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400 UNRRA Admin. HQ. y /

B.A.O.R. /

05’2.?0 m. 1947,
J; 252 hours,

To: 460 UNRRA DISTRICT H.Q.
North Rhine/Westfalia Region

200 UNRRA DISTRICT H,Q.
Schleswig Holstein Region -

430 UNRRA DISTRICT H,Q.
Land Niedersachsen,

Att: Fersonnel Officers. -/—/-u /3Q’,
From: Zone Director.

We are still receiving retro-active Salary
AdJustment actions, although we have clearly laid
down that this prectice must cease,

We appreciate that special care must be
exercised to obtain written statements of agreement
in time, but we feel that this can be done in most
cases.

Your co-operation is requested.

M Saratoa

Jolis hrdll'.
Zone Personnel Officer,
for Zone Director.
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UNRBA DP FEnlQUARTERS - faRIS 3
CRLER kOU. 107
\ i_s.ﬂf:l’ﬁu&:nt No. 1
— e — ——— A ==

Subject: CESSATIUN OF FROWTIUNS, FRO4ULIUN ADJUSTWENTS, 18 February 1947

#ERTTORTOUS Sali.RY INCREASLS AND DORNGRALINGS

FUkEUSE: This auwendment applics to Centiral Headquarters Order io. 107
dated 7 February 1547,

APPLICABILITY: This aumendéuwsnt appliecs to the DP Cperation, Geraany.

AUIHORINY: European Region Order No. 70.

s BC1IVE DaTE: This amendment is effective forthwith,

al«NDgEN: Ty ORDER NOQ., 107.

Amend paragraph © b - second paragraph as follows:

Promotions written in conformity with established

regulations prior to the close of business 19 wmarch

@%\.ﬁ effective on or before 16 gwarch) will be _
processed and certified, 4ll such actions must be .
received in DP Headquarters, Faris, notu later than

1 April 1947, &as of 2 April onward, no promotion,

proucticn adjustuwent, reccumendation for meritorious

salary increase or downgrading reccived in DF

Headquarters, Paris, will be processed.

] ““ &YER COHEN
Acting Cuief, Displaced Persons Operation




4 G : ' T ANk, e e

e

f

U.N.R.R. A — \ ,;
) CENTRAL HEADQUARTERS, D.P. OPERATICNS, GERMANY ;s
/ [/

ORDER NO. 107

Subject: CESSATION OF PROMOTIONS, PROMOTICH ADJUSTMENTS, 7 February, 1947
MERITORIOUS SALARY INCREASES AND DOIIGRADINGS -

B ) 1, FURFOSE: The purpose of this order is to provide for the cessation of
' promotions, promotion adjustments, meriterious salary inecreases and down-
gradings, during the closure period. :

2, AFPLICABILITY: This order applies to the DP Operation, Cermany,

J« AUTHORITY: ERO Administrative Order MNo. 70. L
s 4. EFFECTIVE DATE: This order is effective 16 lfarch, 1947.

5. AMENDRENT OF PREVIOUS REGULATIONS: This order supersedes Order No, 88 of | ML
22 T'ovember, 1946; para, 6 of Order 63; F.T.I. No., 7. 'T“I %U'
. l‘ | |

6. TEJIPORARY ASSIGNIENTS FOR LESS THAN THREE LIONTHS

a During the period of reduction and closure it is anticipated that omployees
may be detailed by supervisory officers to do work of positionz other than
those to which they are currently assigned, or may be given additional
duties in comnection with reduction and closure, If it is anticipated

o either (a) that the assignment will last less than three months, or (b)
that the incumbent will occupy the position for less than threc months, the
assignment will be regarded as purely tomporary and no change in salary
will be made or reclassification action initiated.

|

Since the DP Operation CGermany will be in the final phasc of its closure
or transfer to a successor organisation by June, 1947, in conformity with
paragraph 6 a above, all promotions, promotion adjustments, (as previously
defined in Administrative Order 88, Scction 12(d)) meritorious salary

* increases and downgradings will cease as of 16 lMarch.

Promotions written in conformity with established regulations prior to

the close of business 15 March (and cffective on or befsre 16 March) will
be-processed and certified., All such zctions must be received in Paris

DP Headquarters not later than # April, 1947. As of B*pril onward, - no ¢
promotion, promotion adjustment, recommerdation for meritorious salary
inerease or downgrading received in DP Headquarturd, Paris, will be

proce ssad. . =

Begular annual increases as defined in Ovder 1o, €3, pars. 5 will be
processed and certified through Paris D.Fy Headquarters ss usuedl , provided
thuy are in conformity with repulations. -

Io

" i ar B e
[_“{ /!" .
{ c et
i |
CYRUS CGREENSLACE,
Acting Chicf of Operations, CGermany 54
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: 400 UNRRA Admin. HQ. o

: ' B.A.O.R. A Mrﬁ/
. | _

UNY/1805/G/ Z20. .‘??. .. November, 1946.

[ryhoura d

- T0: (1) 460 UNRRA HQ.,
BOAQOQRQ
(Attn. Regional Personnel Officer)

(2) Schleswig-Holstein Region,
No,200 UNRRA HQ., B.A.O.R.
(Attn Regional Personnel Officer) . :
LT T e o g S PRI il R
(3) Hannover Region,
+No.430; B.A,O.R.
(Attn, Regional Personnel Officer)

FROM: UNRRA Zone Director, 7// }
_ [

Subject: - Annual within-grade Increments,

1. Ref our UN/1805/G/ZP0/Increment/DAO of 14th
September,
o Theres still seems 4o be a considerable amount

of doubt amongst employees in the field as to the proper
method of drawing attention to a claim for an annual
within-grade increment.

o It is requested that an instruction be re-circulated
in Orders, on the lines of our above-mentioned letter,

(34%
G.F.L. Prjce,

Zone Personml—ﬁfficer,

. for UNRRA Zone Director,




WARYZO 30 Septenber 196
1630 howrs.
i I e, y/w/[ / e
Attn: Persamel Off'icers,

FRQM: Zeme Director,

The following letter, dated 25th September 1946, has been received from
Cantral Hesdouoartersas

"It hag been noted that acticna effecting reduction in grade and

salery in eccordance with instructions contained in Order No, 62, Revisien 2,
ws(o). mmmemmmwumum

~mwmuwummamu&

signeds W, WALL
G.F.L. PRICE - Zme Perscmel Offiocer

for Zone Director
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% /26‘1.
U.N.R.R. &
CRNTRAL FRADQUARTFRS D.P. OPFRATIONS, GERMANY,

::._'I

ORDER NO: 63,
JUTENDICENT NO: 1. _ df/{ / / / 3&,

SUBJICT: Reguler ‘nnunl and Meritorious
Selary Increascs. 9th Scptenber, 1946,

1« EURTOSE. This amcndment to order No, 63 is for the purposc of cstablishi :Lntr
the effcetive date of changes in status snd salary, It smonds order No. 63,
Section 5(1).

2. AFILICABILITY. This amendment applics to D.P. Operations, Geriany.

3. DFFECTIVE DATE. This smendnent comes into effect 1 October, 1946.
be 4AUTHORITY, IDMIAL/48 Lron Nuropean Regional Office, ;

NSTRUCTION.. This macndnent altors order No. 63, scction 5{1) as

rular annual with : salary incr Ceascs shall be effective on the
first and sgixteonth of the nonth follow the smniversaxy date,

Within this Limditation J"'utI‘"”-"C‘i'_lV’]. If the amniverssry date
coineides with he first op ti ecnth of the month, ¢ffective date
will be that day rother thon on the begirning of the next payroll
poriod®,

Fxample: Tnployce .. cntered on duty or wes last promoted on
4 o~ . - o A | & - r LAY o
| October, 1945. He is oligible for regular annual
within > inerenent October, 1946, Tmployee
B cntcreod on duty or' was it promoted on 2nd October,
1945, He is cligible for regular annunl within grade
increnent on 16 October,

o

v/

MYRR COHEN
Aeting Chiefl of Operations, Germany
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U.N.R.R.A.
CENTRAL HEADQUARTERS D.P. OFERATIONS, GERMANY

ORDER NO: 63 s

REGULAR ANNUAL AND MERITORIOUS

SubJect: SATARY INCREASES. 5th August, 1946.

1. IURPOSE. This order establishes policy and procedure for regular
annual and meritorious within-grade salary increases.

\
C'a.“‘i'jl,g 2. APPLICABILITY, This order applies to the D,P, Operation, Germany.
w It supercedes A4.0.35, Revision No.l of 24 April, 1946,

3. EFFECTIVE DATE. This instruction comes into effect 15 August, 1946,

L. AUTHORITY. Revision of Basic Field iianual, Part II, Sections 420-422
24 June, 1946. Copies of this revision will be distributed when
they arrive in sufficient numbers from E.I,O.

5. REGULAR ANNUAL, TICRFASES. In accordance with Section 421 of Basic Field

Manual, Part 11, Section 421, "employees shall be given a one s step
with:m—graae salaxy increase at the end of each fu fu‘Ll vear Qf §e"'v‘j.ee

for'—merﬁ:omuua ~servi ce or adlgus Tments in national salary ‘scale", The

following 1nte“nreuat¢ona of this policy are provided as a guide for
processing and approving such actionsg.

a The regular amusl within-grade inerease is automatic anc does not
depend upon a report of satisfactoxry service froa the “employee’s
supervlsor. The se increages may be recoimended by the major
organisational unit and/or by the personnel officer, In all cases
» of termination the ~ersonnel officer shall ascertain from personnel
e Yecords whetner the employee has entitlement to e reguler anma
’] eA™"* increase which has not been iuplemented, ani if so shall at that
’a:une issue an action, separate ant distinct _from 1 the te: tem::.m tion
action, implementing the increase,  Ihe termination agtion must, of
course, reflect the salary increase.

b | Within-grade salary increases shall be made at increment levels to
( the maximun increment of the grade but not beyond the maximum
kincremnt of the gracde.

¢ There are three conditions which may result in a salary advancauent
but which do not affect the armiversary date for a regular amual
within-grade salary increase:

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

(2) The granting of a salary adjustient on the basis of a change
in a national salary scale.

(3) The granting of & salary increase to bring etmloyee's salary
to the base of the grade to which his position is allocated.

In accordarce with Scction5 para. ¢(3) above, a person reid a salary
below the base of the grede applicable,to his position, but whose
sala7y is later increased to the base of the grade, will be eligible
for a regulay anmal within-grade salary increase one year after
appointuent or promotion te his present grade.

{=1]
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Example: Employce A is appointed 1 Ilay 1945 to position of
clerk-stenographer, grade 3, but is paic a salary below
the base of grade 3, On 1 August, 1945, Enployec'd's
salary is increased to the base of his grade. On
1 iay, 1946 he is eligiblc for a one step incremental
salary incrcase.

A meritorious service salary increcse shall not affect the employece's
eligibility for a regular annual within-grade increasec,

Exsiople: Employee B was appointed to position of Supply Analyst,
grade 10, 1 June, 1945, ' On 1 October, 1945, cuployee is
granted a meritorious service salary increase of onc
increment. He is eligible for a regular annual within
grade selary increase on 1 Junc, 1946,

4 period of learve without pay shall not be credited as service in
determining the effective date of an annual within-grade salary
increasec. In couputing the service time to detcramine an employce's
eligibility for an increase, personncl officers shall deduct any leave

F

without pay tiine charged to the employee.

The trensfer of an employce from onc position to another position

of the samc grade, irrcspective of the mature of the dutiecs and

responsibilities of the new position, will not affcct the anniversary
te for a regular anmual within-grade salary increase,

-If-an ciployce is promoted {advancement of an employce frowm one

position to & position of a higher grade), the effective date of the |
promotion shall becouc the new date for the purpose of camputing |
service time in detcrmmining c¢ligibility for an anmual within-grade

salary increase,

If an cmployce has had a break in scrvice - termination and subsequent
re-cmployment - service time toward &n annual within-grade increase
ahall be computed fram the effective date of the last appointment,

M: Employee F is cmployed as a file clerk, gracde 3, 1 June,
1945, and is terminated by resignation 1 November, 1945.
On 1 ifarch, 1946, F is rc-amloyed in the original position.
He will not be eligible for an anmial m.th:n.n—grade increase
beforc 1 March, 1947,

An employec in suspension status during a period of investigation of
charges of misconduct, which charges are not subscguently sustained, .
will have thc period of susnension counted as service credit toward
eligibility for a regular anmual within-grade salary increase.

Employees who are transferrcd from one position to another position of
a lower grade, or wiho guffer-a cut in grade because of a change in
budget grading without actually changing positions arc not eligible for
en increment becausc they are at the top of their grade at the lower
classgification., If they later return to a position of the former
higher grade they shall have only the time served ih the highexr grade
congidered as service cligible for within-grade salary incrcases.

Example: Employece entered on duty on 1 June, 1945, as Stores Officer,
grade 8, Position is dovm-graded to grade 7 on 1 October,
1945 budget. Faployee is promoted to Supply Officer,
grade 8, on 1 Januery, 1946. Effective date of within-grade
salary incr&se on grade .8 scale is 1 SOPtc-nner, 1946,
Thus 1 ycar (12 months) timc has been spent in the higher
grade,
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Regular annual within grade salary increascs shall bo effective
on the first of the mont: follcwing the ammiversary date, Within
this limitation they may be retroactive.

All copies ofUG-1 actions will be sent to C.H.Q. for audit and
distribution. Unlocss the eimloyce indicates othorwise, the amount
of the ircrament will be addcd to his home allotment.

1=

MERTTORIOUS SERVICE SATJRY INCREASES.

a Definition. A meritorious incrcasc is & special within-grede
incregpent within the maximum of the grade, which is granted for
service "over and above normel job requiraments of an unusual
or distinctive character". Such inoreases will be strictly limited
in number since thoey can be approved only when there is clear
cvidence that the wec-k performance of the recipient is patently
superior to other employeces in the same position category. They are
not intended for uase because of inability to obtain promotions or
higher classifications.

b. Eligibility, The following limitations and qualifications shall
apply to all meritorious sorvice selary increases:

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

(2) A meritorious scrvice salary increase shall noxmally be one
increment level in the salary scale for the employee's grado,
but may, in cascs of umusually meritorious service be two
levels. 1In no casc shall such an increasc cxceed two levels,

(3) No more than onc meritorious service salary increase may be
authorised for the same employee within a period of six months,
nor may any increase cxcced thce maximum of the grade.

& Proccdure. Iicld or headquarters supervisors will submit a special
report on the employee substantiating in full the ressons for the
meritorious salary increasc,

UG-1's to implement meritorious service salary incfeases
are to be prepared by zone or district personnel officers, and
submitted to the Chief of Operations for decision, Unless
otherwise indicated the amount of the inerease will be added to
cnployecc's home allotment. Such increases cannot be retroactive and
shall be effected on the first of the month following the initiating
date of the action by the distriet or zone persomel officer,

WA s

% F. E. };mwl
Lieutenant-Gonerals
Chief of Operations, Germany.
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from exfor unrra main from personnel 1 5 46 1500a

to hg 8 corps district for unrra 8 corps hq

bt y

g 2768 (.) unclassified (.)

re our letter 27 april re administrative order thirty=five
entitled within-geae—xsxgrade salary increases for class 1
employees signal received from chg as follows (.) quote (.)
paragraph two of section two should read increments may not be given
diring first six months of seeixxservice nor more than

once in any period of twelve months (.) unquote (.) please
correct your copies ao 35 and acknowledge receipt of. this

tion (.)
bt 15 46 1500a

mg 2768 1 35
H++++eod+++ararkk
MWesssse NMBasan jEdm mg 2768 1630 arar kk

e ———
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from exfor unrra main from personnel 15 46 1500a

tg hqa 8 corps district for unrra 8 corps hq

b

g 2768 (.) unclassified (.)

re our letter 27 april re administrative order thirty=five
entitled within-gRas.sxxgrade salary increases for class 1
employees signal received from chg as follows (.) quote (.)

paragraph two of section two should read increments may not be given |
diring first six months of saplxxxservice nor more than |
once in any period of twelve months (.) unquote (.) please

correct your copies ao 35 and acknowledge receipt of this

correction (.)

bt 15 46 1500a '
mg 2768 1 35

H+++tod+t+ararkk

Fdo.u. P@enses 1edm ﬂ"g 2768 163[-! arar kk
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400 UNRRA ADMIN. HQ. '

B.A.O.R. ’% “‘VJ Py 4

27th April, 1946

T0: UWIERA District Headquarters,

1st, 8th and 30th Corps, y 3

BaAsOuRs < -

Attn: Pessonnel Officers /
FRGM:  Sir Raphael Cilento,

Zone Director.
Subject: Administrative Order To. 35
1. inclosed are copies of Administrative Order Noe 35, entitled
"Within-grade Salary Increases for Class I Eumployees, D.Ps Operations, Germany."
2. Certain pertinent corrections have been noted on your copies. The

folloving points should also be noted:

(i) Reference para, 5: "In such sases, the increment will,
#m.hnﬂtﬂdﬂhhlﬂuvlmhm

nthamofﬂaldlq set down in 4,0. 109
and the salary adjustments made under A,0. lhg‘:m
: e, stnt

(41) Reference para. 6: This example is somewhat confusing and

Instance: An employee's BEOD date is 1st June 1945, as
Stores Officer, prade 8, but subsequently, on 1st Outober

On lat January he is promoted to a Supply Officer at grede
8, and therefore, to coamlete his twelve momths of service
in this grade he must serve eight additional monthss There-

W ty for approving withinegrade increments after twelve months
_ ' in accordance with this Adninistrative (rder, shall rest with the

N

e

iy
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Subject: Within- grade Salary Increases for Administrative Order No. 35.
Class 1 Mmployees, D,P, Operation, Date: 2 April, 1946.
Germany.

1. DEFINITION - A within-grade salary increase is an advancement in salary,
involving no change in duties, from one increment Jevel 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
/. = prescribed period of satisfactory service. Indefinite employees whose

services are certified by their supervisor to have been satisfactory

and to have increased in value shall, upon the appr of the Field or

Headgquarters Supervisor, be given a one-st itnin-grade salary increase

&t the end of each full year of se semce on
duty or the last promotion, Employees for whom the Supervisor contem=
plates re-assignment or temination for unsatisfactery work performance
shall not be certified for within-grade salary increases., In such cases
where re-assignment results in satisfactory performance, the Supervisor
may recommend that the previously withheld within-grade salary increase

be given. 7o ore Lfrmm end of fud Sean of Servicss from G40,
darte or /last promotiim.

In cases of exceptionally meritorious service certified 'by the Field or
Headquarters Supervisor and the Zone Director, a special within-grade
incrcment horease within the naxizum cf the ;_g‘aie ‘acy be granted, It is
imperative from the standpoint of administrative consistency that such 2
special increases be severely limited in number, The following limit- 2
ations and qualifications shall apply in all such cases:

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

(2) They may not be given during the first -&e months
of service, nor more than once in any period of
- twelve mntha.

-, SfJG
(3) They shall normally be onegﬁe in amount, and in
no case shall exceed two grades. SFcas. ]

Within-grade salary increases shall be madc 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.
27 Adjustments paid to employees on. the basis of Administrative Order T
No. 180 (or previously on the basis of Orders 109, 117, 141 and 148)
shall not affect the anniversary dates on which within-grade sclary
increases are due. In such cases, the increment will, of course, be ..
paid according to tie salary level towhich thecuployec is currently ns'sigred,

Employees who are transferred from onc position to another position:

of a lower grade, or who suffer a cut in grade because of a change in
budget grading without actually changing positions are not eligiuic for
an increment because they arc at the top of their grade at the lower
classification, If they latcr return to a position of the former

higher grade they shall have only the time served in the higher greade
considered as service cligible for within-gradec salary increase, excmple:
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Employee entered duty on 1st June, 1945, as Stores Officer,
Grade 8, Position is down-graded to Grade 7 on 1st October,
1945, budget. Employee is promoted to Supply Officer, Grade
8, 1st January, 1946, Effcctive 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.

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 grade to which 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
detéfmin:lng the effective date of the within-grade salary incresse,

PROCEDURE ~ U.G,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 cmployee indicates
otherwise, the amount of the inorement vull be added to his home
allotment,

Field or Headquarters Supervisors must certify in writing that an
employee's services have been satisfactory during the previous twelve
month period and that the employee is entitled to the within-grade
salary increase on the basis of increascd value to the Administration.

In cases of special within-grade increment incrcases being recommended’

for exceptionally meritorious service, Fiecld or Headquarters Supervisors
will submit a special report on the employae substantiating the reasons

for the special recommendation,

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 COentral Headquarters.

”7’_L ﬂii S,

N liorgan 1 /C <
Lieutenant~General

":.:_“_'.;_‘...‘.'.‘. e | ~ Chief of Operations, Germany.



UNRRA
GERMAN OPRERATIONS

Subject: Within- grade Salary Increases for Administrative Order No, 35.
Class 1 Imployees, D.P, Operation, Date: 2 4April, 1946,
Germany.
1. DEPINITION - A within-grade salary increasc is an advancement in salary,
involving no change in duties, from one increment lcvel within a salary
grade to a highcr increment level within the same salary grade. i
2. POLICY - Within-grade salary increases are paid to employees in

recognition of their increascd value to the Administration after the
prescribed period of satisfactory serviee. Indefinite 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
Headquarters Supervisor, be given a one-step within-grade salary increase
at the end of each full year of service from the datz of entrance on
duty or the last promotion., Employees for whom the Supervisor contem=-
plates re-assignment or termination for unsatisfactory work performance
shall not be certified for within-grade salary increases, In such cases
where re-assignment results in satisfactory performance, the Supervisor
may recommend that the previously withheld within-grade salary increase
be given. 7o catc Ffrom end of Furl Fean ? Seavice From E40,
date or /ast p.—-mo:‘/iﬂ-

In cases of exceptionally meritorious service certified by the Field or
Headquarters Supervisor and the Zone Director, a special within-grade
incrcment hcrease within the maxi-mm of the grede nmay be granted, 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 all such cases:

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

sié

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

(3) They shall normally be one% in amount, and in
no case shall exceed two m..v&-fs 2

Within-grade salary increases shall be madc 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 which within-grede salary
increases are due, In such cases, the increment will, of course, be

paid according to e salary level towhich the cuployce is currently nssigred

Employees who are transferred from one position to another position

of a lower grade, or who suffer a cut in grade because of a change in
budget grading without actually changing pcsitions are not cligibvic for
an increment because they arc at the top oi their grade at the lower
classification, If they later recturn to a position of the former

higher grade they shall have only the time serveda in the higher grade
considered as service cligible for within-grade salary increase, excmple:
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Employee entered duty on 1st June, 1945, as Stores Officer,
Grade 8, Position is down-graded to Grade 7 on 1st October,
1945, budget. BEmployee 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,

ELIGIBILITY - The provisions of this order shall apply to indefinite
cmployees, 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-grede salary increase,

A leave of absence without pay shall not be eredited as service in
determining the effective date of the within-grade salary incre=sse.

PROCEDURE - U.G.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 thc ecmployee indicates
otherwise, the amount of the increment will be added to his home
allotment, :

Field or Headquarters Supervisors must certify in writing that an
employee's services have been satisfactory during the previous twelve
month period and that the employee is entitled to the within-grade
salary increase on the basis of increased value to the Administration.

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

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 Headquarters.

WT_L 7_”1 A —

- P, B, Morgan . fC c

Lleutmant-General
Chief of Operations, Germany.



UNRRA
GERMAN OPERATIONS

Subject: Within- grade Salary Increases for Administrative Order No. 35.
Class 1 Fmployees, D.P, Operation, Date: 2 Lpril, 1946,
Germany.

1. DEPINITION - A within-grade salary increase is an advancement in salary,
involving no change in duties, from one increment lovel within a salary
grade to a highcer 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
prescribed period of satisfactory service. Indefinite employees whose
services are certified by their supervisor to have been satisfactory

and to have increased in value shall, upon the approvel of the Field or
Heedquarters Supervisor, be given a one-step within-grade salary increase
at the end of each full year of service from the datz of entrance on
duty or the last promotion., Employees for whom the Supervisor contem-
plates re-assignment or temination for unsatisfactory work performance
shall not be certified for within-grade sslary increases, 1In such cases
where re-assignment results in satisfactory performance, the Supervisor
may recommend ‘t:;ut the previously withheld within-grade salary increase
be given.. 7o oAtz Srow end of Jfas/ year Sessret. From £.4QD.
do on Jaor Prdj:o;‘am v 7 g2 f

In cases of exceptionally meritorious service certified by the Field or
Headquarters Supervisor and the Zone Director, a special within-grade
incrcnent herease within the moxizunm of the grede noy be granted, 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 2ll such cases:

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

(2) They may not be given during the first 'héiée months
of service, nor more than once in any period of
twelve months

(3) They shall normally be onepﬁemamount and in
no case shall exceed two grades. /’-f

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 sbove 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 which within-grade sclary
increases are due, In such cases, the increment will, of course, be

paid according to thc salary level towhich the cmployec is currently ss'sigred,

Employees who are transferred from onc position to another vosition

of a lower grade, or who suffer a cut in grade because of a change in
budget grading without actually changing positions are not eligiuic for
an increment because they arc at the top of their grade at the lower
classification, If they latcor return:to a position of the former

higher grade they shall have only the time served in the higher grade
considered as service cligible for within-grade salary increase, excmple:
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k.

-

Employee entered duty on 1st June, 1945, as Stores Officer,

Grade 8, Position is down-graded to Grade 7 on 1st October,
1945, budget. BEmployee 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,

ELIGIBILITY - The provisions of this order shall apply to indefinite
employeces, 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 salary increase.

A leave of absence without pay shall not be oredited es servioo in
determining the effective date of the within-grade salary increase,

PROCEDURE - U.G.1's to implement withjnegrade salary increases are to
be prepared by Zone or District Personnel Officers, copics 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 in writing that an
employee's services have been satisfactory during the prévious twelve
month period and that the employee is entitled to the within-grade
salary increase on the basis of increased value to the Administration.

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

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

I [,;J—[f*-;,auw-——-—

)
- P, §, Horgan "C -

ieutenant-Gmeral
Chief of Operations, Germany.



UNRRA
GERMAN OPERATIONS

Subject: Within~ grade Salary Increases for Administrative Order No. 35.
Class 1 Pmployees, D,P, Operation, Date: 2 April, 1946.
Germany.

1. DEFINITION - A within-grade salary increase is an advancement in salary,
involving no change in duties, from one increment lcvel within a salary
grade to a highor 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
prescribed period of satisfadtory service. Indefinite employees whose
services are certified by their supervisor to have been satisfactory

and to have increased in value shall, upon the spprovel of the Field or
Headquarters Supervisor, be given a one-step witnin-grade salary increase
at the end of each full year of service from the dat: of entrance on
duty or the last promotion. Employees for whom the Supervisor contem-
plates re-assignment or termination ror unsatisfactory work performance
shall not be certified for within-grade selary increases. In such cases
where re-assignment results in satisfactory performance, the Supervisor
may recommend :’hat the previously withheld within-grade salary increase
be given. 7o Jdafe freon end ull yean #f Senviee From E4O.
date » las? prfa;uof/}h. 'f f 7 / &
In cases of exceptionally meritorious service certified by the Field or
Headquarters Supervisor and the Zone Director, a special within-grade
incrcnicnt hcrease within the maxizun of the grode nay be granted, It is
imperative from the standpoint of administrative consistency that such
special increases bé severely limited in number, The following limit-
ations and qualifications shall apply in all such cases:

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

(2) They may not be given during the first ke wonihs
of service, nor more than once in any period of
twelve months.

'(3) They shall normally be stie Ske 1n amount, and in
no case shall exceed two g e

Within-grade salary increases shall be madec 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 which within-grade salary
increases are due. In such cases, the increment will, of course, be’
paid according to e salary level towhich the cuployce is currently resigred

Employees who are transferred from one position to another position

of a lower grade, or who suffer a cut in grade because of a change in
budget grading without actually changing positions are not eligZoic for
an increment because they arc at the top of their grade at the lower
classification, If they latzr rcturn to a position of the former

higher grade they shall have only the time served in the higher grade
considered as service cligible for within-grade salary increase, exocmple:




L
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Employee entered duty on 1st June, 1945, as Stores Officer,
Grade 8, Position is down-graded to Grade 7 on 1st October,
1945, budget. BEmployee is promoted to Supply Officer, Grade
8, 1st January, 1946. Effective date of within-grade salary
:moreaae on Grade 8 scale is 1st September, 1946

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

ELIGIBILITY - The provisions of this order shall apply to indefinite

cmployees, but not to employees holding other types of appointment,

 An employce receiving the maximum of the grade to whim 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 ~u:
determining the effective date of the within-grade salary increase.

PROCEDURE - U.G.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 cmployee indicates
otherwise, the amount of the increment will be added to his home
allotment,

Field or Headquarters Supervisors must certify in writing that an
employee's services have been satisfactory during the previous twelve
month period and that the employee is entitled to the within-grade
salary increase on the basis of increased value to the Administration.

In cases of special within-grade increment incrcases 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 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 Headquarters.

7:[, ﬂi it

ST T cc

L:.eutenant-ceneral
Chief of Operations, Germany.
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UNRRA
GERHAN OPERATIONS
Subject: Within-grade Salary Increases for Administrative Order No.35
Class 1 Employees, D,P. Operation, Revision No.l
Germany. Date: 24th April, 1946
I, DEFINITION - A within-grale salary increase is an advanceaent in
salary, involving no change in duties, from one increnent level within
a salary grace to a higher increment level within the same salary grade,
2. POLICY - Within-grade salary increcses gre paid to eiployees in

recognition of their increascd value to the Aduministration after the
prescribed period of satisfactory service. Indefinitc employees whose
services are certified by their supervisor to hove been satisfactory

and to have inereased in valuc shell, upon the oPproval of the Field or
Headquarters Supervisor, be given & one-step within-grade salary increasc
at the end of each full ycar of service frow the datc of entraice on '
duty or the last promotion. Euployecs for whaix the Supervisor
contemplates re-assignment or temination for unsatisfactory work
performance shall not be certificd for within-grade increcascs. In such
cases where rc-assigniment results in satisfoctory perforuance, the
Supcrvisor may recomuend that the previocusly withheld within-grade
salary increase be given.

In cases of exceptionally meritorious scrvice certified by the Ficld or
Headquarters Supervisor ani. thc Zone Dircetor, o special within-grade
increment increase within the maximua of the grade may be granted, It

is iwperative frowm the standpoint of administrative consistcney that

such special increases be severely limited in musber, The following |
Yimitations and qualifications shall apply in all such cases: |

(1) T™ey must have the prior approval of the Chief of
Operations.

(2) They may not be given during the first three uonths
of service, nor wmore than once in sany period of
twelve wonths,

(3) They shall noruelly be one step in amount, and in no
case shall excecd two within-gradc incrcuent steps. ,

Within-grade salary increascs shall be made at increment levels until

the waximun level of the grade is reached. Within-grede salary |
increascs cannot be paid sbove the maximus of the grade of the position ,
which the asploycc occupics. '

Adjustments paid to cuployees on the basis of Administrative Order l
No. 180 (or previously on the besis of Orders 109, 117, 141, and 148) |
shall not affcct the anniversary dates on which within-grode salexy

increases are due, In such cases, the inercuent will, of course, be
paid aecording to thc salary lével to which the employce is curvently 4
assigned. ;

Euployces who are transferred from onc position *to another position of
a lower grade, or who suficr a cut in grode because of a change in
budget grading without actually ehanging pesitions arc not cligible for
an increment beacuse thoy arc at the top of their gradc at the lower
classification. If they later return to a position of the foruer
higher grade they shall have only the time served@ in the higher grade
considered as scrvice cligiblc for within-grade salory inercnses,
cxample:
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Exployec enterced duty on 1st Jume, 1945, as Stores Officer, ' '
Grade 8, Position is down-graded to CGrade 7 on lst COctober,

1945, budget, Employce is promoted to Supply Office; Grade

8, 1lst January,; 1946, Effcctive date of within-grade salary
incrcase on Grade 8 senle is lst Scptamber, 1946.

Within-grade salary increascs shall be effective on the first of the
wonth following the anniversary datc.

ELIGIBILITY - The provisions of this order shall apply to indefinite
cnployees, but not to wployces holding other types of appointient.

4in amployece receiving the uaxiimu: of the grade to which e is currently
assigned is not cligible for a vithine-grade salary increasc,

A leceve of abscnce without pay shall not be credited as service in
determining the effeetive date of the withinegrade salary incrcaso,

FPROCEDURE - UG. L'sto irplearent within-prade selary incrcascs arc to

be preparcd by Zone or District Personnel Officers, copics to be
distributed as in the casc of promotion. Unless the cuployce indicates
otherwisc, the amount of the inercient will be added to his houc
allotuent.

Field or Headquarters Supcrvisors iust certify in vriting that an
cmployee's scrvices have been satisfactory during the provious twelve
month period and that the cuployce is entitled to the within-grade
salary incrcase on the basis of inercased valuc to the Administrations

In cascs of spceinl within-gradc increment inerecascs being recouniended
for cxceptionally ueritorious service, Ficld or Headquartcrs Supcrvisors
will subuit a speeinl report on the wuployec substentiating the roasons
for the special recouwendation.

In those cases in which thc necessary infornetion on date of cnitrance
on duty or last prouotion is wmissing, thc Zonc or District lcadquarters
offices arc to request such inforantion froua Centrel Headquarters.

form

*,  TF.E. HORGIN.
* Lieutcnant-Cencral
Chicf of Operations, Cerunny.
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FR M3 wie rersormel Officer,

It is suggested thet porsomel in your region are advised that the
responaibility of initiating "ithinegrede increases reste with thams Personnsl

S/ires

Dranches should oanly be comperned vith investigating cleims submitted and dealing

with them acoordingly.
4t tho semo time, nm.mumwumwmh

implementation le dependent upon cortein conliticns being fulfilled (Admin, Order
Mo 63) mmmmwmmunumtn-twtunﬁm
oon letion of cne yoar's service with Wikil,

. For yow nf guation sof in cese 1t may Yo of use, copy of the
Paregreph which is being inserted in foutine Orders for (o is attached,
= GeFuls Prive, 1@3&’5&

for Zone !




Rnul.o ....& M 1346
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For insertion in the I, 4, 0%

ployees ore reminded that oresomnel I'ramch are not responsible for antmmatically
uplenenting Aaouel (ithinegrede Inorevents,
It is requested, therefore, thet employces who hove ouwploted ano year's sorvice
without promotion, end consider thoy mey be entitled t0 an inmual Vithinegrade
Inorement, iaform Persomnol secticn in writing to this effect, through their Hoad of
Ivench oy Seotlon, dsch case will be Lwostigated Y Persomel Framch and, in the
avent of the individuel qualifying, sobtion will be talken to suthorise the imcrement,

Gortain oonditions govern the gromting of a Vithinegrade inoresse, and 1t muet
be roslised that completion of one yoar's sorvice Joos ot in all cases atitle the
aployee to an inoreesse in salary, i

| ClaRuin
O 2 Rt e

i for ‘one
.

\

%







ANNUAT, SATARY INCEFASES

.

= 1N Central Headguarters! Crder No. 63 of 5th Awgnst 1946 has ruled
 teat in future the within-grade-salary increass which employees are to he
given afior eech full year of service aince the last previous salary
advancament will be automatic, No report of catisfactory service from the
employes's supervising officer will be necessary. In the case, heweper, of
ergloyees already receiving salaries of, or above, the maximum ot their Dudzof
grades, o increase will be made. Feriods of leave without pay will not count
as periods of service for the purpose of annual salary inereases. Increasss’
will be made effective at the beginning of a psy period (i.e. on the first of
the month),

!
Ry Any employees who consider they are entitled to an increase as above
should make application in writing, through their Supervisory O0fficer, to
Personnel Brench, giving the following details: :

(a) Date of Entrance on duty, or of last advancement in pay,
whichever is applicable.

(b) Duration of any period of leave without pay, with dates.
Percomiel Branch will then check particulars and issue U.G.l &s and
if eppropriate.

MERITORIOUS SERVICE SATARY INCREASES

= In accordance with Central Headquarters' Order No.63 of 5th August
1946, dincreases as above may be submitted through normal channels by employees'
stpervising officers, who will be reguired to certify that "the work pericrmance
of the recipient is patently superior to other employees in the same position
category." They will be strictly limited in number, They will no® be used
because of inability to obtain promotions or higher classifications.

2. Such increases will normally be for one increment level, or in very
¢xceptional cases for a maximum of two levels, No employee may receivs more
thant one increase within six months, No increase can be authorised to excesd
the maximum of the grade.

e ' The appropriate authority will submit a special report on the employece
substantiating in full the reasons for the increase, to enable Personnel Franch
to prepare U.G.ls for submission through normal chamels to Chief of Operations,

Arolsen, for 'final approval.

4 All such increases will be effective on the first of the month following
the initiating date 'of the action, and will not be retroactive,
Distribution: Iist "A". 16th August, 1946.

Instructions as set out ahove should be brought to the attention of
all employees uader your supervision.
S & Al (AT

E.A. Ely, Regional Pers, Officer
for Regional Director,
Schleswip-Holstein & Hamburg Region,
B5.A,0.R,

w5
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Ui RA Headquarters,
m &m’ 511'1900‘&.

Attny Personnel Officers,

i vl ] 13 =

The following letter, dated 25th september 1946, has been
received frou Cantral eadguarters:

"1t has been noted thet personuel actions effecting reduction
in grade end salery in accordance with inatructions contained

o Ty T e ot o B s e vt
of ¢ used as the nature of the action,.

“¥ill you
nature of

in prepering future actions of this sort indicate
sctions es "Salary Adjustment to Top of arade,?

441l you plesse prepare the sppropriate persowiel actions
in sccordance with the above,

/en

y
ﬂa///
/o, GuFele itice, Zone Forsonnel Officer
7”"7 for Zome Dirsctor




U.N.R.R. 4.
CENI'RAL HEADQUARTERS D.P. OFERATIOLIS, GERIANY,

ORDER NO: 62

Revision No:e

SATARY ADJUSTLENT ON BASIS

Wigeet: Do oo v 13th August, 1946,
1. FPURPCSE, This order establishes policy and procedure for salary

2.
3
L

adjustments on the basis of the new 1946 salery scales which are
attached and supercedes Order No. 62 and Order 62, Revision 1,

APPLICABILITY. This order avplies to the D.P. Operation, Germany.

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

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

POLICY.

a The salary of each euployee 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 scheduley
from grade 11, 2nd increment, 5,725 to Grade 11, 2nd increment
86,200 on 1946 salary scale.) In those cases where an employee is
paid at & rate which is within the range of the grade in which his
position is classified but is not in accordance with any increment
rate on the 1945 salary schedule, his pay shall be increased to the
next 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, Adjustient on 1946 British salary
scale is to 3rd increment of grade 6, i.e. £555

lo*

In the case of any employee who is now paid at a rate in excess
of the maximun for the grade in which his position is classified,
he shall, under the new schedules, receive either the salary he
has beer ‘receiving up to 1 June 1946 or the maximum for the grade
of his post on the new scales, whichever is higher,

All employeces vho still remain above the meximum 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
shall be:

[+]

(1) 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.

e

4All employees who are superhumerary to the budget shall be dealt
with under (1), (2) or (3) below not later than c.o.be 31 August.
They shall be: '

(1) Assigned to a position grade corresponding to their salary,
if one is available,

O e s e
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(2) Assigred to an available position of lower grade with
reduction in salary to the top of the grade, Gonourrence
in writing from the employce must be procured.’ '

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

The regulation against retrocative effective date aslaid down
in Basic Field iianual, Part II, Section 450, and subsequent’
adminigtrative orders from this headquarters, does not’ apply to
salary adjustments made under the 1946 salary scale as provided
in this order.

o

PROCEDURE.

I

o

lo

f="

e

UG~1 actions will bc issued on all employees still on the rolls-of
the D.P. Operation, Germany. If thc cmployce has been termimted
since 1 June, and the termination documentation has been sent to
Home Accounting office, it will be the responsibility of Home
4ccounting office (and not of this operation) to initiate the

personnel action form.

Each UG-l shall cite the budget line mumber occupied by the
employce., No action will otherwise be processed by CHQ. =

NATURE OF ACTION on UG-l form will read in all cases:
"JUNE 1946 SALARY SCALE ADJUSTIENT™.

st gy

-adjustments to the June 191;.6 scale. They will NO'I‘ be used %o

implement other changes in status, i.e. promotions or mthm
gré.d.e-—:l.ncramenta.

In cases’ “where promotion, within grade mcrement or downgrading
actions have been issued effecective 1 July, 1 August or 1 Septewber,
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.

I

.--. Exemple: Employee is promoted from Stores Officer grade 7 to

Supply Officer Grade 8 on 1 July. Two personncl actions
are necessary. The first will adjust salary at the

grade 7 level effective 1 June, The second action will
adjust salary at thc new salary rate for grade 8 effective

1 July.

Each UG-l action will carry in the REMARKS scetion this statement:

“salary increase will be paid in accordance with the latest
salary allotment authorisation".

This statement is required by Division of Agcounts & iudit, and is
indication to Home Accounting office that the amount of the increase
will be added to the howc allotment of the employee, - The adjustment .
will not be entered in employce's paybook until Howe sccounting
Office has implemented action and returned revised FI-23 to this
operation, - At that time entry will be made in paybook, .and employec
will rcceive his copy of revised FI-23., If employce is not in
agreement with allocation of salary adjustment to -his -hoie -alletment
he will submit at time of entry in paybook a revised salary allotment
form for imediate transmission to Houe Lccounting of fice.



£ 411 copics of the UG-1 actions will be sent to CHQ for
distribution and certification to Home sLeccounting office on the
basis established procedurc. On directive frois Division of
accounts & Audit in ERC., Homc accounting officc will not accept
a UG-1 action for selary increase (adjustment, promotion, increment)
unless it las been certified by CHQ,
POSITION on UG~1 for: mast clways cite the classification title
of the positién which is given in the official personnel
establishment., Jeemust NOT eite ihe organizational er functionad
Personnel Technieal -Instruction Moy 3, dxted Ird-June.

i 41l UG-l actions should be complcted by 1 Sgptember. Zones are

authorised to re-assign clerical personnel for temporary periods
in order to meet this deadline.

-

. o
s

g, /
N !

v F.E{ 1ORGAN. ; / 0
Lieutenant-CGeneral. ;; -
Chief of Operations, Germany.




U.N.R.R. 4.
CENI'RAL HEADQUARTERS D.P. OFERATIONS, GERLANY,

ORDER NO: 62

Revision No:2

SALARY ADJUSTIENT ON BASIS

e < 13th August .
Subject: 1946 SALARY SCALE 3th August, 1946
1. PURPCSE. This order establishes policy and procedure for salary

Je
k.

5-

adjustments on the basis of the new 1946 salary scales which are
attached and supercedes Order No. 62 and Order 62, Revision 1.

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

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

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

POLICY.

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

‘justed range for his grade (exauple: UNRRA. U.S. salary scheduley
from grade 11, 2nd increment, £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 accordance with any inerement
rate on the 1945 salary schedule, his pay shall be increased to the
next 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. Adjustient on 1946 Brit ish salary
scale is to 3rd increment of grade 6, i.e. £555

=2

In the case of any euwployee who is now paid at a rate in excess
of the maximuwn 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 maximum for the grade
of his post on the new scales, whichever is higher,

A1l employees who still remain above the meximum of their budgeted
grede 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
shall be:

[+]

(1) 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 employce.

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

{25

All employees who are superhumerary to the budget shall be dealt
with under (1), (2) or (3) below not later than c.o.bs 31 August.
They shall be: '

(1) Assigned to a position grade corresponding to their selary,
if one is available.
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(2) Assigred to an available position of lower grade with
reduction in salary to the top of the grade, Concurrence
in writing from the employce must be procured.

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

The regulation against retrocative effective date aslaid down
in Basic Field iianual, Part II, Section 450, and subsequent
administrative orders from this headquarters; does not apply to
salary adjustuents made under the 1946 salary scale as provided
in this order.

PROCEDURE.

o

lo

e

lo

I

UG-1 actions will be issued on all employeces still on the rolls of
the D.P. Operation, Germany. If th¢ cuployee has been termimted
since 1 June, and the termination documentation has been sent to
Home Accounting office, it will be the responsibility of Hoie
Accounting office (and not of this operation) to initiate the
personnel action form.

Each UG-1 shall cite the budget line nunmber occupied by the
employee. No action will otherwise be processed by CHQ.

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

"JUNE 1946 SALARY SCALE ADJUSHZENT™. :

These personnel ections will be used solely for recorﬂing salary
adjustments to the June 1946 scale, They will NOT be used to
implement other changes in status, i.c. promotions or within
grade-increment Se

In cases where prcmotion, within grade increment, or downgrading
actions have been issued effective 1 July, 1 August or 1 Septeiuber,
it will be necessary to issue two new actions to implement the -
1946 salary scale adjustment. Each action will implement salazy
a.djustmcnt at the proper grade and increment step.

Ex__amL Employee is promoted from Stores Officer grade 7 to
Supply Officer Grade 8 on 1 July. Two personnel actions
are necessary. The first will adjust salary at the
grade 7 level effective 1 June. The second action will
- adjust salary at the new salary rate for grade 8 effective
1 July.

Each UG-1 action wil;l_' carry in the REMARKS scction this statement:

"salary incxl'case'wili be .pa'id in b.'cc'ordanc_é_ wiﬁh,_’cho latest
salary allotment authorisation".

This statement is required by Division of Agcounts & Audit, and is
indication to Home accounting office that the amount of the increase

- will be added to the houc allotment of the employee. The adjustment

will not be entered in employce's paybook until Home sccounting

" Office hes implemented action and returned revised FI-23 to this - ... _.

-operation. At that time entry will be made in paybook, and employec

will receive his copy of revised FI-23., If employce is not in — -
egreement with allocation of salary adjustment to his home allotment . |
he will submit at time of entiry in paybook a revised salary allotment
form for imiediate transmission to Home iccounting of fice.
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All copics of the UG-l actions will be sent to CHQ for

distribution and certification to Hoine iccounting office on the
basis established prccedure. On directive from Division of
accounts & Audit in ERO., Home accounting officc will not accept

a UG-1 action for salary increase (adjustment, promotion, increment)
unless it las been certified by CHQ,

POSITION on UG~1 form mmst clways cite the classification title
of the position Which is give'n in thc. offlclal personnel
establishment, : '

All UG-l acotions should be completed by 1 Sgptember. Zones are
authorised to re-assign clerical personnel for temporary periods
in order to meet this deadlinc.

s -

~

STE D (¢
‘- ’/j_ r_‘.-(/ W

:rz»v F.E—. 1:0RGAN. (8]
Lieutenant-Gencral. Z-/ C

Chief of Opcrations, Germany.
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. U.S. ANNUAL SALARY SCHEDULE
Before 1 July After 1 July
Grade Base Within- Top : Grade Base Within- Top
Szls Grade of Salar Grade of
ﬁ_rx Increment Grgde __ﬁﬂ Increment Grade
1 1560 50 1800 : 1 1780 19 2000
2 1800 60 2040 8 2000 60 2240
3 2000 60 2240 : B 2200 60 2440
4 2200 60 2440 1 4 2400 70 2680
5 2400 100 2800 : b 2650 100 3050
6 2800 100 3200 6 3050 100 3450
7 3200 100 3600 /4 3450 100 3850
8 3600 100 4000 8 5850 100 4250
9 4000 100 4400 9 4250 120 4730
10 4500 150 5100 10 4750 150 5350
11 5000 200 5800 11 5325 200 6125
12 6000 200 6800 12 6350 200 7150
13 7000 200 7800 153 7375 225 8275
14 €000 200 8800 14 8400 225 9500
15 9425 250 10,425 15 9425 250 10,425
10, 500 10, 500
12, 500 12, 500
14, 500 14, 500



UNITED RINGDOM SALARY BROMEDBULE

Before 1 July 1945

Position Base Salary . _Position Base Salary
Driver B0 ' Abstwbent WsiPane Oftiser N
Driver-Mechanic 300 E Chief Nurse 500
lerk-Typist(Secretary II, : Supply Officer 500
Team) 240
Secretary (HQ only) 300 E Principal ‘lelfare Officer ‘600
Nurse 400 % Doctor 600
Messing Officer 400 ; Deputy Director 700
Warehouse Officer 900

400 ¢ Director

After 1 July 1945

Within Grade Top of

irade Base Within Grade Top of Grade Base
Salary Increment Grade: Salary Increment Grade
£ g 1 £ £ £
2]l 200 10 240 : 9 8560 30 970
2 250 10 290 ¢ 10 1000 30 1120
3 300 10 340 ¢+ 11 1150 30 1270
4 360 10 390 &+ 12 1300 60 1540
5 400 10 440 : 13 1600 60 1840
6 450 20 530 : 14 1900 60 2140
7 550 30 670 : 15 2200 60 2440
8 700 30 820 : 2500
: 3000

Note: Prior to 1 July 1945, salaries of U.K. nationals were
determined by the position to vhich the employce was

Specific grade sllocations are used only

after 1 July 1945,

assigned.




CANADIAN SLLARY SCEFDULTS (OvVERShA

S)

Grede Bage
Salary

B

1 1500
2 1740
3 1940
4 2140
J 2320
6 2700
i 3100
8 2200
9 3900
10 4350
11 5000
12 5800
13 6800
14 7800
15 9000
10250

12000

Vithin Grade

Top of CGrade

croment
;0 17&5
60 1980
60 2180
60 2360
100 2750
100 3100
100 3500
100 3900
100 4300
150 4950
200 5800
200 6600
200 7600
250 8800
2% 10000

uoted in American dollars.




CONTINENDAL S.luRY SCHEDULE

*»

: Bepore 1 October 1945

Position Basc Salery | Position Base Salary
Clerk-Typist 2i0 : Stores Officer iOO
Secretary 300 : hssistant Welfare Officer 450
Cook 300 : Supply Officer 500
Driver 300 : Principel Welfare Officer 600
Assistant Nurse 300 Doctor 700
Nurse . 400 Deputy Director 700
Messing Officer 400 Director 1000

After 1 October 1945

™

|
|
|

Grade Base Within-Grade Top of Grade Base Within-Grade Top of

1
|
I
|
1
1

Salary Incremnent Grade Salary Increment Grade
£ £ £ ; £ £ £
1 150 10 190 i 7 500 20 580
200 200 10 240 : 8 600 20 680
3 250 10 290 : 9 700 30 820
I 300 10 340 : 10 850 _ 30 970
5 360 15 420 : 11 1000 30 1120
6 430 15 490 : 12 1150 50 1350
3 : 13 1400 50 1600
.

The above salary schedule applies to nationals of all countries where home
stations are on the Buropean continent.

Prior to 1 October 1945, salaries of Continentals were detenzined by the position
to which the employee was assigned. Specific grade allocations are used cnly
after 1 October 1945,




AUSTRALL: AND NEY ZEALAND SALAZY SCHFDULE, AJWAL

e

Grade Bage Salary Vithin-Grade Top of Grade
Increment
1 3 150 N %8 2182
2 180 ’ 8 S -
3 210 8 242
4 240 10 280
> 270 20 320
6 325 25 425
7 400 25 500
8 500 40 660
9 640 40 800
10 800 40 960
11 1000 50 1200
12 1200 50 1400
13 1400 50 1600
14 15600 50 1800
15 1830 50 2050
2100 :
2500

Note: LAustralian personnel peid in Austrelian pounds
New Zealend persomnel peid in New Zealand pounds




BRAZILIAN ANNUAL SALARY SOALE

Grade Bage Salary Within~Grade Top of Grade
Crg Increment Org
Org
1 10, 000 750 15, 000
2 12,000 750 15,000
5 14,000 1000 18, 000
4 185000 1000 22,000
5 23,000 1000 27,000
6 28, 000 1500 34, 000
0 35, 000 . 1500 41,000
8 42,000 1500 48,000
9 50, 000 2000 58, 000
10 60, 000 2000 68, 000
11 70, 000 2000 78, 000
12 80, 000 o - - 88, 000
13 80, 000 2600 100, 000
7 M 102,000 ¥ MR R : . S A
115, 000
150, 000

150, 000




VENEZUELAN SALARY SCHEDULE

Grade ' Base Within~Grade Top of Grade
Salary Increment Bolivares
Bolivares® “Polivares
1 4700 150 . 5300
2 5500 200 6000
3 5200 200 6700
p) 6700 200 7500
5 7500 250 8500
6 8500 260 9500
L SE0O 300 10700
8 10700 300 11900
9 12000 500 14000
10 14000 500 16000
ik 16050 650 18650
12 183860 650 21250
13 22300 700 256100
14 26000 700 26800
15 30000 750 23000
34000
40000

*Bolivar =80.30.




~ COLOMBIAN{ SALARY SCIEDULE SOUTH AFRICAN SAIARY SCIEDULE
Bage Wiihin Ton Be.go Within Ton
A :ual, Ginde of Axuc.., » @Gre.e of
Grede Sealary Ineromend  Grede Grade Selaxy Incrcucat Grade
Pegog# Poscs Peoos £ S, A £ 5, A,
L 600 .00 2000 L L10 9 145
2000 .00 2200 2 148 o 104
o <00 100 2€00 o 180 0 250
4 2600 100 5200 & 220 15 280
5 0200 100 3600 5 270 <0 350
G 2600 00 4000 6 340 20 420
7 4000 126 4500 7 400 20 480
8 LH00 150 0..00 8 4C0 20 600
! 0000 200 5800 ) 600 o0 720
10 60COo 22b 69800 10 720 50 340
7200 90 8200 i1 &40 40 1000
12 6200 250 400 12 000 50 1200
15 G500 300 20800 15 L5680 50 1450
A L2000 300 12200 14 1500 60 170
i5 L2500 560 156900 10 1800 60 200
L2000 2050
47000 2500
Colombic:. neso = B0, 67 * £ 8,A., (South Africecu pound)

= #:,05




Within

Ananve Goode
e wesement

Peaons® Pooes

Top

oL
Grade
Pososn

3 B =000 150
LE 5560 150

060
4060
=00

L1450

MEXICA SALAR SCIEDULE

Baae
Axial

e Saler:y

Pcoopa

Wi Ghin

e Tnl e I
f iy SR8 A8

I crement

Pesog

(o

i

i

200

11500
Lub00
16200
LEOUO
2eLGo
25000
<5000

12000

il ’F() (j O

200

100 Mexlcan Penon = B20, 5833

Le 0O POBGT,
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for UIMREA Zone Director,

Signed:s G Cook
Hels COMK, Deputy Zone rersonnel Offiocer,



Reference

FROM: UNRRA Zone Directar,

This is to confirm signal sent to you on the 2lst inst,.
r.mnr._mm:-

SUBJECT JUNE SALARY ADJUSTMENT FROCEDURE STCOP PERSONNEL
ACTIONS ISSUED 70 IMPLEMENT C.H.Q. ORDER NO 62 SHOULD
'=mnmmuw1MMuunm

WAS SUBSEQUENTLY RE-ASSIGNED WITHOUT CLASSIFICATION OR
PROMOTION NE¥ BUDGET LINE MUST BE INDICATED UNDER RESMARKS
STCP IF EMPLOYERE WAS SUBSEQUENTLY RECLASSIFIED OR PRMOTED
SECOND PERSQNNEL ACTION IS REQUIRED STCP C.H.Q. RBQUEST
ABOVE ACTION BS TAKEN ON UGl NOT ALREADY DEALT WITH DO NOT
REPEAT NOT AMEND ACTIONS ALREBADY TYPED STOP

Signeds E.G. Oodk

EeGe COOK, Doputy Zome Persannel Officexr,
for UNRRA Zone Director,




m-“ ___ m_
m._ _.__ i

sigel sent to you o e Hot inot,.
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.+ . Gopy to Personnel Officer, 8 Corps. Eritish Zone (Preetz)
uwlqy | 'Eolg/
24 APR)

16 April, 1946,

TO: Director, UNRRA Has,, British Zone,
Attention: Personm 1l Officer,

Subject: Salery Sceles,

You will find attached a cable from E, R, 0, on the gubject of the
new salary scale for amployees from Australia, New Zealand, md
South Afries, The following points should be notcd speeifically:

1, Sesle is the same as that for the U,K, with one exception, i,e,
the top inerement for Orade 6 for Australiens, New Zealanders esnd

South Africens is Howover, the new scale is payable in
South Afriean, Avst or New lealand pounds - depending on
the fome Sistion of the employee, The pounds in vhich the

employee will be paid, as of lst April 1948, must be specifically
noted on the UG-1,

2, The new scale is effective lst April, 1946,

8, Nev personnel actions vill be necessary on zll employees whose
Home Stations ers Au..tralia, Mow Zealand or South Afrieca.
Distribution of the UG-1'z will be the came as that pmﬂded
in P A 0, =B, paregraph 3, 8ince all of these a?l oyses are
non~-continentel, Home Station copies of the G-1 will be for-
werded to %4, R.0, for omward tranemissicn,

4, Paragr:oph 1l of the attecled cuble sfates that the salary scale
ghall. epply to: _

a) OGlags 1 employees whose Home Stafion 12 in Auntralia, New .
Zeeland or South Africa, md : g

b) Class 1 employeess stom the Adminiotr:stion has undertaken to
rapatriate to these countries,

In mqmofﬂnnmmnmlin and Wew Zealand the Home
Station and the to which the embployse will bo venotriated

were identiéal from the time of appointment, Tn #the cese of South
Africans, however, most of them (perhaps =11) weve originally eppoin-
ted from Londom, rather thzm South Africa, on the U,X, sslary scale,
but with the underetan that they would be repateriated $o South |
Africe, Up u til the ls% April, therefore, South Africens in reality
hed tvo Home Stations, i, ohammatatmum and a
repatriation Home Biation ca, As at lst April 1946, J
based on the attached cable, Mt' e and Repatriation Home
Station will Dbe 1aanmn1. i.e, South Afries,

C. H, Craner,
Chief Personnel Officer,

wAw
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‘jegm v jedm 3
from exfor unrra main from personnel 2 4 46 0945a
to hq 8 corps district for unrra 8 corps hg

bt
m 2749 (.) unclassified (.)
following signal received from chg no 232 twentyninth march quote
in conformity with basic field manual section 450 and fao 45-7
mra 4 no repeat no promotion personnel actions written on or
.after 1 may will be retroactive beyond the first of the month
~following date of approval by district or zone directors or their
delegates as may be applicable in case promotion action requires
@proval 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
you with one month to firm existing situaixxxsituation in Line
~ with smexmentkxtexx new budget (.) all actions must conform as
well with other basic regulations (.) this order supersedes.
all previous instructions concerning retroactive actions (.)
unquote acknowledge receipt by signal (.)
bt 2 4 46 0945a
pse amend last line unquote
mg 2749 232 450 45-7 4 1
+++++++ed+++++++bbbbbbbkkk
Pdesesel@eseesjedm = jegm 2/4 1635 kkkkk
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jegm v jedm 3 g
from exfor unrra main from personnel 2 &4 46 (09452
to ha 8 corps district for unrra 8 corps ha

bt

g 2749 (.) unclassified (.)
following signal received from chq no 232 twentyninth march quote
in conformity with basic field manual secticn 450 and fao 45-7
mra 4 no repeat no promotion personnel actions written on or
after 1 may will be retroactive beyond the first of the month
following date of approval by district or zone directors or their

.delegates as may be applicable in case promotion action requires

aproval of zone director and/or chief of operations or their
delegatos effective date will be that of approval by district or
zone director depending on place of first origin (.) this provides
you with one month to firm existing situaixxxsituation in Line
with srexmenthxtexx new budget (.) all actions must conform as

.welt with other basic regulations (.) this order supersedes

all previous instructions concerning retroactive actions (,)
unquote acknowledge receipt by signal ?

bt 24 46 0945a

pse amend last line unquote

mg 2749 232 450 45-7 4 1

++++t+ted+e++e++bbbbbbbkkk

Mo.too"etonnc]EUM - jegm 2/# 1635 kkkkk




12 APRIsas 4/ 22/ 8Y/E]

- 400 UNRRA ADMIN. HQ.
B.A.O.R.
//ﬂ

10th April, 19

TO: UNHRA District Headguarters,
- Mil. Gov. Headouarters,
8 Corps, B.A.O.R.
Attn: Personnel Officer.

FROM: Sir Raphael Cilento,
Zone Director.

Subject: Administrative Order 180

Further to your signal 399 received on 9th,
enclosed herewith is complete copy of A.0. 180,
as requested.

Ao Vaoms

G.¥.L. Price, Zone Perso%’él- Officer
for Sir Raphael Cilento .
Zone Diredor

Encl: as indicated




2 | 395/ 51 wap 1946
400 UNRRA ADMIN. HQ.

B.A O.R. (:Eé;fﬂ£//£f1f>,

27th March, 1946.
A

o r .t/&'
TO:  UNRRA District Headquarters, }b ( /////(

Mil. Yov, Headquarters,
8 Corps, B.A.O.R.

Attn: Personnel Officer.

FROM: Sir Raphael Cilento,
Zone Director,

Subject: Administrative Order 180,

Further to your letter (ref.SU/II/jlloiEKW/
EHA - undsted) we are enclosing herewith two
copies of the Canadian Salary Schedule, which is
the section of A.0.180 referred to in our letter.

G.F.L. Price iZone Pepsqnneiﬂc {cer

for Sir Rag:igi’gi&cn
Zone Direc

JlicC/EN
2 Encls: Copies of Canadian
salary schedule.
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CANADIAN SALARY SCHEDULES (OVERSEAS)

Grade Basc Within Grade To Grade
B Ssglary Increment __]2_9%_,__9_
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 5000 200 5800

12 6000 200 6800

13 7000 200

14 8000 250 9000

15 9425 250

10,425
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UNITED NATIONS RELIEF AND REHABILITATION ADMINISTRATION

Central Headquartcrs for Germany 2656
APO 757 US Army -
¥ o A h‘\., !. T a r t':t HQ‘
fi. v O g Cﬂrp.
e BAOR

9 ?;‘bm 1946+

To: Zme Personnel Officers

i —— e ——

Subject: Administrative Order 1850

Reference is made to Administrative Order 180 on the subject of salary
scales., You will note particularly the following major differences
between this order and the salary scales which we issued to you in
November in comnection with our administrative orderl on A0 148 and

promotions:

1., The Canadian salary scale is changed in all grades. The scale in
AO 180 represents a slight revision upward and returns Canadians
to the original scale under which practically all of them were
enpgaged. Since it is effective as of 1 October this means that
any personnel actions which have been issued on the basis of the
previous scale are in error and must be amended.

2+. The South African scale has been eliminated., Advice from ERO
indicates that the South African scale previously issued is to be
withdrewn until further study has been made, In the meantime,
South Africans will be continued on the scale on which they are
now earried.

The following minor errors might be noted:

le In the Veneguelan scale the increment for Grade 15 is listed in
A0 180 at 750 Boliveres. This should read 700 Bolivares,

2., In the Mexican scale the top increment for Grade 12 is listed in
A0 180 at 25,000 pesos. 'this should read 22,000 pesos.

With the exception of the twu minor changes mentioned above in
connection with the Venezuelan and Mexican scales, the scales listed

in A0 180 are final and definitive, They supercede the scales originally
sent to you.

C.H.Cramer,
Chicf FPersonnel Officer,

UNRRA HQ 8 Corps BAOR

SEEM:
Section % % Initiais| Date
< - : -
(aa Jirechd ﬁ 7 8w
Ton. O @
3 . 2 | l | |
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EURO, REGIONAL OFFI
‘ Series: Administration Order No, A-180
Subject: Salary Scales for Olass 1 Date: 1 January 1946
Employees !

The purpose of this Order is to promulgate instructions
for the implementation of the salary scales estgblished by
U.NeR. R, A, for Class 1 employecs. It is not intended that
any employee whose services are satisfactory shall suffer a
reduction in salary by the implementation of this Order.

2.  APPLICABILITY:

This order applies to the European Rcional Office, '
M2ssions and ether ficld formations under the jurisdiction of
the Buropean Regional Office.

3o CANCELLATION OF PREVIOUS ORDERS:
This order cancels the following Administrative Orders:

No. A-109, No, A-116, No, A~117, No, A-141, No. A-143 (Revised)
paragraphs T, III, IV and V.,

4,  PROMULGATON OF SALARY SCALES:

(a) Salary scales showing in cach case the basic sdlary
Anmual Increment and Maximum Salary for cach of the
fiftecn grades arc contained as Annex 1 to this

|
: I PURPOSE:

Ordcr,
Scale A U, S. A
Scalc B U, K,
Sealc C Europcan Continent and Near East
Scale D glzfm.da i
. Seale &Y . stralia
Bed e Seale f))( New Zcaland
(b &l Seale G Veneczucla
Scale H Colombia
Scale I Brazil
Scale 7 Cuba
Scale K Mexico

(1) Purther secales for other countries will be
issucd as necessary,



Bog R0

(b) Rclationship of Salary to Homc Station. The
deeision as to ch salary scale applics is bascd
on thc employce's home station; The employee's
home station will be decided in accordance with
$he provisions of Articlc 1, Scction 4 of A0.

No., A-167, "Personnel Ficld Rcgulations", issued
10 December 1945,

(e) Application of Scalcs.

(1) SCALE A - The U. 8. Scale applics to all
employccs whose home station is Washinghon,
with the exception of certain Canadian,
Centraol and South American employecsa?soc
sub-paragraphs (iv) and (vi) below). The
U. 8, Secale has been in cffeet since
1 July 1945,

(1i) SCALE B - The U. K, Secnle applics to all
employces whose home station is London. The
U. K, Scale has also bcen in cffect since
1 July 1945,

(141) SCALE C - The Continental Seale applies to all
employces whose home station is on the
continent of Europe or in the Near Eas%., This
scale is quoted in Sterling, but salarics will
be paid in loecal currency at the offiecial rate
of exchange on the date of aeccrual,

(iv) SCALE D - The Oanadian Scale applics %0 all
personnel whosc home station is in Conada and
to Canadians, even though their home station
is Washington, cxccpt that in eascs where she
home station of a Oannadian has been designated
as Washington on grounds ef rcsidence, he will
remain on Scale A, the U, 3, Seale.. . -

(v) SCALES E AND F= Tho Austrolion and Now

canceled PY Zealand-Sealcs apply to all personncl whosc
bagtey b AL ¥R home -stations arc Australia -or Now Zcaland
respectively, ——

(vi) SCALDS G to K = The salary seales for '
Venezucla, Colombia, Brazil, Cuba and Mexieco
apply to the appropriate Contral and South
Amcricaon cmplicca even though thecir home
station is Washington, cxecpt that in cascs
wvherc their home station has been dcsignated
as Washington on grounls of rosidenec, they
will remain on Seale A, the U, S8, Senlc,



(vii) TWhere it is doubtful vhother the houc stotion
of a Canadian or Ccntral or South Amcriern
employcc has been designeted as Wnshinston on
thc rounds of rcsidcﬁcu, (sce parnsraph (iv)

%vi) above), his easc will be refecrved to
thhington (copy to E.R.0.) for a ruling os to
which sealc is appropriate, rcqucsting
Washington to inform E.R, 0, as %o the

‘ decislon,

5. CURRENCIES IN WHICH SALARTES MAY BE FPAID:

Salary is normally poyable in the currcncy of the
country of the home station. It may also bo paid vholly or
partly in other curroncics in the following circumstanccs:-

(a) When an U,N.R R A cmployce is assigned for duty
in a country other than the country of his home
gtation, he may draw part or 2ll of his solary in
the currcncy of that sountry,

(b) An allotment moy be made to a Father, lothcr,
Husband, Wife or Child under 18 ycars of age vho
is resgident in another country providcd that
U.N.R. R, A, has aveilable funds in that country,

(e¢) Whilst in travel status in a country othor than
that of his homec station or to vhich hc has bacon
assigned for duty, hc may drow in the currency of
that country up to the amount of his gross salnxry
pay%ﬁlo during the period in which he is in travel
status.

6. IMPLEMENTATION OF SCALES:

(a) New Reccruitment. As from the datc of this Order all
new rceruitment will be cffeeted on the senles
hercin cstablished.

(v) Porsonncl Employcd Prior to Date of Order. Action
will be tcoken by tho Head of cach orgmnizationnl
unilt affceted by this order to implcement its
provisions with regard to porsonncl rceruisced
prior to the date of the Order as soon as, but not
before, the posts within the organizational unit
have becen graded in accordance with the instructions
contained in Paragroph 7 of thie Ordcr.

7.  CLASSIFICATION OF POSTS:

(a) Posts in E,R,0,, Missions and other ficld
formations under E, R, O, jurisdiction arc gradcd
according to the classification stondards issucd
by EER. O, The grades rcflect the degrec of
complexity and responsibility of the dutics
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(b)

attaching to the position.

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

ALTCRATIONS IN SALARY DUE TO GRADING:

see

o 4 ot

(a) 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 employce whose salary is less than the
base salary of the appropriate gmde, he will receive
the salary of thc appropriate graie in accordance
with the following provisions:

(1) ,In the case of an employece on scale A and B
/his salary will be calculated as from the
) o Hey! L+ S0 1945; providing he was employcd by
HETET UNRRA in the same or an equivalent capacity on
1. Y. 42 « that date,
(i1) . In thc case of an cmployecc on any other scale
/his salary will be calculated as from 1 October
), lje;7 1945; providing he was cmployed by UNRRA in the
i j“;;. same or an equivalent capacity on that date,
' R i -

(i1i) 1In the case wherc an employce has been promoted
between the date when his appropriate salary
scalc became effeective and the grading of his
post, thc employec will be paid the salary of
the appropriate grade for the period during
which hec has occupicd the post.

(b) The 1st October 1945 has becen chosen as the date
from which thc scales other than the U.S. and U. K.
scales shall bccome cffective as it was
approximatcly on that datc that the grading of posts
within #fissions was begun and it would bec considered
incquiteble if any cmployec lost in salary mcrcly
because the grading of posts in the Mission in which
he scrves has been delayeds

(¢) Then the salary attaching to the graded post is less

than the salary proviously rcecived by the incumbent
the following proccdurc will apply:-

In the E.R,0,, the C.F, A, and in a Mission or
othcr ficld formation, the Chicf of Mission or
other field formation will considecr the
incumbents' case with a vicw to:

(1) oOffering to the incumbent to retain him in
his post at the salary applicable to the
gradc cstablished for the post,




(11) Reassignment of the incumbent to
another post- -carrying a grade and
salary not lower than his forcr
salary.

(1ii) Retention of the incumbent in his
post at a rate of payment equivalent
$0 his former saleary.

(1v) Consideration as *to vhethcr ths
employece is redundent *o the prograi.

(d) The decision to retain the incumbent in his pest
at a rate of v ent equivalent to his formcr
salary ((b) (iigymabove is a speeial
a1 thorizabtion, If this post is later occupied by
another employee, the ncw incumbent is to be pald
at the base of the salary of the grcde of the post
according to his appropriate salary scale,

9, VARTATIONS IN SALARY DUE TC CHAI'GE OF CURREICY
IN WHICH CALCULATED:

(a) Any employee who as a result of this order is paid
his salary in a different currency 'to that in
which he was previously paild and thercby suffers
reduction in salary expressed in $erms of the
currency of his home station, will be muthorized
the payment of a monthly sum to bring his salery
up to an amount equivalent to what it previously
amounted to in terms of the currcncy of his home
station, The issue of such an authorization will
be~
(i) in the E.R.O. by the C.F. A

(ii) 4n a Mission or other ficld formation by the
Chief of the Mission or other field formation.

(b) Rates of cxchange will be taken to be thosc in
force on the last day of each calender month when
the special monthly authorization will be poyable,

10, INCREMENTS:

(a) when an employce who is rceceiving an inerement to
his basic salary bascd on length of scrvice is
assigned to a post of higher grade, he will
receive the basic salary of the ncw grade.

(b) Vhen the post of an cmployce who is receeiving an
increment to his basic salary 1is graded for the
first time, and if the basic salary attaching to
the gradecd post 1s greater than his former salary
plus increment, hc will receive the basic salary
of the ncw post only.
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(¢) TWhen the post of an employec who is receiving an
increment to his basic salary is graded for the
first time. and if the basic salary attaching to
the graded post is less than his former salary plus
inercment, he will be paid at the ncarest increment
rate within the grade which does not result in a
rcduction of salary.

() P2's to implement increments when due %o persomnel
: employed in Missions will be prepared by Missions
.\ and sent in duplicate %o E.R.O. (onc copy for the
Division of Personnel and one for the Division of

/' Accounts and Audit), Individuals should be asked
.~ to indicate whether increments should bg added to
home or field allotments,

11. PERSONNEL AND ACCOUNTING ACTION:

(a) Vhen the salary scales are brought into effect
Form P2 in triplicate will bc prepared as directed
by the Chief of the Mission for cach cmployce of a
Mission assigned %0 a post. The $wo copies of the
P2 will be forwarded to the cmployccs home sta$ion,
one copy addressed to the Personnel division and
one to the Accounts Division, Action to implement
regrading and incrcments will be taken at Home
Stations by the Division of Accounts, and Missions
will be advised of the adjustments to be made in
pay-books.

(b) In some cases the Mission may not be able to fi1l
in on the P2 the total amount of salary (and/or
salary and bonus) payable to the employece. In such
cases, the home station will be asked by the Mission
to complete the P2,

(¢) At present P2's and P3's and U, G 1's arc used to
notify Personnel Actions affecting changes of
status or salary. Either can bc used under this
paragraph,

12, _PART TIME DMPLOYEES:

Part time employeces will be paid at the normal rate
applicable to the grade of the post, calculated on an
hourly basis according to the hours of work,

13, PUBLICATION OF THE SCALES:

While the grading systcem and the salarics attaching to
the various grades may be made known throughout UNRRA the
salarics of individuals are confidential,

R, G, LEWIS
D.D. G and Chief of
Pinance and Administration.




N, B. This Order is being distributed to Dcputy Directors
Genecral, Dcputy Chicfs of Departuents, Divisionnl
Direcctors and Hecads of Branches; The last nanied sre

responsible for eirculation within their Branchos,
Orders should be retained for Tuturc refcrence,

Attachment. S8alary scales are some as thosc sent you fronm
Central Headqueartcrs, DP Opcration, Geriony,




23““\945

§s < 400 UNRRA ADMIN. HQ. 3‘*7*9527”'
B.A.O R

g - | fiérfaknxﬁ?

= 22nd March, 1946.

TO: UNERA District Headgquarters,
¥il. Gov. Heag¢narters,
1, 8 and 30 Corps.

(Attn: Personnel Officers)

FROM: Sir Raphael Cilento,
Zone Director,

Sub ject: Adjustments of Salary to Base of Grade.

1, Copy is attached of letter from Central
Headguarters, Arolsen, of 1llth March, giving
a definite ruling on effective date which
should apply for these cases, which is self—
explanatory.

2s Please ensure that U.u.l‘&,initiated
by you are in accordance with the rﬁiin? of
Central Headquarters.

- M
4 GeFele Frice, _ine'P el Officer
for Siy Raphae ento
D Zone Direct: :
Encl: _ N
copy of letter from CH.. >
Alp Fem.

P
Lodat & loed? }l‘..t-n'lt-t'¢ Cottvr a-Cne oot Vo
iy S s Ay A Mw&*“*“‘/

-z _.-.(.I.". i 7 &of vale 4 4
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UNRRA
Central Headquarters for Geruagg

AP0 757

11 !aroh
T0O: Zone Personnel Officers.

As you know, we have experienced considerable difficulty in the
past by the fact that so many persons have been hired at &
salary below the base of the authorized grade. It has had to b
our determination as to whether: ‘

1., an adjustment 'should be retroactive to the.entra
on duty date, or -

2., the adjustment should be retroactive to a date the
first of the month following the completion of a @
thirty day period in the fidld. '3

?he following rules are applicable in these cases:

1l.| Vithrespect to U.S. Personnel, it was felt that the
seconé policy should be in effect. This decisio
was made because laahin ton purposely arpointed (on
the basis of AC 89 an 167, Article II, Section
2) some personnel below the base of the grade, t
the individual's knowledge and with the unders
ing that he would have to rrove hipgself in the

before adjustment was made, This decision was not
followed consistently in the field, due largely to
insufficient instruction from CHGY, but that is the
policy which we hope 1s now clearly understood.

With respect to COntinental and H-x. Personnel
entrance on du y date determin 1€ iy
e F "-”‘ : 23 [ l > L




and AO 167, Article II, Section 2. Therefore,
before adjustments to the base of the grade for
any person appointed since 1 November can be
made, it will be necessary for the employee to
complete the thirty day minimum probationary
period in 2 field assignment. Any adjustment
should »= not be expected until the first of
the month following the end of the thirty day
period, ©Such an adjustment is not counted as
a promotion in determining the three months or
8ix months necessary for future promotions.

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?

s/ C.H. Cramer
Chief Personnel Officer

U.S8. Zone
Briti sh Zone
French Zone

=
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Reference I L seesece hupust 19546
Ul/1813/C50 fb‘“ -
ses s 8

TL“ UNRR& Ho‘n.—.., m. AGO, B.&QO-KC
” "  Sohleswig Holatein Region, B.A.0.R. -
- J  Noy 4305 B.i.0.R, , :
g " Mobile Nedical & Canteen Undit, B.i.0.R,

PROR Zone Director,
Subject:  C.M.y. Order lic, 63 __(j_)il__ﬂil@_“ﬂ‘ll.

Copies of the sbove order are going forward to you
under sepsrate cover,

J'.h.r" frice, Zone rersonnel Officer
or “one Director- :

"Emcli: as indicsted




FOR INSERTION IN ADMINISTRATIVE ORDERS

ANNUAL SALARY INCREASES

1, Central Headquarters' Order No., 63 of 5th August 1946 has ruled
that in future the within-grade salary increase which employces are
to be given after each full year of service since the last previous
salary advancement will be automatic. No report of satisfactory
service from the employee's supervising officer will be necessary.
In the case, however, of employeces already receiving salaries of,
or above, the maximum of their budget grades, no increase will be
made, Periods of leave without pay will not count as periods of
service for the purpose of annual salary increases., Increases will
be made effective at the beginning of a pay period (i.e. on the
first of the month).

]
2. Any employees who consider they are entitled to an increase as
asbove should meke spplication in writing, through their Supervisory
Offioer, to Personnel Branch, giving the following details:

(a) Date of Entrance on duty, or of last advencement in
pay, whichever is applicable,

(b) Duration of any period of leave without pay, with dates,

Personnel Branch will then check particulers and issue U.G.l as
and if appropriate, :

-~

MERITORIOUS SERVICE SALARY INCREASES

1l. In accordance with Central Headquartera' Order No, 63 of 5th
August 1946, increases as sbove may be submitted through normal
channels by employees' supervising officers, who will be required
to certify that "the work perBormance of the recipient is pa.tcntﬂ,y
superior to other employees in the same position category." They
will be strictly limited in number. They will not be used because
of inability to obtain promotions or higher &lassifications.

2. Such incresses will normally be for one increment level, or in
very exceptional cases for a meximum of two levels. No employece may
receive more than one increase within six months, No increase can be
authorised to exceed the maximum of the grade.

5« The appropriate authority will submit a special report on the
employee substantiating in full the reasons for the increase, to
enable Fersonnel Branch to prepere U.G.ls, for submission through
normal channels to Chief of Operations, Arolsen, for final approval.

Le All such increases will be eff'ective on the first of the month
following the initiating date of the action, and will not be retroactive.
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3 WAY 1596 L]

400 UNRRA ADMIN. HQ.

B.A.O.R. r“% / ¢
vy 250
29‘“‘_@‘11- 1946,
TO: UNRRA District Headquarters,
1st, 8th and 30th Corps,

i1l you please sulmit U.Gils. on employees whose salaries
are affected by this Order, as soon as possible.

CoFoLe M,M
for Sir Rapha

Zone Mrector

ENCLS; as indicated

av ¢f s af” O "n-.._ .
e ———
5
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jegm v jedm 6 -

from exfor unrra main from personnel 9 4 46 1400a

to hq 8 corps district for unrra 8 corps hg

bt

g 2798 (.) unclassified (.)

pl&@se note that norwegian personnel are paid on continental
salary scale with home station oslo (.)

bt 9 4 46 1400a

-,

mg 2798 p
++++4+++ed+++++bbb 1kk /A et
Pdeses PCeves jegm = jedm 9/4 1705 kkk &




FROM: UNRRA LONDON 292210
70 : 1. USFET POR UNFRA AROLSEN

- M&M.

T0 ALL MISSIONS REPEATED T0 WASHINGION FOR INFORMATION REFERENCE ERO
ADMINISTRATIVE ORDER 180.

: 1., EFFECTIVE 1 APRIL 1946 THE FOLLOWING SALARY SCALE WILL APPLY T0
‘ (4) CLASS ¥ EMPLOYEES WHOSE HOME STATION IS IN AUSTRALIA NEW
ZEALAND OR SOUTH AFRICA AND (B) CLASS I EMPLOYEES WHOM THE
ADMINISTRATION HAS UNDERTAKEN 70 REPATRIATE TO THESE COUNTRIES:

Srade Base Salary Within-grade Zop of Grade
Increaent
- 1 200 10 240
: 2 250 10 290
- 3 300 10 340
L 350 10 390
5 400 10 440
G 450 20 550
7 550 30 670
8 g 30 820
9 _ 30 970
10 1000 30 1120
11 1150 30 1270
12 1300 60 1540
13 1600 60 1840
1 1900 60 2140
15 2200 60 24,0
2, THE SCALE SHOWN IN PARA., 1 OF THIS CABLE WILL BE EXFPRESSED IN POUNDS

TO THE HOME STATION OR COUNTRY OF REPATRTATION OF THE EMPLOYEE T0
WHOM IT IS APPLIED. '

3. ALL MISSIONS HAVING EMPLOYEES AFFECTED BY THIS CABLE WILL INTTTATE
DOCUMENRTATION IN RESPEOT OF AUSTRALIAN AND NEW ZEALAND EMPLOYEES
SYDNEY ACTS AS HOME STATION FOR ACCOUNTING PURPOSES PD IN RESPECT OF
SOUTH AFRICANS ChMA PERSONNEL ACTION FORMS WILL BE SENT T0O OFFICE
WHICH HANDLES THEIR ACCOUNTS (IN MOST CASES ERO).

4o SCALES E AND P AMNEX 1 TO ERO ADMINISTRATIVE ORDER 180 ARE HEREBY
CANCELLED.




UNRRA
Central Headquarters for Guw
AFO 757 or

16th April, 1946

Subject: Salary Seales

You will find attached a cable from E.R.0. an the subject of the new
salary secale for employees from Australia, New Zealand and South Africa.

The following points should be noted specifically:

1. Secale is the same as that for the U.K, with one exception, i.es the
top increment for Grade 6 for Australians, New Scalanders and South
Africans is £550. However, the new soale is payable in South African,
Australian, or lew Zealand pounds = depending on the Home Station of
the employee. The pounds in which the employee will be paid, as of
1st Aprdl, 1946, must be specifically noted on the U.G.le

2. The new scale is effective 1lst April, 1946,

3. New personnel actions will be necessary on all employees whose Home
Stations are Australia, New Zealand or South Africa. Distribution
of the U.G,1s. will be the seme as that provided in F.A.0. 45<6,
paragraph 3. Since all of these employees are non=continental; Home
~ Station copies of the U.G.1 will be forwarded to E.R.0. for onward
transmission.

4

Paragraph 1 of the attached cable states that the salary seale shall
apply to:

a) Class I employees whose lHome Station is in Australia, New Zealand
or South Africa, and

b) Class I employees whom the Administration has undertaken to
repatriate to these countries.

In the case of employees from Australia and Vew Zealand the Home Station
and the place to which the employee willbe repatriated were indentical
In the case of South Africans, however,

their
ofth-n(pu‘hupall) m‘isimlbnppohmrrun rather

!
Mmldboropah-hdto South Africa. Up until the lst April,
therefore, South Africans in reality had two Home Stations, i.e. a Finance
Home Station in London, and a Repatriation Home Station in South Africa.
As at lst dpril 1946, based on the attached eable, their Finance and
Repatriation Home Station will be identical, i.e. South Africa.

fi'
8




