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TO: 

FROM: 

SUBJECT: 

• ,\\• o~~-IV 
UNITED NATIONS L ~en,' , . 

RELIEF AND REHABILITATION ADMINISTRATION ,,, ~, <! 
1344 CONNECTICUT AVENUE / ;rJ/,_.• 4' 

WASHINGTON 2!5, D. C. ( , 

~4.~/'~~ 

Bureau and Division Chiefs 

Grace E . Fox 
Historian, Headquarters 

Historical Monographs 

• 

18 October 1946 

With the approval of Dr. Kuo, I am sending you at this time a copy 
of European Reaion Technical Instruction No. 7 dealing with UNRRA 
Historical Reports. ERO and Missions with. Procurement Functions~- under 
date of- 30 September --19J+o. Herein· Mr. Georee Woodbridge, the Chief 
Archivist and Historian, has outlined fully the type of historical 
monograph or report which he is requesting in London and in the Euro_pean 
Missions • ·rn 9rinci:ple it corresponds closely with the brief statement 
I gave you several weeks ago coverine the general plans for the History 
of UNRRA and the nature of the mono..;:·aphs to be prepared, I feel, liow­
ever, that these more detailed statements of Mr. Woodbridge may be help­
ful in aooembling the material for the studies which are being made in 
your Division. If the general approach to all monogra~hs prepared through­
out the Administration can be somewhat uniform, the writing of the official 
History will be greatly facilitated. 

I would like to call your attention especially to .Mr. Woodbridge's statement 
on Pagel regarding the three themes which the flnal History of Ul'lRRA will 
emphasize, and to his suggestions on Paces 3 to 6 regarding the outline of 
the monographs and the treatm.ent of the subject matter. 
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U. N. R. R. A. 

EUROPEAN BEGIONAL OFFICE 

European Region Technical Instruction No. 7. --
. ( General Serie a) 

-· . ·--------- ---··----···----~- ------------
r 

Subject: UNRRA Hietoriqal ~ep.prts·:· E.B.O. Date: 
'8.t1d Miaaione ·with Pro,cure;nent Functions. 

30 Septe~ber, 1946 

• ··-·- -"· - · :..i - - -·-·-- - - - ·-. - ----·--.• -- - - -•---· ... ··--- • ..~ ... - ---- •·--------
--~ .,_.....,.... ____ _ 

~. ,. •·, 

1. PUBPOSE 
. . 

The Administration _.has decided that a history of the ,. organiaat~on should be 
prepared f .or p.ubiidation. It is no exa,ageration to say that the_ .. work · of the 
Admi-ni.strati.on will not. be compl~ted until this -h'istozy ie published. The 
.Administration has ha.nciled .cr:r~ater. fund.a a.rid has had a ··gr~ater p:rac~-i~al 
eff~ct on the wor1.a· situation tlian, _a,ny other international ·. organisation to date. 
Its· accoti;plishme·nts anp. · its f?-il-qre.e a.re •o'f :immense im.portai:ice, a.ri.d if-

,,, correctly lmown •will certainly prove of .great value in the organisation and 
operation of other international organisations, in the hand;Li il{J qf eme,rgencies 
and crises, and in work of economic rehabilitation and reconatrtlCtion. 

Marzy accounts of the wor~ of .. the ·Adrninie~ration ·have already ar,-peared. and 
will continue· to appear. · In· in.oat cases, these have be ·n, i~ccurate, have come 
to incorrect concluai_ons_ and __ h~v~ thrp~m. an entirely :falee·, light on 'What has 
been done and what· has 1:i'een accompll1;1he(\ • . Th'is is dU'e, in,p,irt· at least, to 
the fact that they have gene~lly be~n ,prepa.red by people outside the Admini s­
tration who had insu:fficient .knowledg~ -of the Administration and. its work. 
It is obvious that the most effective aqoounts can be -~-l?'itten by those with 
direct, first-hand lmowledge of what has been ·done; -., 

An accurate history, correctly evaluating the work of the Administ;ttation 
must be prepared if the full effects of the · work of the Ad.ministration are not 
to be loet, and the e:icperience ~a.ined in its . operations are . to prove of lasting 
benefit. Furthermore, this history mt1 et -be .prepared by the members of the 
Administration. · · · f:: .. 

It.-_ie _now planned that the final history af the Administration will empha-. , . 
size the following three main themes: · -· ··· · 

(1) An international orcaniantion: its orga.J?-ieation, admini stration 
and staffing. _ . ~J 

(2) An international orGanieation and national gove~nts. 

{a) 

(b) 

Relations uith contribu~ing governments, includina 
prcblems.of ~ublicity in such countries. 

Relations with benefiting countries, including 
problems of control over the activities of such 
countries, observation of their uee of euppliee 
ci ven them and of their ·vclfare acti vi tieE:. 

(3) The economic impact and implications of an international supply 
organiao.tion, incluc11nc the effect on health condftions, as well 
as on ir.duatrial, a,31"icultv.ra.l, and tranBJ;)ort developments. 

2. APPLICABILITY 

This Instruction apDlies to ERO and to those ·Mieaions and Field Unite ur.der 
the jurisdiction of ~O which have or have had procurement functions, in so far 
as this Instruction has reference to such functions. 

U.N.a. 7178 /3. 



- 2 -

3. PHASES 

It has been decided that tlie history of. .JJNRRA will be prepared in several 
phases. The first phase will involve preparat1.on: by the Ad.ministration's 
working staff of reports or mcnocraph&i dealina with the work of the Admini­
stration. The final ·history will be, to a considerable extent, based on 
these reports. It· is important, therefore, that they should be accurate and 
ccm,lete. They will form a basic part of the final history and statement of 
the work of the Administration.: •• j 

~~ ... 
It is not contemplated, hmrever, that they w:l.ll. be published 1n· precisely 

the form written. They n:1.11 be, at first, for the confidential use of the · 
Chief Historiah and hie f?taff. The 1rritera, therefore, should express thej_r 
views freely; they should not hesitate to be frank, but they must be factual 
and if criticism of government□ or individuals is involved, it must be sub­
stantiated. by fo.cts ano. no.t merely by }leareay or the m-iter.' s pe:rs·omi.l view. 
The5.r reports ,r.1.11 in no uay af:f' ect the a.tti tud.e of the Ad.min:l.stra:t:ton 
towards ~he wri tera; their r,o~ition uill be ful_ly protected.. · 

..... r1 .•· 

4. LIST OF REPOR'l'S . 
. . ' 

The f~llow1ng minimum lj_st· of rep.orts shouia. be prepared: ·· .: 

A. l. The Off-ice of th~ Director ~~ral ( or PRDG) 
2. Relations: •with Govern1nents . . .. ·, 

·[: .:. ··t 
.. 5. 

6. 
7 . 

. B.8. 
9. 

..... 10. 
.: ... 1:\. 
. 12. 

Rela ti o~ vi th other Ori3ani sa ti o:ns· 
1Iork of .. EconOlll,ic Analysis ~ I~v~etigation-
Lecal ProblelllQ and 1rork · 
Public Infornati9n 
Office of D i11lomat'ic A.cl v:: ,;rnr 
Office of Chief of Sup1)ly,,: 

' P:repere.tiqp. of Proarammea 

.,_ -{ ' ' 
! ..... ,. 

Relations i:r.l. th' A;tlocat1D{3 B<X!ii\;:s 
Allocation of ~uppli'es·· , ·t ·, . · · , 
Procurf'J~I\t thr,ough Gov·~~pt.,Me.cha.nisfu.: . 

~ ... .. 

' . 

13. Direct .Procuremerit · 1n Countl,"Y in lrhich office .;la ;I.pc,ated··· 
Procurement elseuhere · · · '. · · .l.~. 

. 15. Observation a.nd Distribution 
Records and Reports · 
Food . 

,. I , • 

. ... 

16. 
17, 
18.' Textiles and Clothing (includina yarn, cloth, . finis~ed clothing, 

shoes, etc: ) ·· 

.. ~-. 

19. Medical Supplies 
20. Agricultural Rehabilitation Supplies 

Industrial Rehabilitation Supplies 21. 
22. 

0.23. 
24. 
25. 
26. 
27. 
28. 

Shipping a.nd. Uarehousin13 · · 
Office of Chief df•F. & A. .. 
Or13anisntion and Naneaelll:ent __ · 
Peraonnol 
Finance .. 
Accounts and Audits · 
Ad.minietrati~e Se~ices 
( a) Accomtn011.'citi·on 
(b) Communications 
( c) Mission 8u~1pliee, ·- ... 
(d) Recistry · . · · •.•, 
(e) Travel · " :· 

. 29. Office of Chief of Relief Ser\rices 
.3:). D ieplaced Persons 
JU. Health . 
·:2. ·· ilel:far.e 
33. Rela.ti'ona 1r.l. ~~1 Voluntary Orcraniaations 

r 

/Those · 

:, 

~. . . 
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These reports i!} the above list which clearly do not a!)ply to the work 
done may be omitted. ' .. "'.:· 

{_., ,. \ j .. ,. 

Chief,e of Departments and Mission Chtofs may at their discretion sub­
divide the above reports and have !)repared ·1n place· Of some of th;ose BU{!geeted, 
sev:eral repor~e. . ...... 

5- OUTLilJE 

( a.) 

,., .. ., 
I,. j'. 

The reports should be pre~ared in accordance with the follonine outline: 
. . . ' 

(1) Part I. 

(a) Progralllrne purpose a.r.i; function. 

Interna.l structure e.nd ticthoo.e of work. 
I •, •• '), S 

Reli-tr:ton.s . u-1 th other J?llrte of UNRRA. . - ... , ' 

~ere~nnel. 

(b) 

( c) 

(4) 

(e) 

(f) 

Reiati"ons with eove:rnm~nta and other organisations. 

Problems. 

{ 11) Part II. 

Achievements and results. ~ .. - . 

( iii) Part III. 

Documents 

(b) It ie ~eeumed. that' th~ mi nimum list of' reports ·requested covering various 
,1 functions ar..d operations of the Administration will, in general, coincide 
' with the ordanisatiorJ. or ·rno· and Mfes'ione ·· 1nto bureaux -or depro'tmento, 

d1v1e:l.ons, b];'anchee, ond sectiione. Chiefs of. D·epartmente ar..d Uiseion 
Chiefs may at their d!scretton alter the list of reports to make them 
coincide uitn such orca,n -' eational :pattern if' they believe this ie desirable. 

(i) Part L 

(a) 
•, •• ; lf,. • 

.- • •1 

~i-9.ci:__amme pt~.l:'poee 'am func·tion 

The Pro~ame P\U1f<iee . ar..d function of the work ,performed by 
bureaux, depa.rtri.enta, divisions, branches, sections, etc.,ehould 
be clea.rly stat¢. Since, in many caeee, there were un­
d.oubtedl~r chnrtge's from ' time to time, ' the development, purpose 
ar..d function of each bureau, division, etc., should be indicated 
c~early in an orderly, chronolocrical manner. This section crf 
the i 1 ep·ort ·should ·include a ltet of documents which created. the 
terms of :reference for the work: done; · These documents should 
be clearly 1.dentif ied . 

( 1) 

. ., 

. . •. . ... 

Cho.rte snouiilB the internal structure crf the bureaux, 
divi oione, etc, (To i r.dicate chanae and develorm.ent 
there should be included n aeries of such cnarts 
indicntinG the structure of the particular branch uriDG 
the moet ·1m9ortant ·p11ase •af ite 1exietorice). 

(ii) Job doscri~tione of the more il!lj?ortent positions in the 
branch. 

(111) A clear deocription of the way in uhieh particular tasks 
ue:::-o perf o:rned. 

/{iv) 
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(iv) The extent to which work was done on a connnittee or group 
basis. ~~···, . ,· , 

t,t) The -extent to whlch the work centered in the . .-He~d. of the 
Mission or branch. 

( vi) The extent to which the work ,,as deleGated to junior 
menbers of the division or branch. 

-
(v:!.1) The extent of uork done in the principal UNRRA 9ffice. 

(viii) Tte extent of work done in ;the f;wlcl or reGional office. 

( c) _Relations ~,i th other parts of UNRBA 

(1) Relat~.ons uith Headquarters. 

(ii) Rclat~ons uith ERO. 

( iii) Relations vi th other di visions, bra11ches .of the Mission or 
:·, Office ( in d i scues1ng these relatioris it ·is not necessary 

for, let us say, the acricultural rehabilitation branch to 
discuss rela.tionsh:!."')9 w~th the personnel, finance, or ad.­
Lli nist:"l:'..ti Yo servi-.:cs branches of th~ s.ame 11is.sion or 
office. Such relation.a 1-rill be taken for aranted

1
• On the 

other and, the ogricult1.u~a1 rehabilitat_on branch should 
discuss rcla.t-' ons iTith the food branch if tho.t existed as 
an 5 ro.o!)endant unit. ) 

(iv) Relations between branches and d:i.visions .~ the Office of 
Bureau Heads. 

(d) Personnel 

( i) .Amount am adequacy of porson.~el . 
. 
( i _) .Relations betueen personnel of different natiorialities. 

Relations bet'7een Class I a.nd Clase II personnel., ( iii) 

( iv) 

. 
(y) 

.. 
Eva.luto.tion of type of personnel available, f.or work. {This 
should include• n. discussion of the ·suitabilj,ty of people 't-rith 
cenernl trainina, · ,r.t th epecialieed traiI?,inJ, and ui th prior 
<:on ta.ct ,rt th the countrJ'; ·etc. ) 

Sta.ff :iora.lc. 

(e) R~~~tione vith Govel"llments and Other Orca.n sations 
. ,. 

{i) Extent to vhich relations were satisfactory, unsatiofactory, 
l!I'..d _chnncinCT pattern <:Jf relations • 

(ii) Rela.tions ,rtth a cr.ntral clearing offico (if one were 
esto.blishod) . · · ' 

( iii} - .Relati ons ,r.1. th· con:espor..diDB functional departments of 
:•~ GO •crr.JD.enta. 

( i v). Mequacy o relations. 

(v) Attit~ao of covernments to su6a~st1ons, criticisms, etc., 
Jllllde by the Ilission. 

(f) Problems 

(i) Problems arisina out of local cor..dit'ione in the coimtry. 

/(ii) 
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(ii) Problems arising out of relations ,nth other parts of the 
Ad.ministration. 

(iii) Problems arising f~cm the arrival or non-arrival of supplies. 

( 1 v) Problems of cOIDmun: ...:at ions. 
. . 

· The influence of thes~ p;roble~ on the _work of the AdJn+nietration 
·-;--a:P-4 . on the effec~l.~enesa·: ~t the work should be fully diac,;>.a_e~. 

It should be shown 'uhat atteirIJ?ta 1rere made to overcome the 
probJ.ems ar.d. to uhe.t extent these attempts were successful. 

( ii) Part II 

( iii) 

:(a) Achievements and Results. 

The achievements and results and, uherever -poaei))le, the 
:permanent effects or cont.inuinG influence of the irork done 
should be described. fully ancl accurately. Thia section, ie 
to be considered the most vital and important section. 
For exampl~, in the reports on sup-pl.y activities, the .~ediatce 
effect on health c.ond.iticns, on ir.d.uatrial activities, anp. · 
agricultural activities of the au-pplies brought _in, ae well a~ 
the effect on the economic development of the country, should 
be set out in as detailed a fashion as poss1ble. 

A clear evaluation eh9i~ also be attem~ted of the extent to 
11hich success lra.a .. a.Ph~eve(l as well a.a an ind.ico.tion of important 

· work neceasnrily left undone. 

Part III 

(a) Documents 

A list of available doc1T ents which illustrates the work 
dis cussed in t~1e :preced.:i.n0 sections of the report. 

) • TREATMENT 

(a) Contents of the Re~ort 

The report should be o.. serious . s.tv.dy of the work of the Mi ea ion or Office. 
It should not consist of o. :i,~epeti tion of monthly and other pericdic routtne 
reIJorts uhich are already c:;.vailable , to the Historian. A reho.sh of such 
reports or excerpts from them would obviously r,reeent no addition to 
available material. 

(b) Facts and O,inions 

Reports should include factual material, expressions of opinion, results, 
etc. A clear distinction should, howe,rer, be made betueen these various 
elements. 

(c) Lessons Learned. 

In each section of the report consideration should be aiven to t~e lessons 
learned and the work done. 

(d) Prec_;_sion 

The reports throuchout should be as precise as possible. They ehcu.ld 
indicate the year, the month and, if possible, the day on uhich a particular 
plece of work be3cn or on uhich a particular _event occurred. Similarly 
al! ficures quoted, whether of per~ nnel, eup:pliee, etc., ehCtI'ld be 1.)rec1ee 
,and accurate. 

/(e) 
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{e) Cross References ' ,, 

. . 
References should. be included· throUGhout the i~e~orts to office and iussion 
documents. These references should clearly identify the documents and 
should 1:ie t3iven in o.11 cases to support ficur~_~, O"?iniona, evaluations, 
etc. 

{f) Length 

The report should· be sttffieientJ.:y .le~th; to d'escribe comple~eiy the work • 
done. Generall~~ BJ:)eakinc, it is bettor to 'include too much material 
than not enou13h. On t!10 other harc1, matters extraneous to the subjoct· 
ur.dei;- conaiderut:ton shoulcl not be inclu0.ed. 

The reports aho i.lc. l1e clearly lrritten but -time ehoilld not be• spent in 
attempts to produce fine v1·ose for l)U"blic~t.i_on.. Facts, opinions., . ···, 
daductiona are oro ~ortcm~ than literc.:..."'y ,form. · , • ··· · 

' 7. INSTRUCTIONS 
... 

... .. : . .. . ._ .. 
Ohiefs of Department nnd Uissi6I?- Chiefs ~'10~~ J?.roviclo the 'CM,ef Historian 
by 15 October, 1946 r.1. th n l~.et of those ronorta and "$'!)ec1al re!,orts which 
he proposes to have · 7-)r~,I>n.rccl. · · · · · · 

J 

... 

'• ... ,. .. 
't ... 

,,\\ ', 

· 1 

R.G. LEUIS 
D.D.G. and Chief of Finance 

and Administration. 

~. I' 

., ' 

... \\,• 

. . '; 

.; 

' - "' 
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