will be prepared as directed 
by the Chief of' the Mission for each employee of a 
Mission nssignod ~o u post. The ,wo copies of the 
P2 will be forwarded to the employees home sta~ion, 
one copy addressed to the Personnel »ivision and 
one to tho Accounts Division. Action to implement 
regrading and increments will be taken o.t Home 
Stations by the Division of Accounts, and Missions 
will be advised of the adjustments to be made in 
pay-books. 

In some cases the Mission mey not be able to fill 
in on the P2 the total amount of salary (o.nd/or 
salary and bonus) payable to the employee. In such 
oases, the home station will be nskcd by the Mission 
to complete the P2. 

At present P2' s and P3' s and u. G. 1' s a.re used to 
notify Personnel Actions affecting changes of 
status or salary. Either can be used under this 
paragraph. 

PART TIME EMPLOYEES.: 

Part time employees will be paid at the normal rnte 
applicable to the grade of the post, calculated on nn 
hourly basis according to the hours of work. 

13. PUBLICATION OF THE SC.ALES: 

While the grading system and the sniar1cs attaching to 
the various grades may be made lmovm throughout UNRRA the 
salaries of individuals are confidential. 

R. G. LEWIS 
D. D. G. a.nd Chief of 

Finance nnd Administration. 



- 7 -

N.B. This Order is being distributed to Deputy Directors 
Gencrnl, Dcput!r Chief's of Dopnrtuc::1ts, Division~l 
Directors and Hco.ds of Brunches. The l2st nfl.nocl rirc 
responsible for circulntic;i.,n v:i thin Their Brnnchc e. 
Orders should be retained for future reference. 

Attn.chmcnt. Sala.ry sco.lcs nrc so.me us those sent ;:,rou f2."' cr.1 
Central Hon.dqu£>.rters, DP 0::? orntion, Gcr!.1n21s. 
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COPY 

UNRRA 
Central Headquarters for Germany 
ATO 757 or B,:1.0R 

File: 210 
11 March 1946 . 

TO: Zone ersonnel Officers. 

As you know, we have exrerienced considerable difficulty in the 
past by the fact that so many ~ersons have been hired at a 
salary below the base of the authorized grade. It has had to be 
our determination as to whether: 

1. an adjustment ·should be retroactive to the , entrance 
on duty date, or -

2 . the adju~tment should be retroactive to a date the 
first of the month following the completion mf a 
thirty day period in the f:ield . 

The following rules are applicable in these cases: 

~ . 
1/ 

1. Withrespect to U.S . Personnel, it was felt that the 
second policy should be in effect. This decision 
was made because Washington purposely arpointed (on 
the basis of G 89 and iO 167, rticle II, Section 

, 2) some personnel below the base of the grade , with 
the individual's knowledge and with the unaerstand­
ing that he would have to J rove hiwself in the field 
before adjustment was made . This decision was not 
followed consistently in the field, due largely to 
insufficient instruction from CH, but that is the 
policy which we hope is now clearly underotood. 

2. With respect to Continental and U. K. Fersonnel, the 
entrance on auty drte will determine the action to 
be tPken: 

a . If the employee was a~pointed ~rior to 1 
Uovember the first J rocedure mentioned above will 
a ply. Thi is felt t o be necessary since it vas 
only last sum er th-t ER initiated a cla sified 
system and this in turn was e.,. tended tu Continental 
Ho1e dtations 1 ctober . For me time it has been 
clear that neith~r ERu nor Home otations followed 
the policy of appoin~ing person1el to the authorized 
grade and in accordance with the eGtablished salary, 
even after the establishment of the grade system. 
Hence we have continued to allow adju.tments to be 
made. 

b . If the employee as been a pointed since 1 
November the second policy shall :prevail . With 
the recent initiation of recruitment and insistence 
by C that ome tations pay the authorized 
salaries for the e~tablished grades , it is felt 
that incoming J eI·sonnel recrui tea below the base 
of the grade mu t have been recruited so by the 
decision of the ome tation , based on O 89 and 



2 . 

and O 167, Article II, Section 2 . Therefore, 
before adjustments to the base of the grade for 
any person appointed since 1 Uovember can be 
made, it will be necessary for the employee to 
complete the thirty day minimum probationary 
period in a field assignment . Any adjustment 
should~• not be expected until the first of 
the month follo ing the end of the thirty day 
period. Such an adjustment is not counted as 
a promotion in determining the three months or 
six months necessary for future promotion . 

In case the employee claims that an error was made by 
Home Station, will you bring the matter to our attention , 
so that we may query the Home Station with regard to their 
intention? 

u.s. Zone 
Bri ti. sh Zone 
French Zone 

s/ C. H. Cramer 
Chief ersonnel Officer 
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He ters, ill Unita, D •• J.R. 

R : J.M Dirccbr • 

.uubjec:t: 

1 

:i.thih•V' e saltlry i ere cs eU 10mally b pdti to 1n oi'ini te 
ei:iplPy e in t'e~gr-.tt10n of the.r er aae value to the n:tatration 
Qftcr tho rescr-.i.bt I rib o! ue.tlsfaotocy a rvic9, mi.ch 1a th end of 
,each full ~-..ir of' acrvioe1 to be counted fro the d tc o1' cu\r(lDce on 

~ duty, or t e d te of t, o et roI.1ot1on. 

" U liini t o c t~r-gr-l\ c i ,cre;:_nt:.. m y be r:r 1 .. o(i tot" cxacptit>nnlly 
crltori u:; o rn.ce. n this cot)!l ction your tt ;i.tion is ru to 

P~SV' ;ill , s~ct' or. Qi !U;.nistr tivc -.:r r 55. ..hie C8.(_qt.l&rtcr$ ha.s 
been int armed by Centrru. e;i qu t :rs that this section a ould r.ead: 

' 1oy tml n1>t b_ gi 11 dur.i..nfl ti1r, fir.ct ou ruoni.ho ct erv1.ae, 
r..or QQ.r& tb..:.n :011 i'1 ~ x-..r.. of twe5lye montn • 

ccording to :-.iUi tr t:u.c JJ. m· .,,;;, dote e;i:11,. .t ;i ... ).J .. t,, tllo ostu.bliabed. 
,pcrioa._ T-'rui on ~ ttu. month a . l t i8 str: ly cmphruiit s th~t flll 
Fersa ... Cl. ,. :-s b ID.' thio .hl:t r t.lOti. ;1,1 mi:. ~ ch. o their origi.os.i 
Aciiai.niotratiw de~ acc~rd~y. 
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bt 9 4 46 1400a 
mg 2798 
++++++++ed+++++bbb1kk 
rd •••• re •••• jeg - jedm 9/4 1705 kkk 



0 

1. 

e e 

l 2 10 240 
2 250 10 290 
3 300 10 340 

350 10 390 
5 400 10 44-0 
6 450 20 550 
7 550 30 670 
8 700 30 820 
SI 850 30 970 

10 1000 30 1120 
ll 1150 30 1270 
12 1300 60 151.0 
13 1,-:;00 60 l ~O 
14 1900 60 2 0 
15 2200 Go 2440 

2. 

0 180 
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