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ADHINISTR.',TIVE ORDER NO. 51 

______________ 2;J.. tarch 1945 Pago 2 

Tho :',dministrative Services Division, upon receipt of 
• Form AD-11 from the Library, shall enter or verify the 
cost thereon 9nd refer tho request to the Accounts Divi­
si9n • 

• • t. * 

Tho Accounts Division upon receipt of Form :1.D-ll will : 

(1) clc.:i.r Form :'.1)-11 for _av.~j,.13.bility of funds; 

(2) enter on a memorandum control record the dollar 
amount rofloctod on Form AD-11; 

(3) R~fer to the Budget Division for specific clear.:i.ncc 
and justification requests for the purchase of books 
by ::my bureau, division, or other organizational unit 
which cxcecds.$50 .00 in any calendar month, and 

(4) • form.rd Form AD-11· to the /,dministrative Services · 
Division . 

g . The Administr.:i.tivo Services Division upon receipt of 
Fenn .~D-11 from tho Accounts Division ~po.11 arrange f-or 
and effect the purch~su nnd delivery of· the books re­
quested for the specified destinati.on. 

(1) Books purch:1,scd for use ,:..t He.:i.dqu.:i.rters will be 
delivered to tho library for tho purpose of cat'.llog­
ing them prior to issu:ince· to the requesting unit; 

(2) ,\ rt::cord of books purchased or· under order will be 
mt .. int inod b.v tho .\dministrativo .Services Division 
b,v dc.stin-,_tion to e:nsure tho.t there are no duplicate 
orders for the s-imc book , 

4. APPLIC,' .. BILI'I'Y: This ordr.:Jr is npplic1.blc to Ho:1dquartors only. 

BY n :r; ·, . ff' TIGG ~ITIECTOR GENER,~ 

• 

• 

• 
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UFITED NATIONS 
RELIEF AND REHABILIT i.TION 
.\DllJ.NISTRATION 

ADMINISTRATIVE ORDER NO. 51 
SUPPLThIEN T NO. 1 

30 July 1945 

SUBJECT: PROCEDURE FOit REQUISITIONING, PURCHASING 
.\ND DISTRIBUTING BOOKS .~T HEADQUARTERS 

Section 3a of Admi.nistrativc Order No. 51 is hereby amended to 

provide that requests for purche.se of books on Form No. AD-11 shall 

hereafter be prepared in triplicate instead of in duplicate. 

456370 

CORRINGTON GILL 
DEPUTY DIRECTOR GENERAL 

FOR FINANCE ,\ND ADMINISTRATION 
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~beaUd bi %adJ?1,ezw,zQC4) enf-
SUBJECT: HEAIX'~UARTERS BUDGET PROQEDURE~ 

............ . ··-
1. PURPOSE':· · The purpose of this order :j_s to prescribe the /rpcedures 

.... t .o be ·fol.lowed in the Headquarters Office to insure an effectivz distribu­
tion of UPRHA's available resources , and to establish controls over expen­
di~ures ~f funds for ~Xpenses ~f the Hea. uarters. Office , S1/l=))ly l:'.issions, 
and Special Prograrns . · The _purpose of thi order is, fu:, ern.,l)re, to assure 
.that the available resources of the Adrni str tion arEt )r perly allocated 
among the several activi,ties performed by Head~ant rs staff, to insure 
their most effective utilization, and to accomplis thi end by requiring 
each organizational unit to develop a considered pl 1 of operations for 
which funds are· r.equested . ,It is not intended r · i ly to control the opera­
tions of the ·inc,µ..vidual bureaus, divisions or of· es, or to substitute 
the jud.gment of fiscal officials for that of opJirating officials in pro­
grams and activities to b~ undertaken . . . . 

2 . BUDGET AUTHORIZ:-~TIO}JS P.EQUlRED: No e endi tures for admin tr -
., tiye purposes · may pe incur~ed by any organizati nal unit or employees 

.. ~xcept in conformity with ru1 approved budget authorization . If no uch 
m,ithorizs.tion eixi.sts, or if the proposu · expenditure is not in con orrnity 

the ma_jor organ:i0-ationa~ uni c~l\o~ed t,o p sent a request for an auth­
. orizati. on o for a modificat n of · n ~xist · n ~u hori~ation,. as provided 
ror below. he a roved budg nut orizat 1 be issued 1.n tho form 
of 8.n s.ppr_oved bu et. allotnie t orde •. 

3 . EHERGEFCY COMJir.ITI'.ENT: If it is urgent that personnel be appointed 
or other obligations incurred p i9r to .a final approval of a budget allot­
ment order, the D~puty Director.Qener-al for Finance antl. Administration or 
an officer designated to act for h:i.m in his stead, 1ay authorize a commit­
men~ for such· ~xpenditure prior o such finaL appro ~l . 

4 .• PREPARATION OF fffJDGET: 

a~ -Annual Budget : Approxbnat prior to the Fall 
Session of the UN'RRA Cotmci each year the heads of major 
organizational ·units will b requested by the Deputy Director 
General for finance and A~ministration to project as accuratel,y 
as possible the . es ima~e of expenditures for the ensuing 
calendar year. . -Thi est· 1ate will be prepared on forms fur-
nished by .- and in a er prescribed by the Deputy Director 

• 
General for Finance ad Administr:ition . The heads of .the 
major o·rganize..tional units will give a complete· list of 
proposed positions, indicating positions 1.lread~r authorized 
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and -'.ll1Y additions or deletions that may be considered 
necessary -:111d such oth~r additional information e.s may be 
required to indicate the bnsis for the estimates, the scope 
of the progr , i.e . , its over!:tll objectives , o.nd the func ­
tions 3.I1d responsibilities assigned to the head of the major 
organiz:i.tional unit which would em.ble the Budget Division 
to develop 3n overall budget for the Arnninistration for pre­
sent~tion to the Council and for authoriz~tion to the major 
organizational unit to make exp~nditures during the ·ensuing 
year , 

b . Budget,:iry Authoriz.:i.tion of New or Reoi~-:,.n~ed Activjties 
During the Year : If the request involves the initiation 
of a new activity, a substanti1.l increase in staff , or a 
reorganization of one or more operatin'3 units , inforrn.'ltion 
shall-be furnished to indicate the bnsis for the proposed 
changes in the ._budget ?,Uthoriz'.'l.tion . The information shall 
be in sufficient detail to cm.ble the Budget Division, the 
Administr.'.'.tive Annlysis Division and the Classific<'.tion . 
Section of the Personnel and Training Di.vision to m:=i.ke recom­
mendn.tions to the Deputy Director Gener:•.l for Finn.nee n.nd. 
Actininistr~tion concerning their concurrJnce or non-concurrence 
with the change requested. 

c . Budgetary Authoriza:tion of a New Position During the Yel'.r: 
If the r.Jqucst involves only the authoriz::1.tion of a nevr 
position, the rocl .ssification of e.n existing position , or 
the cancell ...._tion of nn· existing position, c..nd docs not in­
volve ~ gener1.l reorgru1iz1.tion of one or more op0rating 
units, it sh.......il be prepared on Form P- 2, "Initiation of 
Personnel Action" , o.ccarnpanied by an expl:m1.tion of the 
request in the sp.1ce provided on the form for romo.rks or 
an .!lt tnched stn.tement, '.ll1d a description of the new ch::.ng~d 
duties involved, 

d . Assistance in Preparn..tion of Estimates : The Budget Officer 
nd the Chief Administrative Ano.lJst will be :wailable for 

· ·· assist:mce to the hco.d of an initiating organiz:1.tional unit 
'-in developing tho budget request :-..nd for oxp?diting the · 
handling of such requc'at . . · 

5. SUI3 ISSION : 

a . Requests which .a.re prep1.rcd on Form P- 2, 11 .Initiation of 
Personnel Action", slnll be submitted in n.ccordo.nce with 
Administrative Order ~o . 10 . 

• 

• 

• 
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b. All other requests sh::i.11 be submitted to tl1e Do~uty Director 
General .for Finance and Administration. If the request in­
volves a new activity, new functi_ons .. and Tesf-ionsibilities, 
or changes in q_tganiz-ation;· he will route the request to the 
Administratfve Analysis Division for approval or comment and 
subsequent transmittal to ttte Budget Division; otherwise, he 
will route it .direc'tly to the Budget Division . Concurrently, 
notice will be- given by the Budget Division to the Treasurer 
of the requests . · 

6. ACTION BY BUDGET DIVISIQIIT: 

a . The Budget Division shall review all requests and make recom­
mendat;i.ons with respect _thereto . If sufficient information 
is not presented in 'connection with a request, the Budget 
Division ma:r call upon· the originating major organizational 
unit , or any other U11it which may be affected, for clarifi­
cation ·or for additional information v1ith res:Ject to work 
load or.similar criteria which will aid in an evaluation of 
the estL1ia.tes sub~itted . Estimates for each bureau, func­
tional division or other nia.jor organizational unit, of 
contemplated expenditures for communications, supplies and 
material , equipment, contr~ctual service, etc . , shall be 
prepared by the Budget Division in collaboration with the 
Division of Administrative Services and the organizational 
unit concerned . The Classification Officer shall be re­
•sponsible'for an analysis of the classification and salary 
scale of any proposed new positions , and will forward his 
comments to the Budget Officer . The classification of the 
position, hovrnver, will be made after authorization and 
prior to the filling of the position . 

b, Recommendation by the Budget Division of the action to be 
taken will be made in the form of a proposed budget allot­
ment order and e. justific3.tion for such order, which shall 
include a recommendation if necessar,y Of the source and 
form of fin.::i.ncing, if decision thereon 'is required in the 
particular case . 

c . Before submitting its recommendation to the approving offi­
cial, the Budget Division sh3.ll inform the head of the major 
organizational unit concerned of the action which it plans 
to take . If 'the budget Division's recommendation differs 
from the reques_t · of the originating major organizationru. 
.unit, an endeavor shu.11 be made to reconcile the differences 
before the rocanmenda,tion of. tho Budget Division is finally 
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submitted., If agreement · caru:iot be reached; the head of the 
major ~rganizational 1.111it affected shall have the right to 
present his , views to the official who has final app~oval 
authority before action is tak&n. 

d. All recommendations of the Budget Division which involve 
new or increased allotments of funds, .or the source or fo 
of financing-, shall -be submitted bJ the· Budget Division to 
the Deputy Director Generai for Finahce and Administration 
through the Treasurer,• i-.no shall note thereon hi:::; a.,Jproval, 
disapproval, or alternate ·suggestion. All btl1er recommenda­
tions shall be submitted by the Budget Division to the Deputy 
Director General for· Finance and Administration with concur­
rent notice to the Treasurer of the action recommended. 

7. APPROVAL ACTION: 

a. The Deputy Director General fo'r Finallce a.'1d Adrrinistration 
shall take action on the recommended __ budget allotment order 
or shall forward it with his rl-conm1endation to the Director 
General or the Senior De ,uty Director GBn~ral as f ollrn'IS: 

(1) All original budget allotment orders .shall be authorized 
by the Director General or the Senior Deputy Director 
General, or an officer designat0d to act for them in 
their stead. 

(2) All revisions of budget allotment' orders which do not 
affect the overall total or' t 1e allotment as origim.lly 
approved by the.Director Generator the Senior Deputy 
Director General !Ik~Y be ~uthorized by the Deputy Direc­
tor G0neral for Finance and Administration. 

b. All bnd et authoriz.ttions and revisior s thereof will be in 
the for. of buclget allotment ol:·ders v/hich wiJ.l be prepared 
by the Bud et Division and will be -'.'.Ccompanie.d by a state­
ment of justification which will explain in sufficient de­
tc'.l.il the reason for and the· justifi'cation of tho various 
amounts allowGd. Upon the final approvul of a budget 3.llot­
munt order, includin a r,:;vised order, copies thereof Hill 
be furnished to the Director reneral; the Senior D~puty 
Director General, the Deputy Diroctor General for Fin1J1ce 
and .\dxri istr~tior , the Tre surer, the Divisions of Accounts 
and Finance, the Division of Administr~tj_ve .\n:i.lysis , the 

• 

• 

organizational unit con erned with or -ffected by the order, 
Division of Porsonnel o.nd Tr::i.ining, -:i.nd the head of the major • 
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8. ACCOUNTHTG CONTROLS: The amounts authorized by the budget allot­
ment orders or revisions thereof shall be entered upon the allotment ledger 
maintained by the Division of Accounts as budgetary controls and no expen­
diture of UNRRA funds shall be made or obligations incurred unless they are 
within the authorization of a budget allotment order and vvithin the unobli­
gated balances thereof. 

9. STATUS REPORTS : On or before the 10th day of each month, the 
Division of Accounts shall render a report to the Deputy Director General 
for Finance and Administration, the Treasurer, the Budget Division and the 
Division of Finance, of the status of all budr,etary allotments , Such in- · 
forraation shall be available to any of the officers in the divisions named, 
and to the Director General and Senior Deputy Director General, at any time, 
upon request, and the allotment ledger of the Division of Accow1ts shall be 
available to the Budget Division upon reasonable notice and for reasonable 
periods of time, provided the ledgers are not physically removed from the 
Accounts Division. The head of each major organizational unit will be 
furnished monthly, a statement of the status of that part of the budgetary 
allotment with which he is concerned , 

· 10. REVIIDN OF ALLOTMENTS: The Budget Division, on its ovm initiA.­
tive, may make recommendations for the increase or decrease of budgetary 
allotments or sub-allotments at any time during the fiscal yoar, and shall 
be charged with responsibility for review of the status of allotments to 
determine the need for or advisability of such changes. The heRds of the 
ma,jor organizational units concerned shall be consulted concerning any such 
proposed changes, and the clearance and approval thereof shall conform to 
the provisions of paragraphs 6 and 7 above. 

11. Sll"illiISSION I REVIE.1 ;Jm APPROVAL OF REGION.U, OFFICE BUDGETS ;U-JD 
MISSION BUDGETS: 

a. The procedure for the submission, review, and approval by 
Headquarters of budgets for the operation of a Regional 
Office is sot forth in ~drninistrative Order No . 54. 

b. The procedure for the preparo.tion e,nd approval of budgets 
for all field missions o.nd area offices operating in 
liberated areas or areas in which rcl,ief and rch::i.bili t,1.­
tion opere.tions are carried on is prescribed in \dministra­
tive Order No . 53. 

BY ORDER OF TH~ DIRECTOR GFJJERAL 

452300 
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SUBJECT :- MISSION BUDGET PROCEDUP.E 

. . 
1 . PURPOSE : The purpose·of · this order is to prescribe the pro-

cedures to be followed in the· preparation and approval of budgets for 
missions including camps , covering all expenses for the provisions and 
administrati~n of relief and rehabilitation services and operations, 
excluding commodities to be· procured· or distributed; and to establish 
control over the _expenditure ot funds in accordance with the planned 
use of the resources of the Administration . 

2. APPLICABILITY-: This order applies to all field m:i.ssj_ons and 
area. offices operating in liberated areas or areas in which relief or 

. rehabilitation activities·are carried on . 

3. BUDGET AUTHO"R.IUTION F.EQUIR~D : No obligation may be incurred 
or expenditure made by any official or employee except in accordance 
with a ·budget authorization anproved in accordance with this order , 
This shall not, ~owever, apµly to ·1ocal currency, the expenditure of 

. whic)1 shall be in the discretion of the ':.ission C'1ief subject to the 
reporting and other _conditions contained in section IX . 

4. ADMINISTRlTION OF ORDER : 

a . The Deputy Director General for Finance and l,dministra­
tion shall be responsible for administering the provi­
sions of this order , and is authorized to establish the 
forms and detail,3d procedures necessary for its imple­
mentation . 

b . In_the analysis and review of the budg~ts cov~rcd in 
this order , the Bureau of Finance and Administration 
shall afford an adequate opportunity to the Bure~u of 
Areas and the functional divisions and burcaus concern­
ed to comment c:-.nd make recommendations ther0on prior 
to approv2.l . 

c . It shall be the function of the Bur8au of /.re,".s in 
Headquartars to reprt.-s,;nt tho i'l.ission Chief in present­
ing and justifying thf;l mission budg"'lt requests to the 
Bureciu of Finance and '.',dministration, 'lnd to serve 
generally as the advoc?.te of his interests . Th0 Bureau 
of Areas shall be accorded full opportunity to 1.:xpress 
its vitws .s.nd recommendations in this connection. 

d. The Europer,n Regional Office may, with respect to 
those missions under its jurisdiction: 

(1) Est~blish det8iled proccdur~s and instructions , 
consistent with those prascribed by the D0puty 
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Director. General for Finance a.nd Administration, 
governing budget preparation and control. 

Prescribe further budgetary controls, in addition 
to those established by this order, with reference 
to mission budgetary actions including the authority 
to ·require prior approval by the r<egionP.l off ice of 
specified classes of personnel actions or other 
expenditure propos.,ls . 

Me1ke further delegations of budgetary authority to 
Mission Chiefs, within the limits of nuth.orities 
assigned to the regional office in this order • 

. (4) · G:rant provisional approvr.l to preliminary recruit­
ment schedules anti budgets whenever, in the con-

. sid~red judgment of the /idministrative Council, 
, sucp action ~s necessary in order to coyer emer­
gencies or to ~;ssuro the prompt in,1uguration of 
new or extended progreJ!ls of relief and rehabilit0.­
tion services consistent with the poiicies of the 
Director Gener(ll. · Howev0r, this ,mthority for · 
provisional npproval shall be utilized only when, 

... . 

• 

because of time f,?.ctors involved in securing ·prior A 
approval ·of Heqdquarters , it is clearly in the • 
interests of UHRRA objectives to tr.ke immediate 
action. Final o.pprow.,_l of such schedules or 
budgets sh~ll be reserved to Hcadqu~rters in accord­
ance with the procedure prescribed in this order. 

(5) Subject to regulations prescribed by the Treasurer, 
make necess~ry b~nking arrang~ments for the missions 
and , to the extent necesso.ry and within the limits 
of approved budgE:.t allotments , authorize transfers 
of foreign exch~nge for that purpose . 

(6) All recommendntions of tbe Bud!7;et Division which 
involve new or increBsid ellotment of funds, or 
the source or form of fim.ncing, sba.11 be submitted 
by the Budg~t Division to the Dep11ty Director Gen­
eral for Finance and l,dmihistrr~ t.ion throuish the 
Treasurvr who shal1 note thereon his approval , dis­
approval , or altbrn~tte sug0estions. 

5 • FUTURE DELEG/\TION TO THE EUROPEi,N REGION!lL OFFICE : 

a . It shall be the policy of the HeE,dquarters office to 
delegate to the Europ1.:an Re ion3.l Office authority for 
the approval of budget requests from country missions 
in Europ0 immediately following the conclusion of 
the basic agreement (between UNRR.'\. und the governmi.mt 
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concerned). It shall be the ultimate obj ~ctive to 
develo:p an arrangeme.nt whereby HePdqufart,.~rs will 
Establish a · sing'le over-alt,A.moun:t covoring all UNRRA 
expenses (excludingcommod:ities) in the European area 
for a given period, th~r·eupon delegating to the Euro­
pean Regiohal·Office discretion as to the distribution 
of this amount. betyve'en the skverial . C?untry missions 
and objects of ·expenditure. Headquarters will r estrict 
itself to a 'post ·r ·eview urider this plan indicating such 
modifications a s it deems necessary ' in the allotments 
approved by the European Regional Office. 

• ,, • • I > 

b. Pending such_ arrangemo-nt·, · all mission· budget r uquests 
sht-1.ll be subject to final review :and ·approvr.l by H1;;;,1.d­
qu11rters . ·~n the review of th6se budgets f alling with­
in the scope of th_e Europe,qn Regional Office, Bend­
quarters iwill relir• upon such· Office foi- . det,0.ilcd an"..ly­
s es of the estimates from an administrative rnd opera­
t 'ional point of ·view", and will presume thet ERO budget 

· recomme·ndcJ.tio_ns are based upon· a more intim:• t e knoviledge 
of count:ry cdri.ditions ana mission r equirements. Head­
quart1:ers review will accordingly be substantinlly con­
fined to consider.;:,.tion of the polici6s and prof',n.ras 
reflected _in mission 'budgcts And _th~ir fiscal aspects • 

6. PREP!cRATION AND !.PPROVAL OF PRELIMINJ-RY RECRUITMENT JCHEDULE 
FOR l'iJSSIONS 

a ~ Prior to th e actual·forrriation of a country mission which 
shall r eport to Headquarb:.;rs , the Chief of Mission, if 
he is on duty at Headc:unrters , shr\11 pr0parc~ 1.nd submit 
to the Bureau of Finance a.nd !tdrnit1istr:1tion through the 
Bureau of Areas a prelimihtiry es timat e of r equ::.Nm•.;nts 
for personal services . If the Mission Chief is not yet 
on duty, the Bure.'.lu of J~re'..l.s , on its own inith.tive , 
shr;,11 pr0pare r;.nd submit such estimate . 1.11 int" r r>sted 
function '.ll divisions or bureaus shall be consult 0d in 
its preparation . · Follow:tng e.pproval, as prescribed in 
paragraph · C below, this. cstim:i.te will s rve as a t <.:nta-

.. tive r ecr\litmt:mt ·s chedule for th8 mission. 

b. The European R8giomtl Office shall be r esponsible f or 
formulating the prelimin;, ry r ecruitm0nt schE)dules f or 
those. country missions whose organiz2tion anct supdr­
vision has been as sip:ned to th2.t offic e . Following 
appr oval by the Administrative Council, these schedules 
shall be tI'ansraitted to He~.dquarters f or r eview and 
fihal approval by the Bureau· of Finc:..nce and J~dminis­
tration ns •pr ovided in paragraph C belowo 
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c . J.fter ~.g1~ly.s:i.s an·a ·recommendation by the Budget Di vis i on 

, at ·Headquarters , the. Deputy Director General for Finance 
. and Administra.tion . is authorized to approve all preliI11-
inary recrµitment schedules . The head of any major 
orgartizli'ti~nal unit, including 'the J;,d!°'Jinistrati ve Council 
of ,tho European :rtegional Office and the Chief of Mission , 
may, app·eal to'.the Director General tho dotGrmino.tion of 
the·ncputy Director GenGral for Finnnco and Administration . 

d. The· Budgot.Divisi9n sholl propo.re an allotment providing 
funds to·cov0r.tho approved recruitment schedule, which 
o.llotrnont ~hell be tho authority for incurring co.:mni t­
monts for GM:ploymont of pursonnel . 

7 . PREPJ~RLTION JJID L.PPROVi.L OF · INITL\L BUDGET ESTIJ1i.TE : 

fl • 

• 

n. Prior to·thc,dop8rturo of tho mission to tho country 
nssign;;d, tho Chief o'f Hission, in consultation with 
interested buror.us · cnd divisions, shnll b0 rosponsiblc for 
developing n budget ostin.r,te covering ell funas required 
by tho mission for tho initin~ period of its orgnnizr-tion 
r:nd opor~,tions prior to the npprovc.l of n dr.ifini ti vo 
mi,ssion budget r.:s provided in subsoquout sections of -
this order . . This qudgct shc.11 cover ostinct:1s for pcr-
son'.:l services , tr,~vel end subsistence oxpcn9os , corrmuni-
,cr.tions, supplies end :r.ictorif ls , cquip:r.ont , other con-
tr"ctur.l services , r.nd .spc,cif.'.l ·sGrvict.:s . 

b . In tho er.so of Chi0fs of Mission rcportinf dirr .. JCt to H.:.rd­
qunrt..,r.s , those i'.'JStim,tos she 11 be sabni tt0d throt1gh tho 
Bu;r_,rm of Arces to the Buronu of Fir:.rncc ond J.dy1inistrntion 
f...,r. review by t,h8 Budget Division nnd cpprovel by tho 
Deputy Director Gcnor,'il f\)r Ii'inr nee end l.d:'lir.istr::tien . 

c . In tho ce~o Jf Chiofs cf }.ission r0porting to tho Europorn 
Rvgionc.l Offico , . such csti::Jctos shl:'.11 bo subni ttcd to the 
J.d~inistrc.ti vo Cc.uncil for its roviov, ··nd rccor:rr:,o:.dotien 
to H.:r,dQi.l,._rters . . J...ft r c,m lyDis rnd rcc o::T.J.cndc.tion by the 
Budget Di-risibn~, ~he Deputy Direct .,,r Gor.orrl for Finance 
nnd Ldr.'.inistr::i.tion is nuth,.!;r-iz0d to o.pprovo such ostinc.tc.;s 
:i,n the forn of GJ'. r:.llC'ltrient nrd,.Jr . 

d . Trio herd _.,f n.:1y r,.Dj..Yr org: .. nizntLm!:>.l u!1i t , including tho 
:.ci'":!inistrcti ve .c unc,il of tho Eu:ropcc.n Regional Officu nud 
the Chi~f · bf"Mission , r.ic.y r.ppoc.i to tho Director Goncrnl 
the dotcrninc.tion f the Doputy Dir..,ctor Gonorr.l fL,r 
]'inr1iQc r::1.d ·:d.~i~istrction." • 



,UNRRA 

• 

-

-----------

ADI\!INISTRATIVE ORDER KO. 53 

6 April 1945 Pa~e 5 .....,..---·- ------

8 . PREPA.t1.A.TION OF I.:ISSION BUDGETS : 

a . Estimates for a definitive budget for a field mission shall 
· be initiated by the Chi-ef of Mission after he is stationed 
at his post of duty . All budget requests for personnel or 
operations within the scope of activity of the mission 
shall be approved by the Chief of J,Iission •. 

b . The Chief of Missl'.on shall present, as soon' as practicable 
after arrival at his post of duty, an estimate o.f proposed 
expenditures covering all operations of the missions, 
exclusive of cornmodi ties for relief and; rehabili tati6~ • · 
purposes . Upon submission to and approval by Hcadauarters, 
such budget shall become the·authority of the Chief of 
Mission to toke action and conduct operti.tions within the 
scope cf tho budget so approved . 

c . Such budgo't will initially cover the period ending 30 June 
1945 . Theroe:fter , it shnll be submit t-.;d to covor a poriod 
anding 30 Jun0 or 31• December , but not to exceed one hnlf 
calendar yoo.r . Ho,:ovcr, the Chi of of Mission mny in his 
discretion submit a budget for o calendar qunrtcr. Tho 
budgot will include ostimateG of ex:ponditures for: 

( l) 
( 2) 
( 3) 
( 4) 

( 5) 
(6) 

. . ( '7 ) 
( 8) 

Personal services ; 
Travel and subsistence; 
Communications;-
Supplies and equipment · fo~ management and office 
activities as defined. in Administrative Order Fo . 46; 
Equipment ; 
Other contractual services ; 
Special services ; 
Re3erve for emergencies . 

d .· All proposed expenditur0s coverod by tho budget estimate 
shall be segregated insofar as possible ' in tho approximate 
ano~nts of the scvoral curronci&s required. 

e . T,1e CuiGf of HiSsion shall subsequently, not later than 
thirty de.ys prcce;dins tho succeeding bud[ot poriod submit 
o. budget estimate for that· period . Hu .nmy (l.lso from ~ine 
to tin;o submit interim budr-ct revisions as conditions re­
quire . Eccii i tom in tho 0Gtil:'..11to should be supported 'by a 
nurrc.tivo justification oxplnining the- need c.nd bnsis of 
the ostlnato with \10rk loud cmd experience fe.ctors rhcro 
po3siblc . 

f . ''/hon tho ctr.tus bf his- :prog:rnrri c d organize.tion is suffi­
ciently st11bilizca to pGrmit the projoction of his budget 
ostirr..r.tc over n longer period, the ~11ssion Chief mcy submit 
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c budget for c. poriod not cxcc0ding en entire c::,londr.r yor.r 
roqu ... ,sting budgotcry nuthorizotizot i on to cover· such period .· 

. . 
g . Budgots cf those country: r.ii1"Giohs wh'oso suporvi~ion llr.s been 

c.ssignod to tho Europc~n Rogionnl Office sh,11 be subni:tted 
to such Offico f r its review end rocor:Y'.londC'.tion . Concul'­
rontly, two copLs ,Jf tho .. ostimeto she.11 bo trnnsni ttcd by 
the nission t0 IIcc.dqur:rters which- shnll m1ci t tho roe ,r-r:ondc.­
tion of tho Eur~pann Rogionnl Office before to.king f ine.l 
c.ction . 

9 . LOCAL CU:·rnEPCY : 

c . In co:mtJction y;i th tho propc.rnti6n.of his budget requost , 
the r.assior. Chief· shr..11 cstinc.to his ·rcquiror:1cr.ts for local 
currency to :r.:oct r.:mticipr.tod ·cxponditurcn i:1 such curro:tcy 
uithin tho ov..,rf:111 budget developed cs nbovo ; · Tho Mission 
Chief P',ry revise !1is cstir.e:to of loc2.l currc::,r.cy requiron:n:ts 
pcriodicr.lly c.s need c-riscs ,Qrrd r~-:.y roqu )St addi tionel funds 
of the go·,r-3rri.r.1ont r,cc. 'fdingly . 

b . Such Jstinc.tcs of lee l currency rcquil·or .. onts ,;h · 11 be 
sub:::-:i tt~d tu the e.ppr 'prictQ roproscnt~-;ti vo ~>f' the govern­
cent c~ncorncd for c~nsultn~io~ end provicion of noceascry 
fundn . 

c . Tho f~iss ion Chief is outhDrizcd to uco r.nd expend tho loce.l 
curroncy fund a so pr.)Vidcd in his discretion . Ni'J offi cor 
or o~ploye:. ,'lf tho nission tw.Y oblig(,to or ,:xpond locr.l 
C'.lrrcmcy funds 0xcopt ._upqn specific -uthorizr tion fron tho 
Miosion Chiof or his· dcsign' .. tcd r ,prnscntati vo _cf tor .rovion 
by tho officor in the r:ission r0sponsiblo for budgotrry 
C'>ntrol . 

d . Tho agreement of the goverm'lent to provide local currency 
ana its intended uses classifled in the above budr,et cate­
gories , shall be report~d to HeodquQrters along wit~ the 
regular budget, but no ·further autr.oFization for its expendi ­
tu c will be required from HcadquartE;rs . 

10 • .APPOOVJL OF MISSION BUDt;.c.':'S .: 

a . Upon receipt of the budg1.,t estimate at Headquarters, a copy 
shall be routed imn diatcly to tho Rudgct•Divis~on in tho 
Bureau of Finance and J.dministration . 

b . J.ftor review and consul tntion with tho Bur1._;au of J.roas and 

• 

oth~r burGaus and divisions, the rocomr.:iondation of the • 
Budget Di vision shall be. formalized .as on allotment order . 

' ,. 
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The Dcpu ty Director Gonornl_ for Fi.nnnce cm:d L.dministr,.t ion , 
c.cting for tho Diroctor'Gcrrdrol , i·s c.uthorizod to c.pprove 
such allotment '.ardors . The hoc.d of· n.ny 'me.jar ore;c:nizc.tioncl 
unit , including the LdministrE'.ti ve Council of the Europ:. rn 
Regional Otfico ·end tho Chio{ of Mission , may nppor-.1 to the 
Director G.:;n,.,rel the uctorminntion of the Deputy Director 
Goncr,:,.l for Finr.nce c.nd .Ldmi;nistrction . 

11. FORt\I OF BUDGET LUTHORIZJ,.TION : _ . Tho cllotmont ardor will serve 
c.s tho r:.u thorizr.tion of tho Chi of of Mission to cst'c.blish budgot crodi ts 
on his c.c count records end to obligr,to · end cxp.ond funds within tho limits 
csteblishod ·thereby . Tho 'r.llotmont order will au~h.o_rize funds for the 
foll6wing cctogorios : 

r:. . PcrsonGl Services 

·· ( 1) This amount will be broken ·dov,n by sub - ellotmcnts con­
forming· to progrc.:..rns c.nd s:;rvico~ . Eission Chiefs nre 
1:mthorizcd to trensfcr r.mo1mts br:it,:oon these sub­
rtllotmEni.ts . lic,dquartcrs , r..nd tho Europoc.n Rcgionnl 
Office when oppliccbl·o , sk 11 bo ,promptly not if icd of 
such trnnsfer s . 

(2) Within tho £'.mou:ats ontc.bliohod for p::;rson<'.l services , 
Mission Chiofs mny rocrui t such personnel nnd eff\;ct 
othor porsor--"lcl c.cth)ns r.s d0sircd , subject to Ho.:-:d­
quertcrs ,pors.:in:nol regulr:. tions ~!:.d subj cct to ·such 
further rogulrtio~:.s ns rr.ny bo pri:,scribod l.Jy the 
.i::urop0r:n R,gicnu:.l or other supervisory office '.·Ji th 
respect to r0crui tmc.,nt s ·ourc.:.,s , o.ppoi:-:tmonts, promotio{.s , 
roclessificrtion::i , crd other purso:11'.ol :--.ctL.ms . 

( 3) Tho 1'1iss ion Chi of shell ndviso tho cffic0 to \/hich ho 
reports (Hcc.drluC.rtcrs , Europor.n Roc;io::w.l Office , or 
othur suporvisory office r's tho cc.~o r oy be) of his 
rocrui tr.1011t nuods outside tho 2.r(..;c. of loco.l rocrui tmont 
in uhicb ho operct0s , and n0 recruitment specifically 
intended for tho prrticulr.r miasion \:ill be und"'rtc.kon 
by such cffice cxcopt upon n roquust by tho ;,:ission 
Chi of . 

( 4) No roqucsts fc.,r 'rocrui tn:ont ( ou tsido. tho oron of loc."l 
rocrui t::1e11t) shn.ll be me.do by the I.Iission Chi of unless 
fuLds eru c.vc.ilnblo in tho ~ission cllotr:icnt for the 
pny!'10:1t of sc.lr:rics m:d o t}1;:.,r expenses cf tho pcrs .. rmcl 
so requested for rocrui trnnt . 

b . Expcnscn f'or Otr ... c,r Thr_n Pcrsonnl Services 

(1) Lunp s i.r.: cnourits f or each of tho f0ll o'.: ing crtogorie;s 
shall be cllctt0d : 
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(a) Travel and sul;>sistence·_e:xpenses; 
·( b) Cornrnuni cations; 
(c) Supplies and materials; 
(d) Equipment ; 
(e) Other contractual services; 
(f) Special services. 

(2) The Chief of Hission is authorized to transfer oinounts 
between the e.bove expenditure categories, provided that 
no such category is accumulatively increased more than 
20% by such transfers wHhout approval by the appro·­
priate regional or other supervisory office or Hoad­
querters . J:..11 tre.nsftJrs, in whatever amounts , shall 
be roport'3d immediately to t:p.o rogional or supervisory 
off ico concerned and Hci:::q.qucrtors . 

c. · Rosarvc for Emcrgoncies: The so funds mr:y bu r.J. locr-.tod to 
such omc:rgoncy purpo sos ns the Mias ion Chi0f. _mny dutormino . 
Thoy arc intended to be used for cqntingcncics end othor 

. bona fide emorgonci~s not foroscccblo at tto time of pro­
pcring tho budgot estimr,to . All uses or trr.nsfors of tl,oso 
funds shell be currontly rcportod to Hoedquc.rtGrs through 

• 

tho rogioho.l .or othor supervisory offico whon r:.pplic~blo . -

12. FJDGET~~I CO!-n'ROL : 

0. . 

b . 

C • 

d. 

'.7i thin tho c.pproyod budget r.mounts , tho Chi ef of 1:is::, ion i:J 
c.uthorizod to oblig:--.tc r~nd expend funds end r:.r1y dulcgnte 
this c.ut:1ority to such subordinrtc officinls in suc:i rr.c.nn.Jr 
ns he mny d0torr..ino . His tho re-spor:.sibility of the 

· Mission· Chiof to ostablioh n system \lhich \Jill provide Pdo­
quc:tc budgctc.ry co11trol ir1 order to co::ioorvo Ul·lHRJ. rcaources 
end rssuro the wisu use of nll cllottud funds. 

T:.c nno'..lnts nu thorize,d bv tho nllotne,nt orders or r0v11:nons 
thereof shr• 11 be ·c:nt cr..;d ~ upon tl10 o.llot1:10nt lcdge,r r.1f'in-
tr incd by tho mission o.s bud.;ctcry controls, end no obli1?,c.­
tio::1s of lliEffi.l:.. funds shc.11 oc ir~curr-::d u::loos thc.y r.ro r;i thin 
th0 ·unoblig-.tod br.lnLco of tho c.llotmont. 

Hov,ev0r, tho nnnuc.l ac.lc.ri0s 'of Mission personnel nt tho 
o.d of. r..ny budgvt poriod shell not oxcce,d tho r.g{:,I'0s rto 
nnnuc. l sr,,lr.ry on y.-11ich tho nllotnm~t is bnsod. 

J.11 r.llot~c.: t? nro to be for t'ie pudect period c:·,d er0 not 
r.ccur.ul".tivc; thd is, r-llu::c bltr.tod bclr1.ccs r-t tbc end 
of or.ch budget r.llotr.vnt period [.l'O to bo r0sci:r:dod end i'lill 
not be rvc.ilr_blc for oblic; r,t:ion in pny subsequent period , 
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e . If for any reason approval of a budget request for a succeed­
period has not been received by the Mission Chief prior to 
the beginning of that period, he is authorized to obligate 
and expend funds at a rate not to exceed an amount equal to 
one and one quarter times the amount of the previous authori­
zation . 

13 . .::i'i' .. TUJ R:;::p()11TS. The Chief of Mission shall transmit to Head­
quarters , with copies concurrently to the regional or other supervisory 
offico , within five working days after the close of each month, a roport 
of tho stc:.tus oi' o.llotmont in such form as the Treasurer shall prescribe . 
This shell include a report on locnl currency receipts nnd expenditures . 
On or before the 20th dc.y of ea.ch month , tho Di vision of 1~ccounts shall 
~0ndor a report to tho Deputy Director Genorol for Fino.nee nnd Administrn­
tiou , the Troosurer, the BudgGt Division , the Division of Finance nnd the 
Burcr..u of Arons on tho status of c.ll budgr:itnry allotments . 

BY ORDEct O:F' TIIB DIR::CTOR G3NER1..L 
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. ·•·•· •· .... 

SUBJECT: RESPONSIBILITIES FOR THE APPOIN'IMENT OF FIELD PERSONNEL 

1. PURPOSE: This order sets forth the respective responsibilities 
of the several organizational units with respe·ct to appointments made at 
Headquarters of persons destined to be assigned to country missions op­
erating in areas in which relief and rehabilitation operations' are conducted. 

2. RESPONSIBILITIES OF BUREAUS AND DIVISIONS: 

a. The Personnel and Training Division will assist functional 
burea:tis and divisions in developing staf.fing plans, pre­
paring position descriptions, and determining qualification 
standards, and will work with the bureaus and divisions in 
securing and considering qualified candidates. The Personnel 
and Training Division will be responsible for (1) the re­
cruitment of qualified .candidates and recommendation of the 
best available candidates· to the bureaus and divisions for 
their consideration, (2) the investigation of the qualifica­
tions of candidates, (3) the observance of all personnel 
policies of the Administration, including salary standards, 
(4) the maintenance of qualification standards of persons 
appointed, and (5) the final approval and processing of all 
appointments. This Division will also be responsible for 
determining the suit~bility for field assignment of all 
native born United States and Canadian nationals. 

b. The Functional. Bureaus and Divisicns will be responsible for 
the initiation of the appointments of candidates in their 
respective fields for authorized positions, and will select 
the best qualified candidates from those available after re­
viewing (1) their professional, technical, and administrative 
competence, and (2) the personal qualifications .of _candidates 
under consideration. 

c. Bureau of Areas: With reference to Chiefs of Mission, Deputy 
Chiefs for Distribution, District Directors, Crunp Management 
Personnel, Dist'ribution, Transportation, and Warehouse Offi­
cers, the Bureau of Areas will be responsible in like manner 
as is outlined for functional bureaus and divisions in 2 b. 
above. Except for appointment actions relating to a candidate 
who is a native born United States or Canadian nationn.l, all 
actions for appointment of mission personnel will be pranptly 
forwarded by the Personnel and Training Division to the 
Bureau of Areas. The Bureau shall adjudge the suitability of 
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each such candidate with reference to the (1) acceptability 
to the popul§l.tion,gro~ps, involved, .!Z) .probable ability to 
work effectively with the authorities in the area, (3) 
the need of the mission, in the light of current plans and 
requirements, for ·a staff member to perform the assignment 
contemplated: for·the candidate, ru 1d (4) ·acceptability to the 
Chief of '-Hission; if appointed. The Bu:reau of Areas shall 
promptly, notifJr in ivriting the ihitic1.ti-ng buree.u or division 
of its disapproval of any case and the reasons therefor. 

. . 
The Health Division will be responsible for review of the 
medical examin~ti.on _g.r1d tne .determ:ination. of the physical 
fitness ?f- the candidate fo~ the proposed assignment. 

~ 
ti • • • 

3. C I'ThIBNTS: No appointments of mission personnel and no commit­
ments prior to appointment; written· or verbal, will be made by the initia­
ting bur8au or division without the concurrence of the Bureau of Areas and 
the final approval of the Personnel and Training Divi$ion. . . . 

· 4. APPEALS: In case of failure of the initiating·bureau or division, 
the Bureau of Areas and/or the Personnel and Training Division to reach an 
agreement in any case, the .action $hall be submitted to the Deputy Director 
General for Finance and Administration v.rho shall detennine such cases. 

5. APPLICATIO OF .Wl:INLSTRATIVE '·ORDER NO. 49: Persons appointed 
for assignment to the field shall also meet the requirements of Adminis­
trative Order .No. 49, "Requirements which Field Service Personnel Must 
eet Prior to Assignment to the Field, 11 relating to physical and other 

qualifications which are · necessary in order to meet conditions which may 
arise ·in the field. 

t · : 

6. APPLICABILITY: This order is applicable• to Headquarters only • 

• I 

•·: BY ORDER OF . TJE DIRECTOR '·GENERAL 
'. 

• I 

j _/ 

• 

• 



• 

• 

UNITED NATIONS 
RELIEF .AND REHABILITATION 
.ADMINISTRATION 

ADMINISrl'RATIVE ORDER NO. 58 

28 March 1945 Page 1 

SUBJECT: DEFINITIONS OF OPERATING Al)MINIST:RATlvE EXPENSE .AND DIR~GTIVE 
FOR CHARGilm EXPENSE TO THE APPROPRIATE ACCOUNTING CLASLlIFICATIONS 

1. PURPOSE: The purpose of this order is to define for all fis0al 
purposes inc2.uding budgeting, accounting, and re:;:ic;rting, the terms "operath.g 
expense" and "administrative e:~penee", El.Ild to direct t.hfl-t the Administ,re.tion' a 
accounts reflecting its fiscal trw.aactions from the c::>:::m9ncemcnt of its a~ti v­
i ties be classifiad in accordance with the definitions contain&d herein. These 
definitions .:> ·J.d t:Oe dirccti ve for the corresponding classification oi e.c~ounta 
for the fis0al year 1944 a..~d ensuing fiscal years a~e based on the re0o~enda- · 
tions of the Conmittee on Financial Control of the Council, accepted at the 
Second Session of the Council, Moi1treal, Canada, 26 September 1944. 

2. USE OF T~ TERM "EXPENSE": "Operating expenses'' are those identifiable 
with op5rc1.ting activities, and "administrative expeni;,es" are those identifiai::>1'3 
with administrative activities• for the purpol:ie of definition, there is, th~re­
fore, a coinoiden~e of the expense with th~ related activity. When tho t~rm 
"expenbe" is u:Jed herein it refers to e.ny fiscal tra..."'leaction such as: oblj_g:::i.­
tiona incurred; cae,h di sburse~nts representing either actual expen.Bl-l under th 3 

ge.1erally a~oepted a.cccunting definition of expense, or disbursements for con:.­
modity ac,:uisitton to be expt}nc1&d only when the commodities are dis~iibuted; and 
commodity distribution. 

3. RELATIONSHIP OF EXPZNSE TO :BUDGETS AND FUNDS: Expense shall be charged 
in the accounts as .-1operating expense" or - "edministrati Ye expense" in a.ccordan~e 
with the defini ti one herein regardless of whether the t1~ansact:l.o.1s are against 
an operating bu~get or an administrative budget, a,.~d of whether the disouree~~nt 
for such expanse are "IJ.8de from operating or odminlatrative funds . .Adjustment:J 
shall be illade ~oriodically between funds to reflect the distribution of e~~~e~~e 
between. the appropriate classifications as charged on the 1::1.ccounta under the 
defi~itione herein. 

4. 01'.FICES cm-mn:Dm OPERATING /\ND ADMINISTRATIYE ACTl"VITIES: In moat 
cases exp •:m.ses of an office of the Administration will be ei ther·-all "opera tin 
ei-pense" or ull "admi:1ibtrative expense." In some cases, however, an office of 
the Aclmini strati on 7:!laY be engaged in both operating anc admini !'3 trati V t-: acti vi­
ties, although tha budget for the office will be eithdr an operating uud3et or 
an administrative budget. K·r:re:-.ses that are identifiable with a opecific 
activity e,:i.aJ.l be .,barged directly tiS either "operating exp~nse" o:c "admir..ie­
trative ex:9011.3~" as prescribed in Peragra1•h 3, ar..d in accordence with th~ def­
initions thet are contain3c herein. Expenses for general ovcr~ead such as re~t 
or office ~ervices that cannot be directly identified with either operating o~ 
administrative activities in an office combining both activities, shall be 
charged to 11O:,eratine expenso" if the amount of personal service cha::..~gea"ble to 
operating expense under the definition of operating e,cp3nee is in excess of 5~ 
ot total personal serv-ice PXpe.-ise; otherw:!.fla, eJq1t-..-, 0 --~ f'or [!C"' --~ 1 ~ r- .• 1,,, -r1 /-t . • 

• be charged +.("I '' .::.l1nin1st.rati vq '9Xpense. ·· 
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5. DEFINr.rION OF "OPll:RATING El.J?J{~.',:E": In thP- recommendations of the Com­
mittee on Finencial Control of the Councii referred to in Paragraph 1, operatinL 
expenses ar3 defined as follows: 

"Ope::?:·ating expensesn shall include all costs incuITed for person9,l s.er­
vices and related facilities and services, as well as the cost of com­
modities pro~ided, within the countries served by the Administration. 
U~der this plan of classification, all expenditures for the support of 
field missions serving in liberated areas, just as the expenditures for 
supplies h~ndled by thP mission would be class~fied as o~erating ex­
pense ••.•...•. Thc expenditures for the n:ainten~nce of field missions 
irhich fall to be paid in other than local currency of the liberated are 
wou:..d come from and be charged to the general ccmtrib11tions of the con­
trtruting countries, :md those incurred within a li.beratc-d area would 't 
psid from t.he local currency made available by the government concerned 
or receivec1 from the sale of supplies." 

Section 5 of Resolution No. 43, adopted at the Seco<ld Session of the Council; 
contains the following additional provision with relntion to "operating expense 

"Such incidental expenses as may be incurred by administrat1ve official 
ar..d employees during temporary and limi t8d stays within a liber~ted are 
and which f~ll to be paid out of the local currency of the area, may be 
oha!'ged to operating expense." 

Under the above definition the classification of "opera.ting expense" shall in­
clude the foJ lmring: 

a. All costs of the support of field missions and of all other groups 
or units concerned with relief and rehab;litation serving in lib9r­
ated areas or in countries such as those of North Africa or fo~m:er 
enemy te1~·itory in which the'Administration· conducts dia~laceo per­
sona o~erations; but e~cepting the cqsts deBignateq in Peragraph. 6, 
Suodiv1sions ·b and c. 

h ~~e cost of all relief and rehacilitation services within tne coun­
try in which the Administration cocducts operations, including 
health and welfare services, agricultural and industrial r~habili­
tation, and transpo1tation and warehousing of commodities f~om the 
original port of entry to ultimate point of distribution. This in­
cludes all costs directly related to relief 6nd rehabili tati'on o:r;­
erations incurr.Jd b:• :missions or other offices that are engaged in 
both oper~ting and administrative activitie9 in accordance with 
Paragraph 4: i.e., the costs of personal service, travel, and othf 
related items of expense of technicianij in the various fields of 
relief and rehabilitation . 

c. The cost of the care of refugees and of activities concerned with 
di splaced persona. This includes all costs directly related to 
the sunervieion of camps and of displaced persona activities in­
curred by missions that are engaged in both operating and adminis­
trative activities in accordance with Parr.graph 4: Le,, the co--i.l:L 
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0-"' personal service, travel, and otbsr related items of expense of 
technicians and supervisory personnel, and other costs directly 
identifiable with these activities. 

d. The cost of commodities for distribution within the countries in 
which the Administration conducts operations. The cost of com.:iodi­
ties shall include the co,t of tiansportation and warehousi7)g to 
the port of entry to which consigned. Ex~enditures com[rislng sucl 
cost represent: (1) those against budc;ote.ry allotments for c.:om­
modi-:y procurement; and ( 2) those agai nst budgetary aJ.lotments for 
ocean transportation and ,,a.rehousing which are diatributec to de­
termine the 1::-.nded cost of commodities. 

e. The cost of personal service and other items of expense of personn 
chargeable to tl1e budget classification "Field Service Unassign0d" 
in any office of th~ Administration prior to the assigrnnent of the 
~~rsoDal . to a specific office or mission. The date of assignment 
shall be the aate of Form No. FI-23, 

f . All costs in connection with training schools in the nature of 
holdiI!3 centers located in liberated areas which are established 
for the purpose of ~dvanced training of personnel near the scene 
o:f relief aI!d rehabili ::.ation operations. These costs shall includ, 
all supervisory cos:,s as well as the personal service, travel, anJ 
related items of expense of the personnel in training. (Note: 
Supervisory costs of training programs conducted by a supervisory 1 

administrative office shall be charged to administretive expense i : 
accordance with Paragraph 6 Subdivision a). 

g. Expenses of personnel of supervisor~, administrative offices dtL~in 
tempor·ary and limited stays within a 11 berated area, and which :i.:'al 
to be paid out of the local currency of tl1e ar--.Ja. 

h. Coste of missiona or offices that are engaged in both opera.tins 
and administrative activities, that are not directly identifiable 
with either activity but are allocable to operating expense on a 
pro rata ~asis as provided in Paragraph 4. 

6. DEFINITION OF "AJ;MINI[T:qATIVE EXPENSE'': In the recollllllcn.d::i.tions of the 
Committee on Finar...cial Control referred to above, "adminietrative expenses" ar 
defined as follows: 

"Only the cost of peraonal uervice and related item'3 of the Headquar­
ters, Regional and Sub-regional offices, and other ~~oups concerned· 
with gen~ral adm.inietrative and policy f0rming func.;ions shall be clas 
sifie..a as "adm.:.nistrative expense." 

Under the above dofinitlon of "administrative expense" this r,lassification aha 
i."!""1 11 1:-} :_hr: ..:-oll..)W.ing: 

a. All ccsts chargeable +.o the budgets of the supervisory, Ftdministra 
tive of!icea, including all supervisory costs connected with 
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training programs for pe~,,onn.el. rfr. r.1i ~,~d f 0r forE:iign service, but 
exoepting the costs deaign9.ted in Pa.:.·agraph 5, Su.1,dlvision herein. 
(I;ote: Cocta of personnl service, t!'aveJ., and other related items 
of exp~1.se of personnel i:J t.raining o.1·e chargeable to operating 
e:..cpense. in accordance with Pare.grerh 5, Subdivision herein). 

b. The coats of missions for procu:r::ng or for making arra.ngemente for 
procurirg commoditi8B for eervi~ee in a supplying cou:1try (1 .e., a 
country whose home territory has not been invaded by the ene:cy), 
other then the costs of commvdities procured. 

c. The coat of any group, delegRtion or mission, in liberatou areas c1 

elsewhere, wn.ose function is li1ni ted to observation and a:9pr·aisal c 
needs . 

d. The coqts of all othe~ groups or units corcernec entirely with gen• 
eral ajmi~istrative and policy fornJ.ng functions. 

e. Cos\,B of missions or offices that are engaged in both opera.ting 
and administrative ectivities, that are directly identifiable with 
ad~inistrative activities. 

f . Cocts of missions or offices that a:i:·e e~gage~ in both operating anc 
administratiV'e activities, that are not direc:;ly identifiable vith 
either activity but are allocable to administrctive expense on a pl 
rata bas,.e as provided in Paragraph 4. 

7. ~ .CCOTJNT8 AND FISCAL RECORDS: The books of account end all other fisce.: 
records of the Adillinigtration shall be maintained so us to reflect the classi~ 
fication of expensas in accordance with the definitions in this Administrative 
Order. All expenses for the fiscal year 1944 that hqve not been claJsified in 
accordance with the e"i:.ove definitions shall be reclassified &nd entered in the 
appropriate accotLDts. 

8. APFLICABILITY: This order sball have general applicability. 

BY ORDER OF THE DIREC'.i'OR GENRR.V., 
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APP;§.1:.TJY A 

The following illustrations will serve as a guine for the dete:::'ID..ination of t~e 
proper classifieatinn, i.e., operating or 0.nminiot:r.ati ve, to whic:·1 expenses 
shall be charged. 

A. Missions (including Ch:i.na .Area Offir:.e: and Paris Forward Office or 
Mission to Frlir.ce) engaged entirely in oper atinc; acti vi bit.a. 

1. ).11 expenses of missions ccncerned with relief anu reb.abili ta­
ti.on op~rn.tions (including displo.ced :pe:::-scns operatio:w and cor 
of supplies, transportation by sea or inland , warehouP.ing, etc. 
in liberated a~eaa will be classi~ied as operating oxpenres. 

2. All ~xpensas of displaced persons acti vi•::;ies and camp operatio: 
not in libernted areas (i.e., North Africa and former enemy te 
ritory) will be classified ao operating expen~0s. 

3. All eY.penses of supply mie9ions not operating in liberated are; 
will be class::.fied as administrative expenses. 

4. All ex:oenses of observ·er missions, the functions of which are 
• observati0n a:r;c. repol'ting, and e.s to w½ich at the ti::I)e of thei 

dicpatc;.h -4.:,he::z; is ~10 intPn~ion t.ua~ t1°.ey shall engage in opera 
t:;.ons, cliq:r:;a·0r.heJ from suporvisory, administrar;ive offices, 
(Was1 ingtor -· London - Sydney - Medi terra:1ean Liaison - other 
supervieory, administrative offices, as established) will be 
classified aa a1lllinistrative e~penses. 

5, MissJons conibinj_ng hoth operating and administrative activit1e 
such as the Bnlkl:illS Mia0ion end re.lesions to neutral countries. 

a. All exrsnses of the operating staff, i,..,cJuding supervisior. 
ar.~ operation of camps, will be clnssifitd as operating 
e:x.penses. 

b. All expenses of the consultijg staff (doctors, e.tc.) will 
be classified as operating expenses. 

c. All expen~es of thb supervisory, admini0trntive staff (in­
cluding supply technicians, accountan·cs, otc.) 'TTill be clt 
sified as administrative exr,e:i.1ses. 

d. Undistributed o~rerhead expenses, such as rent and office 
serviceo, not directly chargeable eithe~ to operation or 
administYation, will ~e claBnified as opercting exp0nses ~ 

mo!'e than 50% of the total pe1·aonal service e::pense is 
directly chargeable to operating activities; otherwise, st 
exp0nses will be classified as ope:cating expenses. 
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B. Washington - London - Sydney - Mediterrane2.n Liaison - other super­
visory, administrative offices as established. 

1. All expenses of these offices i11::luding supervisory expenses of 
training programs will be classified as administrative expensee 
(No7e: Expenses of personnel in training are chargeable to 
Field Service Unas1:;igned ar .. d are classified as operating 
expenses in accordance with the exception spso:'.ficd below.). 

2. Exception: All expenses of personnel cn.o.:cgeable to :g'i e::..e. Ser­
vice Unassigned in these offices prior to assignI!leut t~ a spe­
cific miseion or office, will be cla3si:'iej as operati:::ig ex­
renses. (The te:rm "assignment'' t!Cans the date of Form No. 
FI-23.) 

C. All expenses of persomiel chargeable to Fie~d Service U1iassigned ir 
any office of the Administration prior to assignment to a specific 
mission or office will be claclsified as operating ex~enses. (The 
term "assigmnent" m(:Jaus the date of Form No. FI-2.3,) 

D. Expenses of :personnel of supervisory, administrative offices ('1A.sh­
ington - London - Sydney - Mediterranean Liaison -- othor e~p0r­
visory, administrative of!ices as established) as may be incurred 
during temporary and limited stays within a liberated area and whi< 
fall to be paid out of the local cur~:-ency of the area, will be cle.f 
sified as o~erating exp~nsP.s • 

E. All expenoes of training schools in the natu.~o of holding center0 
located in liberated areas which are establisbed for the purpose oi 
advanced training of personnel near the scene of relief and rehabi: 
ita~ion operations, will be classified as operating expe~ses . 
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Generel Type of Item of Expense for 

l. Supe:;.~visory, adminibtra-i;ive offices 
(Washington - London - Sydney - Med­
iterranea:i Liais-:n other supervisory, 
administrativ-e Offices as establisned.) 

2. Persor.. ... '1.el of supervisory, administrative 
of.:'ices (Uash::c.gton - London - Sydney -
Me-:.:.t ·cerranean Liaiaon, other supervisory 
offices as er1tabJ.ished) temporari2.y in a 
libaJ'.'a tea. ~.rea whose expenses are paid ou-:; 
of the local currency of ~he area. 

3. :!?er1:co .. mel chargeable to .Field Service Un­
assigned in any office of the Administration 
prior to assignment to a spe~ific mission or 
office. 

4. Miosions concerned with relief and rehabili­
tation ·operations (including dis~laced persons 
operations and cost of supplies, transportation 
by sea or inland, warehousing, etc.) in libe~ated 
areas. 

5. Displaced persons activities and camp operations 
not in liberated areas. 

6. Supply m.tssions not operating in liberated areas. 

• 

7. Groups or delegations di:aJpatched from supervisory, 
administrative offices (Washington - London - Sydney 
- Mediterranean Liaison - other supervisory, admin­

istrative offices as established). 

• 
• 

Exceptions Chargeable S~sti0R- ef AdmiI 
!strati ve Order 
Applicable 

All -expenses of persom1el Administrativ-e 6 a 
chargeable ~o Field s~r-
vice UnussigLed in these 
offices prior to assign-
ment to a specific mission 
or office. (See Item 3) 

. 

O'.)orating 

Operating 

Operating 

Operating 

Adm1nistra+,ive 

Administrative 

5 g 

5 e 

5a-5b-~ 
5h 

5 C 

6 b 

6 C 
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General Type of !1-0;:i o-£ Expense for 

8. Supervisory , actni:,is'l:i1·a ti ve s i;a,ff of :DalkJ.J."1S 
Missions and !tisoJous to neutral co,:...1.tries 

9. Consulting ota~f of the Balkans ¥issions and 
missions to neutral countries. 

10. O:_)era.ti:'1.g sta:rf; i:-icluding su.pervisio::i and 
operation of carr,ps and of displaceJ. pei:sons 
p: cgrams of Belkans Missio~s and Itlssio::is to 
neui:.ral eount::-'ies. 

11. U:id:l.stributei ge".leral overhead e~ensos of 
Balh--n.ns l'1:i9sions and missions to neutral countries, 
s1,;.:..h as rent and. office services, not clirect.1.y 
chargeabl~ either to administration or operation 
~.:? :rao1.1 e than 50'/o of personal service expense of 
the offices iR direct~y chargeable to adrninistra­
tiv-e a~tivities. 

12. Undistri"outed general overh,=iad expor..ses of 
Balkans Missions and missions t0 neutral countries, 
such as rent and office ser·vices, not 
directly chargeable either to adm1nistratio11 of 

• - 2 -

Exceptions 

All expenses of consult­
ing staff \See Item 9) 

opera ticn if more than 50% of perso .. 1al service expense 
of the offices is directly chargeable to operatine activities. 

13. Paris Jtorwa.rd Office 

• 
CharGeable Section of AdmiI 

trative Order 
Appl::.cable 

P~lnrlnistrative 4 - 6 e 

Operating 4 - 5 b 

OJ eratinB 4 - 5 C 

Afun.inistrati ve 4 - 6 :r 

Ol)erating 4 - 5 h 

5 a 

14. Training Prot3Tams of supervisory, admiliistrative offices 
(Washington - London - Sydney - Medi terre.!lean Liaison 

All expe1ises of personnel Ad.mini strati ve 
chargeable to Field Ser-

6 a 

\D 
- other supe!'visory, admim.strative offlces as 
established). 

15. Training Programs at advanced centers near the 
base of relief and rehabilitation operations. 

vices Unassigned in these 
offices. (See Item 3) 

Operating 5 f 

-.:t 
I 

t<"'\ 
\D 
in 
\D 

I 
r-1 
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UNITED NATION3 
RELIEF AND REHABILITATION 
.A.DMINISTRAT ION 

.A.Dl/IIIITSTRA':.'IVE OillJER NO . 59 

11 .April 1945 

SUBJECT : RECEIPI' BY E .R.O. OF COMMUNICATIONS 
INITIJ.rrzn BY HF.JJ)QUARTERS 

1 . PURPOSE : The purpose of this order is to direct that copies 
of all correspondence and telegrams initiated by Headquarters for 
representatives in Europe , l,.frica, and the Middle .ciast be forvmrded 
to the European Regional Office . 

2 . TELEGR/1MS : The Code and Cable Unit of the Communications 
Section shall be responsible for insuring that appropriate copies of 
all telegrams dispetchcd to UNRR.!~ roprcscntati vos in Europe, J.frica, 
end the Uiddlo East r:mch the E .R • by air mail . 

3 . CORR!!SPONDENCE : :respon cnt at Headquarters ohall 
prepare one extra tissue orcb y the gr0cn copy) of ell 
correspondence oddrcssc,d csontati vt.s in ~urop , '.frico , 
end tho Middle Znst for tho info tion of tho E\lropcnn Rcgiom:l 
Office . Such extra co~~s w 1 detached by the Poot~l Unit of tho 
Communic~tions Section end s · t by c.ir mciil to the ".L, ,H.O. daily . 

4 . bPPLICJ .. BILITY : 
oniy . 

452860 

order sh~ll be cpplic~blc to Hoodqucrtoro 

BY ORDF.R OF '1HE DIRECTOR GE :ru.L 
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UNITED iATIONS 
BELIEF AlJD REHABILITATION 
m ·nnsTRATIOO 

REVI3ED AD!i.IlJLSTRATIVE ORDER !JO. 59 

12 Ji.me 1945 

--------------------------------------
SUBJECT: FLCJV OF CO.1.MUNICATI0tJS TO MISSIONS FROM Hi:;AD),UARTERS 

1. PURPOSE: The purpose of this order is to dir-ect the flow of corr.­
rnunications to 1d.ssions under the authority of the E.R.O. through that office. 

2. ROUTING: Pursuant to the 3 May delegation of authority to E.R.O., 
all corrrnunications to missions or offices under the direction of E.R.O., 
except in areas of work clearly exempted by the 3 May dele1-~ation, shal:. ba 
d.ir ,ct,ed to the E.R.O. and not to the Missions. Exception:, to this procedure 
shall be cleared with the Senior Deputy Director General personally. 

3, CORRZSPQrIDENCE: All letters going to E.R.0. concern:ing policy 
matters shall be addressed to Cormna.nder R.G,A. Jackson. The ,::;ys-cem of 
sending con unications to E.R.0. addressed to .r . .1/ooney ls 111..ircbv rescinded. 
Such letters may be si ned at Headquarters by th-: heads of the Dur'3aus or 
0 fices who, in doina so, have the responsibilit:,.- of clearini ::i--rtinent 
points with other officials affected. 'fhe t.bove statement apDlies to cl.l 
European IP.issions with the exception of the Polish Dclcgat:i.on. !,:nttcrs 
relating to Poland hnve not· been delegated to E.R.O. and .3,s n. result all 
messages relating to policy, v1hother cables or letters, arc to be cleared 

a vdth the Chief of the Polish Delegation. Ldters mny be sent on other than 
W policy matters tom mb.:ir::; of .:::.R.O. staff. In tho forwarding of such com­

munications, the heads of the Bureaus nd Offices J.re expected to exercise 
judgment to insure thc.t Cor--mlndcr R.G.A. Jackson i3 not byp1,:o~cd on anjr pe,Jicy 
rr.1 ttcr. 

4. _ :-:...0.fil.'.--'•TIOJ.\1,TRAN~ ISSIOIIS: All correspondence add ... essed to members 
of tho .c..R.O. st2.fi' which deal in whole or in p3rt with official business of 
any k:i.nd, is to bt! nuil i<l through the Headquarters of fico so that ccpios 1;ill 
be avail:..blc to the clrni11istrutian. In this wo..v each day nil copi ' f• ol' l\._; t,tcrs 
will be made avaihblc to the Of .rice of the Cow1try Mission Affo.irs for oost­
rnailin review and possible circulation. No officbl l'.ction sh· 11 be ta!ccn 
as a result of informal or pcrson.:i.l co, :munications. 

5. Letters addressed by the h:ads of bur.,:1us or offic'"'s slull b,.i sig cd 
by the head of tho bureau .'.U1d office as their mm :1ction and sh:.11 not b\; prc­
f'ri.ccd b,v th· statcm~mt 11 For the Diractor Gcner,.11. 11 

6. APPLICABILITY: This order shall be applic·•ble to He.'.1.dqu,.~rt1.n•s ml,v. 

CORRDJGT0N GILL 
DEPUTY DIRECTOR G;• F.R.AL 

FOR INANCE & \Il.INI ':'P..:.Trm 
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UNITED NATIONS 
RELIEF AND REHABILITATION 
ADMINISTRATION 

ADMINISTRATIVE ORDER !-X). 60 

15 I:ay 1945 

SUBJECT: UNRRA POLICY REGARDING ACCEPTANCE OF DECORATIONS 
OR OTHER HOIDRS BY UNRRA STAFF MEMBERS 

l. Members of the Administration are not allowed while employed 
by UNHRA. to accept decorations or other honors, whatever the form, from 
governments on account of services rendered, either by themselves per­
sonally or by the Administration, to such governments. Proposals to 
confer such decorations should be promptly doclined by the individual 
concerned. 

2. This doos not preclud0 staff members accepting honors intended 
as roward for services rondored prior to employment by tho Administration 
or for sorviccs having no connection with its work. 

3. This order applies to all UNRRA staff and shall b0 effective 
immediatoly • 

BY ORDER OF 'IHE DIRECTOR GENERAL 

453872 
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UNITED NATIONS ADMTIHSTRATIVE ORDER NO. 61 
RELIEF AI'D IlEHABILITATimr 
ADMINISTRATIO 18 l'ay 1945 

<2/;hltc o6tv avzbjt:Liz ~df< taava,i) 

SUBJECT: FUNCTIONS OF THE OFFICE OF COUNTRY MISSION AFFAIRS 

The Office of Country Mission Affairs created by the Director General's 
Order of 3 Way shall have the foJJ_owinc fuuctions: 

1. 

2 • 

3. 

4. 

6. 

?. 

8. 

9. 

Represent the country missions in the Headquarters orga'1ization without 
ass1.1ming any operatli.ng responsibilities. 

Review after dispatch, but onl->' ... or conformity to [;enerc1l policy and not 
.for clearance, all communications £:Oing to country mi::;sions. 

Receive or have made available to it, for informatic:ial purposes only, a 
copy of all communications from country missions and/or relating to specific 
eeqgraphic areas. 

dvise the Senior Deput,r Director General: and the Headq1iartcrs executive 
taff eneralJy on the status and developnent of country miosion activi­

ties and on general social and econcrnic condition:e; in arec:s of interest 
to UNRRA and act as the focal point at Headquarterf, for inf ormntion 
~ffecting country missions. 

dvise the bureaus, di vis ions and offices on current c:oncli tions :1.nd 
problems in individual areas and assist them as requested in the prepa­
ration and/ or rcviev; of operational progrruns for such areas. 

Provide or rointain as required liaison with the appropriate rcprcsenta­
tiv .. s and/or departments of member governments. 

Advise the Senior Deputy Director G .ncral in connection with his rospomd­
bility for liaison between Headquarters and the E.R.O. on all matters 
affecting country missions. 

Act as th, chann.l at Headquarters for tho handling of such country mission 
narrative reports and communications as may, from time to time be agreed 
upon between the Burcnu of Fin1.nce and Administraticn and the Office of 
Count?"J ission Affairs. 

Perf onn such other functions a.s are a.ssi ncd fr')nt timu to time by tho 
Office of the Senior Deputy Director General. 

3 O.ill'i.:R Qr.' THE DIRECTOR r,.J!J EflAL 

453972 
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• .di.chard Brown 
307 

21 • ey 194.'> 

'rOs All Bureau d Offio Heado 

Ji'R0:.11 Corrington Gill 
D p11ty Director Gonernl for the 
uroau o"? Fin 1oe an Administration 

:~U!=JJ.EC'.rt Appli a.tion o Adminiotrati ve Ord r Uo. Sl 

:3·u.ch . :1. tt ... rs ao ar exe:np ed f'rorn the pro­
vision of .. dministra ive Ordo Ilo. 61 by this mer.tornndum 
should e El.ken up, or routed, directly with the Fa.r 
· tern 1 i oion ·tm: u. 'il. t eou or Sorviceo • 



• 1 

14P~ 



• 

• 

• 

UNITED NATIONS ADMINISTRATIVE ORDER NO. 62 

11 June 1945 
RELIEF AND REHABILITATION 
ADMINISTRATION 

SUBJECT: EMPLOYMEJ\J"T OF WIVES IN UNRRA OFFICES 

1. PURPOSE: The purpose of this order is to state the 
policy of the Administration with respect to the employment of 
a husband and a wife on the staff of the same office located 
away from their home station, i.e., Headquarters, Regional Office, 
country mission, an office engaged in displaced persons operations, 
procurement office, or other office. 

2. STATE'ENT OF ?OLICY: 

a. A husband and wife may not be employed on the staff of 
the same office located away from their ~ome station 
except upon the formal determination by the head of that 
office or the Chief of Mission permitting employment ~f 
husbands and wives on the staff of the respective office 
or country mission. 

b. If the head of an office or the Chief of Mission has made 
a determination permitting husbands and wiveo to be assign-
ed to duty in the same mission or the same field office, 
a husband and wife may be assigned for duty in such mission 
or office only under the following conditions: 

(1) Each is employed solely on his own qualifications, 
irrespective of the employment of tpe othdr, and is 
the best qualified candidate available at the time 
of employment. 

(2) They shall not be employed in positions where one 
would supervise the work of the other, or be in a 
position to influence the promotion, advancement, 
assignment, or the granting of special privilege to 
the other, and shall not be employed in the same 
subordinate or anizational unit. 

(3) 1~nen employed for field assignment, both shall 
understand that the station to which each shall be 
assigned will be determined by the operational 
requirem~nts of the Administration and they shall 
be prepared to serve wherever assigned. 

c. A-husband and wife shall not be engaged for employment 
with the Administration if,~ a condition of their employ-
ment, they insist on working as a "team" 1ith respect to a 
particular functional activity, or request that they be 
assign~d to duty in the same area • 

3. APPLICABILITY: This order shall have general applicability. 

CORRIN'1TON GILL 
DEPUTY DIRECTOR GENE AL FOR FINA¥CE AND AD I. I TRATION 

454710 
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UNITED NATIONS ADMINISTRATIVE ORDER NO. 63 
RELIEF AND REHABILITATION 
A l)MINISTRA T ION 22 June 1945 Page 1 

SUBJECT: CL0THJ.NG ALLOWANCE FOR FIELD PERSONNEL 

1. PURPOSE: This order authorizes the issuance of a clothing allow­
ance to personnel assigned to field missions requiring special clothing 
and equipment for relief and rehabilitation operations. 

2. DEFINITION OF CLorHING AILONANCE: 
consist of: -

The clothing allowance shall 
... . :.. . 

a. A cash payment of $100.00 to ea field mission employee; 
This amount shall be used t ar the procurement of. specific 
items of clothing and equipm nt _considered essential. 

b. Items procured by the i stration for issuance to field 
mission personnel. V of these i terns shall not exceed 
~80.00 for each emp~~~,..,_, recruited through Headquarters and 
$100.00 for each em yee recruited through the European 
Regional Office r 'ield office. Employees purchasing these 
items will be n itled to reimbursement • 

3. .APPLICATION: ective 1 May 1945 this order applies to all per-
sons employed by .... ,~,,= ,,rho are or have been assigned to field missions re­
quiring special cl t ng and equipment for relief and ' rehabilitaticn opera-
tions. The Depu irector General for Finance and Administration · or the 
ERO Administ t·an s authorized to extend the application of this order 
to ernplo th s cial assignments. 

a. The authority to determine personnel eligible to receive 
(1) the cash payment only or (2) the cash pa~ent and items 
issued free to persons recruited through Headquarters shall 
be lodged in the Deputy Director General for Finance and 
Administration, or his nominee; and for persons recruited 
throu3h the ERO in the head of that office, or his nominee. 

5. DETEIWINATI0N OF FREE ISSUE ITEMS: The Deputy Director General 
for Finance ·and Administration is· authorized to determine the clothing and 
equiµnent items which shall be issued free to employees (2b). 

6. PROCEDURE FOR AU'IH0RIZATI0N FOR TH~ CLOTHING AJ.J,0T.'.fANCE FOR 
EMPLOYEES RECRUITED THROUGH I-IEAOOUARTERS: The Personnel and Training 
Di.vision will certify that the ernplo,vve-is eligible to receive the $100.00 
cash allowance, (2a) and will also prepare and give to him the necessary 

• authorization to enable him to obtain items of free issue (2b). 



UNRRA AmrrnISTRA'rIVE ORDER NO. 63 

22 June 1945 Page 2 

Cash allowance and free-issue items will be issued at date the ih­
dividual is alerted for overseas departure. Authorizations may be given 
at an ear]ier date when such action is felt to be necessary to insure 
proper preparation for departure. 

Prior to his departure overseas, the employee will be required to 
certify that he has secured the minimum. pre.scrib.o.d. r.equir.ements of cloth­
ing and cquiµncnt. 

If for any reason an employee does not· proceed· overseas after he has 
received a cash allowance and/or .free-i$Suo items, the Director of the 
Personnel and Train:L'1g Divis'ion ·,rl.11 d.atenninc the extent to which UNRRA 
should be reimbursed and advise the Accounts Division nccording].Jr. 

7. PROCEDURE FOR AUTHORIZATION FOR THE CLOTHil-TG ALLOWANCE FOR EMPLOYEES 
RECRUITED THROlGH ERO: ERO shall pre;scrilie the procedure to be followed 
in the issunnce of the clothing allowance for persons recruit0d through 
that office. ·1 

8. CL,'.D~3 FOR RETROACTIVE ALLOilANCES: ,Ul personnel employed by UNRRA 
as of 1 fay 1945 'Nho are or have be·en assigned to field missions roquiring 
spccio.l. clothing and cquiµnent ' for relief and rehabilitation operations in 
country mi~sions arc entitled to the cash clothing allowance of $100.00 less • 
deductions of amounts which nave been reimbursed to the individual by tho 
Administration for purchase of items · other than those v!hich have been de-
clared fr.;e-issue items. Any. individual claiming a cash allowance will be 
req · red to certify as follo·.•rs: "I certify that payment of this claim of 
_,_ will not cause •the. total refaibursement to me for clothing and equip-
ment, other than for frce--issuc 'items; to exceed. 100. 11 

Claims for retroactive allowance by employees stationed outside of 
their ho~e station may be approved by the Chiefs of Mission on the above 
ccrtificationr. and the office of recruitment shall be advised of the settle­
ment for post-audit revicu. 

Clairo~ received at Headquarters or ERO subsequent to 1 October 1945 
"r.i..11 ba disalio',md •. 

455082 

9. APPLICABILITY.: This order ho.s general applicability • 
.I. 

. , 

COR,.t?.INGTON GILL 
DEPUTY DIRECTOR GENERAL 

FOR FIN.lNCE AND ,'illHINISTR.\TICN 

• 
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UNITED NATIONS AO. UNISTRA TIVE ORDER NO. 64 
RELIEF AND REHABILITATION 
ADMINISTRATION 23 June 1945 Pa~e 1 

SUBJECT: COURIER SERV1CE Al\TD COMPLETE USE OF BAGGAGE ALLOV!ANCE 

1. PURPOSE: This order defines UNRRA's policy ·in respect to the 
carrying of letters, articles or other items for the Administration, 
member governments, or other organizations, by employees when traveling 
on official business; provides for the use of weight allowances for 
baggage made available by such employees; and prescribes the procedure 
for effecting such use. 

2. STATEMENT OF POLICY: 

a. Courier Service by an Employee. Under no circumstances 
shall an employee while traveling on official business 
act as a courier by carrying letters, parcels or other 
items for member governments, or other organizations, 
except as officially authorized by the Administration. 

b. Use of Baggage Allm'lance. It is desirable that any 
weight within the allowance for baggage of an UNRRA 
employee when tri:i.veling on official business which is 
not fully utilized by thv Hmployee be considered as 
available for the use of the Administration for the 
e~peditious tr11nsmittal of official communications 
or tho forwarding of parcels or other properties of 
the Administration. 

J. INTENT OF THE POLICY STATE!JE, T: 

The intent of this policy is: 

(1) To safeguard the privileges and imrnunitiGs accord-
ed by many govcrnm ·nts, by prohibiting Administration 
employees from rendering special s.,=;rvic s hcyond thll 
scope of our regular activities for any government, 
and 

(2) To most effectively utilize that portion of the 
weight allowance m;id~ availe-ble to the employuc 
traveling on official business, which he does not 
rl-quirc for his own purpose. 

4. PROCEDURF, FOR UTILIZ!\TION OF UNUSED ';EIGHT ! LLO ;JiNCES: In ordor 
to utilize most 1::ffectivtly that portion of the w~ight c.lL0wance made avail­
able by an employee traveler, tho following proc~durc v1ilJ be ndhvred to: 

a. At H~adquartcrs: 

(1) All offici&l communictltions to be sent ovorse~s 
by tr:veler shall be tr.:..nsmittcd to th8 Communica-
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tions Section of the Division of tdministrative 
Services, and that Section will clear when 
necessary with the Security Officer for C(;nsorship 
in conformance with military regul~tions and arrange 
for dispatch by a traveler when weight is a.vailable . 

(2) All parcels or items other than communications to be 
sent overseas by t'raveler ,shall be forwarded to the 
Procurement and Property Section of tho Division 
of :,dministrative Services · and that Section will, 
after clearance with the Security Officer for 
conformance with customs and military regulations, 
arrange for the dispatch· of such items.by tr8veler 
when weight is available. 

(3) \henever available weight allowancl.,s are ·to be 
used, the appropri~te sections named in the 
paragraphs above will transmit the request to 
the Traval Section, which ,ill designate the 
travder within whose weight , llowanc<::: tht1 communi­
cati.ons, parc8ls or othi;r it0ms may be included. · 

b. ,\t E.R.O. or Other Offices of the ;,dministration: 

(1) The head of the regional office or of othet offices 
of the .~dm.:ni3trc1tion will adopt .,uch int,:rnal 
procedures, applicable to their respective offices , 
~s may be requir~d to cffectu~te th0 policy set 
forth in this order . 

5. .\PPLICABILITY: This policy statement shall have g,.meral appli- · 
c.:bility. 

6. This order supersedes Gen<::rctl Bulletin No . 122 and any other 
orders or bulletins of prior date which inay be in conflict. 

455117 

CORRINGTON GILL 
DEnUTY DIRECT01 GENERAL 

FOR FIN,~ TCE :iND .r\DMINISTR,'.TION 

• 

' 
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Rl:LI~~F AI'D RE:1A ILIT,\TION 
A.D: ·rr:::sT lATION 28 June 19/+5 Page 1 

---- --- ··----- - -----------· . ·---------
Su"B,T'3CT: AIP.. ':.'IL.rSPO ,T co; 1 'PJ'D SERVICES 

- - ---- ------- --·. ---· 

1. PURF03E: This 01~der establishes the procedure for tl1e procurement 
and issuance of air travel tic!:etc and the documentation and shipment of 
material and .mpplies to ~,oints overseas served bs, the .Air Transport Com­
mand, hereinafter referred to as the ATC . 

2 , TERl'S ArD COJTDITIOI:S OF AG:1.r:'22 '.l'.T "'ITH THE AH. TRAESPORT CCl'.EAND : - -· ------------ ·--· 
a , n.eneral : 

(1) T'.10 acreement bet·.veen the Administration and the ATC 
provides for the use of ATC facilities by the Adninistra­
tion for both overseas passen~er tr~vel and shipments of 
matcrfo.l and su;iplies . 

(2) All invoices· ill be due and payable at Headquarter s 
office in U. S , dollars • 

(3) lT . S . ta~~ ~rill be inclucfod on all travel provided for 
TJN1m:.., ,mb,ject, hovrever, to an? waiver the Administration 
mciy nc.:;otiato ~-tlth tho Ti~easur~r Department of the United 
Sb.tes , L1 the evei.t of s1 .. ch waiver the !,TC , on presenta­
tion of .:i. ccrt:i.fied c opj' of such ·ai ver vlill i ve effect 
to its conditions ir 'oillin:; i'or service rendered , 

(4) ~.s a ;•u'.lrantoe fo:c tho payment of all o: li-;~2tions incurred 
for .:i.ir tr.:i.vel nnd air carf_;o service , the .• dministration 
has pl.'..~coa ,c,n initial der-io~it f ··200 , ·ioo ,ritt1 the :\.TC 
subject to rev~_ew and ad,justment at periodic irtcrvals . 
This deposit is held by tho ;,TC as UFIITT..'. Trust FU1.d To . 
2189.~:> . 

(5) The ar;reor.1e11t may be tern in3.terl , md any unused pa.rt 
of the c1cposit recovored, b~· the .'\.crninistration giving 
notice ,; tcrrrd.nation to the • '1C at loo.st seven months 
in :?.dvarice of sue\ . anttcipatcd termination date . 

b . . Passen,c·er Air Service : 

(1) Reci.ur•sts for air travel tickets will be honored by the 
personnel of the .\'l'C in all echelons .lhero the ,\dministra­
tion ho.s indicat1.;;d air travel service is no"H required • 
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3, 

(2) The ATC uill aut,horize its various Headquarters and 
comr. andin_: officers in other }Xlrts oi' th(; world to 
accept UNR1 'l transportation requests and provide appro­
priate facilities , 

(]) ; ir transpo:..·ta.t;.on will he billed at current tariff 
rates for th :irovon travel during oacl1 month . 

c . Ca.rP,o :,.ir Serv~_<;,£: 

(1) .'.ir cargo 1·lill be accepted for shipment upon receipt 
of the Co.r 0 o S1 ipncnt Requ~st, form· .',TC-PT-67 , Until 
this forrn has con,pletn distribution, air cnrgo will be 
accepted for shipment on lJropcrly authorized statements 
;,Titten on re lar utn.11..\ letterheads n.ncl bearing the 
sicn~turc of an arproving official . 

(2) In th0 ,;.'Lsencc o.f n schr~dule of rates , the office 
orig:iriating t!1c shipment shall secure the current rate 
on e· ch spocific shiprr.cnt for record p111·p0ses . The • 
value of the reouest vlill bv ntcrod on Fo:rr .TC- FT-67 ... 
b,• the ::re ev ,nuo Traffic Di vision at point of issuance . 

(J) S at r. cnts : .. :..11 be r ... ndored by the .~TC monthlJ to Hoad­
qu""rtors o ficc on all cargo shipncnts reaching their 
d st.in tion a"ld cov r ,d by the regular ::re Rev- nue Con­
si1m"e .~cc ptancc.: , 

.,D 'It'ISTT1 ·:rrvc: RESPa·s. 1TiITI2S .~r1) PR~ EJl RES : 
--· -- -=~;,;;:_=..;;__;_;;.;..;...;;..._ . 

a . Pac'scn"l;r .~ir Service : T'11.: responsibilities in cor;nection with 
T'a.sscn :ur .,.J.r-·c;crvic~ ar, .'.lssi·,:ncd to the Trav ;l S1.,ction of 
th"J .dJ in.istr.:itive Sc ... ·vic s Division at Headquarters or the 
appropri:it. uni:. in other offices responsible for the perfor­
mance of this function . 'rh; tl;rm "Travel Section 11 will herein-
fter r3fer to the 'fr-i.vcl ,:,::ction at r eadquartors or the appro­

priate un·t in other offi.cos . Thu docum nt:3 to be u:.wd and the 
procedur'1~ to .).._: follov1ed ar,; prescribed in tha following 
sections: 

(1) :ir Tr -~ortation Requests : .• ir trnv~l- tickets will be 
J.oSU d by t!1c .• TC, u. cupt as noted bclor, upon prGsonta­
tion of an :.il· T::.·anspo1·tn.tion Rcqu:.st, For, ,'.D-42 , properly 
e:>.cc tcd by · uthorizcd issuine of fleer of thn . dministra-
tion . T ... head of the Travel S ction shall d sj gnate the 
ofi'ic r or o"fice1·s v,110 shall ex cute such requests . A • 
scp rate roqu st will bo r1;qnir"d for each tr vcler served 
or tic:-:cd procur d . .' .. s a temporary measure , p.:mding full 
distribution of r, rnlar air transpo:i:-tation request: forms 

- .. 



.. - ... . 

-

(2) 

• 

Am~IFISTRATIVE ORDER ro . 65 

23 June 1945 ___ P_a_.~_, e__l_ 

AD- 42, ;~TC vrill accept r equests for transportation when 
on UNP.HA lette1·heads and authorized by the designated 
officer or officers . 

Copies oJ: all air travel documents shall be forwarded 
immediately followini:s issuance to Fcad,1Uarters - Accounts 
Division, ·-;nDhington, D. C. The Air Transportation 
RequAsts uiJ.l be issued in all instances in an original 
and two co_?ies , Their distribution Hill be as follows: 

Or.LgjJ1al to the traveler for surrender to the 
approrriate local re~resentative ~f the ATC 
who ~rill enter the value thereon :nd forward 
to .\TC, Jevenue Traffic Division, New York . 
ATC i"ev.r Yer'.: O,.fice ~,ill submit t!-1is original, 
after audit , to !-1.ccounts DivL,ion in supl)ort 
of stat3ment rendered , 

Duplicate copy will be dispatched ir .. T.ediately 
b,:· TJI-'.'ill.A issuing office to Headquarters Office , 
.\ccrmnts Divi:Jion . 

Tripl:i.cate cop_ir will be retained by office is­
sui113: transportation request . 

The ATC officer, vhen issuin[.7 transportation, 1vill deliver 
to the tr::weler a 11 nevenue Ticket" and 11 Fasserger Re­
ceipt;i Fenn :~TC-P'?- 41 \. The traveler vri.11 surrender the 
Revenue Ticket to the '.TC f]j__,~ht 0.1.'ficf..r and .forward the 
R.eceipt to Hcadquc?.rtors Office , :,ccounts Division, innnedi­
aLely upon completion of his jourrio✓· • 

Ticket !i,cturns: ",'hen a fli -ht' has not been 1:1ade as 
schuduled-;_".Ilc~ the traveler, is obli_;ed to return the ticket 
wms;:id to ~he Travel S::;ction , a re turn ticket receipt Hill 
be icsucd by the desi__,1T1ated offic• r in qut1.druplicate and 
distri1)ut0d c:>.s J~ollov:s : 

'J\10 coi,ies to Accounts Division, Hcadqu.:1rters 

1'ne CO?Y to Travel .Section, 

:Cot1rth Co·.),,- to the travole1~ in receint for the - .. 
returned ticket . 

'ricket Cancell.3.tions : ~·.'hon it becomes necessary to return 
an unut,ed ticLet to the ATC for cancellation and credit 
acaiust ·the or'i~inal purchace , U-18 Trn.vel Section, in the 
event the ticket, cannot be r eissued, will innnediately 
arra.'1ze for t.he canc0llation and prepn.re a ticket Distri­
bution , Form FI-65 , in original and two copies to cover 
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the return of the ticket to the .\TC for credit. 

The original and one copy of the form, with the ticket 
attached, shall be forwarded immediately to the Accounts 
Division at Hnadquarters . Cne cop~,. shall be hold in the 
issuin-s Trc.vel Section for completion of the records of 
tltJ.t section . 

b. Cargo ,\ir Service: 

(1) The responsibilities in connection with the Cart30 .\ir 
Service, m·cept o.s not, ·d in Section h, are assigned to 
the Ocean Shippin:" r,r1.11ch of the Durcau of Supply at 
Hcadqu(~rters or the appropriat8 unit in other offices 
rcs1)on;;iblc for the r:,orformance of th:i s function. 

(2) The Ocean Shi:'pin3 Brarch at Fcadqt'.arters shall be re­
sponsible for asser'1bli11~, approvin~ and forwarding to 
the ,'LCCOlmts Division 3.t f-i 1.dquarters all necessary ac­
countin,. documents appertaining to all :.TC care;o shipments, 
VFhercvcr ori.._;irn.1.ti11r. It will nlso be the responsibility 
of the C1cc:i.n .Shippin.c: Branch at Hc.:idquarters to expedite 
J.J 1 such clocurnrmts for prompt audit and payment by the ~ 
Accounts Divi[;ion nt H0adquarters . W 

(3) The procedure Low in effect for ocean sterunship cargoes 
will, in gencr;,.l, be .:~pplicd to air cnrgo shipments, 
cxc,Jpt for tLo follo;¥"lng variations: 

(a) D2}J__y£ry_J~'.c_o:tPt,s : ··t the time of makin:: delivery 
to t,he .'i.'l'C air c=:i.rgo terminal the forwarding official 
will instruct, the !~TO to charee the air transporta- · 
tion co0ts to UNR.RA I s deposit, Trust F0 md No . 218922, 
and will secure a r:ccc.ipt frorr. ~\TC for the delivery 
to it.,. The raceipt shall b0 dispatched immediately 
to IIoadquarters office, Ocean Shipping BrEmch, to be 
relayed to tho :.ccounts Division Headquarters before 
the clor;e of tho cur:rent month. 

(b) dC Final Docu1cnts: In order to secure reimbursement 
for the trn.nspo1~tation costs of ::i.ir cargo, the ATC 
will biJ_l mJ 'R:~ for all shipr.1,mts fully cL:ared to 
the end of each month, sunporting their statement by: 
(i) the originJ.l Cargo ShipmGnt Request, Form .~TC­
PT-6?; (ii) copy of the ATC Revenue Airvm.~· bill issued 
by the .. TC station accepting shipment; and (iii) the 
orir,in.:i..l of the .'\.TC Revenue Consignee .~cceptance, 
Forr, ::i'C-IJ':'-95E, as evidence of delivery. • 

4. BAGGAGE SHIPr •,UT BY .IR: ' rh1::. n in the opinion of the Chief of the 
Procurement and Propert,,, .Sect.ion , :,clministrativc Services Division, or the 
appropriate unit in other officeLJ responsible for performance of this function, 
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an overseas shipment of administrative supplies can be disi·:atchc:c1 n ore 
advantageously as added ba~t:;a[',C for one or more travelers makin,3 the trip, 
rn.ther than ns air cargo, it shl'.11 be the duty of the Travel Section to 
make arrangements with the travoler and 11ri. th the .\TC for the clearance of 
the extra shipment as accompanied baggage. 

The overseas of ficc or mir,sion sha 11 be notified of any shiµncni:, dis­
patched as ba'.jgage in this mn.nner~ The forwarding office shall aho notif'~, 
tho Audit Unit, ,\ccount.s Division, at lfoadqu.arters concerrdne the extra 
weight all01rancos and charr:es, if 3Il.Y, authorized to cover tho added ba13c;ag0 
weight . 

5. :.PPLIC!~BILITY: This order shall have general applicability. 

55280 

cor.ru:.TGTor GILL 
DEFUTY DIR.ECTO,~ GE!- i•;R.\L 

FOll FIN.'JJCE '.1''D \rn.IIIHS'l'R..TtOli 
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UNITED NA'.i'IONS LDMINISTRLTI7E ORD::IB NO. 66 
RJ;LI:zF .A:JD P.:liABILITLTION 
i'J)l.=INISTJI.TION 28 June 1945 Page 1 

SUBJECT : UNRR.'. POLICY ON EXT'~ING TlLINUJG ;..ssrsT~·~NCE 
i.i·'D r:_CILITI:::.S TO ME.IBER i:;-.:.TIONS 

1. PU~SE : This o:::-der states the policy of the _·_ar1inistration wi th 
respect to oxtendinc tro.inin;:; assistance and facilities to manbcr nations. 

2 . POLICY: It shall be tho policy of the 1,dministration v;i thin 
tho authori ti'os veotud in it by Council Resolutions to grant rec~uests re­
ceived from mombGr i:ovcr11P.10nts for assistance in providing tL-chnico.l 
exports f'or traininc or assistinG in txaining in those technical fi,Jlds 
closuly alli d to TJNRR. 1 s procram of rolir.;f and rehabilitation such us 
h1..-Gl th, ,;elf arc, , rn ricul tu:cc and industrial rc:habili tut ion, provided that: 

a . ,.'i th r:,spoct to furnishing tuchnical experts and training 
facilities to tho member governments such assistance at 
UNTIRl. 1 s expL-nsc will be confin,.;cl to: {l) libore.t.:..d recipient 
countries not in a position to pay for rcliof nnd l'ehab ili­
tr.. tion supplies and services with suitable for::ign exch2cngv ; 
(2) tvchnical aspects of relief and rohabilitation con­
sistc,nt .:ith lilil ... 'l..·_ , s authorizGd program and which '.dll 
bc1Lfi t tllc .,ovt,rILrncnt ' s nnd/or Ul'JRit.:'~ ' s c...fl'orts in those 
fields in a rcn::ionnble pe,riod of ti!? o and which in no 7iso 
eppcar to suppL..:mcnt or co"!lpcto ·,:i th the cstublis hod educa­
tional facilities of ·a country. 

c3uch training exports o.ro to bo rccrui tcd, [i von rcquir...,d 
oricntrtion, transportation by UN.Hill. , to opcruto cs pnrt of 
an lJr1.,.: ... nissio:i stc.ff or bo d..,tailcd to tho member government 
i'or such n.::isir:nmcnts as .:ill be r.mtuclly ngrccd upon bot\Jocn 
UIC~;_:_ c.nd the 1•..,op ,ctivc member :ovcr111u.ent . During such 
dctcil"', t chniccl personnel •.Jill he edministrntivcly 
r":::ipor ... ..,i'· L to the I!isi.Jion Chi..)f, ordin· rily throu .h tho 
~pprop •if'tc.. t ,c' ,nicnl r_,prcscntrti ve on tho st, . .ff of tho 
i,iission ; they ~,ill be fully rusponsiblo to the government 
for c.11 tc,chnicnl :.nd oporr-.tionr 1 t:Lssigm11ents includins do.y 
b~{ clr.y supervision . 

b. Such .ssiotr.nco muy like•.rise be provided to countries in n 
posit ion to pry for :r .... li cf .nd rdu. b ili tr.t ion ouppli ~s nnd 
scrvicvs i, i th SLli tc.blc foreign exchc.nre , provided thc.t 
ncc~n:,:-.r:r r.rrn ~cc.m-:.nts r.re ncrocd to b1.,t•.-:oon tho .'.dm.inistrc.­
tior. end tho .. -0vcrrunvnto \,ith respect to tho gov rnmcnt•s 
bcnrinc the expense incurred • 
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c. :i th rcfc.roncc to tho furnishing of trr.ining opportur.i tics 
to tcch;-d eel cx:c)crts of the moY'lbor 2ovcrrnncnts , the ,;_d ­
ministrc.·tion ·::ill provide 11 i'cllo·,;sL.ips11 c.t UIP.R.'. ' s o:r.:pcnsc 
to ~x_pcrta for i'urtr.cr tr~ining i11 tl10so tccli::1.i cnl fi olds 
clo,wly o.llicd to t c e:·ovcr:runcnt I s r.nd/or 'tHlP.It. ' s be.sic 
prof,Tnns of rclie,f r::id rohnbilitdion , such ~s , for--:xcri1pl0 , 
Lc~' l th , .cl::·:rc , ec_,riculturc:.l roh:i.biliktion, otc . 

Such "follo·,;:3'1ips11 dll usu~lly represent cost of trr:ns­
port".tio~ , rw..intoJ1::nco end tuition, to 'oo gro.ntc.d to those 
toclmicLl exports solcct'-'d by r.iutucl o.srocmcnt bot· . ._:on un:::·:RL 
end tl e; rcs:;iucti ·fc member government [.nd to be trnim,d in such 
tochnicc.l fields c.nd r.t such pl ~.cos r.s mry bL, joirtly nf-rood 
to by tho govcrr:munts nd U!-JR::L . L1 sclcctinJ c·:ndidetcs 
..,-,,_,ry ·.ti;c!l'lpt .. ill bu me.do to choose those por.:Jons .:ho dll 
g i ve r.ss111"'.ncu of roturr:.ina to th0ir countrh.a c.nd to .. ork in 
the fi · lcs of ~·clicl' nnd r~hPbilitr.tion ,:hich fo'r:racd the 
obj.::ct of their studios . 'l'cchni c r.l " f .... llo,.shins 11 -.:ill be 
[\Yr.il: blc to rc.cj_pim.t couutrios not in o position. to pny 
f r 1·cliuf and rch~bili trtion suppli0s end scrYicus d th 
S 1li t· bl J .:'orcii-c!l o::~chr nr v lll on roq_ue,st in rnmib0rc consistent 
1:i th thv roco_gr.izcd needs of tLc request in · cour.try nnd tho 
b 1dgctc.ry li~.1 t::. t ions of U:[i--ffi._ . Tho plr.nnin~ c1d supvrvis ion 
of fcllo.,ships .:ill bL, a rvsponsibili ty oi' thu ''.pproprinto 
orc-,nizr:tio~ul unit. 

3 . 1.PPLIC • .BILIT'l : This order shnll hr-.vo go~0r.l r:p )licnbili ty. 

CORilIITGTOlT GILL 
DEPT_TT'! DECC'IDrt GEFER.1...L 

FOR liT';JTCE .am L.11:II:JIST?..:~TION 

• 

• 
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UNITED NATIONS 
RELIEF AND REHABILITATION 
ADr.HNISTRATION 

ADMINISTRATIVE ORDER NO . 67 

10 July 19h5 

SUBJECT : TRANSFER OF FAR EASTERN DIVISION 

1, In my me.r.io of 3 . ay set ting forth certain organizational 

changes , I stated under III- e , "The Far Eastern Division will for 

the time being be in the Bureau of Services . " The situation has 

now been reviewed and effective at once this division will be 

made a part of the Office of the Senior Deputy Director General , 

in recognition of the fact that its functions are of a coordinating 

charc:.ctcr relating to the several bureaus and offices at Hen.d­

quarters, 

2. APPLICABILITY : This order shall be applicable to Head­

quarters only , 

By Order of the DirGctor zeneral 

455612 
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tfl'ITED NATIO JS A™INISTR'.TIVE ORDER NO. 68 
RELIEF APD R,-q;HABILITATION 

illJ~ISTR:' .. TION 11 ,July 1945 Page 1 

SUBtTECT: cm TROL OF RECRUITI{ENT FOR EUROPEAN nEGION 

1. p;:"::_::;E: The purpose of this order is to prescribe a procedure 
·in accc,r,°!::i!l~<:l with the directive of the Director General of 3 hlay 1945 
effectively to centralize and control recruitment at Headquarters of 
personnel for as3~.gnment to the European Regional Office o:..~ to missions 
n.nd offices reporting to E.R.O. 

2. PP.OfEDURE: The follow:ing procedure shall be adhered to in all 
ca. es: 

455682 

a. ~To recruitment of personnel for appointment to a position 
in the E.R.O. or a ndssion or offices reporting to the 
Re ional O.:'fice shall be w1dertaken by any organizational 
unit at Headquarters except at the specific request of E.R.O. 
for the assistance of Headquarters. 

b. .Ul requests shall be immediately routed to the Personnel 
and Training Division. 

c. The Personnel and Training Division shall, in consultation 
with the appropriate bureau or other office at Headquarters, 
recruit such personno l and shall further process all such 
personnel actions. 

d. All communications from Headquarters concerning recruitment, 
selection :ind appointrrent of such pcrsonnJl shall be initia­
t"d or cleared by the Personnel and Training Division and 
directed to the Personnel Division at E.R.O. 

e. Upon the appointment of a person recruited in response to 
a request from E.R.O., the Personnel and Training Division 
shnll immediately notify the European Regional Office and 
transmit a Form P-3 to that office. 

3. APPLIC:J31L1!!: This order is applicable to Headquarters only. 

CORRINGTOO GIIL 
DEPUTY DIREC'I'GR G'El'JERAL 

FOR Fil!.\NCE & AilH1HS'l'ILTIOO 
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UNITED I~ATIONS 
RELIEF AND REHABILITATION 
Am 'INISTRA1'IO! 1 August 194 

STJDJZCT: SHIP,YIBI' T OF SUPPLIES OTHER TH.Jr TII OS7 

!,.DI'.:[iJIS'f'B.ATION 1 3 Pncxm.u. TO COUNTnn:s 
Fir 'u, CIAL A$SI3 TAl!CE 

J • PURP08E: The r,urpose of this order iG to otate the polic_y· of the 
Atl.rrin-Lstra.tfoow..i.th l'csp0ct to the sbiy:m,3nt of suppli13,., ocher th.:.. n those 
iucluded in the lJNRTU, program to countries requir.bg its i'inancie.l assiGt­
a.nce; and to asDicn respon~1ibilities for effectuating this policJr at the 
scvcrn.l of.fices o: the ;\dm.:i.niotration. 

2. ST,'..TEr~nT OF POLICY: 

a. Gen£!_'al: Tlie .~dministration recognizes that governments a. d 
national authoritic.; of liberat'3d are:is requiring t.n!RHA I o 
fi..•v:i.ncial a3sistance m1ist, u .. ,in~ other fin.:.:i.11cial resource:.;, 
import additior.al r0liof a.i1d reh .bilitntion supplLs nnd 
reconstruction anrl ebsential goods which do not. come vvithin 
the scope of 1J1'.H.RA 1s rel:i.ef and rehabilitation progr31n • 
Reco nizfr16 that itn a:;sistance is transitor,y and tl at steps 
towards the rosur,1ption of normal trade ohould be ancoura ~c,d 
as ar i.'.S pos::;ible, l!Nru desires to cooperate aD f a:r as it is 
ablrl to that end. When8ver rcquest,,.·d by the government or 
national autllorit,y, Lhe Adninistration is prepared to facili­
tate the :import of' such essential ~oods in accordance wit.h 
the provi..:;j one of this order. 

b. r.,h.i pncnts WiJ,!lin Occc n .Shipping Allocaticns to UNRRA for U.s 
Prorrr:un: With1J1 the ocear shipping allocations requosterl 

b?UtIRHi i'or its relief and roh<1.bilitntion pro.;, a.'11, the Ad­
ministration will accept for shiµnont th; essential goods 
ref .,rred to .i.n p.3.raGraph (a) onl,v if they cun be ship~d a3 
fiD_or cargo on v s.:;el.:, carrying UNR.RA rvlie.f and rehn.bllita­
tion suµplic.:-;, er if the -ovemmcnt in a 0 rcement with the 
UNRRA ntisoion, pl.nces so high a priority on these zocrls bhat 
:tt is prepared to fore ,o the shiµnent of cquivr1lent tonr,n.r" 
of UHRHA rcli•Jf nnd roh~lbilitation suppl; co . In accepting 
nhipuents undor these conditions, the J'.d.m.inistration will do 
so provj_dcd .U, has 1 eel v~d proof of the de sir.., of the eovc:m­
mcn t to import t.hc goods, and of the wlllin nesa of the 
supplyJng cou.'1trios to export. thoso goals cu1d provided appro­
pdate f.innnc:i.al arr.:uwen:cllts have been rndo with Uc Ad.minis­
tration concerning any cxpences thn.t r .a;J be involved • 
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c . .Shinments Not Included in Ocean Shlppj.n_g j\:i.;t.oc_ations to 
UI~R..~.ll. for Its P~ogram: With respect to requests for allo­
cations o.:": S!li~)ping other than TJNRFJ1. requests for it,s pro­
grai11, it 1:mot be recognized that the United Haritime 
Authority, which controls the allocation of the shipping 
facilities included in the United Nations shipping pool, 
presently requires that ooe consolidated program. for a 
giv0n countr~r of destination be rresented to it by one 
agreed agency . In the event that the :sovernment of the 
country requiring UNRRA. 1 s financial ass.is t,a.nce names ummA 
as that agency, the Adrninist ration undertakes to submit to 
the United Maritime Authority a consolidated request for 
shippinis • Such request will include the government 1s re­
quests for shiµnent of supplies other than those included 
in mrn.n.A 1s program, with th8 understanding that all shipping 
arrangements covering cargo beyond that included ·.mder para­
graph b will be ma.do by the importine govern11ent except as 
ma,? be oxpres.::;ly airecd between the importine government ru1d 
TJNRRA . 

3. ACS~QD'Eln OF R ,SPONSIBILITY: 

a . At HendguarterD : !1.t Headquarters, the rcspcnsibility for 
devjsin~ appropriate procedures , suitahle in each instance , 
to effectuate 1.:.!lis policy fa assigned to the Bureau cf .Supply . 

b . At thP 'Sl!..r~~ Jl~iona.l Offi~c : !,t the European Regional 
Oi'ficJ, tbe resnonsibility for dGvis:iJ g appropriate procedures , 
r.mit'.lble in each instance , to effectuate th:Ls policy shall 
be a:.rnignod to the appropriate or,:;a.niza4~ional unit in the 
European Regional Office de.Jignat0d by the head of thll.c of­
fice. 

c . In a Country Ei.r-~ion: In each country .:nission, the responsi­
bility for devioing appropriate procedures, suitable in each 
instance, to effectuate this policy shall be assifµed to the 
appropriate ori-;anization.'.11 unit il. the 1.'J.ssion designated by 
tl1c Cl1ief of the 1.rit:,sion . 

4. APPLIC}· ILIT'I: This order shall h:i.vc general applicabiJ..i.ty . 

COlt1JJ-JC'rTOJ•: GIJ,L 
DEPU'IY DI?.EC'mR GENER.,\I, 

FOR FIN.\NCE 1\ND iUJMJNLSTR..TION 

• 

• 
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'JNITFJ) NATIONS ADMJNISTRATIVE ORDER NO. 70 
R.ELIBF AND REHABILITATION 
ADJ,ITNLSTP..A'l:'ION 3 August 1945 Page 1 

SllBJZCT: HEALQUA..-qTERS PROCEDURE FOR FIELD PEPJ30NNEL HETURNED FOR 
REASSIGNMENT, TEHl!INATI0N OR COMPENSATION STATUS 

---------------------------- ---------
1. PURPOSE: This order prescribes the procedures to· be followed at 

Headquarte1·s with respect to field personnel returned either directly or 
through the supervisory office by a Chief of Mission for reass.i.O1m mt, 
termination, or compensation status, and provides for review of cu•ios which 
require special consideration, including qnestions of compensation status 
under Administrative Order No . 22 ; :Lt supplements Administrative Order 
No . 55, dealing with termination of appointments and transfer for reassign-
~~ . I 

2 . INFOID,:ATI0N RID..UIRED FROM COUNTRY M.1SSI ONS : The Chief of Mission , 
under Administrative Order No . 55; is required to secure prior instruct:fims • 
b,y the supervisor,v office before a field employee may be returned to his 

home station for reassignment , termination, or compensation status . In 
every case (reassignment , termirrn.tion, compensation status) the Chief of 
Mission is required to furnish the following information to Headquarters: 

a . By cable that the employee is being returned , the reasons 
the ref or, and the a Jproximate date of arrival. 

b . By airgram any confidential information in regard to the 
reasons for his return, the record of any appeal from a 
termination action , employees ' work record and an evalua­
tior. of his perfonnancc in the field . 

c . With the employee and also by airgram all other informa­
tion necessary for final finar1cial settlement, (including 
infonnation relating to any possible claim for compensa­

tion under Administrative Order No . 22) reassi6nment , or 
completion of termination action , including certification 
concerning personal accountability of employee for UNRRA 
property. (See .~dministrative 0rdtr No . 55 for detailed 
instructions to Chiefs of Mission) . 

3. N0Tir,E OF RE'rURN : The Personnel Services Branch of the Di vi~::ion 
of Personnel and Training will receive all notices of return of field 
employees to Headquarters for r~}assignment , termination or compensation 
status . Each bure,au or office shall advise tho Pers amel Services Branch 
concerning the return of field employees . ' · This Branch shall be responsible 
for obtainin,s expeditious deterrnino.tion of thq action to be taken v.d.th 
respect to the r0tum of the employee . It will be responsible for notifying 
the appropriate supervisory office of any Headquarters decisions in connec­
tion with the return or reassignment of a field employe e to the same I-1ission . 
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4. EXPEDITIOUS HANDL !G OF Fw.'t'URNED FIELD PERSC1,JNEL: Upon arrival 
in \' r,.:,l1ington thefield employee will report direc'~ly to t,he Personnel 
Servic s Branch . The -:1.ppropriate organi'?.atirna.l unit concerned will so 
direct the employee if he first reports to his bureau or c.,ff ice . Every 
effort shall be mad~ to expedite tcnnination, reassignment, or compensa­
tion status. Except under most nnus11al conditions such detenn.ination 
should. be rc.1ched within 6 working days . The Personnel Services Branch 
shall, durin~ the above mcntj_oned six-day pc>.riod, dotorminc t.he probable 
ma.x:i.J11ur1 duration of the nececsary waiting period . Until a dctermii.1ation 
wit 1 r ,.~poet to reassignment or determirn1.tion is reri.chcd each employee 
who clocs not actually maintain an available residence in Washington or its 
suburhs vrill bo paid in lieu of subsd.stence 311d living expense a per diem 
of '6, )0 p3r day . Upon determination that the employee is to be tcrrninat, rl , 
he sh~ll be given the advance notice a.s prescribed in Article VII, Sccticn 
7, po.i-agraph 5 of Administrative Order No. 47. 

5. TEG'OR'i.RY ASSIG TS: When it is determined that a returned field 
employve will be assigned to temporary duty at Headquarters, a personnel 
actic~ creatjng a temporary position and transfcrrine the employee to the 
Hoadqun.rters staff wiD. be made . The Form P-2 trllTlsfeITing the field 
anployec will be initiated by the appropriate bur0au or office for initia- I 
ting a.rid approving sign ture. The Personnel Services Branch shall assist , 
if necessary, in eXJ:~diting the required acticn . 

6. RESPO SIBILITY OF .HEUX).UARTERS : The following functions will be 
perf ormcd by s po cified !-Ieadquarters organizational UJ1its: 

a. The Returned Field Personnel Sectic:n of the ~Personnel 
Services Branch shall: 

(1) Conduct the initial interview with employee . 

(2) Instruct employee concerning othc>r interviews 
and acticn required to complete the necessary 
personnel action l!Ild to effect final settlement 
of ace Cl.U'ts . In all cases tho employee will be 
referred for interview to tho appropriate bureau 
or offi~e . 

(J) ~dvisc the appropriate bureau or office of the 
evaluation of tho employee; obtain front the 
appropriate bureau or office, nnd when necessa.:ey 
front the Utilizaticn Section of the branch, its 
rcccmnendaticn with respect to reassigrunont or 
termination; and review the proposed action for 
conformity to UNRllif personnel policies . I 
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(4) l\.rr3!1ge a schedule for reporting to appropriate 
UNRRA officials by employee concerning phases of 
field operations in which he was engaged . 

(5) Furnish the Account3 Division the required infor­
mation with respect to payment of return traris­
portation expenses . 

(6) Arrange for a complete medical cx~minatian by tho 
Health Division and direct en.ch employee to report 
for such medical examination and follow up on such 
directions and arrancemcnts. 

(7) Arrange for consultation with the Insurnnce and 
CJ.aims Section whenever theN is a question of a 
claim under Administrative Order No . 22 and furnish 
Insurance and Claims SGction information relating 
to ,my possible claim under Administrative Order 
No . 22 . 

(8) Maintain attendance records, ini ti::i.te and c.pprovc 
loavc roquost forms while employ0e is unassigned 
until disposition, including transfer to tempornry 
or pcrm.."tnent HE.iadqu1.rters lino, hn.~ boon IIk.1.dc. 

b . Tho Utiliz1.tian Section of the Personnel .Services Brar.ch slnll: 

(1) Upon referral, interview, urr"nge add:it ion".l intervie1'fs 
by other nppropriate org,"l.nizatiannl 1mit, ~nd G.dvise 
on any necessary action on o.11 returned field :personnel 
considered for reassignment in a un:~t other thc.n that 
to which alre~dy assigned. 

c . The appropriate bureau or office concerned shall: 

(1) J.nitiatc rccommcnd1.tions for reassignment, including 
temporary assignment :J.t Heo.dqunrtc1·s in its field of 
activity or for tonnin,1.tion of servicos e:.nd initiate 
the appropriate Form P-2 for such ~ction . The Returned 
Field Personnel Section may, when required, ~ssist in 
the prcpnrntion of the Form P-2. 

d . The Administr,'.l.tive Services Division of the Bureau of Finn.nee 
end Administration shall: 

(1) Seci.1r0 from tho employee his Ccrtifice..tc of Identity, 
r eceipting therefor. 
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(2) Dctonnine outst,anding property charged to tho employee, 
as certified by the mission or field office, and cs 
recorded at Headquarters. 

(3) Receive nll property , receipting therefor" 

(4) Dotcrrrdnc dcgr0e of employee responsibility for 
property not accounted for. 

(5) Certify status of personrtl property account . 

e. The Accounts Division, Bureau of Finnnce and .\dministra­
tion shall: 

(1) Determine and mD.ke p,::.Jments of J.Illount due employee 
upon receipt of: 

(a) Form FI-23, showing 1.1.st payments for snlary, 
living and quarters allowance, unp.:iid ndvc.nces, 
and balMces of annu~l and sick laavc. 

(b) Chock list bGaring cll endorsements . 

(c) Recornmenda.tion by Returned Field Personnel 
Section re p:wmcnt of tra.nsportntion for employee . 

(d) Fann P-3, Notific:1.tion of Personnel Actioa. 

(2) Mako fint1,l payment to o:mploy,..30, including accrued 
Mnual le[l.vc, Provident Fund payments and ~u.l othor 
payments duo in accordance with tho conditions of 
termination. 

f. The Insurance and Claims Section, Bureau of Finance and 
Administration, shall: 

(1) Detcrrainc mutters of compensation under Administra­
tive Order No . 22 . 

(2) Arr.:inge for review by the Apperu.s Cormrittee provided 
b,y Administrative Order No. 22 for any coses in which 
tho employee c.ppcnls the deciGion as to corn.JX:msation 
benefits to which he is entitled under AdministrGtivc 
Order No . 22.; 

I 

I 

I 
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g. The Health Division shall: 

(1) Be responsible for providing a medical examination 
ef each field employee reporting for that purpose 
at the direction of the Returned Field Personnel 
Section. 

(2) Advise the Returned Field Personnel Section as to 
whebher the employee shall be placed. on sick leave 
or terminated because of his health. 

(3) Furnish the Insurance and Claims Section all medical 
information which may affect a determination under 
Aam.inistrative Order No. 22. 

(4) Arrange for follow-up medical examination when re­
quested by the Insurance and Cla:i..rns Section. 

(5) In consultation vrlth the Returned Field Personnel 
Section, arrange when necessary for the meeting, 

• escorting, hospitalization, or other medical treat­
ment of sick retnrning field personnel. 

(6) Act as the UNRRA medium of communication ".'lith 
military hospitals in this country concerning UNP.R.A 
patients hospitalized in them. 

(7) Arrange when necessary for the transfer of such 
patients from a milita~' hospital to a non-military 
hospital or to othor appropriate place. 

7. RESPONSIBILITY FOR CLE.\R.'\frCE OF ;tt:>P};:/\,JS: It is the responsibility 
of the Director of the Division of Personnel and Training to coordinate all 
infonnation with respect to the tennination or reassignment of persons 
returning from overseas . In performance of this function the views of the 
heads of the bureaus and offices involved shall be given primary considera­
tion . 

If there is disagreement with respect to the action to be taken either 
on tho part of the bureaus or offices e.ffected or tho Division of Personnul 
and Training, it will bo tho responsibility of the Director of Personnel 
arid Training to summarize all of the facts involved and to present the 
material with all recommendations to the Deputy Director General o-r the 
Bureau of Finance and Administration, whose decision in this matter shall 
be final. 

8. APPLICABILITY: This Order is applicn.ble to Headquarters only• 

CORRilmroN GILL 
DEPUTY DIRECTOR GENER.\L 

FOR FIN.\NCE AND .U]HNISTRATION 

456533 
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PJ~LIBF Ai'iD r.EHADTI ITA'l'I'T 
IDUNIST::-i.ATia:'1 21 August 1945 , . Page 1 

SUBJECT : PE}1ULATIOi-:S rovl•'.i.tD1G REIVi~U.RDE!:-ENT OF F,X::'ENSES AiID TTIE 
USCi: ·OF PETTY CASH FUND 

1. ~Ul~: The purpo::;e of thir:1 order is to set forth the regulations 
;;overnil1r, the type of pa:'lnents and reimbursements that may be mane at Head­
quarters from tl1e Ad.ministration 1 .., petty cash fund , the method of clairrdng 
reimbursem=mt .for payment frorn the fund, and other uses . 

2. AYOU1'JT OF I-'TJND : The a.rr.ount of the Administration's petty cash 
fund will be fj_11;:od by the Jirector of Financ~ . 

3. ITEl :s OF E?P:-,],Tc_;~ ·~ncH !- -_w BE RPI MBURSBD FR(]-- 'i'HE FUl'JT): Chly. 
expenditureswhicb ~-t would be impractic·i.blo t,o voucher under the rec;ular 
procurin:5 c.ml disbursing procedures b ,cause of their 'c.,.fpe , si ~e or 
emergency character nw.:r be .m.:: .. de from the petty CA.sh fund, i.e., 

a . Tro~ic,.1.b fares (r;;Pe lin1itation: ir. b . 1J.3l.ow) local buo 
arid street car Ce.res , local telephone caJJ.s, post1.go 
:for m,-:1iling ai'tc r mailroom is clo_,,,,d, posta[{C c1ue, 
registered r.nil charges, ex~res~, chargr,s on pa.cka,;es 
rec1Jiv0d 11 Collect 11 , inci' .. ntal bills for ca.rtago, 
em01·gGncy travel advance: , errer:~cncy purchaocs of 
admfriistrativo supp:, .. ies and equipment not. to cxce0d 
4>10 (in accorda1ce -with G ncral Bullotin I•:o . 99), and 
sundry sroail i te1:,s of similm· charac t,• r. 

b . '1'he us,:; of ta:~icats when otht.Jr convcJ4J1 COG arc avail­
·ahle n1u'.:t be ,iustiffori and ~,he subm:1..ss.ion of the petty 
cash vouchGr ;',U,Gsl;;a to that f1.ct. No rei1·•1burscm0nt 
,·rill be r•aC:.c 'or ta;;dco.b expens ~s ':Jy tra.:i_w..:e::J [;raveling 

· from H<.mdquar::.crs to the Training Ccnl;cr excey t upon 
wri:.tE:n c rprovr,l bJ th..J Director o.:.· t'ir3 'I'raini:1r Center . 

c. Pctt:r c:1s11 ~ ~in'um'sqn,.mt for local transpurt:1.tion ·,r.i.11 
b.; rJ.1.du on:y '.JY. thd Ca1Jhi•J1• 's Offlc, aL 1344 Connecticut 
'.1cnue, I-oorn 1217 . 

d. ··ro tips or '-r:J.tui.ti0c will b ... reiJi1bur:.::;cd. 

e . No paym:mtR sho.11 be :::,ade i.,o Ui•i..i.7A traineos •'1•01'1 the 
'T'raininG Contcr's c1.sh fund sincu thi~ fund is rcs0rvcd 
fur ,JJ1':orgc11c' or ...:r[:.::.in .'.'. OXf•Emsv:; • 

'-~ 

f. "fo travel ac1var coo ··rill be pa:Ld f ram p8tty c 1.sh oxc<..:pt in 
ur,.or u11ciG:, or :rr c11 checks ca ;noL t)~ p1 ;po.r0,1 i: ti1.te for 
pr(..;s,.:nt·ttion t.o 'J. bru1k ur <Jth,.r i'o.ciliticc for co.shing 
chC;cl's: nor will r.1·:1.vcJ c:,,dvanccs b.:. riaclo Hithrut approved 
trnvJJ ,rnthori~~ation . 
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a . :?reDc1.ration: All claims 1ill be made on For,: FI- 90, 
(Petty (;a::;h O;,~der) properly authorizecl. and '1.~;proved . 
Receipt.ed bills ·:huy,"e'"obtainable· must be attached. \ 
complete expbnation and descri!)tion of' ,:;ach c':penclituro 
must be written on the face· r reverse side of the order . 
A9proval of the ,Procurement Unit, of• the Division uf 
Administrative 3ervic~s mus.t b\j obtained by th3 cla:unant 
.for all adrr:inis tr'3,tive supplies , equipi. ·.mt and acrvic1;,s 
purchased . P:ropcr preparati on of th"-' form by ~,he 
claiman'~ ,·Till expedite payment • 

b . Approv~ of :.h~ __ The custodian of pctt.,· C3.sh 
shall ~u.cp a file f Forms FI-36 , (Si~nature Aud1orization 
Card , ) ,·m::.ch ar0 o.:. t:10 sign;:;.tures of Bur -a1.1 c:1icfG and 
their doL.::6atcs. \Tho are authoriztJd to approve per.ty cash 
expenditur.o.s .. ~l·e app ovin's offici'll will be r1..,;spansiblc 
for ju,,cifica.tion of the claim. 

c . Pr-.'lsvntation and Pavn,,mt: ?ett.v cash orders will no~ bu 
:,.ail"a to the Cash.'..or 1s office; they must bt) presc11tod 
at the Cashic:r ' s o:five, Roon: 1217, b t¥t"f..Jl:lD 9 a . r.i . and 
4 p .m. by claimant or his delc>gu.te a~ the clai ,1Mt ' s 
risk . 

5. CASH..,....'G ar;cKS: Ch cks r:ey be cashed !'or tho follodn6 : 

a . r cw 3cruit_, c'ur'.ni; • their first two w1.-olrn in ~ashini:;ton; 

b . Pcrson.tid. tunporari],v as_, _:n-.:d to [D.shin,_;ton in trav~l 
or trainmr status . 

c . Checks -..·d..:J be Cc...s:1~d for H'-'adqu;i.:ctur.; p::.,·.:30111101 oulJr 
in caso"" of ,Ztramc mcrgunc.7. 

o chtJcks vrlll bo cush1.-d witbo 1t prope1· .'.dcJ1ti.i.'icat.i.cn •. 

hecks •;ill :>c> 1.,r .;c;1ted tc thi..:: b,1.Ek each u,w ·or rd.1;1burs0-
Jll(;lnt :),l' the pett,)' c.sh cw·todin.n . 

. ·., 

• 
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UNITED NATIONS AD1iIIHSTR~\TIVE ORDER NO. 72 
RELIEF AND RSl-1ABILITATION 
AD1r.INISTRATION 21 August 1945 Page 1 

SUBJECT: 

------------------
CERTIFIC.\TIOE .'J:D ,.PPRO'l:\1 lOR P .• YMEtJT O? EXPENSES 

ri;cuF?RJ~D FIB rr.1Y.src1.~L ID:IU{Il-J.'1.TI01· s, 1.~~sTs . rn rrRE.A'll~tJT 

1. PUFPOSE: The purpose of this order is to prescribe the :require­
ments under which oblige.tio1v may be incurred for ph.vsicCi.l e.xrunina.tions, 
tests and · treatments •outlined as fol].ows and for the certification and 
approval for payment thenJof. 

a. Pre-appointment e:::amination of canclida.te.s f9r employment 
ctestined for overseas assignment . 

b . Review ex.'.1.ITlination of em~loyee prior to ov~rseas clearance 
(as required by ;Ldministrative Order No . 49). 

c. Eznmination for rietcnnination of compensation status upon 
returnfroro ov13rseas serv:c0 and treatments, authorized in 
accordance with provision-'> of .\dminis~rative Oeder No . 22 . 

d . F..xamine.tion under the Group Insurance Plan of employees 
to quali.f.:, under ccrtair conditions. 

2. LIABILITY OF TH8 .·2:JMTI·.ISTR,\TICJ FOR SUCH EX ... ~LI .'rIGJ,.3 ,\ND 
TRE.\.TI':EN'T S: 

a. Pre-arpoir ti11en~b:arninati en: In accord3..'1Ce v,ith , sti::iblished 
procedure, p~io~ t.o appointment each candidate for overseas 
assi~nment i a re,"l11ired to obtain a cor.1pletc ph.:rsical oxamina­
t~on and f orwn.rd t.he report thereof to the Health Di vision. 
The applicant is requested to make use of local lnited States 
PubJic Health Service facilities vmerev3r possible, !'or v1hich 
no charge is made by the Service. If, houevcr, due to limita­
tions of cquiprnunt, laborE.tory facilities or the i11acc0ssibility 
of lhitect ;it~tes Public Health Service f~ciJities to thG candi­
date, the: candidat,3 is rt:.:q1:l,i.rcd · to obtain the phJsical exanina­
tion elscwhuro , the .• l'Jininistration will pay ti·c cus vomary ftJe 
at the rak nrevail.i.ng in th\., vicinit, ·.1.n ·~vhich the candidate 
resid,1s for the routine m<..,.dical e;:air.inatim . TLB .xpGnsc for 
any cx:)rin.,,tinn b~r 'p,ciaJ ists, ,·J11:,n reql1irJd, .. shall be borne 
b,v the app]:Lcant :1.Hd wlll not bu rein1bursable by the ;.dministra­
tion . 

b . Review Fx:un.iii tion i'rior to Ovorsea::; (;J.3arance: T!'10 Hoalth 
Divi°sioE w:i.11 r.ak-- the r..:ViJYl 0·- nir1ation of an crnploy00 
prior to ovcrscs.s c] earr ; 1 provided in ;,dministrativc Order 
No . 1+9 , Ii', '.o,·•JV :;:•, :Lt s n~cL.,s.::i.r.v to obtai.n th services 
01' SJJCci,1] ictrJ :i.n cunn(.;ction wi ',h . .mr,11 ruvi01 r -.;X v,1ination, 
tho ;,drr,i istratic,n :.hall al.so pa,~· :.-he c·ponse therofor 
authorized b.,• th,) Chi Jf )f the Th.ployoc Health S rvicc, Health 
Division . 
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c. Examination Upon Return from Overseas Service and Subsequent 
Treatment: 

(1) Individuals returning from overseas are examined for 
the detemdnation of canpensation status under Adminis­
trative Order No. 22. Such examination will be ma.de by 
the staff of the Health Division which·will Gubmit a 
report to the Insurance and Claims Section of t.he Finance 
Division. If the Health Division deems it necessary to 
have eY.am.inations and tests made by physicians not em­
ployed by the Administration, tho Administration shall 
pay for such services at the customary prevailing rates. 

(2) 'Fhe . dministration "· ·.J.l also pay for_ treatments authorized 
by the Chief of the -:inployee Health Service with the 
approval of the Insurance and Claims Section, Bureau of 
Finmce and Administraticn. 

d. Examinations Required for Group Insurance: Under ordinary 
circumstances the examination made prior to appointment or 

• 

prior to overseas clear1nce will be acc8pt~ble by the Insurance • 
Company. If, however, an additional exc'.llllinnticn is required, 
expenses for such an cxruninaticn shtll not be re:unbursable to 
the employ0e by the ;,rministration . 

3. CER'l'H'IC.tTION OF PERFOfil'} ·!CE OF SERVICES: 

a. Responsibility _of the Health Division: It shall be the re­
sponsibility of the Chief of the Employee Health Section of 
the Health Divisi~n to ·certify to the need for and t.he per­
formance of the services for which thu Aclminiotration assumes 
responsibility for payment under tho provisions of this order. 
i 11 bills for p.:iymont for such services shall be subnit.ted to 
hiI!l. for such initial certification. 

b. It shall be th0 rooponsibility of the Insurance 1nd Claims 
Section of the Fino.nco Division to authorize .:i.pproval for 
payment of all bills for exp:,nses , certified by the Chief 
of the Employee II ,nl th Section md incurred in the dotor­
minn.tion of compcns·.t.ion under !.dministrativo Ord0r No. 22, 
includin~ cxomiu.:ltion and subsequent trontml,nts. 

4. CERTIFIC .. TION :JID A. PROVAL FO PAYYEJ!T : Th0 approving officor 
:in the Division of Lccounts shru.l nee .pt the.; cortific~tion of th.., Chief 
c: the .&n!)loyee He.<l.lth S•..i~tion and in the c.:isu of cotnponsat:i.on cl -ili s, 
authorization of ·•pprova1 o the Chi1.,f of tho In3ur·mco ~!l1d Cl· ims S ction 
as thp required proof of the. n cd for and pcrforn.,ncc of such mcdicnl • 
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examination and services, and shall ce!'tif_y and approve vouchers for such 
examination and services in accordance with the provisions of Administra­
tive Order No. 8, "Certification and Approval for Payment of Administra­
tive Expenses." 

6. APPLICABILITY: This order shall be applicable to Headquarters 
only • 
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UNITED NATIONS 
RELIEF AND REHABILITATION 
ADMINISTRATION 

ADMINISTRATIVE ORDER NO. 73 

29 August 1945 

SUBJECT: RECEIVING AND RECORDING OF COMMUNICATIONS DELIVERED BY HAND 

1. PURPOSE: The purpose of this order is to provide that all 
communications transmitted to the Administration by hand shall be 
delivered immediately to the Corrrnunications Section, Postal Unit, 
Room 201, for recording and routing to the proper offices for action 
and information. 

2. SCOPE: Communications shall, for the purpose of this order, 
comprjGe all correspondence, reports, memoranda, cables, airgrams, 
telegrams, and other documents, including all material classified as 
11 secret 11 , "confidential", "restricted", 11 safe hand to safe hand", etc. 

J. PROCEOORE: It shall be the responsibility of any employee of 
the Administration to direct i.nmediately all messengers from other 
agencies, who attempt to deliver communications by hand, at Headquarters, 
to the Communications Section, Incoming Mail Unit, Room 201. This 
includes messengers from Congress, embassies and legations, the 
U. s. State Department, War Department, and other agencies, public or 
private. 

The Communications Section, Incoming Mail Unit, will record and 
time stamp all such communications and release them immediately to the 
appropriate offices by special messenger. 

457132 

4, This order shall be applicable to Headquarters only. 

CORRINGTON GILL 
DEPUTY DIRECTOR GENERAL 

FOR FINANCE AND AD UNISTRATION 
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UNITED NATIONS ADHJNIST~ TI17E ORDER tro . 7 4 
RELIEF AND REHABILITATION 
ADMINISTRATION 5 September 1945 

SUBJECT : FUNCTIONS OF THE OFFICE F0".1 Tm~ FAR J!:AST 

Page 1 

1 . PURPOSE: The purpose of this order is to delegate to the Of~ice 
for the Far East, which was established bv the Acting Director General's 
directive of 28 August 1945, the responsibilities, authorities and 
functions to be performed by that Office . 

2. "SSF"}t-,'lrrf,NT OF R1<:SPO:T3IBJLITIES: The Office for the Far Tfast will 
report directly to the ;:ienior Dep1 ty Director General and wi.11 have 
general responsibilitJ for supervising field offices now established 
or to be established in the Far .·,ast and Pacific area . 

3. .P;i8I ,~ITT,JT OF FU CTION3: In assuming the above responsibility the 
Office wiJl carry out the following functions: 

(1) To supervise UNR !f.. offices in the far ~.ast and Pacific 
areas, incl110ing the recommendation of budgets for such 
officP-s , the d~3veloprr:ent of a~t-lropriat.e directives; the 
initiation of per.:-onnel appointments and the control of 
personnel move1 tents, and responsihility for develo ment 
of such other directions from Headquarters as may be 
necessary . 

( 2) To facilitate at Headquarters the o erations of UNRI1-A 
offices in the Far East and Pacific areas and to a.p rove 
and arr~nge for the establishment in these areas of the 
appropriate office reporting directly to Headquarters. 

(3) To pull togetht,r into area op8ratinr, pro rams the plans 
of the several bureaus and divisions of the Administration 
for meeting the relief and rehabilitation requir1;;ments 
of the Far East and ?acific areas . 

(4) On the basis of kno-vledge of conditions existing within 
the Far East and Pacific areas, to advise the appropriate 
Bureaus regard.in the est.ablishment of timetables and 
priorities to be applied i11 the cnrryi.n1$ oµt of the 
Administration's p::--ograms in t.hese areas and to assist 
in assuring the a Jplicatlon of the timetabh:s and 
priorities agreed upon. 

( 5) To act in pehalf of UNR! offices in the Far hast and 
Pacific areas by making representations before the 
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responsible bureaus and offices at Headquarters for: 
a) the prompt procuren~ent and shipment of the relief 
and rehabilitation supplies, and office and staff 
equipment; b) the scheduled recruitment, training and 
dispatch of the necessary field personnel; and c) the 
appropriate handling at Headquarters of current requests 
from the field. 

(6) To gather, analyze, and effectively present to the 
appropriate officials at Headquarters and in the field 
offices, economic and social intelligence materials 
essential to the development and operation of the UNH.'1.A 
programs in the Far East arid Pacific areas. 

(7) To be informed of all negotiations betw• een the Adminis­
tration and the governments of the Far East and Pacific 
areas or member government, agencies in · ashington and to 
participate in these negotiations as may be n~cessary. 

(8) Currently to advise the !tdministration, as a result of 
the study and analysis of reports and personal field 
inspoction, regarding the progr0ss of the f.dministration I s 
work in the Far East and Pacific areas, and to recommend 
such basic policies and changes in policies as may be 
deemed necessary. 

(9) To initiate action through apnropriate channels viithin the 
/dministration in pursu;:i,nce of and in accordance with resolu­
tions adopted by the Committee of the Council for the Far 
East and to collaborate with the Sccreta.riat, the serricing, 
providing informetion for, ancf otherwise assisting the 
Committee in its work; the Director. of 'the Office for the 
Far East will serve as Secretary of the Committe. 

4. DF.LI:Gt\TION TO REGIO!-.TtL OR OTHER O•FIC ~S: The Office for the Far 
East may delegate to the rcgion1l offiQe, area offices, field missions 
or other offices of the mi-ssion such of\ the details and respon3ibilities 
referr8d to in this order as it may find necessary or desirable. 

5. /'?PLIC'.BILITY: This order shall have gGnera~ applicability. 

457433 

ROY F. HE RICT'SON 
CTING DIH ~CTOR GENER L 
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UNITED f ATIONS .t ADt-3:NISTRt\TIVE ORDER· UO. ·78 
RELIEF Atm REHA1'ILITATICN 
ADMINISTRATION .. 11 September 191,5 Page 1 

SUBJECT: 

'• ----~---- ------·-
'EX'OOTSIQ~J OF .FACILIT·IES ftlJD .SERVICES TO . PEHSCNNE~ OF .. _. ~ 
VQLUNT'\RY AGfil~CIES CN APPROVED SUPPL~'JT.;\RY PROJECTS . 

----------------------,-----------
. ; . ., ..... 

1. PURPOSE: This order sets forth the policy ~f the 1dministratio~ 
with respect to the furnishing of facilities and services to personnel of 
Voluntary Agencies en3aged on Approved Supplementary Projects. 

2, DEFINITIO?J OF AN APPROVED SUPPLE1~NTARY PROJECT: An approved 
suppler~entary project ts one , ·which: --

a. Provides a constructive contribution to the relief, health 
and welfare within an area of UNRRA operation, 

b. Has been approved by UNRRA Headquarters, the Supervisory 
Regional Office, the Chief of the UNRRA }fission or Field 
Office and the government of the country in which the 
project operates, 

c. Is not a part of the program which UNRRA itself is operating. 

3. STAT:El~~JT OF POLICY: 

a. Services and Facilities to be Furnished: It shall be the 
policy of the .'\.&ninistration to extencl-:-to che !)ersonnel of 
Voluntary Agencies engaged on Approved ,Supplementary Projects 
the same provisions of basic .:-a ti ans, billeting, mess, mission 
stores and medical facilities as those :'.JI·ovid"3d to regular 
UNRRA personnel. 

b1 These facilities and services will b~ rrade available to 
personnel of Voluntarsr Agencies on .M.pproved Supplementary 
Projects at sueh cost to the Voluntary Agency t,r the personnel 
of such Voluntary .~ency as may be determined by the Chief 
of the TJNRRl~ 1,·ir.s:i,011 in the country ,,here the pro,iect will be 
carriec.. out. 

c. So far as feasihlc, UNfffi..'t ..,ri.Jl extend to foreign voluntary 
relief orsanizations technical assistance such as facilitating 
communications and facilitat.ing the transportation of their 
relief s-..1pplies or personnel • 
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4. INTENT OF POLICY: The intent of this pol.i.cy is to (a) implement 
the escablished l 1R.'R.A policy (Council Resolutions -J;o 9·, parag1·aph 2) whicL 
is intended to encourage the developnent of voluntar:r relief ar,ency programs 
of relief and rehabilitation, supplementary to the UNHR.'i. program, and (b) 
enable the v9luntary 1gencies · desirous of establishing supplementc.ry projects 
to plan for such pro,jects Sy assuring that lJNRRA Hill make available to the 
personnel to be employed on such projects the same facilit5.es and se1·vices as 
those· maintained for urrnR.·. personnel in the sar.ie l~cation. 

5. This order. shall have ,general applicability. · 

457559 

CO'\RI.r'GTOI" GIIJ, 
"DEPU1'Y DI~CTCR GE1IEH:.L 

FOR FIN,".NCE .um },.DHINISTR..TION 
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• 

• 

• 
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f ·::: ,..~.Ci::'.· t ·"' ..... 

l. l ?1,.,_r·)ose ---- . 

-'·e ·0ur'":)Cf':e 0f ·t~1is 01·6e· is to e~t,r'" 7.is"i. ~'-f ·J,sic nr.r,•·c.·re to 
·.:ie used b;r ?.tetl · u-c11t~rs, re!?;in11pl offices, r1:d tirlc. of-~:.CPS 
C;:is:::ion or ot:·.erwise). in 2c·r.ou11ti.1;" for co .. u11odities acouired , 
n·n ':and, ei·,d distri·• -- tpd b, L::RT-A '!'or rt=l:ef :c7 n'•rtil.:.tetion 
O')era"':ious. 

r:-:.•e 11 0·:ie1p+ions Lanu_'a1 11 r,('.VP, i 11'?: e-to1·c~-e ;:-nd !'E'r.S"'lort of ::~?.P..A 
s·~17Jliee in Preee r.f r,liFf r,·.)e1-rt.:.0i~s ::.<' rr-rt=·:: 0 ~c'o )tec1. es t-,.e 
off'icia). "")roced t: .. 1·E of t)·e Ar1:;-,in::.s+.r1:1t.:_on ir; reco• ." in:::; ,:1:,Tsic2.l 
.., r ~ou "1"~ r ·•ni ty -r o;r G."-P.RA SQ") )1 ics. C - '·• ~ JC • ~ .J. ;

0 

,. 

--:··e f07- 7o"in::: c1j-E' ~>e 1:asic rE£·:.o:.1si·•ni-'-ier-, ·c:: t:re ..:t·reau of 
St::nl::• e::c1 the =:t·reeu of Fi ·1:->:cr f':.d .~.dni:•,::.str ~\io::. ··•it'!J. rer-·:iect 
to cc~~odity eccou~tin~: 

✓ 1.31 .:ure,u of S1.1:'l1Jlv. It !'"P.11 ·ce t.•e rfSl)Om:i~ili+• o·· t11e 
::vruu nf ~u i'J l:r: 

2 . to 1rovide r~f npi,tRi~ ~+s ,rrsc;i~ed ~ocu­
r•<"nt!"+ion fnr ['C()'.'.if,i ti0n, t1n·rcr:Ent Pl":.(~ c1~li­
VE:r~• r.f CO<"'J'10C it iES ; . 

frof'1 ;;,1J.C1• GnCtlIE' +1",.ion +;o ~")re"')"'rE' SUC!". £'._O:-,.iE­
ticc>7_ :records aP it: p~r ren::ire; 

c. as M~y ~e a~re ac ~ro~ ti• e to tine ~etwPF~ t~e 
::•;rc.r,n of ~u? 11;-r ,·'lcl t··• ::1: re11 u of :Fi•, :1ce <'T',d. 
.A~•.;:i·1::..strRti0!1 to "'lro~•:o.E' ,.,~e ::.=urF-"Ll of 'F'i ·.si::ce 
F 11d Ac' :-i i:1i st. r At ion '<it·, re·)ort c ,t:c. i:;;~ 0rnf't: r.n 
fro1:1 such str ... is+ic;:7- ·1ecord!' PE- t' f: l" ter 
·:· renu .iay .rPquire; 

d. to ')rr.vicle t"'P : 1 ·r€2n of .... :n, :1r;e ;:,n' .~/-•ii:iEtratio::i 
'•!i ""h s· c1•. i,-}.i-;,1H1 ".:O )i€S r,'f C ocu :er,""[ ic,·rl f;!:' nre 
i "C"u:.rcd : ~: :--.e: ·: n:;·v ~.f :?in· ·:cF "!.ti ;.c'mir:is-
tr ti_on :cf: ~--;i:n+e·.~ .ce- 11+' : " coP:ro~':+~ r.;:-~o .tr ; 

e. to ·;rl")·ri.d'? -1--t· =:t. reuu of Finn·,cp .c·x Adr.ii":iS­
traticm vi ti: st'c·, s t;:1··~r~.- rF 1rrtz a,- ri-,~· ~E re­
quire· ".:iv ~t:-:.e t b..i.re, u ::or re o.,cilir ion 01 for 
rP,otti~r n~r~oses; 
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f. to provide the Bureou of Finance nr.d Administration 

with estimated costs 01 conwiocii ty u~q_ui. si tion when 
actual costs nre not immedi~tely nvnilable; 

g. to maintain the procedures and perform the functions 
proscribed in the 11 Qr>ero.tions 1,b.nucl 11

; 

h. to Maintain property records and controls over 
relief and rehabilitation supplies and equipment 
delivered by the Administration o~ loan to 
governments or agencies, for which title rc~ains 
with the A.d..."rl.nistrution; 

i. to prep~re, operate o.nd mo.intain procedures for 
n.doq~ate quantitative records of conmodities in• 
stockpiles, title to uhich remD.ins rli th Ul!RRA. 
pendin6 distribution. 

J 1.32 3ureau of Fi~ancc and Ad~inistration. It snnll be the res­
ponsibility of tho Bure·~u of Finn:i.ce and Adnini~trntion: 

a. to nru.nt~in nccountG for transactions involvinG 
comr.10di ty ncquisi tionn; 

b. to mnir.tnin nccoun ,s for tr,'.1ns,.ctions invol ·ing 
corrnorli ty distribu.tion; 

c. to i1nint2in n file of si~ned docur~cnts sup,ortinG 
the entries in tho r.c:c.:ounts roflcctin6 comr:iodi ty 
trnr.svctions; 

d. to r:inint:-1in :idcqunte warehouse r:10netc..ry nccount­
inG controls over cor o'ity stock:.1ilcs in coun­
tries ,-,here title to comnoJ.i ties rennins with 
tho ..\doinistration; 

e. to cffoct such reconcilin.tions bet,,ecn tho com:o­
di ty ~cco~ts o.nd tho records of i;OVcrnnontol or 
oth•r o.6 encios as nay be nocensnry; 

f. in ~ccordanco \7i th proceC.urc proscribed in the 
11 ;..1.,;d.nistro.ti vc Property .,\ccounk.bili ty J,,n..--1ual, 11 

to onintnin property nccounts for nll property 
·cquired for use by tho 'ninistrntion and to 
\1hich it retains title, n.:6:.i.r~lcss of Vlhothcr 
the pro;:,erty is used for n • .. ii i.struthe purpose. 
or for relief nnd rehnbili to.ti on opcrnti,.,ns. 

1.4 ~ffcctivo Dato 

This order sho.11 be effective as of 26 S pteMbor 1945, tho d~to 
of t:10 origino.l :..w.inistrativo Or.ior ·;o. 76. Its provisiorn 

• i -· 

• 

• 
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shall be effective retroactively to cover all commodity trans­
actions affected from the commencement of operations~ 

2. ComrnodityCost 

• 

2~1 Elements of Cost 

The cost of commodities used in the establishment of the account.. 
ing controls described in this order shall be composed of thre8 
elements: 

2~11 Element A. The invoice price of the conmodities. 1.7hcn 
there is included in the invoice price, or added thereto, 
an accessorial charge assessed by the procuring aeency, 
such accessorial charge shall be excluded in establishing 
Element A,. 

2 ,.12 Element B- The accessorial ch&.rge assessed b~· the pro cur-• 
±ng agency~ 

2.13 Element C. Ocean transportation charges. 

2 ,2 Account.ing for Cost 

Entries in the control a~counts 1 either as the result of an 
original transaction or as a result of •the trapsmi ttal of a debi.t 
advice, shall be as follows:' Element A of cost shall' be charged 
to the appropriate control ac.cour: +,s dis tr1 bu ted be tr,een the ten 
standard commodity classification~ used in the financial reports; 
Elements Band C will be . charged to separate items of operating 
expense. The Bureau of F in&nce and Admini ~tra tion in Headquartars 
will distribute Elements Band C of cost on a pro rata basis in 
the preparation of the. final acco nts of the Ac.ministration. 

2o3 ~orld Average Price 

If it should be found to be desirable to' reflect operations in a 
c0untry on the basis of world average- pric;11s, the required adjust­
n:ents from cost to a v,orld aver-agP price will be n:ade at Hcadquar­
teFs level,, 

J, Corrmodi ty Acqu_isi tion ( other than m:i.li tary surpluses) 

·-
·1. i DocumC'n ta t.ic.h. 

The Bureau of' Supply in each office of -the Adr.rini:.ltra tion shall 
furnish tho Bu1•f:a11 01' Finance and Adr.inistration in that office 
with the appropriate signed documents · r8qttired by the Bureau of 
Finance and Administration for corr.modi ty accounting~ Suc:1 docu-
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mE:nts shall be recorded by the Burtau of Finance and Administra·­
tion in appnpria te register~ l rJm which st..mmary en·~ries shall be 
made to the contr')lling general ledger commodity accounts. 

3.2 Method of AccountiM 

Each office's cost of commodity acquisition, either actual or· 
estimatt:-d, shall be charged in the comt1odi ty accounts in the 
Eareau of Finance and Administration of that office to a cow- · 
modity acquisition account with respect to ~lement A of cost as , 
de:scribed in paragraph 2.1 hereof, and to sep~rate accounts for -
Elements Band C. Commodity acquisition accounts shall be main­
tait1ed by the t"'n st2.nd.s.rd classifications ot' comrnodi ties usc:d 
for finandal reports. Credi ts shall be to the ap-;,rc:-;iriate 
accounts . 

. 
3.3 Use of Estimatfd Costs 

3.31 Source of :stimates. 'dherf actual costs of commodity acqui­
s i. tion arE- not icr:1ediatdy available, the Bureau ·of Supply 
shall furnish the Bur.eau of Fina:i.ce and Administratio·n witih 
fStimattd values. 

3.32 Price Ad iust~ents to Actual. When an esti!:lated value is 
used, the credit shall bEc toe. suspense accouni; which shall 
be charged at the t-tme actual cost becomes availa.ble wFh 
the originally cbarged c>stimatc<d Yalue. At that t:i.rae Lhe 
appropriate accuunt shall be ere-di ted with the actual ,1J ue 
and there sh.2.11 be a dc.•ui i or cred1 t to a '!)rice e.djustnent 
account for the differerce between the origin3lly fSti~ated 
and the Rctual cost of ~-1e comr.1odities. Frie-:; adjustments 
applicable to Elenent A of cost shall not be d:i sc;ribu ted .­
between the co::imodity classifications. Price adj'J.stnents 
to cornnodj ty cost which havt- previously been debited to 
another office by debit d.dvici::', will not be :pa-·sed on to 
the office debited, but will be: retained in the accounts 
of the originating office. Peri6dical clearings of the 
price e.djustme:1t account which me.y be necess~.ry will be: 
perforneJ. at H1::adqua·rt1::re l~vel. 

3.33 Priva~e Donations. Fer accounting purpos~s, ~etineted 
values of privat.,.ly donated coul'!'lodi tiee shall ·bf considered 
ae actual. 

• 

·•· 
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4. Cor.:u:iodity Distribution (other ,than __ tiilitary sui·12..lu.ses) 

4:1 Shipnents froo Wes'.;ern Her.ii snhtire fo.r_J2;ir1;;9t Deli·1ery tc Rt't:i"Gier:t 
Countri _e s or UNRR.~ _Oper2.tlons 

4.11 

j 4.12 

.A:.13 

Issuance of Dabi t Adxi~~- 'I.he Buree.u of Fine.nee and Adnini­
-;;t~on ·at Headquarters shall issue a debit advice to the 
approprie.te regional office for all shi'p:-.0 ents fron the Western 
Hcnisphere consigned to field orfices or o:per:::ttior.s under the 
jurisdiction of the rEgional office for direct delivery to 
recipient · cou~tries or ~REP- o:perRtions. A r.1er.1orandun copy 
of_ the debit a.dTice: shall be sent by the Bure?:.u o:t F.1 ne.nce 
2.nd . .\.dnir..istration al; Hee.dq_u?.rters to the field office i n:1edi­
e.tely concerned for ·ner.1or?.naw1 purp0ses only, to be used as 
prescribed in paragr",:ph 4.13. For ship:-:ients fron the ifost,..rn 
Reoisphc.re to · field ofii.ces reporting directly to F.eatquarters . 
. the ~ureau of Finance and Adninibtration at He~dquarters shall 
issue only a .nenorandu.rJ. debit advic.e to the field office. 
Tpe dbblt advice~ shall r eflect as to Elenent A of cost, the 
~ctual 6:i.~ est~r.iated cost c;.f tha shipnent by the ten standard 
e;onnodHy c1assificat1.ons used for fj_r;.a.ncial reports, separe.te 
e.nou.nts being shown ir total only for Eler:: ents B and C. 

Readgu?.rters and Rt"gional Office .C,.ccounting. For sni -o::.1er.t s 
to a field office under a regional office, H~adquarters shall 
debit · the current account of the ri::gicnal of:ti.ce and cr .=,dJ. t 
.the connodity acqu:l.s:i.tioli ·account; for st.ipnents toe. fi,,lcl 
office reporting t.o He~dquarters, no entry will ue nade on 
Hc:8.dqilarters 1 accounts until the ·nceipttld docunen ts are 
re~eived fron the field office as prf.scribed in par~graph 
4. 6 at which tir.ie the value of the shipr.1enc will be charged 

. to conuodi ty distribution oxpenee and crediLed to the co i·.~­
i:10di ty acquisition acco'.l.Ilt as prescribed in pc>.-t3.~raph 4. 81. 
The rtgional .office shall naintain a control conncdi. ty 
acquisition ecccunt reflecting debit advices received 
cpvering shipner:~ s io the a:c,a coTJir.g U..'1.der its control. 

Field flff-i ca Action on Debit AdvicEs. The nenorar.duu copi es 
of the deblG adviceg r~ceived by the field offices shall not 
be entered in the fi e\ d o:ffices I accrunts. The ctppropriate 
recti.ptc:d docur.ients fer direct deliv i:::ries to rec jpient 
countries as prescribed in par~gr~ph 4.6 shall be attached 
t o tht::> copies of the dccbi t advicts and sh~ll be for·WP.rded 
by the field office to the office to which it reporte . 
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4. 2 Shi"O~ents froc ;',a.sk.fn Henisuhere for Direct Deli verv to R?cbient 
Pountries or UlffiRA Operations 

4. 21 Issuance of Dt-bi t :.dvices. With nspect to ship,.1er.ts :.:::iade 
fi:·on the: Zastern Ht:nisphere to field offices repo.r-ting to 
H adquarters or other rtgionPl offices, the Bure~~ of 
Finance and dninistration of the :E:uropean Regional Office 
or of a regional office if such office is P. procuring 
office sh?-11 follow the· Sf.r.Je p·ocedure as pre-scribed for 
Hee.dqu?-rtc:rs in p 0 .regre.ph 4.11. Likewise, for ship::.1ents 
nade fror~ the Ee.stern Heuisphi2,re to field offices re-oort­
ing to the European Reeiona.l Off.ice or to a procuring 
regional office, the Bureau of Frn".ncc- 9.nd ·Ad.':linistre.tion 
of that office sr.all iseue nenor~ndur.1 debit advices to the 
Field Office for nenor~.ndur.1 purposes only. 

4.22 Headgu rters Rnd Regional fflce Acccunting. Hf.~dqU?..rters 
and regional offices 0th .. r than the European Region:i.l 

-

Office or a procuring reg1on~l o~fice sh~ll nantain control • 
coo.~odity acauisition accounts reflecting debit advi~es 
received cove:rine; shbnen ts to the areas co;-1ing undc-r their 
concrol. Accounting at t h e Zuropean Regional Office or a 
procuring r gione.l office s!lall be sit1ilar to that prt-
scribed for Headquarters in parag~~ph 4.12. 

4. 23 Fleld. Of fie Action on Debit Advic.-s. 'rte nc::T.".01·?.ndu. cop1 c s 
of the d~bit advic s s shall be utilized by the field off' c ~ 

as ~rescribed in ~~rP re.uh 4~13. 

4.3 Shin. ents to Wa.rehousce for Tre.ns-Shiu~ent. The procedurf. pr2-
scribcd in pe.re.gr<1:ohs 4.1 e.nd 4.2 applies also to shi-p .. 1ents to 
warehous e s specific 0.ll;r for tre.ns-shippir.g purpos', , with the: ·· 
axception of ship .:en t routed through the Brindisi "".renoust:"· for 
which th procedurc. pr~scribed in per~grRph 4.4 for stoGkpilin 
shell .?.pply. 

4.4 Ship□ents for St ockpiling 

4,41 Issuance of Debit ~dvicts For all ship. nts which arc: to 
be stockpiled. in ~ warc:hous c b~, P. fi ld offic · , ::ea dqu2.rtt•rs 
or the !urop ~n Re ion~l Office , whichev~r init :2 tts the 
debit d.vlc s undtr t.e procedure ~s pr~~cribcd i n ~ ~r~­
g ,".phs 4.1:!. nd 4.21, shall for••; re. to t "r.e. field office wit t 
the 1.e,.1or"ndu: .. cop:, of th debit advic a n ite.1iz - d stP.te-
n :.t of the cost of the com1odi ties shipped which w!.ll be 

sed by the field office i n este blishir.~ the w~r .hcuse 
-On tary a ccountin contrrls prescribed in ~~rngr~ph 5. Tht 
above debit P.dvice shall indicP.te that the con:odi ties ".re< tc 
be stockpilEd and. not to be delivered directly on off-loadin 

•• 
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t~ tho Tecipient cr-untry. .ie?.dqu?.rters rr the repr na.l 
cfficu tr wnich the field o.fiGe repnrts ~h~ll frrwa rd 
tr .tt.e fi~ld c:tfiee a. f,..rr.1e.l dt:1bl t a.dvict; <.:,..vet·ing such 
shfpdents wHh re~pect tr- ::::1enent; A c f c,..st with neno­
randun entries only i.;hrwing the t'lte.ls r:f Ele;.1e11ts B 
e.nd -€. . __ . ...• 

4.12 HeadqU?.rtPrs ?..nd Regi"n81 Offi_g~b,cc,..unting. On the 
basis rf the debit -advice tr. the field·. rffice, Headque.r­
ters e r a · :regic:ne.l rffice t'1 which the fi~ld cffice 
rep\rts shall en·l;e :c a charge rn its s.cc"unts 0.gainst the 
field 0ffice for Elenent A r-f th6 erst rf th~ shipnent. 

4.43 Field Office Acti"n 0n Debit Advice. The field rffice 
rt-ceiving the debit e.dvice nflectir.g C"~.m,..dities shl}Jn ~d 
fer st,..,ckpiling shall fll '~t:,r a che.rgc- rn its acc"unts f"r 

· crt~!"dity ~cquisiti"n which sh~ll be: SU!)urrted by the 
detailed W?.re:h<'use r.irnet?.ry eccrunts :p1escribed 5.n Sec-

. ; · ti"n 5. 

Diversi,..ns rf Shipr:ients. If ·a . shi:9i.1ent is diverted :frc□ its 
rri6inal destin~ti r, n, or if a decisi~n tr- strckptle ill1RRA ccn­
:.:rdi tiee is ::1?..de lr;ce.lly at e. field r;ffice wi thr-ut pri" r nrt:i <.:f 
to th·e ffice which· ini t'ie.ted the shipnent, a cable- advisb.g 
the neeess~ry particulars of the decis1on shall be despatchet 
ir:i,.1 ediatti1y· tr Eead'q_uarters o-r the regirme.l cffice f r"1;1 whic:h 
the shipnent was initiated, in crder that a rui tabl e e.nend~.1.-3nt 

·can be nade to the debit e.dv:i.ce. If the c-::ntrrl ':".ccrunts of 
?.n l" fficc C'\thH t:r..a.n the ~ffice initiating the shipr.1er:.t r..re 
affc:ctc:d by the diversi'rn·, -e. C""9Y cf the cable shall be de.s­
:p_e.tcr.,ed t r; the "Ifice where the acc"ur.ts are affec i;ed. 

4. 6 j)'.)CUJ:JE!nt"tti~n ;Yide~cing Direct -Deli Vt~ry . ,n Cff-Lre.ding 

4.61 · 8hi-or.1enLs In'it~atc:5). Af.tt-r 1 rrvc,npc-r 1945. Dncur.1entA.­
ticn f I. a , cr·unting• purpost:S evidB:1.cin«<; delivccry cf 
c~r.n r di ti €: s tr -"'. Tecj "9ient crun try "r e.n UNR."q.A r-,pere.­
tj l'\U shall be, with 1·1::s-oect tr- shipmm ts initiat ed 
eftc-r 1 Nr-ven1ic:r 1945, · e. er .. 1bined rut turn ar.d u.is­
cre!,an~y re:p<'l''" 'whieh is prescribed in S'lpph,ner.tal 
1nstru.c.:h"ns t"• the 11 0-.;_:,er.c-.t"i--r..s :.e.uual'· issued by 
the Bureau r-f Sup-oly · Tt sh?.11 be the rc-sp r r.si bj li ty 
~f the l3ure~u rf Su:ppl:, in each rfflce t r rbte.ir: such 
drcun enta.tirn. 
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?.. S1,gi2.tures. The cmtturn .cc:pcrt sh?.ll be signed 
ft",r UliRBA by ?.n accreditEd cffici?.l cf the field 
~ ffi ce 3.nd/ r r ?.. duly e.u then zed ? gent, "l.nd for 
the recipient gcvernnent by~ duly authrriiE-d 
"genL rf the recipient gr-vernnent who she.11 affix 
the cffici3.l gr:vernne.nt seal theretn. An ".gent 
;) 0 ,y sign frr the gcvennr.1ent :prrvidE:d it is 
~uthcrized ti", affix the g~vrrre.ent seal er h~s 
been <1,u_thr.rized b:r tht:: grv,rnr1c.nt tr. utilize 
its own seal. The cc'nsrlid2. t£-d discrepancy 
ropcrt shall be signtd frr ID:'"IUV. ~0 prescribed 
above. The field office she.11 naint?.in "'· file 
cf c0rresp'}ndence with tr.e governr,ent wi i;h 
respect tr, the de:sign2.tir;n by the gcvt.--rn:.1ent 
r:f _ap:9royed signers .• Twr sets cf 2.11 R:pprrv-ed 
specinen signaturts shall be forwarded by the 
field r,ffice t~ the EurnpE:E'.n Regicne.l Office, 
t0 P.e~dquert~rs, and tr, a r~gir.nal · rffice 
othc<c thar. the :::lu.r,:- e.n Regic-n2.l Office to 
which a field nffice repcrts. 

b. Distributirn r.f Drcu:-1entation Two signed ccpies 
rf the ab~Vt drcur.ieLtati n sh~ll be provided 
fr,r the l3ureE'.U rf Fine.nee and Adtiinistr,,ticn in 
the f.icld rffice r.f which cne ~r.py shall be 
retPined and rn, couy shall be att?ched to the 
ne;1rr~,nd:un crpy cf the debit advict, crv,ring 
the shi-c .. 1ent "S prE-scribed in pP.r 0.e;ra:oh 4.1:.. 
e.nd frrw?.rded. t"~ the l3uree.u r:f Finance <>nd 
.-dr.1inistreti n in the rc.gir,::?.l r'ffice t0 W!lich 
it r.eprrts, er tr Peg,dqu"rt;rs if it rtpGI ts 
tr. F.E-~douarters, fr.r ~ccrunting ?.cti ~n and 
:9frr:1anent filing ?.s prrscribE-d ir.. ;:)Pr"'.greoh 
4.91. Distributi~n ~f additicnel c0pits nf 
tha drctu~entaiir,n fr.r the pur-pose rf accrunt­
ing f~r lrsses is ~r~scribed ir. uaragraph 
6.11. 

-

• 

.. 
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4.62 Shi-or.ien'iis InHiat0d Fr_j.('r_tc ,1-N<"vel!lber 1945. When d"'CU­
mentatinn equivalent tc· Lh:.,.t ~orcscribed in p"'.r2.g:r9.ph 4.61 
has n"'t been er C9.nnn.t r .e_9.dily ·oe ·prep9.red fr,r shipnents 
initiated prier tr l N~veraber 1945, the Bureau rf Supply 

· , she.11 he res:p"lnsible frr obtaining frrn the recipient 
-~ gcvernmen'0 a blanket cff'icial U:ffiRA receipt in the fcllcw­

ing . ~<"'rm: 

I, _ _________ , designi:ttM representative 
cf the Gcvernnent cf _____________ her'eby 
declare that the Grv~rnment of _______ _ 
has received grrds, supplies,. r:ia.torials and 
equipnent as C('Vered by Bills•cf Lading Nrs. 

ex Vessel _______ , arrived at 
P<"'rt r::f ___________ cm ______ _ 
and that they were received in apparent gocd crn­
diti"'n· subject t-; ni:-rmal losses an~ .. danr.ges. 

(Represe~tative cf UNRR.~) 

. ' 

( De.te) 

(G<"'ver!)Dent Represent2ti;-e) 

(SeP.l) 

In. the ev-en_t the government is um:illing ti: acceiJt the 
ks sec as n_rrne.l, the receipt ma~, b,e qualified by 
including available det~ils cf_ the e.greed shcrt2.ge s 
and dam~~es. If the field cfflce en~ers intn a suppl8-
menta1 e.greement wl th the recipient g<wernr:ien~ defin­
•ing 11 nrrmal _losses and d.amcl.go:::~ 1t ,· copies r-f the agree­
r:1ent· i-;hall be forwarded as prescribed fer the distri­
butJ.cn cf dr cuuent;1.tion. '::'he cfficial U:1?.R:. receipt 
she.11 be used cnly as prescribed in th:i s paragraph. 
Signntures and distributirn shell be as prescribed 
in paragraph 4.61. 
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4. 71 ,P_eliveri~!S Wi;thln Cruntry in Which SlQ.gkpil_~_i§_J,_c:g3~ted 
D"cur.1ente.t.lcn fer deliveries fror.1 stC'ckpilc: within the 
country in which the stockpile is located sh~ll be the 
delivery orders ~nd transfer re~uisiti"ns as prescrib8d 
in the 11 <'peratiC"ns Manual 11 • It shall be the x·esprnsi­
bili ty r f the ]uree.u C'f Supply in the field rffice t(' 

- . ('bt,.9.in such docu:.ient::>.til"n. Signed copies shall be 
rete.ined in the B1.1re9.u rf Finance and Adninis tratil"n in 
the field rffice tr supprrt the acc"unting prascribed 
in p9.ragr::i,ph 4. 82. Signatures rn the docunente.tirn 
evidencing recei·ots r-f crr.iiYdi ties r.mst be acceptable 
in accordance with prrvisi('ns r f par<>gre.ph 4. 61( <>,). 
Wher1::: deliveries are cf a ret~.il r..ature a crnfirnat('ry 
g0vernnental acknrwledgoent ne,y be obtained cr:,vering 
grrups ~f drcu.~entat1rn prescribed abrve 

~.72 Deliveries fr"n Stl"ck-oile bv Inter-Office Transfe·r. 
When Cl"DrJr;di ties e.re ship~ed frrn a st,. ckpile in C'ne 
c"untry to an"ther cl"untry, the BureRu r-f Finance and 
Ad.ninistraticn rf th~ field cffice in which the stock­
pile is lpc~ted shall issue a ne~r-randun debit ad.vice 
to the field office in the recipient crmr..try which will 
rtcturn the receipted. dc·ctr,ante.ti('n ?.s prescribed in 
p~r~graph 4.6 with a copy rf the debit advice. The 
receipted drcUY:1cnt9,hrn shall be ret<>.ined. in the Bureau 
('f Fine.nee e.nd ."l.dninistratir.n rf the field rffice that 
originated the shipDent tc support its c('nnrdity ecc--unts. 

4.8 Acccur..tir..g for Connr,d.ity Distributil"n_ 

4. 81 Direct DeHveri 8S tc Recipient Cru~_trie_§\_,9r mIB3-,i__y-oet2.ti ~ns 
The :B,.1ree.u rf Fine.nee and Adninistr<>.ti0n in the field 
office shall naintain nr, e.ccounts reflecting direct 
deli Vt'rie.~ cf cor:ir.1<'di th,s 0n ,.,ff--lc'.iding tr reci:::,ient 
countries er UNRR.;. cp.re.ti"ns. The value l"f cor.inrditic:s 
S" di.stribuhd shall bE rEflected in the accc-uni\:' of the 
Bureau 0f Finance ~nd. Adninistr~ticr. in the r~girnal 

-

• 
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of -,.' ic0 to w11ic:- tho firlc1. office reports, or in R,r.d­
qu.nrt•·rs if it r0ports dfroctly to Hcadquart0rs. S•.1ch 
C.f.'livcrics s!,nll h'.' r0cordcd nt tlct rGgion ,l of;"icf' or 
r.t ·-<"n.dqu,n,rt-:'rs , 11::£-rtvcr tJ·.- controlling ~cc'mnts ''.re 
m::i.intninca_, in r,ppropri,.,te registers frol?l w!:.ict sumM:-,r~­
cntries shall b0 mn~c to ttc controlling gcncrnl lf'dgcr 
corimoa_ity nrco _mts. ':'he bnsis of thc- cntrfrs shnll 00 
the re cci:r.,tcd cl_ocur;cntntion returned b~r th-: , field offic.:i 
wit .::-. t h, conics of th, debit "dvic,s as· pr-:sc:ci"'.:i0a. in 
paragrnph 4.6. 

"-.82 DE?1i,r0ri'-"s from Sto6::pilcs ~:c.0•3urf'nu of Finance :->nc . 
.n.C',"'linistr:>tion , •in n, fide. office tl:nt dc:!.:.vrrs cor. ... oditics 
to n. rf'cipiont countl7 or ::.n :::.lr&l onern,tion fro1TI n. stock­
-rile, ~hn.11 1:1air.tF:.in n.ccounts rcfl0cting COM"oditr diE­
trib~tion as prescribe~ iI'- s~ction 5. ~~c bnsis of the 
entries shall '½o tte rf'CE intod c'.oc1.:-,0:r..tation ns 1,rescri°Jcd 
in Ul'l.rngrnyih 4.7. ~>e VE'.l'.le of !>.UCh co,.,,~0dit~- cl.istributio .. 
i:::1nll :)e re fl£.'ctes:l b:r tl~ Buro:=m of Finni.cc anc. ,lC'-,.,.,irJ.-
ist ration of the field office in its prriodi~•l ficRncin.l 
ro:norts to t1:e ofi .. ce to w',ich it r<Jports 1-rh: .. "f' it srn.11 
00 incon)orr.tea. in t:1c co:c• ·ol:ing ;,,,ccounts. 

5 1 Docur1fntc1.t .on of Co·moc'i.i t,r '.'.o,!~1'1,nt f': 1·!hen . it if:; n("'CO!>S[',,r:r t 0 
stoch.l)ilf co"'lmocUtic:s in n, HP.1'£>~:c'J.sc ir. t:,,,.~ fiela. prior to cis­
tri bo_tior., c.ocu..;r:.tr.tion of ";~:,- ~ovr,.,,ent of com!"loditics sh1ll -J, 
Maintc.incd in nccorc.r.ncc with t1.c 11 0pc:tC'.tions !'nnual 11 r.nrl. pro­
CC',dur, s lfl.id ci.own by the 3urcr-,u of Sunpl:r i~ accorc'.m1ce wit!'_ its 
rcsJ)onsibi:..it;· ns :Pl':scri')cc1. in pm·cg1·r,p·1 l.~l (i). 

L .2 Stock 3.ocorcl."5 In n.ccorc:-.nca witl'. tb:- 11 0pcrntio::s I.'.'nJt'.1 11 , trr.:u;­
fer r::quif'\iti .ons nnd c.-:liv· r~r orc'.P rs ~:ra_::;_ '-)c :·int,,i!,,d "'? th" 
3ur0nu of Suppl;• in wr .. ::..·c'!l()US.,s to r. cord tl:-:· quar_tit:r stn.tu~ of 
f-E>,ch t:,:i,~. of co•Poc_i t:,r . U:;,d"'r tr:at nroco ur0 n s:>nrrn.te l'<' corr. 
will bc set up to disti11~uisl1 u•.c:- Pr.ir,-·ent 0f r-i 0 :.:i.nr C0"""'0dit:· 
i te~is, rmc1. issue shall b·:: prier-cl for nccnunting pm·po::1'" s :-..s 
prescri-)c:cl in pnragrc.:;?"1 5,:s on,". fil'st in fL.·st out b".sis. Ho 
Ph?sic;:i.l scgreg~. tion of CO"'i ·oc1_itics i::> nrcrc;s['.:·;, to .".CC0"7rlisl1 
tl•is rs it is nn nccour_th.g o:r,rl',t:.on . 

.S. ~ Pr i c ::.ng Ccy)i" s of th:0 t-:!'rn s :·fr r :- q:.i_i sit:_ c __ s ,· : .. c' c;_,· 1 j_\-,- ~-~ r:"il'C'.: rs, 
,.,rr ::>cri'rJcr~ ir. t•,,. 1'01)::-rr-tiolls ::rn'.1al 11 , f:hrlj -,_£' :-1r:'..c"c". '1; t>0 
3ur,r.u of Finr.ncc nr.c1 . .i1.c',1:.!" ... :~trrtio1: in : 1- · :·1:-: _ _:_ o:t'-"'.:.c" o:: t~-c 
~),.Sis of :.)',, t,tniled. liPts o: C0"1 '01. .:_t;' CO"tS of CfC:' <:i.,,-:-nt 
tl:.r.t n.cco:-1r,n.n:- tl-:::- r_o')it r.r!_vic£P A.S -,-,:•cscrP)Cf_ in 1,r:..·rg:.·r,p:: 4,'1.1. 

5. 4 Fi:lc'_ 0:-':'icc · Co11.,orl.i t··· .-i.~cou tinp: :'or Stoc_:nil: r- .ncquiru' b_;_· I1:t:'~-
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Office C1rr'.i c:frr 

· .41 c()~r:oc'!itir .~co·1ic:iti0n '::'ho :3urrr.n of Fir:r.nc0 r1.nc" .,r1 Ministro.tion 
in O:".c:· fi:--lf.. of.,,icc- s~1r:1 mn.intnin n C0'7'0.'it:' -~cquisition 
:,,,~c unt for·Y'\ll co-- o{itics sC'nt tn P. stock:niling wgrc:-:c·c1sr 
[l,S r. r~AUlt of rn intfr-officr- tre:-isf£-r, w1 ic1

• ,,n::. b:! i•rrit­
ton up froT"l t:10 dtobit nr.viccs :cccoi··0el fror. tto officr to 
,;:-,ic: it reports, :'.s prcsc1·ibc<1. in :nnrngrE1pl1 4.4't. En.c}c 
,~00i t c1.vicc sl:nll be ch::.rh0fl. to th, n.fcr""-1"10lcticncr. 
accrunt ~.n,~. c::-,cU tort to t:1::: cur:·ont nccr.unt of t~·:-- roi;iOn-
cl office to ·rhic!;. tr,, fir.lei. office rc:r:>orts, qr to E0:l.(-

q_u1 rt0rs :..f it rrpo~·t s to :ka<1.q_-.i.'\rtors. Subsic1.i[,r:· !\C-
c unti=: s:-rll be Mnintn.incr. 'b;; th, tc-n stn.rr'-,.rc'l. co,.,..,ofit? 
clnssific~tions usod in finnncinl rrporting. ~nose nc-
c0u::ts shnll b0 suppnrtor1. b~• r.pJ'.lro~1rir.to rc,;istcrs in "'be-: 
c:r .. :'\ll b C!1torcc'. thC' T)ricc<1. cop:es oi the tr".r:c:fcr re qui si-
t ions "')roscri 1cd in p.r•.rci.grr..Jih 5.3. 

5.42 Cor."1u'.it · Distribution Pricer. c0p1:-s of :'c::.iv r:· orc.,rs 
-n~ tr:uu:;f"r rrquiRition1:1 :)rrC\c~·ibnr'. i 01arn.grr.:n}-. 5.~ 
s!i.:,.ll "cc £-nterrf. in t\T).,.;:roT)rir.tr r,gi st· rs in t: !' :Surer.'.: 
of Finn.ace nnc1• ,L.-',.,i:iistrntion b;• t>, t:srs st:'..nc".:1.rf 
co ·oc'it;' cl:-:.si::ificnti'ins, f~·o- v·ich ,...o't1~:r SU"','lAry 
rntries i:;::rL!. he r0cor·'rr. in. t)•c .:"::::-rr.l l,•~-··rr ,.ccrm t 
for co:-in- '.it? c'.istribtJ.tion. ii,h('._·r con:ir-rtor~ ~o · rn­
,...,rntnl .'.'Ckno,,:l.!' .rr1ents .'.:.re usH'. as 1·pfcrrc•'. to in nnrr­
g::, pl: 4. 71, t''";' s>--:.11 00 r,l,,to{. to ~-Le c'c::!.i ',rt orc'.rrs 
r·nfl '"'r.i;1tn.ino-". in file to f'.U'1')'l10rt tl:r r.c-c,;u..tf'.. 

5.,1." ~- n,;rtin,-. c,;...~ 31r"M of Fi:rncr- ,"':r,·' ,~r'"'l::.nic:tr·,tion of 
t!1c fi~lr' office s .• n.11 report co···,or.': t:· "',cq·1.l. sit ion r.n( 

ic:tri'Htinn :nits pr-rioc·Lc'\l rq,'1rtc: to th,:- office to 
,.,' i c'h it ;_•rnort s. 

5.5 E'irlf Q;~fico Co..,..,oclitv ,.ccou•ti ~: :for CnM-,oc'itics .le 1.1ir.9r. :'.:,oc,,::.1-, 
Co~-otit: recounting for co~~ocitir-s "'CqtJ.ir~c". locn.11: "nr st?ck~il~f. 
c:J-.. ll bf. in n.cco::c'.'.'.'lC~ with s 0 ctirn ~ nnr1• r,n,rr-..-rr.;ih 5.4 1:crrof. 

5.5 w.,.,rr·1ot1sr ':1hc :-3rinr.i$i wr.rr:10uc:,:, sh;111 ',c tr-::-ntrcl. 011 [' 

c},tTJm0nti:; to it sl1nll bs in r..cc·ordnncr· ·ri t1' t>o 
prCCCC.Ul'C P:'-SC:."iOef. in r.rrr,rr.n'1 .1.,4 lcreof. Co,-,~or~it~• rtCC'1Unt:1.r:; 
Rt t:·0 3ri c is.:. wn.:e .OU!':f shr 1 fo~ j__o••r t' n prcc-31"'.lr:i ·)rr scri )Cc, in 
p:.~nurr:.-nhs 5.1. 5.2. 5.1 t' f. 5.4. ~i .. -~n on r".:.: s' .. .:_!J,...r-nts r .. r: ~""..1< 
fro.., Jrin ::s.:., .:?. ;,e;nr r,"~r.1-:., .C'Y t nf.vicc s· .. ,.,_:1 ~£: sent to t·1!' ficll'.'. 
of::-icc i:?;. t:-~. r:ci,iicnt cT.mtr, (c . ..;. Albnnin) ".r..i' t 1 '1.t 0fficc 
r ..... _ ::>btn.in t'·c rrcC'int fr">""' t .c ; •Trn..,r·nt cf t'." rrciniL.t 

coi.:nt::-:· in , cr.1;r'.r.nce .,,it:: r,rovisio s r.,f r,.'.'.r:L{T:'..1)!: .1 •• 6, :u~:. rct'.lrn 
it •1it:1. the c~r;· of t'l.r c'.~bit r.clvicc to tl·c Jrinr.is: offic:- ,,;·.ere 

-

.. 
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it sl,n.11 be rett'.iner. in file tr "unport the Ci"T'lm0 1~i ty nccour,t s. 

5. 7 Wnrcl:ouse Rccrrr.s n.t UI'.R..'qj~ Opcrntl_QQ§. In c ... scs, suer. ,~s t:ie 
JfE?.:-~~ refugee C!'.nps, wl-.orc tl::c cn~•~rv'.i tics nrc c0nsic'.erec" ,...,_ s 
<".istributn<' ['.t the tiMc rf their •"Olivcry t0 the CA.lTlJiS, the 
wa:tchouse recorr.s shoulr. be l"ln.int'"1.iner .... ft('r the ti "1e 0f tte 

· wri te-0ff to rl.i st ri but inn in accorfln.ncc with t:."'c 11 Op~rnt .:.nns 
MF'.nunl 11 in qu.ant i ty onl;v, n.nr1. -pr ices n.nrl v luc will nnt be 
place -~. theF on. 

5.8 r_:ir,9.r.s-ShiT)Ment Wnreho'lse Wrerf> CO)'l'll'T'nritics 1.rf>-wr'.rch usc- r:. f0r 
trA.ns-shin..,ent T)UI'J)OS·2S ·,nly, with t::e cxccpti,.,n nf tr.,-,se 
shinper. to 3rinc:.isi, co,1i€'s of the c.ocuT"lentr.ti<m nrcnr:.r,::;,".. n.t 
the til'1e of rrsnip.,,ent shnll be submitt0il_ b:· t.,c fic:'..c:. 0fficc 

.to -cJ-e Bur:-r.u of Fir.'lnce r-.n0 .• vlninistrA.tion at the re,-i'mnl 
office (or r..t Hcn.r.quarters) to whic tb: fi'ln. oL'icc rcpo:.·ts, 
r.t ,..,r,ich level th0 appro·,ri::,.te E'ntries will be nr.c1.c to tl:e 
controllint; ~cc r,unts. ifarehouso recorc'.s e:1ould be ~aintaincr, 
in accorc1nnce with tho 11 0Y"\frP.tions Mr..nual 11 in qu...1.ntity onl:r, 
p.,nd nrices nnc' V['.luc will not be placed tho :te on. 

5. 9 Ef:'ectivg Date for 'fo.rc· ouRe Monetar·r Acc ,~'.l:r. tin;- Rocor ~. in& in 
Monetary terms in the nccount s of the B·.1rrr..u of Finance anr. 
A~~inistrn.tion 0f tho ficl~ offices ns prescri· cd in snctior. 
5 for stock")ilh.6 o:nefat.;. ons shP.11 ·n.pyil:J only to Rl· ip cnts 
ini tin.tee. n.s from l Jovt.~;:i::ier 1945. Honota.r:r f'CCi'untin6 for 
shipl"cnts initit'.tef. yirior to thc.t c'.ntc will be mnintnince. at 
the re ~ionfl-1 office level. With res'1ect to inventories in 
stocknilos representing corn.,or:ties shippec'. prior to l 
ITovombcr 1945, n s , pn~ntc ouanv:tativc record sh~ll be TTlnin­
tainod in ti1e ficlc'. office on nn u.npriccc". b['.sis to 31 Dc cer.iccr 
1945 , .n.t th.nt ti -,c, an~, rennining stock shnll be r,r lccf. a:if. 
thoro..-,,ftor com;?lctc Monotf'.r;r ac c-0ur:t s sh<'ll be mnint.:i.irv::.c. nt 
tho ficlc. office. On the r,f; i · -cl office n· co:.u:ts, tho 
charr.;e-off to com"'')r' i tieR dist: .... b·.1tN1.. cxpe:isc ns at :n Dec­
ember 1945 ::;hell br tl1E' totnl vnluo r;,f com-,oc' i ties ship:rcr. to 
tho stuckyiile prior to 1 :1ovembor 1945 lC'ss tho v11.luc cf 
inYc>ntor:, P.t ;-11 DcccTT1ber 1945 nnr. sub~oct to Rny .ceport of. 
~eficiencies thp.,t will b~ written off. 
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6 1: Dncu-rntntion lt pf~iti~n to t~r ristri~1tion Trc~cribc( 
for l"..<'<'"Ur.ti::-.f: ~-urnos:s in y,rrl".~-rnpr. <l:.6 of ('.ocu'7cr.tr..ti()r: 
rvi·'0ncin.: rccript of co T'10'iti<"s, coni:-s of the r,ro-
scri b0,;i_ ~0cu'"£' nt:i.tinn c;hc.11 b.' -:'.istri 'mtor' ns follows: 
for s'·iw1cnts ori--:ir.ati..g in tr..0 Ucstc-rn H~,..,is:,hcrc, two 
co~·iics to t:-.c- 3ur,'.".U nf Supnl~· :~t ::f.''1/.qunrtC', s; for 
s>.i~'),..,cr.ts ori6 bn.tin~ in t:10 :2::-..storn Ho1>1ispl:Pro, two 
co;)i r s to t:-.r- 3 •r :s:v.1 of Sur,_1l~r ; t th::: z .. _iro··1c, :-.:. R--,::i'1nnl 
Office, or to t:.c 3urc~u of Su::-i1 ly c1.t t~10 rc6 ion:i.l 
of:icc r.ct in6 ri.s n :rrocurin6 office. For t~--.r 3,urpos(' 
of r.ccou:-.tinh for losses nnrl. rstablii-1:in;: clP..i .s, one-
of t .. os'" co~1if s s:.mll be r::n.c1.e r.,v/\ilablc t.o t:h.o 3uronu. 
of Finr-ncc r.r.r . .nct~inistrn.t i 0n. ':'tr se coi-,i: s of -.;::c 
·' ocuri,~:-.tnt io:1 s>.P.11 ·00 forwn.rcloc1. n.s :rrc sc:ci oe::~. for nll 
s~1i1r0nt s r0bnr,':le ss of ,.,:,,,c th:-r t "-.0~r wcrr- for r.irf'ct 
(.cliv,:;r:• to n recipient c ~ tr;v, to nn W:"'R?wi. 0°)srntion, 
or to r. ficlc. office for "tock1)ilin5 . 

I 

6.12 .~cco· tinr- for Losses. vit:1 rrs:p"ct to sr:ipl':£-nts 
rocrivrc ~ro::i tl:0 Westrr~ _..:,..T'lisy-ir~crc, t½c cost of 
co11r-,nr'.i tir s ... ost in t:rr.r.si t stall oe i·ccnrc'.c:· in 
r. rct;istcr i:1 t:· 0 3trC'r'U of Finnncc [.ncl .• c:r1inis­
trnti 7 .. in Hr>n}.QU:'.:.:t,;:,r~, thro·~t n mec:iu-:i o: t'·c 
c1 ii;crcprnc:r _cports incluc'.cc'. in t .. c c1ocu-,entn­
tion rcforrN1. to i:: nn.rn.t;rnr,h ': .11, r.n<'. sr ........ 11 b~ 
-:--n trrcc: in su..,.,,.,.,:'.r,r forr1 in the co:1tr.JllinJ G'":!'l<"rnl 

, le." -er c,,r...,0·'.i t:r nccount s ns n. ch'1.rgr to r. loRscs 
in tr".ni;it n.ccount. .~~cc0u,1tinc :or lossr·s in 
tr. ns!. t fnr co~'"'<' .i tirs s'~i•·,r::'c". fro"" tl'r E?.Gt,1·n 
Eo;iis'1:cC''.:'C s:mll b0 r-in.i!:tn.in,.-'1. in n siriilnr ,..,m::1r-r 
c:· t:-.c :.S-1.r'>'"'ff'.n Rr-.-i.0n[ll .' Of:fico anr" "'8:, other :nro­
curin~ r~~i0n~l officrs. 

-
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Stockpiling losses is defined as cor1:n.odit:', lossrs occurring 
a t field offices roqui:rcd to kfC't.l cori..,odi ty acc nunt s for 
stockpiles as prcscri~C'd in Srction 5, bctworn off-loading 
from vessrsl and final delive ry to a rE-ci'picnt countr:' or 
utilization on an UI3.RA oprration. 

6.21 Documentation . Stockpiling loss~s shall b~ docu­
mcn:t,!'d at the invontor:r-taking period by Tl'lC'ans of 
a discrc-pancy report as prrscribcd in the "O:ocra­
tions Manual". 

6.22 Authoritv for Writ0-0ff. It shall be the · roi.pon­
sibilit~, of the chief of the field office (mis::-­
sion or otherwisf.') to app:=-ove the write-off of 
commodity losses as reflected b~ t~e· discrepancy 
report pr0scribed in paragraph 6.21. 

6 .23 Acc;-aunti'l}g for Los.:;os. Aftor approval .b~• the 
c:ciPf of thE field office as prescribed.in para.­
graph ,6. 22, stoc1.1Jil ing -1 osses will - ·)e charge cl 
in the .commodity accounts of ·~he :Bureau of · 
Fir.ance .and Ad.r.1inistration of t'-1.e fic:ld office 
to a cam,..,ocU ty lOSS " S acc;-unt and will be re­
flected in tho ncriodic~l financial rcrports .to 
t!1e office to wr.icl·" the · fi0ld off:co reports. 

6. 3 Ot]1er 1Tarehouso Com"ocl.: tv LO(;SOS 

In warehouses w:1ere no ronetar? a ·c"unting is muintai:c.er., r:-c­
ords 1cing kept in q1la!ltitr onl:r (see pa.raGra.phs 6,7 and 5.S), 
com"1ocl:it;y lossc'3 shall be clocu.,,ented. in qua::-itit·· b•· "'h .. ans 

• - t t 

of a discre:')anc? r~port as pr"'scribcd in tr..c 11 0porations 
I!a::-iual 11 • It s½all , 'be tho rosponsi':)ilit? of tl:c c~:icf of 
the field off foe ( niission. or othe rwise) to approve tiic 
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discrepancy report. ~n original signed cop~ shall ~e for­
warded to t:-ie office to which the field. office reports at 
,,hic:i. l~vol tho value of tl1c com1oc_.i t: 0 losses shall be 
entcroa. in the controlling commod.i ty accounts as a charge 
to comrodit:r losses. 

7. Militarv SurT)lUMS (U. S, Army) 

7 .1 One rating P;·o cedure s 

~he operating proc8dure for t~e acquisitio~ and distriJu­
tion of U. S, Army surplusrs is ~er, forth in the document 
11 0;1erating Procedures AJlplica"hle to Area Surplus Procun:­
ment ~gents Procuring v. S. Army Surplus Property in the 
Ei:10 and the Mi:'O una.er the Uon-ReimbJ.rsable Provisions of 
the U. S. Contribution. 11 

7. ~ Accounting li'eatures 

The accounting procedure incorporatca. in the operatir.g pro­
cedure for the acquisition of militar~ surpluses has been 
d..evi sed to correspond with the principles of com,..,odi ty 
acco'.lnting as prescribed herein in order to provide for 
the inte~ration of the accounts reflecting transactions 
involving militar:, surpluses into the h.dministration' s 
cominocUt:r accounts. ':ho f ollo•ring sections surrrnarize the 
accounting fcatur- s of -.;he op::>rating proce(i_ure for the 
acquisition of rnilitar:· surpln ses. 

7. 21 Comrnodi tir_ cguisi tion. Deli very and passage 
of title of cormnodi ties b;r the Armr to U~Rl.A 
shall be evider.ced o:r depot s~1ip:JiL!~ ticket., 
obtained at the ti~e of s~iT)~cnt of tto coM­
modities from tr.e Ar~y Qepot, On~ cony shall 
be available to tre acc0untins section of the 
Surplu~ Property field office. ':'hesc depot 
shinning tickets 'l'la;' or ma? not ~Je pricer.; 
howev('r, there will be a vor? short time lag 
before receipt of price cl depot sl·~ipping tickets 
anr. tra:::isfer invoices ::-<=>ferrf'd to in paragrap!·. 
7.23 (a). 

-
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'lhr•u,.:. CO,)i(:., of tc,· 'i:.:;'.ot ..:hiLJ,1i:1 1; 

tic,,L ts ubt j .1 :-d t t ~he: ti.:,,- vf 
sr.i:m(•:'t cf tr.~ co .. :;nudi t:us frum 
th·· .. r.~.y (2,:,), t , il::. 1),. s,.r,t by th, 
Surplu:., Pro;xrt~- fL L .. 01fict_; to, tr.0 
fi· .J.d offic .: i.-1 t:1c. .:.·vcipie:1t c.:.:.i.ntr~; . 

b . 01.0 cury , r..:cci)t..:0 o~' ~_:, offich 1 
-r, prs~c.~· tivo of the rDcipicn~ 

cou:-.tr: , -;- i.11 t.,:, c.,tur:-~(c'. tc. th~ 
t..ccv1J 1tl i, s..,ctio!~ of tl:·. Sur >..i.US 
Pr0J0~t) fi4 l d affic:. 

c . If co~n;o;:,·· o.t.· 01.:(:c !l shi tiD• 1.t le i,,­
vo.n c<.,, u,· li vcr~· I.!. rt.ific: t5 0.1 cf . 
c o;r1,, o;, ;iotc" o:· bi1.ls oi' L.c.i.1_ u:· · . 
offici • .L 10)r s- ~tcti~c ~f th_ r~cip­
if.• ;L Guti.::t, :, "i.Ll to 1-,. tur:1.ud ·.,c., t,t 
[, ccot<:i.tL~? .. ,. c-:.ic;.1 c::.' t:., Jur .J.LuD 
Pru~:~ty fi~Jd uffic_ . 

d . C:.1·ti1i::: ti.,,_J c1' Jo::;:::,-::s i,1, tr. :-1~it 
t1l .J..l. 1.,w r ~ t1~r11.\-(1 bJ t};t. fi•._J..rl cf.fj_c\... 
i.1 tD ·c e,j _,i ·tt c:c,u:;1,r;•: t:.J th_ 
LCC(;U.1U:.~ :..cc:+.io:: of tL..: Svr).i.t:.:c; 
Pr,.J~1ert•, fi ld. 0f:i.'j_c...,. 

i:. . ..::.i,:r: 1,cr·-s c\ ::dcncit. ... rece:iJ,t ,.,! 9c1n­
m..;cii t:i.{ ., , i'l l C('l tiJ. j ,. t.-i.v~ 1..,f .!.C[,,,(.5 

rr:u.-t i,: .. c;c ~;t· tJ. -
[)l'(>VL,i 1_; 'S ,Ji 1: C 

.. [. (!Ct;rdt lCv \ j ti.1 
: ph 4 • 6.1 ( , ) • 

f . ·.1~i ,~rir.~ L~d _;:\.y .:._j ,.1;.ir:!ltL;' Co,n,.1i-:;,:..:i.0 .. 
, .. il.1. tr<r·!i..,i: tiH. ~:;Ul\Jlur-:: ProtLi·t·. fi, ld 
Jf'fic\ , _;__ t1, ct,,)i, _ _, of i-11·ic,.c. l1 ..... i.)Jt 

_p.i.Hr· tlcL·~\t ... ·.tt1 trtr1t.)f• .... i: ..:. .. avoic\,,.,.:, . 
l:ttc.r ,.c tl;: h:...~,js of tt1. ch,I';:· t 

i1J­

'l he· 
t}-i,:;-

U. ;:; ·• Cor:.ti~i.:;:.iti•J'l in ,, l hi...,,t-.,.1 . cr_.i_;h ... , 
h ;j )--~- f vF ... Y'Q .. d b:· t:v~ .ii\.~J .. ""Jt.i :~ v:;r Li J-

uir\ tiuu C~u;ni,_;slr.)n to -:.hv . ,J,JI'c.•.._)l'l tL. 
ev,.r:.i.1J·~t ,g,: .. cy in, ! .. li:,;_;\:,J!'.! . 

p, i,;t.: .l. 7 
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In tne event of l.cljustmei1ts to pr:..ce., 
c.,n th,~ br.'"'is of fini ~ r.egotiE tio::1:, L1 
.. t,shh1gt0a, St..~L c cjusk1er.t~ , i..!.l be 
reflected i:1 tilA t.cc0unt-0 at the hoc: d­
l, au :-ters lisvel . 

b . The t..ccounth1, :;ectioi~ or' lht 3ur~.1ua 
Pro pert;;· fie.1c off ice , iL1.. rec0rd the 
tr::.nsfe:t ir.voices ii· ,lppropri:....te r ee;is­
te:cs LS ref1.ectin~ ..,,,E: co;;:.t of co:ilmod_;_­
ties u.cquiref . 

C • 'I he l!.CCOU!:ti;lf. ::;action o:: t1:e :..;ur,JlUS 
ProJ?orty fie.Lei. t:iffice ·, i.11 .cei.c..te in 
the Lvpropri~te re8jster5 receipts ~na 
certific~te~ of loH~es returno~ to jt 
free: the fidd cf fice in tb'3 red pi.cnt 
co.:r~try 1,i th tJ:v., recor,1 of ::r:i.._JH1c;1t::: . 

d . 'Ire c:ccounti~1 i;eccio~. J.;: tLe ..;iUl\)Jus 

roaert· fio.lG 0ffj_~e : i.1.l. rGtL.'.:1 c 

co .. ,1J .... etc i'iJ.n of d81)ot :;i1ip')~.::1 tic-"-e-..... , 
trc11.i.!;f'c1: i1i"IOicr-:~·> , 1·ecvipts c.. 11r cGr tifi­
c• tc~ of .1.ou;, fr, ... r£.cipi.e::.t c0urd,d e:i , 
to suiJ.JOrt its ccv~ 11J.,J~., . 

e . '~lie c /:!C1,,;unt.~n. ~i€Ct;ju11 ()f tlir ~1.::.ri.)J.l'Ll 
.Pro.)Er"L;r fie.10. off'ic0 i.1..l , .. c-m.i-mc..nthly, 
Cu!C..)ilc d.d.,J.. t 1 dvices for e~ c.;h r<:d t->ie,:t ' 
co,mtr~· r..:f'.1ec-cinL th0 v; .LU•~ cf the 
JrO~arty ~r.J..!~trc~, c~ts~ifiea LC~urding 
to tr .... t...;iJ. st.~11,·crtl 
c,:,i"-,•.,j ~..:€'] in -tl..: 
'11.c. u )b_;_ t t.,·hd.ce., 
r .J ;:. ,.>':'\ 1jt. ;_,,_, t... i tc!n, 
i1: tr •. 1si t f!'Ollt tL, 

- . . . 
1 la.~l [J.C'l-.. ..L 1'f; _JuY"1'S. 

w~- ref~(ct, ~~EO , 

~;oLtt cf du.lve1·~- -.,.-) tl'.c :·r.dpir:rt 
cc 1JJ1t~·J. 'lhu a•. Li L · r'Jicc.~ r·h--..... 1 ~1,.;;1--

U l:1 _·t:fer~ 1CC.S to ·w-~' 1ffIT(, ~ l".\ .,, '<'r 
Lit.;illdc Li_,r C1,.;.~,1~~.r;~on tt': .,;:,i"c.:r :in\u:L!E;S 
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o1 f ~ c ... s .;.·1 £,..1ro1k, , to tb E.ilro _kl n 1L.~:i ::-ti· J. 
Office) , d of ,,1 · d½ct' r·tc ·s . 
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Pr1-))\,.,rt::: fi,ld (;ffi·C• . . r~li: \r~.1.~:~ uf G1 ,TTdl1'.•0i+i_~ 
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r. c lv,J; lt ,i_~ d,tit C~~uvaiti.: CiJt~ibutcJ fJr 
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8 .31 Burec,.u ,._,f Iin:.nco : .. 1c1 •• c1nlni.:itr.t:i..>r . It shEll 
1)e t:lt' reSfJL•:-:s:l.t.!.~:Lt.: of tl 'J i:,u ... ~t': ...1. cl Fi>:t:!':G 
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11 .\dl;i:l.nistr·.tivc '?ro;_Jc.r:~. •tccom:t[ t.i.Li ty .... ;:m •. ~" 
!'e r pro1J0r·:.,~,. des-.]ri:l(;d j_ 

8.~2 . 
) , ,r 

~ (. J. i.', fi.it, 8 . ;a : .. 1-1 
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~::., :_J1·c.;c:riL,:d i:1 0cc.:tL.r: '-+ • 

8 . 5 ::.ecording V · .L'te of ~~1.;.1-l::x,)c.1dt b ... c :er )p._i·ty 

t .. ., sL t d :in .•~ r: -,r. ;.,l-: o • .!., ·,v • ;:;~;. .. ,:; v, lu~, ..,1 ::,,.t'... :11 n-c 'X1_k ·:d: b~t 
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' 

• 
.. 

UNITED NATIONS ADMJNISTRATIVE ORDER NO. 76 
Rill.IEF AND RE.tfABil..ITATION 
ADMilJISTRATION 26 September 1945 Pagel 

SUBJECT: C01·2,10DITY ACCOUNTJNG 

1. PURPOSE: The purpose of this order is to establish the basic pro­
cedure to be used by Headquarters, Regional Offices, arid Field Offices 
(l·ission or otherwise) in accounting for ccmmodities acquired, on hand, and 
distributed by mrRRA. 

2. OPERATIONS FANUAL: The "Operations Manual11 covering storage and 
transport of UNRRA supplies in areas of relief operations is hereby adopted 
as t he official procedure of the Administration in recording physical account­
ability for UERRA supplies. 

J. RESPCT{SIBILITIES: The folio· g are the basic responsibilities of 
the Bureau of supply and the eau of Finance and Aclministraticn ·with respect 
to com.~odity account.mg: 

A. Bureau of Supply. 
of Supply 

.--..,.., .. all be the responsibility of the Bureau 

a. to 

b. 
as 

maintain its prescribed documentation for the 
movement and delivery of commodities, 

prepare such statistical records 

e agreed from time to time between the Bureau of 
and the Bureau of Finance and Administration, to 

·cte the Bureau of F:.nance and \dministration with re­
and i.nf om.ation fror:1 such statistical records as the 

er bureau ~ay require, 

d. to provide the Bureau of Finance and Administration with 
such signed copies of documentation as are required by the 
Bureau of Finance and Administration for the maintenance of 
its corrmcdity acccunts, 

e. to provide the Bureau of Finance and Administration with 
such surrmary reports as may be required by that bureau for 
reconciliation or for reporting purposes, 

f. to provide the Bureau of Finance and · Administration with 
estimated costs of commodity acquisition vlhen actual costs 
are not i.~rrediat ely available, 

g. to maintain the procedures and perform the functions pre­
scribed in the "Operations Manual", 
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h. to maintain property records and controls over relief and 
rehabilitation supplies and equipment delivered by the 
Administration on loan to governments or agencies, for 
which title remains with the Administration. 

B. Bureau of Finance and Administration. It shall be the responsi­
bility of the Bureau of Finance and Administration 

a. to maintain accounts for transactions involving commodity 
acquisition, 

b. to maintain accounts for transactions involving commodity 
distribution, 

c. to maintain a file of signed documents supporting the 
entries in the accounts reflecting commodity transactions, 

d. to maintain adequate warehouse accounting controls cner 
commodity stockpiles in countries ~mere title to commodities 
remains with the Administraticn, and 

e. to effect such reconciliations between the commodity ac­
counts and the records of governmental or other agencies as 
may be necessary. 

f. in accordance ·with procedure prescribed in the 11Administra­
ti ve ProP.erty Accountability Manual, 11 to maintain property 
accounts for all property acquired for use by the Adminis­
tration and to which it retains title, regardless of whether 
the property is used for administrative purposes or for re­
lief and rehabilitation operations. 

4. COMMClHTY COST: The cost of corcmodities used in the establishment of 
the accounting controls described in this order shall be composed of three 
elements: 

Element A: the invoice price of the conuno0ities. ~]hen there is 
included in the invoice price or added thereto an accessorial charge assessed 
by the procuring agency, such accessorial charge shall be excluded in estab­
lishing Element A. 

Element B: the accessorial charge a.ssessed by the procuring agency. 

Element C: ocean transportation charges. 

Entries in the control accounts, either as the result of an original 
transaction or as a result of the transmittal of a Debit Advice, shall be as 
follows: Element A of cost shall be charged to the appropriate control ac­
counts distributed between the ten standard commodity cla3sifications used in 
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the financial reports; Elements B and C will be charged as separate items of 
operating expense. The Bureau of Finance and Administration in Headquarters 
nill distribute Elements :!3 ru.:.d C of cost on a pro rata basis in the prepara­
tion of the final accounts oi the hdministration. 

If it should be found to be desirable to reflect operations in a country 
on the basis of world average prices, the required adjustments from cost to 
a T·mrld-average price Hill be r,1ade at Headquarters 1e,1el. 

5. CO:-I~ODITY AC'=!llI-STTIOl': The Bureau of Sup:::,l,J' in each office of the 
\dministration shall furnish the Bureau of Finance and \dmh1istration in that 
o:.:'fice with the a:;:ipropriace sig,.-ried. documents required by tte Bureau of Finance 
and Administration for cormnoclity accounting. such documencs s!1all be recorded 
by the Bureau of Fimmce and Administration in appropriate registers from ,r:iich 
summary entries shall be r.1ade to the controlling general led.ger cormodity 
accounts. 

T,'fuere actual costs of cornmodi ty acquisition are most immediately avail­
able, che Bureau of ,Su:r_)ply sharL furnish the Bureau of Finance and ;\dministra­
tian vdth estirra ted values. For accounting purposes, estimated values of 
privately donated commodities shall be considered as actual. 

Ea.ch office 1s cost of commodity acquisition, either actual or estimated, 
shall. be charged in the cor,modity accounts in the Bm·eau of Finance and 
Administration of th2.t office to a Co1,:modi ty :~cquisitian account vd. th respect 
to Ele.rnent A of cost as deccribad in Section 4 hereof, and to separate accounts 
for Elements B anc~ C. Co,,unodity ,\cqaioi tion acc01.mts shall be maintained by 
the ten standard classifications of conmo~ties used .for financial reports. 
Credits shall be to the a:Jpropriate accounts. 

Vlhen an estiffiated value ~s used, tho credit shall be to a suspense ac­
count which shall be charged at the tir,e actual cost becor.lOS available ,Ji.th 
t'~e originally char~<ed cstiiriated value. .~t that tir::c thG aDpropriate account 
s!:all be credj_ted with the actual value and there sr'all be a debit or credit 
to a Price Adjustment acconnt for the difference betw,Jen th•'3 originally esti­
mated and the actual cost of COi,.imodities. Price adJustiaents a:)plicable to 
Element ;,, of cost shall not be distribut8d lxitween the coruncx:1.i t:,;r classifica­
tL:ns. Price adjustn1ents to commodity costs which have previously been debited 
to another office by D•;b5.t . dvicc, v1ill not be passed on to tho office debited, 
but will be retained in tho accounts of the ori2inatin:; office. Periodical 
ckarini; of the Pr.ice .\c~jmitn.ent account which r,B;,r be necessary will be 
perfonned at I eadcuartors l_,vel. 

Instructicns will b3 issued subsequcmtlsr on the procedure for accounting 
for the acquisition of .. iJ_itar~• ,..urpluses. 
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6. COMMODITY DISTRIBUTICN: The Bureau of Finance and Administration 
at Headquarters shall issue a Debit Advice to the appropriate Regional Office 
for all shipments from the Western Hemisphere consigned to Field Offices or 
operations under the jurisdiction of the Regional Office for direct delivery 
to recipient countries or UNRRA operations. Resulting therefrom, the Regional 
Office shall maintain a control Commcdity Acquisition account reflecting Debit 
Advices covering shipments to the area coming under its control. Such Debit 
Advice shall reflect as to Element A of cost the actual or estimated cost of 
the shipment by the ten standard commodity classifications used for financial 
reports, separate amounts being shown in total only for Elements Band C. A 
menorandum copy of the Debit Advice shall be sent by the Bureau of Finance and 
Administration at Headquarters to the Field Office immediately concerned for 
memorandum purposes only, so that the appropriate receipted documents for 
direct deliveries to recipient countries may be attached thereto and forwarded 
to the Regional Office. Sucl1 Debit Advices shall not be entered in the field 
office I s accounts. 

The Bureau of Finance and Administration of the European Regional Office 
shall follow the same procedure with respect to shi:µn.ents ~ade from the Eastern 
Hemisphere to Field Offices reporting to Headquarters or other Regional Offices, 
the original Debit Advice being transmitted to Headquarters or the Regional 
Office involved with memorandum copies direct to the Field Office directly con­
cerned. For shipments made from the Eastern Hemisphere to Field Offices 
reporting to the European Regional Office, the Bureau of Finance and Adminis­
tration of that office shall issue menorandum Debit Advices to the Field 
Offices for memorandura purposes only, as sha]J_ the Bureau of Finance and Ad­
ministratioo of Headquarters for shipments from the J;Testern Hemisphere to 
Field Offices reporting to Headquarters. The memorandum copies of the Debit 
Advices shall be utilized by the Field Offices as above. 

The above procedure applies also to shipments to warehouses specifically 
for trans-shipping purposes. 

HoHever, for all shipments which are to be stockpiled in a warehouse by 
a Field Office, Headquarters or the Regional Office to which the Field Office 
reports shall forward to the Field Office a formal Debit Advice with respect 
to Element A of cost with memorandum entries only showing the totals for 
Elements Band C, and shall enter a charge on its accounts against the Fie:d 
Office for Element A of the cost of the shiprrent. The Debit Advice vull be 
accompanied by an itemized statement of cost of the commodities shipped which 
will be used by the Field Office in establishing the warehouse accounting 
controls described in section 7 hereof. 

Documentatioo of' comrncdity distribution may be receipted bills of lading 
or delivery orders, agreed outturn reports, discrepancy reports, or any other 
form of document acceptable to evidence delivery of comrncdities to a recipient 
country or an UNRRA o:p3ration. In accordance with the "Operations Manual" it 
shall be the responsibility of the Bureau of Supply in each office to obtain 
such documentation. A signed copy must be provided for the Bureau of Finance 
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and Administration in the Field Office which will be sent by that office t e 
its Regional Office, or to Headquarters if it reports to Headquarters, for 
accounting action and perma..'1ent filing. 

If the shipment is received from the Eastern Hemisphere oy a Field 
OfZice which reports to Headquarters or to a Regional Office other than the 
European Regional Office, an additional Cf'PY of the documentation shall be 
sent for the purpose of establishing claims to the Bureau of Supply of the 
~ 1ropean Regional Office which ~·,ill make the documentation available to the 
Dureau of Finance and Administr:.tion of that o 'fice . Similarl,r , if a ship­
ment from the W~stem Hemisphere is received by a Field Office that does not 
re .. ort to Headquarters, an additional copy of the documentation shall be sent 
to t.he Bureau of Supply J.t Headq_uarters for the same purpose . 

The value of commodities delivered directly to a recipient country or to 
an mmRA operation on off- loading shall be reflecte1 in the accounts of the 
Bureau of Finance and Administration in the Regional Office to which the Field 
Office repnrts, or in Headquarters ti' i~ reports directly to Headquarters . 
Such deli verie3 shall be recorded at the Regional Office or at Headquarters, 
v;herever the controllin?; acco1rnts are maintained, i11 ai)propriate registers from 
which sUilunary entries sh.:::.11 be nnde to the controlling general ledger co!':":modity 
accounts . 

The cost of commodities lost in transit shall be recorded in a register 
in the Bureau of Finance and Administration in the Re:;ional Office or i.'1 
Headquarters, wherever 1..,he co:itrolling accounts are J,uintained, through the 
mediu.rn of shortage repo1,ts and shall be entered in S1.L"'.r,1ary form in the con­
trolling general ledger cor:1.Cnodlty accounts as c. chare;e to a Losses in Transit 
account . 

7. CCU'CDITY · :AREHOUSIFG: ·111en it is necessary to stockpile coi..modities 
in a warehouse in the .field prior to distribution, docr1mentation of the 
movement of commooities shall be maintained in accordance with the "Operations 
Fanual. 11 

The Bureau of Fina.nee and .\dminis tration in each Jield Q,fficc shall main­
':.ain a Commodity Acquisitioo account for all connod.ities sent to a stock­

~iling warehouse, which '.V:i.11 be nrit ten up froru the Debit Advices rccei ved 
from the office to w;1ich it reports . 

Inventory stock ca:cds shall be rraintained y the Bureau of Sur,pl~r in 
vm..cehouses to record the quantity status of each ty::,e of cor,17icdity . Copies 
of the Transfer Requisitions and Deli very Orders, l):;.•escribod in the "Operations 
}.'nnual, 11 shall be priced bv· the Bureau of !"inn.nee .:L c. 1 d""'linistratim in the 
Ffold Office on th basis of the detailed lists of cor...r:cxiity costs of each 

• 

shipment that accompany the Debit. Advices . rcnthly su.1111,1ar~' entries shall be 
recorded in the acco nts of tho Bureau of Finance ru.:d A<lminiDtration of the 
Field Office . 
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In cases, such as the EERRA refugee camps, where tho cor.imoditie s are 
considered as distributed at the time of their delj_very to the camps, the 
warehouse records should be maintained after the time of the write-off to 
distribution in accordance 1irith the "Operations Manual" in quantity onl,'/, 
a11d prices and value will not be :1laced thereor •• 

-;here conunodities are warehoused for transhipment purposes only, copies 
of t.he documentation prepared at t:rn time of reslnpment shall be submitted 
by the Field Office to tho Bureau of Finance and Administration at the 
R0gional Office (or at Headquarters) to uhich the Field Office re~Jorts, at 
vi'1ich level the appropriate entries will be made in the controlling accounts . 

8~ E?FECTIVE DATE: T·us order shall be effective immediately . Jinmediate 
steps shall be taken to process documentation and record entries in accordance 
rd.th the prescribed procedure, for all commodit.Y transactions effected from 
the canmencement of operations to the date of this or~er . Inventory stock 
cards shall be established for current inventories and SUl)plcmentary instruc­
tions will be issued coverin!_:; the accounting for prior receipts and issues 
from inventories . 

CORRIFGTOr GIIL 
DEFUTY DitIBCTOR G.1-~ERAL 

lOR Fir \NCZ A::U , Dr ' TI:ISTR'..TICN 

458065 
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UNITED Nli.':IONS 
RELIEF Jilil) 3.EHABILIT.ti.'i1ION 
All.UNim1;ll..TION 

SUBJEC':: :IBQUESTS F 1.MD DUPLICJ."IING 

Section 1. GENEill.L 

lol Purpose : ':i:';us order cstr:blishcs the responsibility of the Division 
of :.t!'.!lc..gcmcnt nnd Budget , Procedur-.1 Control Br;..\nch, for the review 
of nll Hcndqunrtcrs rc~ucsts for printing and duplicating. It fixes 
rcsponsibilit:r for t\c use of duplicating equipment at Rea.dquartors . 

77 

1~2 Applic~bility: ~he procedure vhich follo~s is applicable to m~tcri~ls 
of o;ny- nature including forms , orders , bulletins , procedures no.nuals, 
reports , infor:national 1i tera.ture , publications , fonn letters, etc . , 
to be reproduced by n:ny process . 

Section 2. SUB:USSION OF REQUISITION 

2.1 All rc~ucsts for printi~g nnd duplicating by v.ny process sh..~11 be 
sent on For~s LJ)..4 or AD-34 to the Procedural Control Brnnch, Division 
of l.'[c.nuger.1cnt and Budget , for r,pprovc.1 nnd assignment of a job number . 
If approved, the requisition v1ill then be sent to the Division of 
hdl:1.ini strati ve Services for procc s .. ing. If typcuri ttcn stencils nre 
submitted, they should. be ~iccompe.nied by tho manuscript drc.ft. It is 
not noccssD.ry to retype cdi tcd nnnuscripts for submi asion. 

2. 2 The Division of ~dr.~nistrctive Services ill not ~ccept for printing 
~-nd duplicdin5 n,..vry requests which h.'.'.ve no-'- boon approved :md nssigned 
a job r..ur::ber by the ?rococ.urcl Control Brnnch. 

2. 3 ''.i::le f:-..ctors to be rcvic 7Cd by the Pro ccd.ur"..l Control Br['.nch r1ill 
include the nw.1bcr of copies, "Jl~ of distribution, r1cthod of 
dupl.:i.co.ting , propriety, consi...:tcncy r.i th policy P.nd ~dcqu"'..cy of 
clonr~~ccs . 

Section 3. COr:':'~OL OF DUPLICi:.TING EQUIRIE!J':: 

3.1 All duplico.ting services shc.11 be conccntrr.ted in the Division of 
lidrn.inistr•'.tivc Services unluss otherr,ise o.uthorized by tho Burc:-.u of 
Fin-'.'lncc .ni ~drlinistrction. 

3.2 The uoc of duplict1.ting equipment loc,_tcd outside of the Di vision of 
.b.dministri>.tivc Services shl'..11 be confined to the purpo"Gs for ,7hich 
uuthorized. urn ... s..11.o._l not be ~v...,ilc:,blc to ru.1y orgi...ni z[>,tionr.l units 
other thnn to that unit to uhich the equipment is asoignod. 

EFFECTIVE: 15 October 1945 



• 

• 

U:Tlr:.EI) :TATI OHS ?:~. AD:n:ns':'RATIVE ORDER i:TO. 77 
Su;_')'l'.llement :ro. 1 RELIEF A.::lD RE:-1"A3ILITA'!'ION 

ADHiiiIS'!'RA'!'I ON 30 November 1945 

StJ:BECT: RE~UI:STS FOR ?RIU'!'IliG .A}U) D:JPLICATLTG 

---------- -- - ----- -- - ·-. - . - --·- --·--. - ------------
1. General 

2. 

This su'l'.lplement to Administr&tive Order No. 77 'l'.lrovides for the use 

of a single form on which t~ Make all re~uests for 'l'.lri~ting, du!?li­

cating, and graphic services. Form AD-4 (Revised 7 ~:ovember 1945) 

has been designed to furnish information necessary to a uro"ljer review 

of such re~uests. 

Use of 11RequElsl for Printing I Du"l'.llicatinP.: 1 a.11d Distri0oution 1 " Form 

AD-4, Revised 

2.1 "Req_uest for Printing, Du!?licating, and Distribution," Form 

AD-4 (Revised 7 November 1945), a satr9le of which is ettcched, 

shall be used in requisitioning any form of -printing, du-oli­

cating, co,;,ying, or grai;,hic service. It shall be signed by 

a designated auT)roving of-~icer as ·orescribed by Administra­

tive Order l\To. 77. Ho other form will be accei:,ted efter the 

effective dcte of this Order. 

2.2 Section 2.1 ~f AdministrRtive Order ~o- 77 is ~nended ac~ord-

ingly. 

3. Effective Date 

Th:s Order becomes effective on end after 7 Dece~ber 1945. 

Attachment 

' S4522 

E1rton E. Palmer 
Actin~ Denuty Director General 
for Finance ~d Ad.ministration 
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AD-1' PROCEDURAL CONTROL NO. 

FORM UNITED NATIONS 
REV.(7 NOV 1945) RELIEF AND REHABILITATION ADMINISTRATION 

WASHINGTON 25, D. C. 
PURCHASE ORDER ND. - REQUEST FOR 
JOB NO. 

PRINTING, DUPLICATING, AND DI STR I BUTI ON 
INSTRUCTIONS- Prepare this fonn in triplicate (3) for any request for duplicating (foclud- DATE 
ini 111i,reoiraphini) and submit all copies to Procedural Control Branch. Whenever possible, 
manuscript copy should accompany the request. One copy showing Control Number will be re-
turned to requesting office. 

SECTION I - REQUESTING OFFICE 
NAME OF UNIT LOCATION (Building and Room) FOR INFORMATION CALL 

DELIVER TO BUILDING ROOM 

SECTION II - CLEARAICE 
NEED FOR THIS MATERIAL TITLE OR DESCRIPTION, INCLUDING FORM NUMBER 

{v 
THIS MATERIAL HAS BEEN CLEARED BY 

INITIATING OFFICER DATE 

DESIGNATED APPROVING OFFICER DATE 

FREQUENCY OF USE QUANTITY WILL LAST 

SECTION Ill - OESCRI PTI ON 

NEW JOB D RE-RUN D REVISED ORIG. 
PROCESS 

JOB NO. 
D PRINT D OZALIO 0 SPIRIT OUP. CHEKJ 

SIZE COLOR INK 0 MULTILITH D PHOTOSTAT 

" X " D MIMEOGRAPH 0 MULTIGRAPH 
TOTAL QUANTITY DESIRED QUANT I TY FOR WAREHOUSE STOCK SHOULD PLATES OR STENCILS BE HELO? DYES D NO 

BINDING 
QUANTITY FOR DISTRIBUTION QUANTITY FOR REQUESTING OFFICE D PAO TOP D STITCH TOP 

D SIDE D SIDE 

NUMBER OF PAGES OR STENCILS CUTS: ATTACH TO SEPARATE SHEET 

PUNCH I NG 
PAPER STOCK D STANDARD D 3116 11 D 114" D 5116 11 

COPY KIND WEIGHT COLOR D TOP D BOTTOM D RIGHT D LEFT 

ORIGINAL 0 CENTER TO CENTER D EDGE TO CENTER 

DUPLICATE TRIM 

" X " 
0 PERFORATE 

TRI PL I CATE 
D SIDE PAO QUAORUP LI CATE 
D TOP TO PAO QUINTUPLICATE 

PRE-NUMBER FOLD: ATTACH SAMPLE 
DONE SIDE ONLY D HEAD TO LEFT 

FROM ___ TO 
0 HEAD TO FOOT D HEAD TO RIGHT 

0 HEAD TO HEAD 
ASSEMBLY 

DAS PAGED (See Dummy) 

MARGINS D IN SETS SHEETS PER SET 

HEAD RIGHT LEFT BOTTOM DIN PADS SHEETS PER PAO 

COPY PREPARATION SPECIAL INSTRUCTIONS r. D TYPEWRITER D LEROY 

D VARI-TYPE D HANO LETTER 

D GRAPH I cs D LAYOUT 
(If additional epace is needed uee reveree eide.) 

ALL REQUESTS ARE PROCESSED IN ORDER OF RECEIPT UNLESS PRIORITY TREATMENT IS JUST!-
F IED. IF PRIORITY IS REQUESTED, JUSTIFY ITS NEED INSPACE FOR SPECIAL INSTRUCTIONS. 
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RELIEF AND REHABILITATION 
AilV'ilNIS'l'RATION 

SUBJEcm: G30UP LIFE INSURANCE 

Section 1. GENEB.AL 

1.1 Ptu·pose. ThiG order sets forth the arra~ements which have 
been made for UNRRA employees to purchase life insur[lllce under a 
group plan with voluntary parti cipo.tion, throu0h tho Connecticut 
General Life Insurance Company, Hartford, Connecticut, U.S.A. 

1.2 Eligibilit"J. Eligibility is extended to employees serving 
in countries other then that of their usual residence. This n.lso 
includes employees r1ho a.re designated for such service or ·-:1ho ro-e 
travelling to or from such countries. The do.to of ~pplicc.nt's 
eligibility is the dnte ho is dcsi£n~ted for service in u country 
other than tha.t of his umw,l residence, c..s evidenced by ['.ll ri.ppoint­
mcnt notice or travel o.uthoriz~tion. 

1.3 Summary of Plan ':'he at1ounts of insure.nee ~ro fixed cccording 
to tho basic nnnuol-sdary of thJ llpplic~t. Eligible craployccs 
have o. period. of 90 d..".Ys to determine 'tlhothor or not they uish to 
participo.tc in this grou:9 life pl~1 vii thout subni ttine to a. nedic~l 
exnminution. Nnployocs uho desire to enter tho plcn ~ftor 90 d!-.ys 
or v1ho ,;fish to secure P.dd.i t ·· :mul cmounts of insur.:-.nce r.1u.st nclce 
llpplico.tion ~d submit ~- st , cment o:f he..,_lth for reviotr by the 
insure.nee compvny. '::he insur[l_11ce premiums :'.:I.re deducted monthly 
from sr.l!'.ry checks r..nd pr.id by the Administrl'.tion to the insurcnco 
compo.ny. Upon le~ving UNR..~, tho group insur~co is terr.iin .. tod. 
Hovcvcr, the err.ployeo is permitted to convert his insurr.nce by 
o.rra.nger,1ont vii th the insure.nee compo.ny. The rC1.tos of the 
converted insuro.ncc uill depend "Won the enploycc 's c.gc nt the 
time. of convorsion. Tho plr.n is presented in detcil bclon. 

Section 2. AMOUNTS OF nrnUILl.NCE 

2.1 Minimum A·.1ounts ':'he minir:mm amount of insure.nee for ,1hich 
an omployce ffi[',y e,pply is determined by his bn.sic ~uul snl::.ry [1.S 

sho'li✓n in the follov.ring schodulc: 

Bnsic .Annu~l Sr.lqry 

Less thl1l1 J3,600 
~3,600 - J5.4i9 
$5, bOO ('..nd ovor 

linount of Life L"1surc.ncc 

$Z, 000 
._:6,000 

$10, 00~ 

l.n omploycc r.i..'1.y not l'.p:,ly for c.n c.r.iount less th~ that to ,1hich 
his er.l~ cntitlos hir.1, He cr.n "..pply for ndditionr..l insur~1ce 
t-.s provided in Pl'..rngr~ph 2. 2. 'This r..inimum runount of insurnnce 
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vill bo incre~scd on tho following 1 1.ugu.st without furthor c.p:plicr.tion by 
the coployce if he should receive u s~lary incrccse nhich qu.clifios hi~ for 
c. higher a.mount of ins1lra.nco, unless he has clro~.d,y subscribed for norc thr..n 
the minimum onount for which he is eligible • . 
2.2 •ddi ti O!U'.l InsurMco An er.iployee rn..~ o.pply for insur~ce in c.ddi tion 
to his minimum ~11ount of insuro.nce pro•lidcd th.1.t the c.ggi•cgc.tc does not exceed 
~,COO or ,il0,000. Tho n.pplie(l.tion must be nccornpc.nied by c. Str.tar.ient of 
Ho~th Form N'o. G-10639, :.s provided in Section 3.12 • ..\.ddi tion:tl insur:'.Ilcc for 
which l'.n employee r.cy bo eligible by roe.son of his s~lc.ry incre::-.so \7111 be 
provided nuto~tically. 

2.3 &.tcs of Insur.:-.nco ':'he mon1:hzy- rr.te per .)1,000 of insurr.ncc is $1.09. 
Thus, the monthly cost of ~3,000 of insur ,:nco is ~3.27, for $6,000 it is ~'>6t54, 
.uld for $10,000 it is ~10.90. 

Section 3. AP?LIC{,.TION F03 IKSUR.lliCE 

3.l Fili% of Applicc.tion 

3.11 l\Iininn.u-:i .'il:lounts. .An amployco uho desires to beeo!lo insured 
should rn.."..kc c.pplicr.tion on 1. cor.ibinod ccns,l.S r:nd po,yroll deduct ion 
o~d, Fore .Jo. G-10330. If the premium dcd.uctions c..re !ik"..dc in 
r,.n offico o her thl'.n Rer.dqu~e:rs, tlic r.pr,licl'.tion shtr:.1.ld be 
filed in duplic"'..to. The npplicr.nt sl ou.ld print his nf"JnC on t~o 
first line in ord~r to nssuro legibility, Ho should sit;n his 
nrum on the bottom he.lf or trc or.rd. ~c reverse side of tho 
c~rd should be used for more detciled instructions rc~.rding 
beneficiaries a.nd rnodos of pq,rmcnt to them. :rho month of the 
yee:r should be d.osignl'.ted by nrunc, not by ~- numeral. ?ho r.nnue.l 
St>.lary n.nd ru.1ount of insurr:nco should bo str.tcd in dollcrs. ?!o 
str.temont of hccl.th is required when o.n er.1ployco c.pplics for 
only the minimUl'!l ~aunt of insi.ll'c.nco vi thin 90 dcys from the 
d.cy on which ho becomes eligible. ~ Stctcmcnt of ilc~lth 
Form Noo 0-10630 must o.ccoopo.ny the c.ppli ca.ti on ,;rhcne:vcr c 
period of 90 dcys botwocn tho cw.to of eligibility :-.nd tho ctr.to 
of ~pplicution has clcpscd. 

3.12 Ldditioncl .Amounts 

.. 

b. 

;'/hen raoro thnn the minirnur.i l';-:iount of insu.rnncc is 
~ppl!.6d for, the St.'.'..ta:ient of Hcr.l th, Form Ho. G-10639 
ill be used r .. ·.n r.pplic~tion for nddi tionn.l insu.rr.nco. 

If tho c>.pplicr.tion is mr~dc ,11. thin the 90 d::y period 
of eligibility, deductions for the full "mount of 
insurr.ne TTill be ca.de until the cornpru-zy- ks rev!er1cd 
the. Stntemcnt of Hc:'..l t If it is nccopt~blo to the 
eomp~, tho additional r.1;10U.."lt rrill be is su.od effective 
.., s of the; dntc of npplicntion. If the r.pplicr.tion for 
r..ddi tiont1.l insurr.nco is di sa.pprovcd, :,. rcfunc! \"Ii 11 be 
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ma.de of the premium collected for tho .... dc.iti8n:-.1 
anount of insu.rnnco . Ho\7cvor, tho com:i;ir.:rtr 't'Jill 
insure for the minimum ~nount of insurnnco oven 
though disr.pproving the c.ddi tiorol ,, .. L1ount . 

C11 Dnployecs mey r.pply for r.ddi tion"..l :,,mounts of 
insur"..ncc even though the 9O- :L<>..y period of cligibili tzy­
hn.s clapsodti Pr01:rl.u.-n deductions \Ti 11 not be 1"'.l:.dc 
until such nn t..p9licn.ti0n is D.pprovcd by the com _ _,c..I\Y• 

3. 2 aeccipt nnd Forr,~,rding of ~:p:plicntion s,9 Field r.ii ssions 
~re authorized to give employees receipts for ~pJlic~tions 
pending tho issu[tnco of ccrtific[ttcs by the comp:-.ny. This 
t1ill be done on For1:1 No . FI- 95 , enti tlcd " .: .. ck118Y1lcde,ment 
of ::ioccipt of Applicc.tion for Insure.nee Under Grou:p 
Policy. " Since there me.y be dolcy in issu.nnce of c. 
certificate of insurmce , the receipt r1ill servo r.s 
evidence of i:nsurc.nce covcrasc . :J.10 r.pplicr.tion nill be 
for,;1c.rded dircctl~r ·o ~he Insur~nce c .. nd Cll'..ims Brr..nch nt 
Hcc.dq_unrte:cs. Hor!-.. .rer , if the o .. :riplicant 's deductions l'..re 
i~de b:r m office other thm Hoe.c'gu,:,.rtors, "both originc,l 
and J:u.plico.to copies of tho r.pplic~:!;io1~ will be forwarded 
to thc.t offi ce , ,;ihich rrill m-:i..kc a.rr~:.ngor.icnts for monthly 
deductions of tr..c premium r:nd rctr.in the du.plic~tc for its 
record. It nill for\7['.rd the originn.l copy to the Insu.rmcc 
o.nd Chums Br~'.l1ch n.t Hco.d.qu,".rtcrs \7hich ·will ['.,rrc.ngo pcy­
."'.lcnt of premium to the insu.r:u:ce cor.1pc..cy- . 

3. 3 Effccti ve D~tcs. Insur.-.ncc bccor.1Os offccti vc on the dr..y of 
c,p:plic['..tion, providod the employee applies ,;,i thin 90 d..._ys of his 
da.tc of olieibility. If tho cmployeo is not in ['.Ctivo service 
c.t tho time of oligioility, tho insurrnce \Jill not become 
effective u.~til ~e returns to ~ctivc service . Insurr~cc ~pplic~ 
for a.ftcr the 9O- do.y pc.,riod trl. 1 not becor.1c effcctiv(.; until 
modicr.l evidence of insu.rr.bility is r .. pprovod by the cc:np:-.ny, 
rnd premium deductions \7ill not be r.1·:dc until tre r.pp::.icc:.ticn 
is c.pprovcd by the COiilP"JlY• ~s provided. in Pr.r::-.6rt.2.)h ~. 12, 
tho effective dnto of o.dJitional rnounts of insuro.ncc ~?plied 
for \7i thin the 9O- dry period, t:hcn .... pprovod, nill be c.s of tr.c 
dc.to of npplicr.tion. Incrcr;scs in c.utomdic nr:1oi.l!l.ts of insur:'.!Xe 
resulting from s~.l:;ry incr0r..sc s TTill be nu,do cffocti vc on the 
fol10·1ing- 1 :.1.i.gu.st , which is tho mc.ster policy r,.mur:l de.to . 

Section 4 . BENEFICI.b.:HIES 

4-. 1 Dosigri.ation. .:.n insured or1ployco r.1cy dosign,':'..to ono or r:1aro 
bcnoficic..rios~or he ffi[',Y do~~ :n1.:tc his cstl'.tc , his CXCCcltur, or 
his r.dr:1inistr:.tor, ::ndico.ti . the proporti0n of tho insur~'.l1ce to 
be p~id to o:-;ch bcn0;t"icic..1·y in the ever. t of c.c~.th,. He cr.n ri.ls:> 
dcsign..1.tc c. con-;;ir..gcr.t bcncfick.ry to r:hor .• tr.0 insu.r"Ulce nill be 
paid if tho ori~inully closignc..to.d bcncf ici:..1.ry prcdecc~sos tho 
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insured employee. Residents of North Ar1eric~, South ~~ericn, 
England, ,i.ustre.lia or Russia nczy- be dcsign:1.tcd r,s beneficiary,. 
Residents of cx-encr.,y territory r.nd cort~in territories formerly 
occupied by the enonzy- nay not bo nD .. -ncd ~t this tine duo to 
United St~tos control of export of funds to 'those countries, 
Che infor1:10.tion roquired for Gr.ch boncficb,ry includes full first 
o.nd lnst n.:unos Md initi~ls if aey, rclntionship, ruid address if 
not related. 

4.2 Designc.tion in Non-Listed Countries. If a.n employee desires 
to n1:~ o. beneficiary in e.ny country other thc.n those listed in 
pur~.,gr~ph 4.1, ho should be advised of tho difficulties of 
locnting end peying proceeds to bonofici~rics resident in those 
othor countries. He should nlso he ~dvisod th~t it is necessary 
to secure c. license from tho United St1:.tos Tro",sury Dcp .".l'tmcn+, to 
pcr1:1i t the pn:,1:1:::mt. If the employee desires to nr-.no such ['. 
bcnofiobr;:r despite the difficulties, the census C.".rd of Chr.ngc 
of Beneficiary form r:iust be not0d. to tho effect thnt tho er,1plo;•oo 
rccogni zcs tho difficulties nnd. deleys nhich might be in vol vcd 
in r.in,king tho pcyment. 

4.3 Ciw!lgos in Boncifici:--.ry. .:. bc:ncficiery m~w be cho.ngod. c.t 
DX1Y time by using- Form llo~4624, "Rcquost for C1~rn6c of 
Eoncficic.ry," v1hich is nv.'.'.ilc.blc ~t .'.'.ll field offices. Tho fully 
comp le tc d form .nnd ce,rti fic ".tc sb.oul d b o sent to Hoadq:iP.rters for 
tr:1.nsmi ttal to tho comprJ'\i· · ·hero the ch.:,,ngc v1ill be recorded and 
D- corroct cert ifi cnto i ssu.- d. 

4~4 Fo.il"J.rc to Dosjgnc;to a Boncficic.ry. If e.t the, time of dodh 
there is no dosigi'l:).ted boncfici1:.ry, tho comp!":ny rr.i. 11 hn vo 0;1 

option to pay tho insure.nee to the i:1ife:, husband, r.1othcr, f r.ther, 
child or children, or to the oxccuto r or c.dministrr~tor of the 
employee. 

4.5 m.nor Boneficir.rics. If c. boneficinry is n minor , his sh..,,rc 
may be pr-.id, at the option of tho company, to the person c~'..ring 
for l'.nd S'-lpporting him.. J;uch pey-monts \7i 11 be 1:1..1.de r.s follor;s: 
;100. 00 upon tho dcQ.th of the cnployce follo\"/od by monthly in­
st1.llments of not more thc-.n ~50,00, 

Section 5. P.r.1Yrllilf:S O? PnEi'lllUS. 

5.1 M0thod :;f Collection o.nd Pr_ymcnt. Pro'iiums ·nll be collected 
througr;-·m01-iti~y deductions from employees' s'11,.-..ry chocks. Pr.y­
ments to the: com1)o.ey VJill be ~le ;)y the ildminist:t,-:tion. Tho 
::9rcr1iur.1 char0c for tho insur".:nc will comnonco on tho first dny 
of tr.c moatb f ollouing t :1 c d.t-.tc tho insu:r;c.nco becor.1es offocti vc. 
On insur".nce, th:"c".i .. fl tornin~tcd_ the Jrom:.u"'l ch~.r5c ·1.:.l1. co::so on 
tl o firrt c. n:-r of tnc .nonth foll::wing ,;he c.c~tc of ~or1:1:.n '. tion., 

5. 2 Cl.1['.lv;c s in I.mounts of l!inimum Insurrncc ... \7h.cnovor tm employee 
receives ~ sr.1':l,ry inoror.se \7hich roc:uircs mi incror·so in his 
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minir.rum runount of insurance, the office making :us premium 
deductions v1:ill adjust them beginning the follo'7ing l a1.1ZUSt and 
it v,ill inform the Insurance and Cl~ims Branch, Hen.dquc.rters, 
of the cho.nge. ':!hen no chunge in deductions is necess[!.I'y because 
tbc omploye a is al ready covered by more than tho minimum :::mount, 
Hondqur.rters must still be notifiod of such s~l[!.I'y incrcc.sos so 
that the minimum and a.a.di ti oml insurn!1co croi bo d.:iffercntic. tcd. 

Section 6. PhYT-IElv11 OF BENEFITS. 

ll.e Pcyr.tcn t Vii 11 be mtl.dC in the O V'Cmt of dO:!.th fron ;my CC.USO 

t1ho.tsoover. Peyment wi 11 bo r,indc in ['.Ccord~.ncc \"Tith the 
docce.scd er,1ployec' s designation. Pcy::icnt '.'ill be mr'.de in 
United St~tos currm1cy or in currency of r..nothor country at 
the prov~iling rr.tc bf cxcho..nge . 

ba Tho insurance cor.1pnJJY roguircs a. ccrtificdion of dc~~ho It 
\'Jill consider us evidence c. certified copy of r. c::-.ble rttesting 
to the dcnth from the proper govcrnr.1cntc.l c.gency of the 
country of \7hich the cr.rployee ric.s :--. ci tizon. Tho r.ii zsion or 
other offico sl:.ould solicit the:: .:-.ssist:'.llcc of the ::;,ro,cr 
consul['.tc in reporting the dee.th. 

c. Ji.ll er.sos of de:..th r.nu:: _ ·)e reported by C'\°blc to .iC:,.::lqu-rtcrs 
by the chief of mission or hor.d of othe:r office.. 1:otific.:-.tion 
of der.th s;.1ould d so bo m~do by C8.b lo to the rcgj. on.:-;l off ice 
cor..cc r!1od. 

Section 7.. TE..1H!r!..:RI0N. 

Ias·:,rrncc undc.r the group plf'J1 of the ..ldmini str~tion •·:ill tcrninc.to 
thirty-one days ~ftcr: 

ao The. ind.:i viduo.l leaves the unploy of the .b.dr>..inis-!;r:-.tj on. 

b. The omployoo revokes the. c,uthorizr.tion to tm-.:1::;~ to p~y prcraiu.rns 
on his behalf. 

c. tma..-q_~ C'.).ncols or termin..".tcs the. contrnct •;.'i th the com:pc ... iy. 

Ho\.ovcr, employees m~ o.rrc.ngo \"Jith the insurr.nco compmy for 
ccmtinu--ncc of their insurrncc on ['_"1 i: dividu~l br.sis r.s pro­
viuc.: fo1 in Section 8. 

Section 8. I~DIV!I G.J1 ';' 1J.; :'PrJJ.1' OE OF II:Sill.0:-CE. 

8.1 l.dvt:nt"..[;e of Conversion. The; o:'!.ly nrivnn'tr.gc i:1. c:mverting 
insur~nco tc .:.not! er form of :,c.licy if' t:~"-t ti1e e:r.:p. c:-cc need. not 
submit °tJ ::-.. P- ·;si. .;~l CX" .. Elinr.tion by t:,~ ;,nS'.;~:nncc c:1i:. ,,-, r;r-..c 
r~~cs c-f t:1-. ·L Pti:·- x. to ·:1hich ·1c d1,;~.~·-"' .,.) conv0·•·. •:,]1 depend 
up n • j s c,g.__ ~i; tn(' time of co:-.-,.., ·s ... r. ju,..,; ".S th:.J ig:1 tn:) e:-.1pl0ycc 
,..:}re t[·.kin_; CJ.t c. nc., policy :-..t tl ':.t tL,:: . ;;- cy \'lr.1 ~lso b 
subject to ::ny .... ddition"'..l chf'.rbes v1hich 1-:1-i;; c require by tho 
cor:1:pC'..ny for oxtr,:,.. hv.zc.rdsc 
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6.2 A,pplic~tion for Conversion. :&:iployocs ncy convert their 
group insuruncc to [1.llothor form of policy if they a.pply ,:i thin 
thir-cy-onc dcys follov.d.n3 tormin~tion of employment. ~c l"..pplic~tion 
for convcrsi on 1:mst be ~ddresscd by tho in.:1.i vidunl directly to the 
com:x'.lly, Hc.rtford, Connocti cut, Uni -rod Sk.tes of l~ericn. \'/hen !'!lore 
tir.lo for ~iling the r..pplic~tion is required bec~use of distmce end 
difficulty of cor.mrunic.:1.tion, notice to UNnRA by th£ enploycc of his 
desire to com·crt i7ill be sufficient, provi.ied th".t the o.pplic:i.tion 
reo.chos the compr.ny vii thin r.n nddi tionl"..l thirty d..".ys. 'tnerc M 

~pplico.tion for conversion is nr..de, it shouli b~ ~ccomprinied by 
Form No. B-3157, "Foreign '2riwcl or licsidencc Supplement to .. ~pplicn­
tion for Insurnnco." If the form is not r.vv.ilr..ble, tho npplicdion 
letter should state ony contompl~tod residence or tr~vcl outside 
the United Stntes nnd. Cr.nr..da in the forseo~olc future. 

s. 3 Plans of Conversion. Tho cornpr..ny cor.unonly provides inf orraat ion 
.:i.bout thrao pla.."1s to rrhich the insurnnco r.1.ri.y be converted, including 
ordin~ life, 20 pcyr.iont life, ~d 20 yror cndotmont. 

a.31 Ordin~ry Life prJvides for the pe.yr.1cnt of the P.nount of 
insurance to the bcncfici~ry ct tho dcnth of the ciwloyce. 
Promiuz:1s a.re pe.;rcblc ~s lone C'.S the Oiilployce lives. 

s. 32 20 Pl\ymcrrt Life pro vi -1 cs for t.'1.e p:-y;:iont of tho ::'JllOunt of 
insur-nce to tho bcncfici~r:r o.t the dc~t:1 of the o□ploycc. 

?r niums, ouovcr, arc prycblc for t7~1ty yol'.rs only. 

Be33 20 Y~ Endovnnont 1- · vid.es for p:,_yr.icnt of the o.r.iount of 
insur"'.llcc to t~ bcnofi cirrJ l'.t tllc cnployoe 's de~~th shoul1 it 
occur before the ond of t17cnty ycc.rs. In ,:;. dition, this pl".n 
provides for p yncJlt of tho mount of insurr:nco to the anployco 
l'. t the ancl of tv,cn -cy ycf'.rs if he is then living. Prc::ii urns n.ro 
pcyl'.blc for trJcnty ye~.rs. 

e.4 4'.znount of Converted Insure.nee. l.n e□ployce mcy elect to convert 
or. continue his insiU'-mce in r..rzy- :'.1:lOunt, but not in m r.nount l':.rgcr 
thr.n he cr.rricc •. s t•.n onployec of th c .:.dministr.'.:.t ion under tho group 
plc.n. There is no obligr.tion to convert the full "..r.1:mn t of insur·:nco 
forr.v;;rly cr.rriod undl,;,r the group pl".n. 
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UNITED NATIONS 
RELIEF AND REHABILITATION 
AmHNISTRATIOrl 

ADMilHSTRATIVE ORDER ro. 78 
Supplement No. 1 
3 July 1946 

SUBJECT: GROUP LIFE INSURANCE 

The follo~ing limitations on conversion of group life insurance supple­
ments the informa.tion contained in Section 8 of Administrative Order 
No. 78, dated 12 October 1945. 

Conversion Affected by Governmental Exchange Controls 

Nationals of countries having exchange controls which for­
bid the conversion of the national currency to U.S. dollars 
for the purpose of paying pr8miums will be unable to con-
vert group insurance purchased in accordance v1i th the arrange­
ments set forth in this order. This applies to British 
nationals and nationals of all other countries having similar 
exchange restrictions. 

1-4:968-46 

Lowell YT. Rooks 
Chief Executive Officer 
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tllITED NATIONS 
All!UHSl:i.U.TIVE O.aDE3 EO. 78 

12 October 1945 RELIEF A?ID REHABILITATION 
AIJ,tlN IS'i"RAT ION 

SUBJEC'r& c:aoUP LIFE INSURANCE 

Section l. GENE.UL 

Soc-tion 2. 

1.1 P\ll
1
uose. ~hiG order sets forth the arra."lP,ements which have 

been ma.de for unra.A employees to purchase life in:mrnnce under a 
group pl!l.Il with voluntary pa.rti cipr.tion, throu0h the Connecticut 
General Life Insurance Cor,1pr·\Y, Hartford, Connecticut, u.s.A. 

1.2 Eligibilitr.• Eligibility is oxtcnded to er:1ployees serving 
in countries ot: e : thc.n ' that of their usu.al residence. This nlso 
includes em:?;)lo:, JC S nho o.ro de signutcd for such scrvic or r1ho cre 
travelling to or from such countries. The date of cpplicr.nt's 
eligibility is t':c dnto he is dcsie;n~ted for service inc. countrJ 
other thnn thll~ of his usual rosidcncc, cs evidenced by ~ ,".ppoint-

mcnt notice or tr~vol a.uthoriza.tion. 

le3 Sum.,nney:_.!'i_ :P}~ ':'ha runounts of insure.nee o.ra fixed cccording 
to the basic c.'lJlUnl s1;.la.I"J of thJ opplicc.nt. Eligible employees 
ha.vo c. poriod. of 90 d..vs to dctormine vrhcthcr or not they \Jish to 
pa.rticipc.to ir. this group life plc.n \ri thout rubn:i ttine to o. r.icd.ic:-..1 
ex~~no.tion. :E'nplvycos ~ho desire to enter tho plc.n cftur 90 it'-YS 
or mo 1./i. sh ti> socuro r.dci tionul cmounts of insure.nee r.n1st r.m.ke 
a.:ppli cction ::.ni subr.rl t a. stc.tement of ho.:>.l th for rovicTI by tho 
inS'..ironco co·.:ipc:lY• ':'ho insuranco prc.'!ti.ums ::i.rc deducted monthly 
from sr.lc.ry ~hecks rnd p."..id by the Administrr.tion to tho insur~co 
eomplUJ1'• UJ:_.on lec.ving UNR.~, the group insu.rcnco is teroin".ted. 
Hm1cvcr, t~ oo:plo;rcc is pcnni tted to convert his insure.nee by 
a.rra.ngor..10nt ,;ii th the insure.nee compo.r,y. The rntos of the 
converted !nsuro.nce ill dopund -upon tb:l a:1ploycc 's cgc at the 
time of co1.vorsion. The plPn is presented in dctcll bclor,. 

AltoUNTS OF IUSUR.aNC.u 

2.1 W.ninrllm A.-.iou.nts ':'he minir.1um onount of insu.rMco for which 
an omployo~ m.."-Y o.pply is dct~rmincd by his basic :::.nnun.l snLIY ~s 
shoun in the follm1 /7" sohc. le: 

Bo.sic uo.l s...._1a.ry 

Less tho.n '3,;00 
$3,600 - ~,499 
$5,fJOO r..nd over 

li!',1ow1 t of Li fc Insure.nee 

$3,000 
. ""G,000 
610,000 

;..n. or.iployoo r,ey not r.p~ly for C'.n r.r.iount less thr.n thn.t to which 
:ii s enl :iry cnti tlc s hio. He cr..n --~pply for ndd.i tioncl insurr.11ca 
t'.s provided in Pr.rn.gr~ph 2. 2. This cinimur.1 ar:iount of insurr>.nce 
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will be increcscd on tho follovring 1 kugust without furthor np,licntion by 
the employee if he should receive a s~lary incrocse uhich qualifies him for 
a higher ~mount of insuro.nce, unl~ss he hns c.lre~ey subscribed for norc th['.ll 
the minimum &J.ount for which he is eligible. 

2.2 Additiolll:.l Insurance 1m employee fnf!~ npply for insurance in cddition 
to his minimum a.11ount of insurance provided that the ::,.ggrcgc..te does not exceed 
$61 000 or ~10,000. Tho n.pplicn.tion raust be accompc.n.ied by c. Stc.ter:ient of 
Hcc..1 th Form No. G-10639, !:S pro vi dcd in Section 3.12 ... \.dd.i tion·'.l insur~cc for 
which r.n employee r;cy be eligible by rcc..son of his sal~ry incre~so uill be 
provided automc,tically. 

2.3 Rates of Insur~ce 'ihe month]y rute per ◊l,000 of insurrnce is $1.09. 
Thus, the month~• cost of i3, 000 of insurMce is ~3. 27, for .~6,000 it is '6~ 54, 
end for $10,000 it is $10.90. 

Section 3. .h.PPLIC{~TION F03. INSUR;JrnE 

Filing of Anplicntion 

3.11 1!inimur:i lu-:iounts. .An employee \'"IDO desires to beco!"lo insured 
should. m,."..kC ~pplicr.tion 0~1 ..,_ combined cons11s Md payroll dodu.ction 
co.rd, Forr.1 . .ro. G-10330. If the premium ded.uctions r..re L1..".do in 
ml offico o her tho.n Hcr.d u::trtors, the c..p:,licc.tion should be 
filed in d.uplicr.to. The :plicr-.nt should print his nemc on th.c 
first line in order to ns~lil'o legibility. He should sign his 
nruro on the bottom half of the co.rd. 'j;ho reverse side of the 
en.rd should be used fer more dctcilcd instru.ctions rcg".rding 
boncficir.rics and nodes of pc.ymcnt to them. The month of the 
yec.r should be d.osignated by nronc, not by '-• numcrnl. ?he cnnUR.l 
se.lary r.nd o.r.1ount of insurcnco should be stnted in dollr.rs. ?To 
stntemont of hccl th is required \'!hen ml employee .:-.pplics for 
only the minimum Ql'!lOunt of insu.r~co \7i thin 90 dcys from the 
dey on v1hich he becomes cligi blc. i~ Sto.tcment of Hcf'..l th 
Form Noo C-10630 must ncconpn.ny tho cpplicntion uhenovcr ~ 
period of 90 dcys betvmcn tho d[',te of eligibility :-.nd tho d.1".tc 
of ~pplication h~s clc.psed. 

3.12 1..dditioncl AmOltnts 

a.. \"Jhen more thnn the minimum l'.r.tount of insu.rrncc is 
cppli6d for, the Stl'.tcnent of Hccl th, :!'orm Eoc G-10639 
\'1ill be used c.s an l'..pplic~tion for nddi tionnl insurr-.ncc. 

b. If tho r.pplicc.tion is m.:-.dc. nithin the 90 d '-Y period 
of eligibility, deductions for the full .:::.mount of 
insurr.nec \7ill be r..c".dc until tho company h.:..s rcv:.oncd 
the. Statement of He.:-~l th. If it is uccG:pt~ble to the 
comp::u,y, the c.dditiono.l r.mount v1ill be issued effective 
".S of the dl'..tc of npplicntion. If the c.:pplicr.tion for 
r.ddi ti onc.l insur~co is di Be.pp roved, ~ re fund. ni 11 b c 
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oade of tho premium collected for tho ~dcitionr.l 
ancunt of insurr..nco. Hov1ever, tho comp~.r:~:;r \"Jill 
ins".l.l'o for tbc minimum P..mount of insu.rnnco even 
though disc.pproving the ~dditioml ['..mount. 

c. »nployecs mey r.pply for r..ddi tionr.l ['JUOunts of 
insurr.ncc even though the 90-dcy period of cligibili -cy­
h.:1s elapsed. }?ror:lium deductions nill not be 1~:'..dO 
until su.ch ru1 ~pplication is approved by the compr.ny. 

3, 2 ;.:{eccipt r..nd For\"J[',rding of ~pplication so :Field r,1i ssions 
l'.rc authorized to give employee's receipts for :,,pplic.:-.tions 
pending tho issur.ncc of ccrtific['.tcs by the comp::ny. 1!1his 
will "bo done on Foria No . FI-95, entitled ".: .. cknov1ledgmcnt 
of 3ocoipt of Applicc.tion for Insurance Under Group 
Policy." Since there mey be doley in issunncc of ['., 
certificate of insure.nee , the receipt \'Jill servo ns 
evidence of insurcncc covcraf;C , '.iJ.10 o.pplicc.tion ,:ill be 
forTI~rdod dir~ctly to the Insur~ncc r.,nd Clnims Br~nch nt 
Hcc.dquc.rtcr s. Hor.'cvcr, if the a.:ppli cant's deductions c.re 
~do by c.n office other th".n Hc.-:,.c..Qu::'.rtors, both original 
r..nd :uplicatc copic s of the l'.pplic['..tioi: tJi 11 be forwarded 
to thD. t office, \7hich nill m-'."l~c nrr~.ngomcr.ts for monthly 
deductions of ti:-.o prcmiui~ r.ni rctr.in the duplic':'..tc for its 
record. It nill forur..rd the original copy to the Insu.r31 cc 
:i.nd Clcims ]r~".!lch ~t Hc~dqu,'."'.rtcrs '.7hich will r.rrc.ngo pr.y­
;~cnt of premium to ''10 insur:-r.ce cor.1pE...OY• 

3. 3 Effccti vc Dc.tos . Insur·'.!lcc bccor.1cs cffccti vo on the dr..y of 
c,,p:plicr..tion, provided tho eiaploycc npplios \"Ii thin 90 d<>.ys of his 
date of clie;:i.bility . If tho omploycc is not in r..ctivc service 
c,t the time of eligibility, tho insu.rrnce \Jill not become 
effective until ~c returns to r..ctivc service . Insur~ncc ~~pl:ci 
for o.fter ti.10 90- dny l)Criod rrill not bocor.10 effective until 
modi c,:,,l evi dcncc o: insu.rr.bili ty is r.pprovod by the comp:,.ny , 
:-nd premium deductions nill not bo m-,dc until tl10 c.pplicr.tion 
is c.pproved by the COiilP"llY• ~s provided. in .P:-.r::--.crt.ph 3. 12, 
tho effective dr..te of r..dJitional nnounts of insurr.r.cc C'.pplicd 
for r1i thin the 90-dl:y period, \-:hen .... pprovcd, \'Jill be ::!.S of tb::. 
dr..to of .1.pplicntion. Incrcr.scs in c.u.tomt.tic nr.10-..mts of insur~-me 
resulting from s.'.".l::,ry incrG::'.SC s nill be I!ll.dc cffecti vc on the 
fol10·;1in~ l .. ~ugust , v1hich is tho mnstcr :,olicy rcmc,;r.l dr.tc . 

BENEFICik.lUES 

4 . 1 Dosignat~on. Ln insured employee m,"J' dcsign~tc one or m~ro 
bcncficicrics, or he 111.l\Y designate his cstctc, his excc,1tor, or 
his r.dministr~.tor, ~nd.ico.ting the proportion of ti10 insur~.ncc to 
be p~id to e::.ch bcn0fici.:-.ry in the ever. t of .:1..o:-.:th1t Ho cr..n n.1 so 
dcsign..-i.te c. con-tir. • rat bcncficic.ry to -.:hor.1 t1 .. i:: insur-:nce nill be 
:paid if the ori~innlly clcsigndo.d bcncficir~ry predecct..scs tho 
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insured eqployec . Residents of North .A..~cric~, South bncrica., 
England, .uustre.lia or Russia. mt>y be dcsign~1.tcd. ns bcncficie.ry. 
Residents of ex- cnor.\'{ territory end ccrt['.in territories formerly 
occupied by the encnv mey not bo nrunod ::1-t this time d.ue to 
United St~tes control of export of funds to these countries , 
'l:hc infor111D,tion roquired for Gr.ch boncfici::t.ry includes full first 
c.nd last nomos and ini tic.l , if aey , r clntionship , l'.lld address if 
not rcia.tcd. 

4 . 2 Dosi&i'11ettion in Non- Listed. Countries . If o..n or:rployce desires 
to nl'.mo et beneficiary in eny country other thc.n those listed in 
pur['.grnph 4. 1, he should be advised of tho difficulties of 
loc~ti ng ~d priying procGcds to bcncfici~r ies r esident in those 
other countries. Ho should c..lso be :-,,,dvisGd that it is necoss[',ry 
to secure c. license from tho United St~tcs Trc~,sury Dep-ixtroont to 
per mit the pey1:rnnt . I f the employee desires to nr..me such r. 
bone ficb.ry despi to tho difficul tics, tho census c~rd of Ch,.ngc 
of Beneficiary form r.'lust b.e noted to the effect thr.t the or.1plo:;co 
recognizes the difficulties nnd. dele.ys r1hich might be involved ' 
in mr.,king tho pc.ymont. 

4 , 3 Cli.nngos in Boncifici :--.ry . ~·~ boneficil'..ry mcy bo chnnged. nt 
or,:y tine by u.sing Form Uo . G-4624 , 11 Rcq_ucst for CL.~e,;e of 
Boncficic,ry, 11 \7hich is nvc..ilc.blc •;.t r..11 field offices . The fully 
completed fo:rm ruid ccrtific"'.tc sl:.ould be sent to Hcad{lu.Ertcrs for 
tr::i.nsmi tta.l to the compnn~; t1hcro tho cho.ngc will be recorded l'.rld 

D. correct cart if'i cute i ss110d. 

4. 4 Failure to De sigrn.:to c. Bone ficia.:cy . If ['.t tho time of dc: ... th 
there is no dosigno.tcd boncficio.ry , tho comp:.ny tfill hc.1.vc ~1. 

option to pay the insurr.ncc to tho v1ifo , husbmid, r.1other , f ['.thcr , 
child or children, or to tho executor or c.dministrntor of the 
employee . 

4 . 5 Liinor Boncficic.rics . :::r a. boneficinry ls n. ninor , his shr.ro 
may be paid, at the option of tho company, to the person c~ring 
for 1:.nd &J.pporting him. Bu.ch pcyment s \7i 11 be 1:mde ".s f o llot/s : 
'¾ ;;100 . 00 upon the dCQ..th of tho Cr'lployec follo,;rnd by monthly in-
stallments of not more tho.n ~50.,00. 

P.ti.YHENCS Ot' P.rlEIIIUUS. 

5. 1 M.:,thod .;f Collection end Pcymcnt. Prcri.iums vn.11 be collected 
througr;:-'.nO!:tiJ.y deductions f;.•om employees' s n. lr:ry checks . P".y­
ments to the: compl'.ny will bo ~de by the administrl'.tiono The 
prcr1iun che.re-c for tho instlrmc will comoencc on tho first dny 
of tr.o mo;.1tl:: fol.louing the de.to the insure.nee: bccoraos effecti vc • 
On insur".ncc th:\t __ i:: tcrr.1in~tcd. the _i remiuvn ch.:_r10 \"Jl.11.. CO".SO on 
tho firrt c. :i.;-r oJ.· tnc .nonth foll-.:wing J;hc de.to of ~crrx..n .tion. 

5. 2 Chro.1gc s in .;mounts of :ilinimum Insurmci.;~ \"/he never ~:11 employee 
rccci vo s .1. sr.l:i.ry 

1
incroe.sQ \7hich requires !'.!l incror.so in his 
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minir.rum runount of insurunce, the office ma.king :us premium 
deductions vlill adjust them beginning the folloning 1 August end 
it v1ill inform the Insurunce and Cbims Branch, Hcn.dquc.rters, 
of the change. rlhen no change in deductions is neccss~ry b~cause 
the cfl!)loyeo is olrea.dy CO"'Ct'Od by more tho.n tho minimum mno1..mt, 
Hcudquc.rters must still be ~tifiod of such s~lcry incre~scs so 
that the minirn:um c.nd ad.di ti o!l:'.l insur:i.ncc ccn be diffcrentin.tcd. 

Section 6. Pk.Yii:Elvl1 OF BE!-JEE'ITS. 

n., ?cy,~cnt Vlill be mede in the o·rnnt of dc~th from ~ cause 
\"lhatsoever. Pa,ymcnt wi 11 be mo.do in .:-.ccordru1co r:ith tho 
dococ>.scd er,1ployec' s designation. Pcy!:icnt v:ill be mndc in 
United Stc:tos currency or in currency of r,,nothcr country at 
tho provuiling r['.te bf oxchcnge. 

b. '.i1ho insur,211.co cor.1pn.."JY requires c. ccrtificr.t ion of do::.tho It 
v1ill consider us evidence c. certified copy of c. c:::.ble dtcsting 
to the dee.th from the proper govcrnnontc.l c.goncy of th:: 
country of \7hich tho employee r,o.s ::. citizen. 1-i:ho ni ssion or 
other office, sl:.ould solicit the r,ssist::.ncc of the pro:::,cr 
consul~tc in reporting the denth~ 

c. ~11 Cl:'.sos of de~th nust be reported by c~blc to Hc.r..dqu~rtcrs 
by the chief of mission or hol'.d of othor office. Hoti:.':'ic~.tion 
of do.r..th sl1ould c..l so be m::tdc by c2.blc to the rcgion.r..l off ice 
cor..cc r!1cd. 

Section 7. TE..lEJX..;.TION. 

1.1:r;rrnco unde;:.· tho group plf'J1 of the .ld.ministr.'.'.tion v1ill tcrr.1inl:to 
thirty-one days ~ftcr: 

a. The indi vidut1.l lcc..vcs ic employ of the .h.dministr,.tj on .. 

b. Tl1.e employee revokes tho c,utl1.ori zc.tion to UN.EL"'L·~ to p.:1y prc1:iiums 
on his boho.lf. 

c, mra...-q_~ c.'.:..ncols or tcrrnin.~tcs the contrnct ·::i th the compr..riyo 
Ho\.cvcr, employees rrw~ a.rr~gc \7ith tho h1su.rc.nco compo.ny for 
continu"nco of their insurcnce on m indi vidu~.l b-'.:..si s c.s pro­
viG.ct::. fo1 in Section a. 

Section 8. IrnIV!I~-.J, 1
;

1 •1:::L.UJJJCE OF WSuR.U:WE. 

8.1 J.c.vMt~,;c of Conversion. Tho only ndvm1.tc.gc i:'.1. converting 
insur:ncc tc ~not!1cr form of :policy if' trr.t the or.1p.Lc:~cc need not 
submit tJ 8. p!l;v'si..;nl cx,1.r:iin{'.tion hy t:..: :;_l1SL1,'l.l'~co c:,n .. r ,_,,-, r:11-..c 
r".tos C'f t: ... L .Pu:--'!'l..)C to ·.-,hich i1c du~ .roJ --) con\r0.r: ·:, l.l dopcnd 
\t) n , j s ~gc :'..i; tns time of co:-.·,(, ·s::..· r, Ju~t "..s tl10~:l ltlO c;·1J.,l0:,-co 
,.,ere t~.lcil1{;; o..rli e. non policy .,_t th~ t tL.,c. ::l,oy \·1Fl .r.. :so be 

. subject to ~ c.ddition"..l chnrgcs r1hich r:1'.\'_,· be required by the 
cor.ip~r,¥ for cxtr~ hnz~rns. 
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8.2 A£Elic~tion for Conversion, Erjployoos noy convert their 
group insurance to .'.UlOthcr form of policy if they o.pply uithin 
thir-cy-onc dcys follo vr.i.n.3 torminr..tion of employment. '::he r..pplic~tion 
for conversion 1:mst be o.ddresscd by tho individual directly to the 
compo.ny, Hc .. rtford, Connccti cut• Uni tcd Sto.tcs of 1\ffierico.. Ylhen more 
time for filing the ['.pplicr..tion is required bccuusc of distr..ncc md 
difficulty of cor.ununic~t ion, )ticc to UNLtRA by the cr.1ploycc of his 
desire to convert uill be sufficient, proviJod tl1~t the applicl'.tion 
rev.chos the: compmy vii thin r.n ~ddi tion1:.l thirty d['.ys. \Tnerc r..n 
~pplicution for conversion is m~do, it should bo ~ccompnnicd by 
Form No. B-3157, "Foreign 'I1ruvol or Residence Supplement to .. ~pplicn­
t:;i.on for Insurance. 11 If the form is not c.vnilr..blc, tho ap:plicf'.tion 
letter should state ony contcmplutod residence or tr~vcl outside 
the U~itcd Stutes and CP.n~da in the forseo~olc future. 

8.3 Plru:is of Conversion. Tho compr.ny cor.unonly provides inforraation 
o.bout throo pl~'Yls to \7hich t' c insurnnco m,.-cy- be converted, including 
ordinnr,y life• 20 pcymont life, o.nd 20 yoo.r cndov1Pcnt. 

a. 31 Ordinc.ry Life provides for the pe_yncnt of the nnount of 
insuro.nce to tho bcncficinry nt the dcnth of the otiployee • 
Promiur-1s £>.+C pe,ynblo ~s lon[; as tho employee lives. 

s. 32 20 Pcymcnt Life provi.:".cs for tho p .::yr.10nt of tho o.mount of 
insurrnce to tho benoficinry nt tho dcnth of the cnploycc. 
Prcniums, :b.,01<1ever,, arc p<'.~blc for trJCnty yoP.rs only. 

8.33 20 Yc,ir Endov1mcnt provides for p::,.yncnt of the ~:1ou.nt of 
insurro1ce to tlr. bcnofi cir.ry nt tb.c cr.1ployae 's dc:,.,th should it 
occur before tho end of t 1:1cnty yor.rs. In o.d.c.ition, this plr.n 
provides for pcyr.1ont of the ['J110unt of insur::.ncc to tho onploycc 
o.t tho and of twcn-cy yof' .. rs if he is then living. Prc:niurns o.ro 
pcyo.blc for tv:cnty ye~.:rs. 

8.4 . .'.mount of Converted Insurc.nc - 1.ri. cnploycc ncy elect to convert 
or continue his insurnnco in r.rry . .,;.1ount, but not in :.m l'.nount l.'.'.rgcr 
than he OD.rri od ~s e.n or:iployee of th c ..'.dministrr.t ion under the group 
plc.n.. There is no obligr.tion to convert tho full ~oun t of insur".ncc 
formerly cnrricd under tho group plr .. n., 
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RELIEF AND REHABILITATION 
AD~~rnISTRATimr 

ADMilHSTRATIVE ORDER FO. 78 
Supplement No. 1 
3 July 1946 

SUBJECT: GROUP LIFE INSURA~ICE 

The follo1ing limitations on conversion of group life insurn.nce supple­
ments the informn.tion contained in Section 8 of Administratj_ve Order 
No. 78, dated 12 October 1945. 

Conversion Affected by Governmental Exchange Controls 

Nationals of countries having exchange controls which for­
bid the conversfon of the national cl1rrenc:r to U. S. dollars 
for the p1~rpc:se of pay·ing pramiums vrill be unable to con-
vert eroup insurance purchased in aci;or-dance 1irith the arrange­
ments set forth in this order. This appJies to British 
nationals and nr,t1.ona.ls of all other countries having similar 
exchange restr~ctions. 

1- 968-1.rS 

Lowell r. Rooks 
Chief Executive Officer 
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UivITED i~ATIJ .. S 
1 i.Llr;F Ar,l.J rt.iHAt::ILl 1-,.'l'h.h 
.rJ.J L. lSTm-1.Tiur 

Tl~Al S. ITT,....u . . .& OR DUA FOR 
" ' ., H IS1'rtn.'i IVE uI-1.Dlli 1 0 . 7 
Revision No . 1 
9 August l 9L..6 

SGBJ~~T : Grt0u? Llli I, srrt& ~E 

1. Attached hereto is Ad,:tl.nistrative Order Jo . 78, Revision No . 1, Group 
Life Insurance, wtich incorporates t,11e follo'.',ine:; changes : 

a . Section 1.2 has been rewod.ed to conform v,ith the master policy; 

b . Section 2 .3 has been changed to r .. ;l1ovi the reduced monthly rate which 
Lecane effective 1 August 1946; 

c . Section 4, which placed residence restrictions on the beneficiaries 
who could be named , has been changed to include 'ceneficiaries living 
in any part of the world; 

d . Section 4 .2 has been omitted fro.," the new order; 

e . Sedion 7 has bee:1 ~ltered to all ow an em'Jloyee to continue his in­
surance il' he leaves the employ oi' the .ncministra.tion or if Ul'mH.A 
cancels or ter .. ti.rn te8 its contract with the co.:1pan:r, 

2. rldministrative Order. o . 78 , dated 12 Octot8r :!.945, and Supplement No . 
1, delted 3 July 1946 , ~n·e :Lr-eLy Gv.rerseded . 

Lov, ell "v! . -looks 
.net-:.;;:;; . 1irector General 
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2 . 

SUBJ~vi': lrtJUP .uIF'i Ir-iSUrt ... J~CZ 

1.1 Pur~ose 

This order sets .!.'ori:.h the aITc.ng8:nents which have been made for 
Uhn....A emnloyces to purchase life insur&nce under a grouo plan with 
voluntary nartid::-,ation, through the Connecticut General Life In­
surance Coi11pa:1y, Hart fore, Connecticut, U. S. A. 

1.2 Elis,ibility 

£ligibility is extended to er:1ployees who are serving in a country 
other than their usual re~iaence , or who are designated for such 
service, or who are travelling to or from such a country . The date 
of &pplicant I s elir!ibility is ti1e date he is desii;nated for service 
in a cou."ltry other th2.n that of his usual residence, as evidenced 
by an apnointi ent notice or travel authorization, 

1~3 Surru:1c:1rv of Plan 

The a::10unts of insunnce are fixed according to the basic annual 
salan· of the ,1.pnlicant . Eligible em;--loyees have a period of 90 
dc:rs to determine ··hetber or net they wish to participate in this 
grou) life nl.:.:.n vd.tnout submit tine to a nedic,,.l examination . Em­
ployees ~1,ho desire to enter the pl n fter 9C, cla;rs or who wish to 
secure r,,.;ditional ·.mou·its of insura:i.ce must m3.ke application and 
submit a ctc.:.tement of he~;J.th for revicv• by the insurance compan7 . 
'I'he insurance :-,r0.niTuns are de--'uct,Jd ri1onthly from salary checks and 
p.:1icl by th0 nd:ninistration to the insurance comp2..ny . Upon leaving 
Ut.ri..tA, the roup insurcnce 1s ten1~nated . However, the employee is 
perr.1ittei to convert his insun:nce by ar.!'.·:-_ngement with the insurance 
co:nJx:>n~.r . The r.:!.tes of the coriverted insur'3.nco will deoend upon the 
e1'1Dloyee I s : -·s at th3 ti:Qe o·· conversion. The plan is presented in 
detail· elow . 

2.1 ,.:inimur:1 Arnounts 

The tiinimum ~mount of insurnnce for v:hich c.n emnloyee may apply is 
de::.erm · ned by his basic a:-mu_l s:::i.lnr~' as shown in the fallowing 
sche·ule: 

Less th~ ~J,600 
$3,600 - p5,499 
$5,500 and over 

mnount of Life Insurance 

$3 ,000 
~;6 ,ooo 

,1118,000 
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An employee nay not ,~pl)ly for an c1..mount less than that to which his 
s: L~ry entit les him . He en apply for c::.dditiono.l insurance as 
providec. i11 P.: r grarh 2 . 2 . This m:.ni.num :-·.mount of insun.nce will be 
i!'lcr,Jr.sed on the followtng 1 August without furth'3r apr:-licc.tion by 
t ho e'.".:r-loyec if he shculd receive .'.1 s-".lary increase which quali­
fies h.'~,1:. .for ct higher r,rn.011rjt of insurance , unless he has c::.lready 
sutscribed for mor e th::in the rninirr,u.':1 ',mount for which he is eli­
gible . 

2 .2 Addltionul Insur,nce 

M employee ,l'-:y nppl_y for insurancG j_n addition to his minimum 
:1mount of insurrnce provided thr. t the :...ggregate does not exceed 
.iii6 , 000 or .a,10 , OuO . Th-3 nppli cc.tion !Y,twt be c:.ccomm.nied by a St:1te-
1rient of lle:.lth Fori:1 i~o . G- 10639, · .. s provided in Section 3 .12 . Ad­
dition::.;.l insur':lnce for v1h:i.ch : n e nrlo:roe ri1.--1.y be eligible by re-'lson 
of his s.::,.lar:· increase will te provided r>utor.1atic2..lly . 

2 . 3 R?tos of Insur~nce 

The Jlonthlv I'i..te ner ~l , 000 of insur2nce is ;;;i . 85 . Thus , the monthly 
cost of :,;,3 , 0, 0 of: in2ur.:1 -1ce is ..,,;: ., 55, for ~ , 000 it is 'll'5 . 10, and 
for 010 , 000 , t is ¥) • 50 • 

3 .1 .t."ilinr- of _i;_ "_ic;,tion 

3 .11 .,.inirr,u.•1 .1-\.'TLOi..U:t.s Af"l employee 1i.r.o desires to b-3COme i i~ured 
should '1.:;.k-3 .'.:.iY:l:c:tt:lon on & ce 1"' ' •.ed census and r,ayroll de­
r~ud, ~on r.,.rrJ , .c'c,L~1 1Jo . :}-10330 . If' ,:,'.'le premium deductions 
·.,_1'1; r ·.r1e l 'l :m of.::_c:; 01:her t,10.n P.e·1d~unrt,-:;rs, the appli• ation 
shoulc. be filed j n ~url.: cJ.te. The <.!rplic:rnt should print 
h L& r ·ne on the first line in or-.\~r to r ssure legibilit;y.. He 
s;1.oulc G:!.€71 his .1': .. e on the Lot torn h·,lf of the card . The re­
v 4r::;e ;:-3inG ~:: tl1e c-r,1 sho1 tl...:. Le us'3d for more detailed in­
st.1.·uc:ioy1s .·egard~ni: , enef Lciaries ~:nd i:iodes of payment to 
them . Tl10 .,.•x1ti1 of tt 0 :.re;_r shaulc: t e designated by n21ne , 
not by , ~rn•. e!'.'.' J • The aonu· l sn.l.:::.ry ·.nd ar,tount of insurance 
sl:0·,l,l 1 8 s~i t,,""d in Joll.::.rs . lfo s:.rtter!1ent of he.'.'lth is re­
qui:',~ti 'i".n,,n .::..1 ei:n.:-loyee t'.i.1.pl:es for only the minimum amount 
of L1suranc-:1 ;,i thj_n 9J clo.ys fro~. tl:.; d y on wl ich he becomes 
(:; ligihli:; . r. St,ntem.ent of He·1.lth For:n No . G- 10639 must a.,_ 
cor' , ny the ·.p~l:.c.:i.tlon v;henever c- criod of 90 d.:1ys between 
,Ae d· te O.i.. el_;_gibil; .V , nd the dc.te of .-ir."liccJ.tion has 
9l~ps ~d . 

3 . .L.:: ;,,dd.itior '~l m:1ounts 

. • ;,h 0 n 1.orc than the .rtiri · :riurn f1moun of insur"nce is ap lied 
:!.'or , ne St~•ttJ,"JOi'lt of r:e· lth , Form rJo . G-10639 will be 
us~d ns ~n nprlic~tlon for ~ddition~l insurance . 
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b . I.f t h,j ap,.."lication is mc1,de within the 9j d,:w reriod of 
eligibility, '.foducU:)!1S for the full nrnount of insurcmce 
wi:l Le mJ.de until the compc-ny has :reviewed the Statement 
of He"!lth . If it ·L:; accept<1.bl9 to the comnany, the addi­
tional r:;,1ount will be issued effective c:s of the date of 
c'..!.polic;,ti.on . If the rp.,lication for additional insurance 
is d~ sr~p"'roved , 2 refund v.ill be m~de of the premi um col­
lect0d for ~ he additional .'tmount of insur:i.nce . However , 
tne comr.::.ny v·ill1 i;1sure for the ;n.in.Lrn.1m .:.mount of insurance 
ev,:m thou;:i:h dis,:-~Droving the ~clditione .. l amount . 

c . ilnnloyees wty · .pply for ac1dition2.l ,:mounts of insurance 
even th ouch t,hf~ 'Xl- d ",iT period of eligibility hRs elapsed . 
Prff;1iw,1 deductions v1:ill not be rri.ade until such an a pplica­
ti,m is ar,provec by the cornr.: .. ny . 

3 . 2 B,.;;ceipt :.nd Fon-:n.rn~ n~· of Applic.'.1 tions 

Field f'li.scions ,-re :uthorized to give employees receipts for 
appl.l cc.t:> .. ons ne!ir~in..r th.:; i:rnwmce of certific&tes by the compcny, 
This ,· ·· 11 t(; •~one on For·.r:-! Ifo . FI- Ci5 , entitled 11 ncknowledvnent of 
Fiecei t of' ,~ .... ·~l.:cation for lnsur:nce Under Group Policy ." Since 
t:·,erc rri·_y be rlel:y in is;--u~mce o.f e certificate of insu r ance , the 
recr.:!ipt wi..ll se:·v") 2s e·.rid-::nce of insurc::.ncc c01erage . The apl"'l i ­
cation will b.: forw.:1rcect dirP 1~tJ.;:,r to the Insurance and Cl.:1.ims 
bn1r ch at H ?.dqu~rten; . lfo•: ever , if thr= a1'.'plic3.nt I s deductions 
.:trc mrde ,y 'Xi office o _ :1•Jr r,nc:n headquurtcrs, both original 
(:mt d.ur;lic·_to ·:opir,;3· o•~ t,;,e ;,py.licution will be forwarded t o 
t!"lc.t, office , •,:'.·1ich ~-.1 i.ll ,;..lrn :.:·.rrr•nr-e1 ,ents for mo 11thly deductions 
01 the pre:niu,n anJ. :::·•.=to.in I.he dunlicate for j ts record . It will 
forward th,:_: oritin:il copy to the In. urance ':.nd Claims Bran ch at 
Heed :utert, v1hich viil.l :1.rr·,ng2 payment of premium to the Insur ance 

Insur:mce h0co:-1es effective on the d:..:.y of ·,p·.Jlication, provided 
t 1e employe0 cn~lies v,ithin ','.) C:.ys 0f his d··te of eligibility . 
If' the er,irlo:'er~ is not in :_.ct ive service .'.'..t the time of eligi­
b'i.lit;:,, tho i.risur:.nce will 1,ot becoif'.c effective until he returns 
to .:.ct.:..vE. service) . In~nr•'nce rr:i-rlied for ·.ft~.r the 90- day 
pE..riod v,i 11 not "b ~co11e cf.f ecti ve until medicr.l evidence of in­
sur-ihl.lity is ·,rproved '.-;y i,hc co:np· ny, 'l.nd pre·niwn deductions 
will not be rn· c:e u~1til · ;:,nc. apr~.Uc·_ t.ir n 5.s .pprovi:;d by the 
co1in<1 y . . 1.s pro-J ~ in P"r-;grr...r!-i 3 . 12, the effective date of 
.:1 :d: t.i.:,n· 1 ~·no1int" o:f.' insur.:..nce ,l.fl'•J.led for within the CX}-day 
per· orl, 1 hen ·1r,pro;; ,i, :,i .1 be ·•s .:,f he ct·,te of application . 
Inc1' "ses :in ·~ut, ·•:, i c r:mo~mts of insur· ce resulting from s2.lc1ry 
inc1·e: sea \·.:.J l o, ~r rie ,.;f f ac Live on 1-.ne following 1 August , which 
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is the m.: ster pol icy renewcJ.l d:i •~e . 
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r1.:1 insur ed e!nployee may design,~te one or more beneficiaries, or 
he m.:iy designate his esta:t.e , his executor , er his 2.dmin::.strator, 
indicating the proportion of the insurance to be pfid to e:~ch 
beneficiary in 1,he evcmt of de:..!.tl1 . :le c:.n clso designate a con­
tingent heneficio.r,'[ to whom the insur0nce will be paid if the 
origirw.lly desi,::nated beneficiary predeceases the insured em­
ployee , Persons living ln c'..ny pnrt of the world rnoy be designated 
as beneficlcries . 

4 .2 Chn.n.£"0s in Bener'icinrv 

4.3 

h benefic:i2..ry ma.1r t · cb:.nged ,1.t any time by using Form No . G-4624, 
11 Recuect i'or Ch:-:nJe o.f 2cne.:.'ic.:..Lr y , 11 wh~.ch j_s .:we.ilnble at all 
field of ~'ice3 . The _'ull;v comnlctect form .::.nd certificate should be 
sent to Hea:::au~;rtc:n·::, for trans,. . .'_tt· 1 to the company wher e the 
ch,.nge v.ill bE:; recor ded end -:i corr ect certificc.:..te issued , 

If at the ti::1c of dectth t.h re ·;;, no designated beneficiary, the 
co:npany ._ ill ·nvt 2n option t'J !~·~y th•; insurance to the wife , 
husba1,d , motr:0r , fet.!1er , child or children, or to tha executor or 
c.dministrc:-tor of tbc t:mployee . 

L~ .4 LlJ:1or Benefici2.r ie::i 

If a. benefici,',ry is a mi,wr, }1is s)-:-, re ,l<'Y be ns.id , at the option 
of the co;>1~x-..n;r , to the e:;:son c,:,~i:-1g for ~ nd. s ipf\orting hir . 
Such r·•y::1,Jnt;:. ·:;ill ,_, ir.·:i.de s f olloi ·s : w~ )0 . )0 ur,on the den th 
of the cm,...,loyee 'o2.lowed hy monthl instr.:.1 1 er1t~ cf not more than 
,w50 , •Y.) . 

5 . 1 :: etho't oi' Coll,,c.:._;or. : nd fa 'r.-.ont 

Pre .d.ums ,till ''2 coll 0 cted throusl': conthly deductions from em­
rlo:·ee.:- 1 s, lc.r , ciy_c:-:s . P 1r,er1ts to t >-ic company will be mtde by 
the ,, ~•1istr-,r,icn . The prcrr:iu; .. cl.m-ce for the insurance will 
cor~: . .:v:.cc ,.,n tr.E fir:;t d·_y of t'1, monti ... ollovdng the date the in­
sur.:,.nce tec01..es e.i:'fE:cti v0 . On insur_,"nc€ that is terminated, the 
nre!'rri.,L:, ch .. :r?e v:ill cc~se o'l. the .:irst c.ay of the month following 
the d[•te 0 ., t.3r121in, tion . 
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5 . 2 C:,· n!!es in Amou'1ts ,·,f •. ,ini:rn.1m Insure nee 

'hen ever an emnloyee rece:l ves · sal[.ry incre:;.se which requires 
l..n increase in his m1 nii,mm ,:Jilount of insurance , the office making 
his ~rc:niwn deductions ,·:ill ?.ci,just the. 1 beginnin€; the following 
1 August and it VIill inform tht. Insur~nce c.nd Cl~irns Br:.nch , 
He~drunrters, of tho c~enge . ~hen no ch0nge in deductions is neces­
s·•ry bec3use the c:n lo;r e is :.lready covered by more th,:i.n the mi­
nimu:, r.r.iou:1t, Her.douorters :iust still be notified of such :!!c:lury 
increz.se"' so thnt the minir.rum and :~ddi tion~ 1 irnmr::nce c.- n be dif­
ferentiated . 

P~ymcnt will be ~Gde in th~ event of death fro.1 ,my ceusc whatso­
ever~ P· y,.tent will b,3 m~r' e in accord,1nce vii th the deceased em­
nlo ee's cosjgnntion . 

P- :nnent will be 1~de i.:-i Un.i ted Stl!.tes currency or in currency of 
,mother country at thu pr•Jvr.iling r-te of cxch.:-.nge . 

b . lhc insur~nce comr,~ny requires· certific~tion of de~th . It will 
consider as evidence :: ccrtifi...d cory of ::. c··ble attesting to the 
de-th fro,·1 U,e proper · (,';.-.n•P..r.cnt.Ll ngenc;r cf toe country of which 
the emolo;1ec w1s - citizen . Tho Itti.ss:.on c.r ,.;th er r£ fice should 
solicit tho assist::nce of the '"'rop-r cons1 . .late in reoorting the 
dc·th . 

c . All c·•scs of dc:--th r1.ust ~ r ,ported by c· ble to Headquarters by the 
chLf of mj ssion or hcnd of ot,'13:- 0fficc . Jotification of death 
"'hO\ ld "lso he r.r. o by cr·blc to t:.c rogionr 1 office concerned . 

T.&t .. d,1nTlJ .. 

Insurt!nce under the group pl· 1. of lw ,-.dministr'ltion will terr.linnte 
thirty- ne d:.ws :- ftcr: 

a. The ind iv au.:i.l leav1..,s "h · ,:1rlo · o~ the .-.d!r.ir1i str:ition 

b. u .. fu il cancels l"\r tcrmin:..tcs th.:: contr.1 ct ,:i th the compnny· . 

However, cmploM ~es m-y c.rr· ng 1itn h,J insur·.nce comp·ny for contin­
u ... ncc of c.h•.ir .i.nsur-i.nce on · n indhidu..,l V•sis -~s prov· dcd for in 

Section 8. 

Afl emnlo ·ee m:?.y c:-J1ccl his ;:uthori.:."ltion to C. .-. to -.:,.,y pr"r:u.ums on 
his behalf in which G.:Lse "f1(; insur"'11ce "'h· 11 ce:,.se ~t the end of the 
peri d .for which the 1 •st deauction vrs m .de . 
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Thf: or.l,: .::..dv- nt:.:.g 3 in converting insuranc.;; to c not her form of 
p;)lic~· is tl-:ut the ':'Tlr-loyco need not s'1ornit to ., physicc:l exr..rrdna­
tion by the in:::uc'.:,c J co,:rc:-·.ru . Tho r· .tes of the insurf!nce to 
which he dcd r .;S to convert v;ill depend uDon his (· go at the time 
of conversir~n , just : s though he e·w loycr:; w ~re ta:<ing out : new 
r.::olicy c:t tnr1t ti:-·,e . They v:iJ.l .:~lso be subject to Any :idditional 
chG.rg.._s whicl1 , J be roquired by th•_) co,-t,"o".ny .for 0xtrr. hazards . 

8 , 2 Aim_licc::.tion for C.:inver·sion 

Ern--lo •ecs , ·1y convert their grour i:1::ur~-nce to --:.not°f1cr form of 
r:,olicy if thc.l ... p .::, ,-.i thin thi1·t~:-ono :l"'Js .1. allowing termim tion 
of e1n,··lo;rn.<:")!lt . The a.pplicntion for convcr~ion 1"111S t be c.ddressed 
by tlv:i i '1C1 ~ v idual riire:ct::!. v to th~ comf<".ny, H.'1rtford , Connecticut , 
Unj t :=d St·lt•. s ,..f i-,Jlleric:i . 1foen :riort- ti,-:io for t'ilinc the e.pplicntion 
is roauir'od l,..;c' 1.,st:i uf cisknce r.nd ,Jifficulty of communication, 

ni tic_) ' J J_,tiLaJi. b~r the (;ffi'"'l0uf(;e of ' is desi.cc ·i:,o convert will be 
2ufi'ici ..;nt , T')r' vid ·ri Llnt the .:-.pnlicat>Jn re'0 chcs tho comprny with­
in 2n ''ddLtL'"'nCl tr.·,,+,y l'•s . 

T •• n,1!'1.; .. · .! • .. r: 1..:.c~ti,..~v f :- cnnv rs.1 ... f! is rn•4ldc , it should be ac­
COj),ln"..nie . b~r .i'0r. 1~r . r -3157' II i,;I' . r1 Cr- vel er R1;sidence Sup­
ple: ent t. -~pnli c '..t7' ·1 1' r· .. L'UI".rlGe . 11 1' ~Jho :"rm is not •vril­
a'r:lc , th,., , pr,l.' c·,t, ·. " l tt r .:h(•' la .st..,te -ny cnntemrl:,.ted rcsi­
(~ence ;r tr v ,J. cute id J n~_t,;d .3•,at::s , nd Cnn-:.dn. in the for ­
s...Jc,1blc J' t·1r,, , 

The c mp:1, y co:,ur.:,nJ. · r v · r:: s Lnfor 1--.tion '' ut three pl, ns to 
which t.110 .Lncurr 1cc. ma·· be con 1 ertcd i:1clu 'ing ordj nary life, 20 
p2..ymeni 1:i.fe, ·,r,_d 2.0 ycr:.r r-m low·•.ent . 

8 . )1 L)rrli.'.1·•ry ,i.fe prov.; d..,s f,,r t.h,J nt f tr.0 amount of in-
~ ur·•nce t'"' e,ho bm Cici · :--y :.t t be ,.:;- t 1 o the emnloyez . 
Prm.iunn , ··.ro r'rble e..s li1n~ '"' the ~mployoc lives . 

8 . 32 ~-0 1· .'JiL:nt Life: prrvid,.s for +he p[ty:-ne:nt f tho ~.mount if in­
sur· nee to tho ue:nefici'lry -t tho d ::".th of th0 employe,3 , Pre­
'; w ... - , h0v:Jvcr , , re , y-. •l.; for twent:,. j'cars only • 

. 33 20 Ye r .Ji:.'1 w .ent proYidcs for n'!.;m,mt of ,he amount of in-
~ur- nc t,:; thu 1- cnef-~ci·1 ry [. t tl.'::! ;nployee 1 s death should it 
c,ccur t~f' r l • ~m.: o.f twi:.nt :':-.rs . In addition, this 
r1 n pr ·,;id t :~ :- n.:;.ynent :.i' tn -.nount o.f insurMce to the 
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crnplcyec -.t the end of twenty yeo.rs if he is then living . Pre­
miums ,~re "Yc.ble f cl~ twenty y1.c; rs . 

8.4 .h.!Tiount of Converted Insure.nee 

Jill employee :nay elect to conv-:•rt 0r continue his insur;:,.nce in any 
r_'1lount, :._,ut not in :-.n .:-,mount lc.rg8r th· n he c, rri dd 1.s .:-.n employee of 
the .h' ... rninistr2.tion un• .er th'; groi..lp pliln. There is no obligation to 
co:wert the 1'ull .:1mour.t of .; nsur1.nce forftlerly carried under the gr0up 
Dl<'!.n . 

8 . 5 Limitati,.,,ns on Conversion 

d .. tionc..ls •-~· countries ·-:· vin[ exch nge cc,'1trols which forbid the con­
versic n c:: th2 nr1.tioncl currE::.1cy to U. S , rvll::1.rs for tne purpose of 
paying pr8 n.~wns will bE: un:.ble to co:1vzrt ;roup insurance purchased in 
c'.:.ccoru"ncc with the ~rr .n,·e::te:nts Get ..:ortl-1 in this order . This ap­
pl.i.es to Bi·· t ~3J-, ;1,'.'.tica·'ls : n•i nution ls cf <J ll ot:1 Jr countries having 
si .. d.l ')r exch: 10 -; restr ict.i.c1:-1s . 

1-1095-47 

L:)v.cll .: , d00ks 
.-.ctin: J :rr.:ct-:>:· G ,,1eral 
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UNITED NATIONS . 
RELIEF AND RKUBILITATION 
ADMINIS'.rRATION 31 October 1945 

SUBJECT: EST.IBLISHME..11.JT OF INI'ERNAL ADVISORY CO~1 :ITl'EE 
Oi: EDUC.'i.1'IONAL REQ,UIREi\lENTS 

~----------◄ - ·---- - -----------

1 . G:.JERAL 

1.1 Purpose: 

Several countries have recently requested ill\TR.~A assistance in 
reestablishing contacts with research and scientific organiza­
tions in this country to help in obtaining books and scientific 
publications and other forms of educational rehabilitation. 'I'o 
meet these requests, an Internal 1i.dvisory Committee on Educa­
tional Requirements is hereby established. 

2. Fm-cTIONS 

2.1 The Committee will have for its purpose: 

a. To provide assistance, when requested, to m~~ber govern­
men~s seeking to reestablish contacts with educational 
institutions or research and scientific organizations to, 
~btain books; scientific, technical and engineering pub­
lications; and other educational reha~ilitation supplies 
and equipment from such institutions or or6anizc.tions, 
either through ion~tions or purchase for the account of 
the government . ' 

b. To analyze requests from recipiont countries in order to 
more effectively carry out the purposes of (a), ·rhe 
Committee will not critically revie\w the educational 
program of any country, nor make any rec01.,,. end.e.tions 
concerning the educational rehabilitation of a re1uest­
ing country, The Comu,ittee will a~t only as a coordi­
nating and transm.i tting service between : 'ember govern­
ments and institutions and. ore;anizations. 

c. To carry out the purposes set forth in (a) the Committee 
shall establish and 1raintain liaison with various educa­
tional, scientific and research institutions or organiza­
tions and shall serve to secure from those in titutions 
or organizations all possible cooperation to achieve such 
purposes; the Comrnittee shall also maintain contacts with 
academic groups which mi:.,ht serve to assist the purposes. 
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4. 

5 . 

459158 

- • To advise the Contributed SJpplies Division, BJreau 
of S~pply, regarding the allocation of contributions 
of supplies obtained for the assistance of more than 
one recipient country . 

T .. e Committee will report to the Chief of the B:lreau of Supply , and 
it will consist of representatives of the following organizational 
units: H alth Division; Office of Public Information; Office of 
Country ~f.issio:::1 Affairs; tho Librarian; the Industrial Rehabili ta ­
t ion Division , the .Agricultural Rehabilitation Division , the Co11 -
tributed Supplies Di vision, and the Country P ... ·ograms Di vision , of 
the Bureau of Supply . 

C tlA Iill.:.AN 

Tl:e C1!ief c:: the Contributed Supnlies Di vision, Bureau of Supply , is 
designated Chairman of the ComrLittee and will summon the first .meet ­
ing . Chiefs of tte other above- raentioned Divisions and Offices are 
request6d to designate their representatives to the Collm1ittee and to 
inform the Chief of the Contributed S...i.pplies mvision . 

STAFF 

This Advisory Co ·ttee will have no administrative staff . Necessary 
secretarial functio!ls will be performed by the Contributed Sup:)lies 
Di vision of the B reau of S,:.pply . 

ROY F . EEND.JI C:(80:2-J 
Deput; Director General 
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SUBJECT: INITIATING POSITION AND PERSONNEL ACTIONS 

l. The attaehed order prescribes a new procedure for establishing positions and 
requesting personnel actions at Headquarters. It represents a major departure 
from previou5 procedure and is designed to expedite the accomplishment ~f 
personnel actions, It is effective 5 November 1945, 

2. Before filling any new positions '..:iu· original appointment, tranc;fer, promotion, 
reclassification or otherwise, the positions must first be approved by the 
Division of M-:magement and Budget. The Management Analysi:3 and Classification 
Branch of this division must approve the position classification while Budget 
Control Braneh must review the need for the position and certify to the avail­
ability of funds, Only then will the Division of Personnel and Training accept 
a "Request f<:1r Personnel Action" to fill a new position. 

J. Forms P-2, "Request for Personnel Action" and p ... 39, "Request for Position 
Action" nave both been revised, Sample copies are attached to Administrative 
Order No. 80, · Initial supplies of Forni P-2, revised, may be· obtained from 
FJ.eanor Moller, Dlvision of Personnel and 'fraining, Room 232, .Extension 79. 
Initial supplies of Form P-39, revised, may be obtained-from M.rs. Louise Winston, 
Management Analysis and Classification Branch, Room 306, E>ctens~on 74. There­
after supplies may be ordered in pad form from the Warehouse on Form AD-11, 
"Request for Administrative Equipment, Supplies and Services." 

4. Al+ requests for personnei or position action must be signed by a designated 
approving offic~r. 

5. The following points are emphasized: 

a. This pr900dure is effective 5 November 1945. 

b. r ew positions must be established by the Division of Management and Budget 
before the Division of Personnel and Training can take action upon than, 

c. New Fo1'1!\S P-2 and P-39 must be used. 

d, Each re~uest must be properly Jigned by a designated approving officer. 

e. Full dP.tails are contained in Administrative Order No., SO. 
' 

6. This order ~persedes Administrative Order No. 10, 5 H.:..j· -:.9!.JJ~ and 
Supplement 5, l4 March 19450 

CORRINGTON GJLL 
Deputy Director Cc· 1 ~ ·J..l 
Bureau of Finan~0 and Administration • 

Npte: Deta~h this memorandum before filing the accomJ-!3,g[inA material. 
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SUBJECT: 
. .. .~... . ... ' .. ., ·- '. 

INITIATING POSTIION AND PERSONNEL AC1'IONS 

Section 1. GEl'JER.AL 

1.1 Purpose . 

This order prescribes responsibilities and procedures for the initiation 
and processing of position and ·personnel actions at Headquarters. 

1.2 Responsibilitie:; 

1.21 Qivisio~,!?f_Man~ement and Budget a · Approval or disapproval of 
requests for position actions in -tenns of: 

. . 

a. Availability of funds 
b. Work load requirements 
c. Organizational propriety and ~oundness 
d. Individual position classification · 

lo22 Division of Persoimel and · Training. Approval or disapproval of 
req~ts for personne~ actions in terms of: 
. . 
a. Qualifications of proposed individuals 

b. P:roprie'ty of chpnges in status 

1.3 Surnma1X.-,of General Procedure 

1.,31 A position must be established and classifi~d _pefore it can be 
filled. This should be accomplished in advance of recruitment so 
that the position can be filled speedily when an appointee is 
selected. · 

1.32 A request for the establishment of a new position or the re­
classification of an existing position·. shall be se.rat to the 
,Divis~on of Manageme_nt _and :f3u,.dget,. 

1,33 A request to fill .a new position or to 'approve the qualifications 
of an employee occupying a J:.:>sition which has been reclassified 
shall be sent to the Djvisir,n of• Personnel and Training only 
after .position approval by the Divi~i~n of Management and Budget. 

1.34· All other personnel actions ~hall be sent directly to the 
Division of Personnel and Training, 

. ···• " . 



...... , ... ..... ...., . ..,.. __ ...... 

tTh ITED NATIO rs 
RELIEF i JD REH.,BILIT.\TION 
AD,HNIST& TION 

AD 'TIJISTR.;1.TIVE ORDER NO . 80 

31 October 1945 Page~ 

Section 2. ESTABLISHING }:EW POSITIONS AND RECL,\SSIFYING EXISTING POSITIONS 

2. 1 PreEara.tion of Request for Position Action , 

The Request for Position Action, Form No. P-39, Revised, will be 
prepared in quadruplicate by the initiating office and sent to the 
Division of anagement and Budget. The items to be filled in on the form 
are described below. other items are to be left blank . 

' 

2.11 Action Requested 

a~ Check appropriate bax 
b. Fill in identifying data 
c . Insert proposed grade according to UNP.RA schedule as shown 

in Appendix I , but do not show salary. 

2 .12 Budget Justification 

a . 
b. 

Fill in only for additional position 
Item 4b is the basis for approval action by the Budget Control 
Branch . Justify the expenditure of funds for the position . 

c. 
d. 

e. 

If ter:-porary position, specify estimated duration . 
If compensation is to be .paid on when- actually- employed basis, A 
specify number of days esti~.ated employment . W, 
If employmeut is without compensation, specify anticipated 
duration . 

2 .13 Statement ·of Duties and Responsibilities 

a. If new position, fill in only if it invoives different duties 
from those of existing positions . Do not fill in for 
additional iden"!:,ical positions •. 

, 
b. Fill in if a reclassific~tion is proposed. 

J • • • 

c . Describe each duty, in order of importance; shovn.ng in right­
hand colurrin' •the percentage of time to b devoted to each. 
Describe the work so that~ new employee could use this as a 
job instruction . 

d. If reel sdfication, show clearly the increuse in duties and 
responsibilities which justifies reclassification. 

e. In the space for qualifications, at the bottom of the page, 
specify the elem€nts which are desirable in addition to those 
which are essential. :n case of reel ssification, specify 
any new elements which are necessary for proper performance • • 
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2.15 Approving Officer . The appropriate approving officer, as previously 
designated by thehead of the bureau or offi~e ipvQlved, shall sign 
all f,our copies of the form . · ' · · 

2. 2 Action by Management and Budget Division .. .. ~ . ' . . .. ~-·· _ ... -·· -
..... ' 2. 21 Manag~ment ·Analysis and Classification Branch . ...... " :·,7 

• 

•.. .. ·a . Determines. soundness of proposed organizational rel~tionships and 
validity of the position classification~· -··. •·· 

b. Sends original copy of approved requests to Persontiel'and Training 
Divis.ion as authority to act upon a request to fill a new position 
or to process a reclassification . 

c . Sends one carbon copy of approved requests to initiating official . • 

2, 22 Budget Control Bra..~ch 

• .. , a . Determines adequacy of budget justification if new position . 

b. Assigns position nurn~er if position is approved . 
: -• . . 

c , Checks for ave.ilability oi' funds . 

Section 3. Fil,LilJG NEiV POSITIONS 

3. 1 Preparation of Request for Personnel Action 

~• 

The Request for Personnel Action, Form P-2; Revised, will be prepared in 
tripl~cqte . Two copies will be forwa~ded to the Appointment Section of 
the D·ivioion of. Per sonnel and Training) accompanied by two cop~es of 
Fenn P-1, Application for Einployment., · if a request for appointmant of 
a q.~s~gn:at.~d person (.r't:i.me action). The third copy will be retained by 
the initiating office . Detailed preparation of Fenn P-2, Revis~d, is 
prescribed below. 

3 . ll Name of Candidate or Employee : Enter name of c::i.ndidate; leave blank 
ifrequest for eligibles o 

3. 12 Da~~ Insert date of actual prepar~tion of this fonn . 

3.13 Eff8ctive D3.te Req'J.ested : State whether new appointee is to enter on 
duty "upon appro-:;al 11 by the Divisior. of Personnel and T;raining or at 
a spccifi( d l~ter ~ate . ' 

1 

3 .14 Action Requested : Check the appropriate box, as follows : 

a . 11Rcquest.for Eligibles" , if recruiting is desired. 

b , 11 New Appointmentu , if a specific candidate is proposed • 

, l 

.... ·• _ ..... 
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3,15 Status Data: Fill in proposed status only, unless a name action . 
If a name action, fill in. present status also . 

3.16 Remarks or Justifi-cation: 

a . Include suggestions , if any, as to sources of qualifi ed 
candidates . 

b . If name action, include any pertinent "remarks . ·.. . .. . 

3 .17 A~proving Officer : The approving officer designated by the head of · 
the bureau or of'fic·e involved will sign all three copies of the fonn . 

3. 18 Approvals : Do not use this space . It is reserved for clearances 
after the request has been submitted. 

J .2 Action by Division of Personnel and Trainin__g_ .. . 

3. 21 Name Actions . The· placement officer assi'gneq .. to the initiating 
organizational unit shall process the action as follows : · 

a . Determine suitability of candidat~ for the particular position . 

b. Arrange for clearance on approved candidates in 18 to 26 age 
group with UNRRA Selective Service Committee . 

c . Arrange for appointee ' s release f~om present employer wherever 
· required by specif:ic UNRRA n,greement . 

d . Obtain concurrently all ·required clearqnces in"appropriate spaces 
on bottom ·of fonn . 

3. 22 Request for Eligibles . The appropriate placement offic~r shall 
proceed ·as follows : 

a . Provide initiating official with names ahd records of qualified 
eligibles . 

., • .. '!' 

b . · secure memorandum notification by initiating official of candidate 
selected . · · · 

c. Insert name of appointee and present status data . 

d. Process action in the same manner as a name action . (See J .21) 

-

3. 23 Refilling Positions by Outside Recruitment . When a position 
previously established and filled is to-be refilled by outside 
recruitment, the procedure shall be the same as in the case of • 
initial appointments to new positions . (See J .21 . ) 
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Section 4. · Miscellaneous Personnel Actions 

4. 1 ~s of Actions . 

4.2 

4 .11 This section describes the procedur ~ for initiating· personnel 
actions of the following nature : 

With:i,n- Grade Increase 
Transfer 
Separation 
Any other 

4 .12 These personnel actions involve positions which have already been 
approved from a budget and classification standpoint . In many cases 
they are actions vicing existing staff into approved positions which 
have become vacant . 

Preparation of Request for Personnel Action 

• 
The Request for Personnel Action , Form P- 2, Revised, will be prepared in 
triplicate . Two copies will be sent to the Appointments Section, Division 
of Personnel and Training . The third copy will be retained by the 
initiating office . Deto.iled preparation of this form is prescribed below. 

• 

4 . 21 Name of Candidate or Employee . Insert name of present occupant of 
position . 

4. 22 Action Requested . Check the appropriate box according to the 
following distinctions : 

a . "Within- grade salar.y increase" - either a periodic step increase 
for one year ' s satisfactory service at the c.ame salary or an 
especially meritorious increase of one or more steps in 
recognition of superior accomplishments . 

b. Transfer - a change in secti.on, branch, division, bureau or 
office; promotion or demotion in grade; a change in duties . 

c. Separation - a resignation, a tennination of temporary appoint­
ment, or a discharge for disciplinary reasons or for failure to 
perfonn satisfactorily. 

4. 23 Status Data 

a . Furnish both present and proposed status data except for a 
separation • 

b. For a separation furnish present status data only. 

c. Use title and grade as approved by the Division of 
Management and Budget. 
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4,24 Remarks or Justification 

a. 
-

Within-grade Salary Increase· - For. a per~.<?d.ic .. step. 
increase certify to the satisfactory nature of the 
employee's services. For an especially meritorious 
increase cite the actual accomplishments· wh1ch were .. 
markedly above the perf ormanc.e of the average enplcyee 
in the same type of position, 

'. 

b. Transfer - Explain why the employe~'~ s~rvices are more 
desirable in the proposed location. • Transfers between 
bureaus or offices must have the signature of the 
approving officer of the relinquishing unit on Form 
No, P-2, Revised. If a promotion is involved, include any 
data not in the employee's personnel folder • . If tp~ 
employee has been performing the increased-duties involved 
in a reclassification, state for how long, If a demotion 
is involved, specify the cirpumstances, indicating whether 
for disciplinary reasons, the result of reduction in force, 
or reclassification to a lower grade. . ... .. . : .......... . 

c. Separation - Elcpl~ip the circumstances in detail, 
attaching pertinent files and exhibits of background data. -
For resignations, attach th~· employee's letter of , 
re::;ignc.tion. 

4,3 Action by Division of Personnel and Training 
• I 

The appropriate placement officer will review the action and determine 
its propriety in terms of maximum utilization of the '. employee's skills 
in the best interests of the Admini1;3tratioP, • .. If ·he ·approves the action, 
the placement officer will obtain all required clearance signatures. 

Section 5. CCMPLETION OF ACTION 

Upon approvql of the candidate by the pla.centent officer, the 
Division of Personnel and Tr~ining will prepare Form No . P-3, 
Personnel Journal, one copy of·whiGh shall be sent .to.the 
initi1.ting official as notice of final approval.· In the case 
of a new appointment, the Division of Personnel and Training 
will arrange for the appqintee is entrance ?1:1 d~tY:. 

Section 6. Ne,goti:i.tions. If one of the ,branches of the Division of Management 
and Budget or the Division of Personnel and Training is unable to 
approve a proposed action, it shall be discussed with the initiating 
official in 3.I1 attempt to adjust the disagreement~ · !f .. an agreement 
cannot be reached, a memo~andum will be sent to the· inJtiating 
offici.11 by the appropriate branch head e~plaining the reasons why • 
the action cannot be approved as submitted, 
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Section 7. CANCELLATIONS 

Whenever an initiating official wishes to cancel an action, he shall 
send a memorandum to that effect to the Division of Management and 
Budget if a position action, or to the Division of Personnel and 
Training if a personnel action. 

Section 8. ORDERS SUPERSEDED 

This order supersedes Administrative Order No. 10, dated 5 May 1944, 
and any other orders or instructions of the Administration which are 
in conflict with the provisions of this order, 

Section 9. EFFECTIVE DATE 

This order shall be effective as of 5 November 1945 • 



FORM P-2 UNRRA L NAME OF CANDIDATE OR EMPLOYEE 
REV. 127 OCT 19~~1 

REQUEST FOR PERSONNEL ACTION 2. DATE PRE PARED I'· EFFECTIVE DATE REQUESTED 
- .. .. ACTION REQUESTED 

D REQUEST FOR ELIGIBL£S D SEPARATION 

D NEW APPOINTMENT D OTHER (Speclfy) 

D WITHIN-GRADE SALARY INCREASE 

D TRANSFER TO ANOTHER POSITION 

I. ITEM 6. PRESENT STATUS 7. PROPOSED STATUS 

•• TITLE 

b. GRADE ANO 
SALARY 

8UREAU OR c. OFFICE 

d. DIVISION 

.. II RANCH 

f. SECTION 

g. HEADQUARTERS 

h, HOME 
STATION 

,. TENURE OF 
EMPLOYMENT 

~ITION 
BER 

I. REMARKS OR JUSTIFICATION 

9. APPROVALS 

IIITIATIII OFFICEI TITLE GATE 

A~~IOYIU OFFICEI TITLE DATE 

---



FORM P-39 UNITED NATIONS 

REV. (26 OCT. 194~1 RELIEF AND REHABILITATION ADMINISTRATION 
WASHINGTON lS, D.C. 

REQUEST FOR POSITION ACTION __. POSITION INFORMATION 2. ACTION ON POSITION 
(Filled in by Initiating Officer) (Filled in by Management and Budget) 

l. ACTION REQUESTED a. .POSHION NUMBER 

a. D ESTABLISH ADDITIONAL POSITION 

D 
b • APPROVED TITLE 

RECLASSIFICATION OF POSITION NO. 

D OTHER (Specify) 
c. APPROVED GRADE 

b. TITLE ,. A PPR OVA LS 
C. PROPOSED GRADE a. 

d. 8UREAU BUDGET CONTROL 

e. DIVISION DATE 

b. 

f. BRANCH 

MUA8EMENT ANALYSIS OD CLASSIFICATION 

g. SECT I ON 

DATE 

•• BUDGET JUSTIFICATION 

a. IF POSITION IDENTICAL WITH ANOTHER IN SAME ORGANIZATIONAL UNIT, GIVE NUMBER OF. LATTER. 

b. SPECIFY NEED FOR NEW POSITION IN TERMS OF WORK LOAD. EXPLAIN NECESSITY FOR ANY PROPOSED DUTIES AND RESPONSIBILI-
TIES WHICH ARE DIFFERENT FROM THOSE OF OTHER POSITIONS IN SAME ORGANIZATIONAL UNIT. 

-

• 



FORM P-39 REV. l26 OCT 19451 

STATEMENT OF DUTIES AND RESPONSIBILITIES 

DESCRIBE THE POSITION FULLY, GIVING EACH PART OF THE JOB EXACTLY AS IT ~S DONE. SPECIFY 

t----s_u_P_E_R_v_1 _s o_R_Y_R_E_s_Po_N_s_1_e_1 _L_1 T_1_E_s_, _,_F_11_N_Y_, _G_1 _v _1 N_G_T_H_E_N_u_M_e_E_R_A_N_D_T_v_P_E_s_o_F_s_u_e_o_R_D_I N_A_T_E_P_o_s _1 T_1_o_N_s_. ---+---"-T .... 
1 
..... • i-

• 

SPECIFY ANY SPECIAL EXPERIENCE, EDUCATION, PERSONALITY TRAITS, TRAINING, OR OTHER QUALIFICATIONS REQUIRED FOR EFFEC­
TIVE PERFORMANCE OF THESE DUTIES AND RESPONSIBILITIES. 

SIIIATURE OF IIITIATl18 OFFICER 
----------T::-:-:1 T~L--::E:---A-■ -,--D-,--D-A--:-T-E ______ . _ 

Sl8UTUIE OF APPIOVll8 OFFICER TITLE AND DATE 
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UNITED NATIOtTS ADMIIHSTRATIVE ORD:SR NO. ~ 

7 November 1945 
RELIEF AND REHABILIT.\TION 
AmrnnsTRATION 

SUBJECT: RECORDS PROOR. I 

1. Purpose 

This Order estab1ishes the responsibility of the Division of 
Administrative Services for management of the official documents 
and records of the Administr~tion. 

2. Responsibility ?f l_h_e _ _.P_}_vision of ,\dmin~~rativ~. Service~, 
Security_ and Re c_o_rds _Br8::_~~ 

459333 

2,1 Definition of all records that shall be considered 
official documents of the Administra~ion. 

2.2 Classification of all r~cords as to pennanent essentiality, 
temporary essentia.:Lity and non-essentiality. 

2.3 Development of standards of filing to insure efficiency 
of use, adenuate security and systematic records retirement. 

2.4 Development of policies and procedures for the transfer and 
final disposition of records in consultation with the various 
offices of the Ad1~d.nistra tion th1t have a pr.L71ar~r functional 
interest in each case . 
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UNITED NA? IONS AD¾HJIS'l';_,;.TIVE ORDER NO . 82 
RiISF A1,v RIB BILITATION 
A!X,:li'JI.:3?RU'ION 8 i'.Tovember 1945 

S'"uBJECT ! E.:FLOY:1;ENT OF ?-JArIONALS OF MEI:BER NAT IONS A:'TI OTHErtS. 

1 . General 

This order establishes the policy for the employn1ent of nation­
als of 1:-ember nations and others . 

2 . ;?olicy 

2 . 1 Eriplopnent oJ--1:Jati_onals of Member Nations 

1J.i.1enever possible , UNRR.b staff shall be appointed from 
tl1e no.tionals of :-:iernber natio:rn, selected on the basis 
of i~dividual conpetence , character , and integrity 
without discriminstion on the grounds of sex , race , 
nationality or creed , and recruited upon as wide a 
geo~raphic basis as is possible , compatible with effi ­
cient adr.linistration . 

2 . 2 Iitlplo:·ment of Others --"---''--------~·--

:2 . 21 dhere qualified nationals of member nations 
are not available , other candidates including 
stateless persons , .... a.y be appointed . F.ach 
ap1Joint1:1ent at Headquarters must be authorized 
by the Deputy Director General for Finance and 
Ad .iinistrat ion . Similarly , each a1Jpointment 
at the regional office must be authorized by 
the Deputy Director General for Fina-nee and 
A,~~inistration at the regional office . Ap­
pointments r:-.ade to mission staffs must n-: 
authorized by tbe Chief of Mission . 

2 . 22 The :hief of gission may , in an enemy or ex­
ene.,.y country , e.,iploy nationals of that coun­
try for local service in positions not in­
volving policy making or administration . 
Appoint!l!ents to other positions rriay be made 
b~• the Chief of rv:ission only in accordance 
, 1th 2 . 21 . 

COR.RL~GTON GL .. L 
DEPUTY DIR~CrOn GENERAL 

FOR FI ~ :rcE il,ND AD:~:DJISTRATION 
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UNITED NATIONS 
RELIEF :ID REHABILIT.ATION 
AD:.:nu.srRATION 

.rn:~rn'Js,._ TIVE ORDER NO. 83 

10 Nuvember 1~45 Puge 1 

SUBJECT: PERSO.TA~ EEFECTS AND B . ..\GGAGE IN~URANCE 

------------·----~--- ------------
1. G\:neral 

1.1 P,lrpose 
' 

This order establishes the policy of t.1.e Ad!uinistration regarding 
loss or d8.!!lage of personal effects or bag6nge of Uf,t: employees. 
It also describes arranger.1ent s ri1ade for U lrlRA c.::c.ployees and their 
families to purchase personal effects insurance under a policy 
issued by the Rhode I~land Insurance Company of the United States. 

1.2 Policy 

1.21 The Ad.ministration will accept responsibility for loss 
or da:1~age to :personal effects or baggage only where it 
has undertal<en to store or forV1ard such :personal effects ~ 

or baggage o:-.d ;1:1~re tl-.e loss or ::la.1 .age results from 
negligence b:r Aiministration officials. 

1.22 The Administration acts only as a facilitating agent 
between the in:mrance company ai:1 the individual apply­
ing for ir.surance and accepts no resiJonsibilit/ 171th 
re0 ard to these arr::mg .ents. Eniployees y obtain 
insurance t n·ou;;h their own arra. ·ements or in accord­
ance 7ith any other plan provided by the A inistr t·on. 

1.3 Definition of Personal Effects 

"P.)rsonal effects" _:c:::Jt;;, cl.)t .. iu.'.>, a,.,.,~:l,e 3. .. ~ other effects cus­
tomarily · !Orn or carried by a traveller and belonging to, used or 
v,orn by the assured and his irr.mediate family. 

T:li s insurance is available to any UNRRA ~ · )lu.;ee travelling or 
living outside of the country of his normal residence. It is also 
available to members of the irmnediate fanily of any annlop:ie 
travelling to or residin.; in the country oi' the eJ:1ployee 1 s assign­
ment. 

2. B~fits, Coverage and co~t 

2.1 Benefits 

This insurance covers ~ersonal effects a gainst loss or amage an -
where in the ~1orld, while in transit or oth rwise, including pro­
tection against t.ieft and mysterious disappearan e. It docs not 
cover them w ilc in the OlllJ)loyoe's permanent residunc or in storage 
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.\D. :r:JI3T. t!.J. IV: ORDE., :~o . 83 
10 ::ov- ,ber l':45 Page 2 

- - ----------
other than that incid<:mtal to travel . The co:npany will not be 
liable tor ."lore than 10% of the total insurance un:ler any certi­
ficate if the t;~eft is fror.i an automotive vehicle . 

The value to be in:urod by any ono pers• n may not exceed ;,,2 , 501. 
Separate certi icates not to ~xceed ~2 , 500 each ~ill bo issued to 
any eligible m~mber of the fa~ily upon separate application , The 
insurance on any one article of special value . such as f ra, j0w­
elry1 watches , etc ., shall not excood $100, nor shall tho ag5re­
(;atc of such articles exceed 25% of tlie total covorago . 

2. 3 Cost 

2 . 31 Tho annual :prera.iun for all risks is 2Q"';$ of tac valuo 
+,o be insured. This doos not include war risk , for 
for which s ... riara.tc covsrage i available , 

2. 32 Separate or additional eove:.·a;e for :-,,ar risk moy be 
obtained at the option of tho assured for 1:% of tho 
valu~ to bo insured , War risk covera50 includes acts 
of TTar, riot and civil com::10tion , both afloat and 
as:1oro . 

2, 33 rho annual nretuum for combinod c::iv~1·ago for ·.;ar risk 
and all oth.::ir ris!Ls is 4, of the value to bo in...,urcd . 

3, Applicat~~~i: _I..~~~ 

3 . 1 Fi in· ..E£..!p~.iE_~tJ.2!! 

3 .111 i,lcy0os et r!oaci.quartcrs, ,· .. wn 1~-1kin~ 
travel arran°'3£:lents 1 sh~ll propare t ,e 
copies of Fe 7I-95 "Ap")licatio:i for 
Personal Effects Insurance . " Pa:ir1.cnt 
.Jl.8.y bo · ado bJ chtJck or cash . One copy 
of tl.c for~ :-rill be roturn~d to t c 
en:.plo.,·ee as a rocoipt, and o c cop.· Hill 
bG rotainod by the Insura •. co and Claims 
Br-nch . 

3 .112 .I:Lplo"'ee:s in tho fiold, 0:1 H.cadr.uartors 
pay all, a.lall r,rcn' re tilo copi . s of ... ~or.n 
.:: I-~6 a,1 ... 1i <li • t, c;n to t·1 I .suranoe and 
Clai::. ... ,1:;r _ 0:1 at .; adqu~rt..,rs . On ... copy 

-~141 b~ •sod as authori~otion for p~yroll 
dcJ ction, an t'1c ot:ier copy 'i7ill b0 
ret~inod by the Insurance and ClaL~s Branch. 
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UNRRA 

3 . 2 

Arn.HNI5r]AT IVE ORDER NO . 83 
10 November 1945 Page 3 

:Employees on field p3.yrolla shall prepare tr:ro copies 
of Form FI- 96 . One copy shall b0 for,;:ardcd to the 
office on whose payroll the ap:Jlicant is listed . 
That office shall use its copy as authorization for 
p:!yroll d"'duct ion . ~-.!hen tho deduction is mado , 
~-Ieadquarters shall be crcdi ted and notifieJ by means 
of a Gredit Advice . lhc second copy shall bo for ­
rmrded directly to the Insuranco nnd Claims Brnnch , 
Headquo.rtors , for issuance of the insurance certifi ­
cate . 

3 .13 Families 

1r.c1:1bers of the family of an eligible UNRRA employee 
s~iall make a.pplication on Form FI- 96 in the same 
manner as UNRRA eillployees , and payment shall be: made 
in the same r.ianner . 

Transmittnl of Applic3tion 

Each r.!pplication to bo sent from a f'iold offico to :Icadqur;rtors 
shall boar the date of tr:ms,.':!i ttal to Hoada_uartcrs . Since the 
postmark is used as cvidonco of the effective de.to , applications 
shall be sent by r0gulo.r m:-.. il or air mnil . T:1oy shall not be 
sent by diploma.tic DOuch or courier . 

4 . Issuance of Insurance Certificate 

Upon receipt of Form FI- 96 properly propcrcd, the Insure.nee end Claims 
Branch Pill issue a cortific~tc of insur,ncc , an original and duplica.to 
of TThich shall bo dolivorc.:d in qccord·rnce ·,,ith tho c~ployco ' s instruc­
tions on Form FI- 96 . Addit i onal copii.,;s of thl, ccrtific:::to shall be dis­
tributed as folloTTs: 

a . T-.;o copies ·to Di vision of Finance: to be T1ilcd to tho 
insur~nco co~pany . 

b . 1'10 copi0s to be rotQin~d by th0 Ad.~inistr:tion . 

5 . Rono\mls 

Authorization 

.i:·to ... w tic ronc·.ml of insurance ,!1.QJ be 3.uthorizc.d by tho appli­
cant by c::.ocking tho appropriate box on Form FI- 95 . Othor-.7iso, 
tho i11s11.,..-;rn,;>8 ·:.rill s.~rir0 ,t tho end of one year . 
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5.2 Cancellation 

The ::uthorization for nutoll13t ic ronc·,ml may bo ca.ncelled by the 
employee Provided h<.,; notifies the Insur:mcc "'nd Claims Br:inch, 
Hcadq_uc.rtcrs, in nriting thirty dn:,•s boforu the.. 1..:xpir~tion of 
tho currc~t y&nr's covorngc • .An e3rloyoe on 2. field payroll 
must a:so advisa the office on nhose payroll he id listed. 

5.3 Payroll Deductions 

'fhe office on ;;hose p!t:,Toll the employee is listed shall make 
o deduction at tha tir,10 for rGnonal if 3.uthorizod in the orig­
inal ~pplication or as instructed by the policyholder. 

6~. Losses and Claims 

6.1 

6.2 

Reports of Loss or Dnmnge 

Loss or d'l.T.agc should be rGported first to ttJ ngcnt of tho 
Rhode Isl::nd Insur::nce Coillpany located at th~ place of loss, or, 
if non ... , to a r..,:prosent ::tivc of tho Board of' Undor .ritors of 
·e-, Yor:{, or to c..n figcnt of Lloyd's of London. It should 'llso 

be r0;>ort0d sLnul tanoously to the Insur~nco and Cle L~s Br•rnch, 
Heodqu::rtors. Loss by theft or burgl~ry should bo reported 
i.mmodi~tely to thu local police. 

Cl::.ilns 

6.21 lili~ of Claims 

•3 .22 

Claims sh'1ll be prascnte;d to the scttlin.7. '1g0nt 
of th~ insur~nco co p'lny (sea ~ttechod list) for 
najustmont or to tho Insur'!nc ·md Cbims Bi·~nch, 
H"'.,dqu-1rtcrs, if no such gent is ~v·1i1·1blo. In 
any event, th0 Insurencc ·rnd Claims Br-:.nch should 
bo notified of ~11 clai~s. The clnDn snould be 
filed in duplic,..,tc on Fori,. PE-102 :1Jt"1tt;;:r1.;nt of 
Loss.·, .. hen the cl'lim is for tho full s. ount of 
cov r'lg , oi t .. vr the origin"l or duplicn,to co y 
of t.10 cortific<Jtu shoul bo " t".;:ic,10d to tho 
3tatvm nt of Loss. 

Rvduction of Covcr3gt, 

lny parti'll cl~ p1id und~r ~ Jcrti~ica.to ruducus 
tho · ount of co 1cruge by th~ ~lount pnid. rho 
c rtificatu is '1uto cticnl y c',n llod upon payment 
of a c ~ • for th full amount. 
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------------------------- -- . --·-------
6.23 Restoration or ReinstilteGcnt of Covcrago 

litt·.3.chment 

Tho insur3nce ~111 be restored or reinstated to its 
full value if the :ipplic~nt h1s so roQUGstod on Form 
FI-96 at the t iEi.e of applic'lt ion, o:r· if he f'il8s a 
nei., Form FI-95 ·.1i tu the Insur<:.1:ce 3nd Cl:: i.ms :Srcmch , 
~i~adq_u~rtors. A ncn ccrtifimtc ~.Jill be issuocl for 
rcinst •:.tcm1:mts. A ~~-ro r,:tt'1 cn-u,30 i7ili be ::'1dC: by 
payroll deductions . 

Cl:1 im.s nill be paid in United 3tates dollars o:c in 
local currency at the rrcvailins r~te of 0xchangc . 

COR"1IUG-1'0N GILL 
JEP7::'Y :'.)IR~'C'ruR G,C;FERAL FOh 
Fii: .. LIG.E ED Arn.:nII3TRArroN 
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Caracas 

BRAZIL 
Rio de Janeiro 

ARGENTW,A 
Buenos Aires 

CHILE 
Valparaiso 

AUSTRALI.A 
Sydney 

lFRICA 
Johannesburg 

'Capetown 
Port Elizabeth 
Durban 

IDYPI' 
TI'e'iandria 

Cairo 
Pott Said 

I IDll 
Bombay 

PORTUG~U. 
Lisbon 

MEXICO 
Tampico 
Y.iexico City 

CUBA' . . 
Havana 

PUEBTO RICO 
San Juan 

~11~ 
N,lssau, 
Ne~ Providence Island 

SETI'LING AGENTS 

(Located 9utside United states) 

Antoni & Reina, P. o. Box 1992 

Frisbee, Freire & eo., Ltd. 
34 Rua Teofilo Otoni, P. o. Box 1351 

Simmonds & Cia. , Reconquista 46 

Hanna & Company 

T. s. Douglas & Son, 56 Pitt Street 
Postal Address G.P.O. Box 3739 

Parry, Leon & Hayhoe, Ltd. 
M:lritime House, Loveday Street 
Ditto - Box 2448 
Ditto - Box 185 
Ditto - Box 998 

~EI 

PEARLCO 

SIMCODA 

HANNA VALPARAISO 

INSURGENT, SYDNEY 

FREIGHl'S 

1. Polnauer & Company, o Rue Ancienne Bourse 
P. o. Box 72 

MITPOL 

POLNACO 
SOLON 

1. Polnauer & Company, 3 Rue Baehlor 
L. Polnauer & Company 

F. E. HurdQastle & Co., Ltd. 
339 .Alice Bldgs., Hornby Road 

Jamos Rawes & Company 

SUR\'EYORS 

(U,ocated Outside United States) 

, 
R. ~orge Pulford, .~part ado No. 160 
w. · (onnedy, Apartndo No. 2818 

God~say~~. Edificio La Mctropolitana 

William Uunch, P. o. Box 1952 

Robert H. Curry & Company, Ltd. 
303 Bay Stroot 

VERrrAs 

HAWES-LISBON 

PULFORD 
Nl~GRAD. 

ENGOYSA .. 

WlLIMUNCH 

CURRYSON ; 



FORM Fl-96 UNRRA 1. NAME OF 
(8 tJOV 19451 APPLICATION FOR EMPLOYEE , PERSONAL EFFECTS INSURANCE 2. ON PAYROLL OF (Check one) 

D HEADQUARTERS 0 FIELD OFFICE 

INSTRUCTIONS 3. IF ON A FIELD OFFICE 

For UNRRA employees and their families. 
PAYROLL, GIVE NAME 

a. OF THAT OFFICE 
b. Prepare this fonn in duplicate. 

•• NAME OF 
c. At Headquarters, submit both copies to the Finance FAM I LY 

Division. MEMBER 
d. In the field, send both copies to the Insurance and 5. RELATIONSHIP OF Claims Branch, Headquarters, if you are paid by Head- FAMILY MEMBER 

quarters. If you are gaid by a Field Office, send TO EMPLOYEE 
one copy to that Field ffice and the other copy to 

6. AMOUNT OF INSURANCE (Multiple:, of $50.00) the Insurance and Claims Branch, Headquarters. 
e. The maximum insurance on jewelry, furs, watches, and a. "OR JEWELRY, FUR\ WATCHES, 

other i terns of special value is $100 per i tern. See AND OTHER ITEMS O SPECIAL $ 

Question 6a. VALUE 
f. This insurance expires at the end of one Jiear. If you b. FOR OTHER PER-

wish it renewed automatically, initial uestion 7b. SONAL EFFECTS 
g. All claims paid reduce the coverage of this insurance 

by an equivalent amount. If you wish the coverage c . TOTAL $ to be reinstated in full, answer Quest ion 9. 

PAYMENT OF PREMIUM 
1. MET HOO OF PAYMENT a. AMOUNT OF PREMIUM 

a. CHECK ONE: a. a OF IT EM 6< 1 FOR ·ALL 
$ D PAYMENT MADE HEREWITH RISKS" EXCEPT WAR RISI( 

0 PAYROLL DEDUCTION AUTHORIZED 
b. H OF ITEM 6c, FOR 

b. IF AUTOMATIC RENEWAL A1 ENO OF YEAR IS DESIRED, WAR RISKS 
INITIAL HERE. PAYROLL DEDUCTION WI LL BE MADE 
AUTOMATICALLY c. TOTAL $ 

9. AUTOMATIC REINSTATEMENT OF INSURANCE COVERAGE 

IF IT IS DESIRED THAT THE AMOUNT OF COVERAGE BE REINSTATED TO THE FULL VALUE AS PROVIDED IN ITEM 61 ABOVE 1 INITIAL 

I '"· (See Instructions (g)) PAYROLL DEDUCTION WI LL BE MADE. 

INITIALS: 

RIGINAL CERTIFICATE TO BE SENT TO ASSURED u. COPY OF CERTIFICATE TO BE SENT TO 

NAME NAME 

ADDRESS ADDRESS 

12. DATE OF THIS 1,- SIGNATURE OF 
APPLICATION APPLICANT 

- - ------ - - - - - - - - - - - - - - - - - - - - - - - ------- - - - - - - - - - - - - - - - - - - - - - -
ACKNOWLEDGMENT AND RECEIPT 

TO: 
NAME OF ASSURED 

TH IS ACKNOWLEDGES YOUR APPLICATION FOR PERSONAL EFFECTS ANO BAGGAGE I MSURANCE. 

AMOUNT OF INSURANCE $ 

AMOUNT t'F PREMIUM $ 

D PAYMENT HEREYIITH IS ACKNOWLEDGED 
IIITIALS 

D PAYROLL DEDUCTION WILL BE MADE , 
EFFECT I VE DATE SIGNATURE AUTHORIZED UNRRA AGENT 
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UNITED NATIO?'S 
RELIEF AND nEHABILIT.A'l'IOM 
AD,,mHSTRATION 

AD1ITNISTRATIVE ORDER NO. 83 
SUPPLmiENT no. 1 
17 April 1946 

SUBJECT: PERSONAL EFFECTS AND BAGGAGE INSURJJ~CE 

Section 2.3 of idmintstrative Order No. 83 is revised to read as follows: 

Z.3 Cost 

2.31 The annual premium for all ~isks is 2% of the value to be 
insured. This doa-s not include war risk, for vthich separate 
coverage is avail~ble. 

2 • .32 Sep!lrr..te or additional cover~ge for vmr risk may be ob­
tained at the option of the assured for 1% of the value to 
be insured. Wo.r risk cover~ge includes acts of uar, riot 
c.nd civil commotion, both afloat and ashore. 

2.32 Tho rumual promium for combined coverage for war risk and 
nll other risks is 3% of tbe v~lue to be insured • 

Burton E. Palmer, Chief 
Bureo.u of i dministra.tion 
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UNITED NATiors 
RELIEF A!"D IlEL'J3ILITJ'~'i'IOr. 
AmnnISTRATIOH 

.mmHISTRATJi!E ORD&tt m. 83 
SUF?:,E:.iENT ro. 1 
17 April 1946 

SUBJECT: PZ!lSONAL EFFECTS MID BAGGJ,.GE INSURJ.NCE 

---------------------
Secticn 2.3 of Administrative Order No . 83 is revised to read ns followsi 

2.31 The annual premium for all :-isks is Z.~ of the ve.lue to be 
insured. This does not include war risk, for -which separate 
coverage is avail~ble. 

2~32 Separate or additio;io..l cover::go for vm.r risk may be ob­
tained at the option of the ~ssured for 1% of the vnlue to 
be insured. Wnr risk coverage includes nets of uar, riot 
c.nd civil co!!l1l1otion, both afloat and a.shore, 

2.32 The n.nnuo.l promium for combined coverage for i:rar risk and 
nll other r1sks is 3% of the v2.lue to be insured. 

Burton E. Po.lmer, Chief 
Burenu of ' dministrntion 
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UHITED i_TATIOl~S 
RSLITIE' AiID REH.A.EILH'A.TION 
ADMHH S'I:RAl I 01'T 

AD!-II l'JI S TP..A'l1 T VE ORDER HO . 83 
SU-.PPI.u-i.EWI1 wo. 2 
17 September 1945 

------·- ------ .. _ .. _________ ---· ·- -

SUBJ:ECT: AHElID!ifENT OF P.ECHJL.A.TIONS G-OVTRHING PZP.SOFA1 EFFECTS 
kill EA.GGAGE Ii~Suf_\jJCE 

----·--

Section 1.21 of Administrative Order ilo. 83, dated 10 November 1945, 

is hereby rescinded. Effective inm1.ediately, the Ad.n:inistration acce:9ts 

no responsibility for loss or damage to ·9ersonal ·oa.ggage. Employees 

are advised to secure i~surance to cover sucL loss or dru:i.age . 

l - 6G39 - 46 

:.owcll W. Rooks 
Chief L~Pcutive Officer 
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