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10 ADMINISTRATIVE ORDER NO. 51
BHABILIT.TION SUPPLENENT NO. 1
RATION 30 July 1945

SUBJECT s PROCEDURE FOR REQUISITIONING, PURCHASING

b

AND DISTRIBUTING BOCKS AT HEADQUARTERS

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

provide that requests for purchese of books on Form No, AD-11 shall

hereafter be prepared in triplicate instead of in duplicate,

CORRINGTON GILL
DEPUTY DIRECTOR GENERAL
FINANCE AND ADMINISTRATION
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SUBJECT: HEADQUARTERS BUDGET PROCEDURE

i |

1., PURPGSE: The purpose of this order is to prescribe the irocedurcs
to be followed in the Headguarters Office to insure an effectives dibtribu~
tion of UNRRA's available resources, and to establish controls ove
ditures of funds for expenses of the Ekeadquarters Office, EF? 1y Miss
and Special Programs. The purpose of thig order is, fur ﬁerx,zw,
that the available resources of the Adﬂﬁﬂistrhtion arq-brdperly allocated
among the several activities performed Brdhé Hﬁudquathrﬁ staff, to insure
their most effective utilizationy amd to dctoupliau this end by requiring
each organizational unit to develop & considered plhn of operations for
which funds are requested. It ishnot intended rikifily to control thé opera-
tions of the individual bureaus, divisions or qffides, or to substitute
the judgment of fiscal officials for that of operating officials in pro-
grams and activities to bg undertaken. W ‘

A,

v - ]
<. BUDGET-AUTHORIZATIONS REGUIR V6 expenditures for admini$trd-
tive purposes may be indurred by any orgnnizatgénal unit or employceg J
except in-conformity with an approvedibudget authorization, If no f§uch
aythorization egistsy jor if the proposdd expendifure is not in confidrmity
with an existing authorizat{on, ithis the respg sibility of the head of
the ma jor organiaational'uniﬁ congdmed\bo ppéaent a request ford.an auth-
orization ox for\A modificatibn lof Wn existing Auphorizatiap, @s provided
for below, Yhe/ aRproved budggt/autNorizaticn Widl be igsuadgin the form
of an approvéd buﬁggt allothment ordeY. \

\

3. BRVERGENCY COMMITMENT: If it ié‘urgent that ‘pergonnel be appointed
or other bbligations incurred ppriorpto 'a final ﬂpprov&g of a budget allot-
ment [Order, the Deputy Director\ﬁenefal for Finanece .anfl Administration or
an officer designated to act forjhlm in hisisteadf\may authorize a commit-
ment/ for such’ expenditure prior P@ such finalXanpkoval.

Lk« PREPARATION OF BUDGET: \\ 1 \\

\ .

a, - Annual Budget: Approximateli two months prior to the Fall
Sesgion of the UNRRA Coundil jeach year the heads of major
organizational wynitg will by requested by the Deputy Director
General for Finantd/ahd Wdministration to project as accurately
as possible the estimate™of expenditures for the ensuing
calendar year, . Thig eetiimate will be prepared on forms fur-
nished by and in a myiner prescribed by the Deputy Director
General for Fin&ncuaigui Administration. The heads of .the
major organigzational units will give a complete list of
proposed positions, indicating positions already authorized
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and any additions or deletions that may
necessary and such other additional information
required to indicate the basis for the estimates, the scope
of the program, i.s., its overall objectives, and the func-
tions and r,_:CnJ_p¢11t_»h i
organizational unit ,
to develop an overall budget he Adminis
sentation to the Council and for ”ufFUTW”tl*' tc
organizational unit to make expenditures during the
year,
b, Budgetary !
Durln; th: Year ' he rgquest luvolv,
' a substantial increa
on of one or more operating
f“"ﬂ1ﬁh d to indicate the
budget suthorization,
ufficient detail ta cnable the
j Analysis Division and >
Personnel and Training Divis ¢
to the Deputy Director General for Finance
tP,_lO” concerning their concurrence or non-concurrernc
change requested,

¢, Budgetary Authorizati
aquest involves onl !
. reclagsificatio yf 2n existing POS lt. on,
u_l’*Lor of an existing position, and does not
ion of opqrzting

rr'  PaT i on | n P=2 ”.l_I'aJ.'f';i".tiCﬂ of
, accanpanied by an explmnation of the
| pace provided on the formm for remarks or
an attached statement, and a description of the new changed
duties involved,

Budget Office

fb_ et recuest and fo
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All other requests shall be submitted to the Denuty Director
General for Finance and Administration. If the request in-
volves a new activity, new functions. and responsibilities,
or changes in organization, he will route the request to the
Administrdtive Analysis Division for approval or comment and
subsequent transmittal to the Budget Division; otherwise, he
will route it .directly to the Budget Division. Concurrently,
riotice will be:given by the Bumget Division to the Treasurer
of the requests,

_6. ACTION BY BUDGET DIVISION:

e

The Budget Division shall review all requests and make recom-
mendations with respect thereto, If sufficient information
is not presented in'connection with a reguest, the Budget
Division may call upon the originating major organizational
unit, or any other wiit which may be affected, for clarifi-
cation ‘or for additional information with reS“ﬂct to work
load or similar criteria which.will aid in an evaluation of
the estimates submitted, Estimates for each bureau, func-
tional division or other major organizational unit, of
contemplated expenditures for communications, supplies and
material, equipment, contractual service, etc., shall be
prepared by the Budget Division in collaboration with the
Division of Administrative Services and the organizational
unit concerned. The Clasgification Officer shall be re-
spoisible 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, however, will be made after authorization and
prior to the filling of the position,

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 a' justification for such order, which shall
include a recommendation if necessary of the source and
form of financing, if decision thereon is required in the
partlcu+_r case,

Be foru submitting its recomme ndmtlov to the approving offi-
cial, the Budget Division shall inform the head of the major
organizational unit. concemed of the action which it plans
to take. If the budget Division's recammendation differs
from the request-of the originating major organizational
unit, an endeavor shall be made to reconcile the differences
before the recommendation of the Budget Division. is finally
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submitted,, If agreement cannot be reactied, the head of the
najor organigaetional unit affected shall have the right to
present. his:views to the official who has final approval
authority before action is taken,

All recommendations of the Budget Division which involve

new or increased allotments of funds, or the source or formm
of financing, shall be submitted by the Budget Division to
the Deputy:Director General for Finanhce and Administration
through the Treasurer,: who shall note thereon his approval,
disapproval, or altemate suggestion., All other recammenda-
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,

ROVAL ACTION:

a‘

The Deputy Director Geneéral for Finance and Administration
shall take action on the réecommended budget allotment order
or shall forward it with his recommendation to the Director
General or the Senior De-uty Director General as follows:

(1) All original budget allotment orders shall be authorized
r the Director General or the Serior Deputy Director
General, or an officer designated to act for them in
their stead, 5

All revisions of budget allotment orders which do not
affect the overall total of the allotment .as originally
approved by the Director Gereral or the Senior Deputy
Director General may be 1utnorlzed by the Deputy Direc-
tor General for Finance and Administration,

A1l budget authorizations and revisions thereof will be in
the form of budget allotment ‘orders which will be prepared
by the Budget Division and will be accompanied by a state-
ment of justification which will explain in sufficient de-
tail the reason for and the justification of the various
amounts allowed. Upon the final approval of a budget allot-
ment order, includifg a revised order, coples thereof will
be furnished to the Director General, the Senlor Deputy
Director General, th u Du;utj Director General for Finance
and n~“;.1qtr1ttor the Treasurer, the Divisions of Accounts
and Finance, the Division of nﬁmln¢ strative Analysis, the
Division of Personnel and Training, and the head of the major
organizational unit conoerned with or affected by the order,
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8. ACCOUNTING 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 within 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 budgetary allotments. Such in-
formation 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 Accounts 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, REVIEW OF ALLOTMENTS: The Budget Division, on its own initia-
tive, may make recommendations for the increase or decrease of budgetary
allotments or sub-allotments at any time during the fiscal year, and shall
be charged with responsibility for review of the status of allotments to
determine the need for or advisability of such changes, The heads of the
major organizational units concerned shall be consulted conceming any such
proposed changes, and the clearance and approval thereof shall conform to
the provisions of paragraphs 6 and 7 above.

11. SUBRMISSION, REVIEW AND APPROVAL OF REGIONAL OFFICE BUDGETS AND
MISSION BUDGETS:

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

The procedure for the preparation and approval of budgets
for all field missions and area offices operating in
liberated areas or areas in which relief and rehabilita-
tion operations are carried on is preseribed in \dministra-
tive Order No. 53. '

BY ORDER OF THE DIRECTCR GENERAL




UNITED NATIONS ADMINISTRATIVE ORDER
RELTEF AND REHABILITATION
ADMINISTRATION 6 April 1945

SUBJECT: MISSION BUDGET PROCEDUR

l. PURPOSE: The purpose 6f this order is to prescribe the pro-
cedures to be followed in the preparation and approval of budgets for
missipns including camps, covering all expenses for the provisions and
administration of relief and rehabilitation services and operations,
excluding commodities to be precured or distributed; and to establish
control over the expenditure of funds in accordance with the planned
use of the resources of the Administration.

2. APPLICABILITY: This order applies to all field missions and
area offices operating in liberated areas or areas in which relief or
rehabilitation activities are carried on.

3. BUDGET AUTHORIZ/TION REQUIRED: oblization may be incurred

or expenditure made by any official or employee except in accordance
with a budget authorization approved in accordance with this order,
This shall not, however, apply to ‘local currency, the expenditure of
which shall be in the discretion of the 'dssion Chief subject to the
reporting and other conditions contained in section IX.

4e ADMINTSTRATION

Thea

Deputy Director General for Finance and /Administra-
tion shall be responsible for administering the provi-
] f tnl, nrd r, and is authorized to estazblish the

i procedures necessary for its imple-

In the analysis and review of the budgets covered in
this order, the Bureau of Finance and Administration
shall afford an adequate opportunity to the Bureau of
Areas and the functional divisions and burcaus concern-
ed to comment and make recommendations thereon prior

to zpproval.

It shall be the function of the Bureau of Areas in
Headquarters to represent the Mission Chief in present-
ing and justifying the mission budget requests to the
Buredu of Finance and Administration, and to serve
renerally as the nnvocqt_ of his interests. The Bureau
of Areas shall be accorded full opportunity to express
its views and recommendations in this connection.

The Europeazn Region nay, with respect to
those missions under ltS i

(1) Establish detziled procedures and instr uctions,
consistent with those prescribed by the Deputy
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Director General for Finance and Admin
governing budget preparation and contro

Prescribe further budgetary controls, in addition
to those established by this order, with reference
to mission budgetary 'rflﬁﬂ including the authority
to require !
SD;cif“

nditure

further delegations of budgetary authority to
Mission Chiefs, within the limits of authoritics
assigned to the regional office in this order.

Grant provisional approval to preliminsry recruit-
ment schedules and budgets whenever, in the con-
déered judgment of the Administrative Council,
action is necessary in order to cover emer—
or to assure the prompt inauguration of
extended program of r;l;;f and rehabilita~
services consistent with the policies of the
General. However, this authority for
sional approval shall be utilized only when,
of time factors invclved in securing prior
approval ‘of Headquarters, it is clearly in tn“
interests of UNRRA objectives ]
action, Finesl approval of such
pudgets shzll be reserved to Headquarte
ance with the procedure prescribed in thi

prescribed by the Treasurer,
try bfﬂw1q= arrangements for -the missions
extent necessary and within the limits
budget allotments, authorize transfers
2xchange fTor that purpose.

involve new
the source or form of financing, shall be submitted

by the Budget Division he Deputy Direetor Gen-

ral for Finance and Administration *hr’“'h the

asurer who shall note thereon his approval, dis-
or alternate suggestions.

the policy of the Headquarters office to
thq Europuan Regional Office authority for
of budget requests from country missions

in iuropq ‘Pizul&tcly following the conclusion of

the

ba

sic agreement (between UNRRA and the government




UNRRA DMINISTR.ATIVE ORDER NO. 53

. : 6 April 1945 Page 3

concerned), It shall be the ultimate objective to
develop an arrangement whereby Headquarters will
Lsthollsh a singlé over-all amount covering all UNRRA
expenses (etcludlnv commodities) in the Europecan area
for a given period, thereupon delegating to the Euro-
pean Regiohal Office discretion as to the distribution
of this amount between the severzl country missions

and objects of ‘expenditure, Headquarters will restrict
itself to a post review under this plan indicating such
modifications as it deems necessary in the allotments
approved by the European Regional Office.

Pending such arrangement; all mission budget reguests
shull be subject to final review ‘and -approval by Head-
quarters, In the reviéw of those budgets falling with-
in the scope of the European Regional Office, Head-
quarters will rely upcn: such Office for detailed analy-
ses of the estimates from an administrative and opera-
tional point of view, and will presume that ERO budget
recommendations are based upon & nore intimnte knowledge
of country conditions and mission requirements, Head-
quarters review will accordingly be substantially con-
fined to consideration of the polici¢s and programs
reflected in mission budgets and thelir fiscal aspects,

APPROVAL OF PRELIMINARY RECRUITMENT SCHEDULE

Prior to the actual ‘formation of a country mission which
shall report to Headquarters, the Chief of Mission, if
he is on duty at Heddouarters, shall prepare and submit
to the Bureau of Finance and Administrztion through the
Bureau of Areas‘a prelimihary estiméte of requirements
for personal services. If the Mission Chief is not yet
on duty, the Bureau of Areas, on its own initistive,
shall prepare snd submit such estimate. All intesrested
functionzl divisions ‘or bureaus shall be consulted in
its preparation. ‘Follewing =pproval, as prescribed in
paragraph'C below, this estimdteée will serve as a tenta-
tive reeruitment schedule for ths mission.

The Eurdpéan Regional Office shall be responsible for
formulating the préliminary recruitment schedules for
those country missions whose organization and super-
vision 'has been dssigned to thet office. Following
approval by the Administrative Couneil, these schedules
shzll be transmitted to Headquarters for review and
final approval by the Bureau-of Finance and Adminis-
tration as.previdéd in paragraph C below,
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After analysis and recommendation by the Budget Division
at ‘Headquarters, the Deputy Director General for Finance
and Administration is authorized to approve all prelim-
inary recruitment schedules. The head of any ma jor
orgenizational unit, including the Administrative Council
of the European Regionel Office and the Chief of Mission,
may appeal to the Director General the determinetion of
the Deputy Director Gencral for Finance and Administration.

The Budget Division shell prepare an allotment providing
funds to-covar the approved recruitment schedule, which
gllotment shell be the authority for incurring conmit-
monts for émployment of pcrsonnel.

PREPLR/ATION AND AFPROVAL OF INITIAL BUDGET ESTIMLTE:

O

Prior to thc departurc of tho mission to the country
pesigned, the Chief of Mission, in consultetion with
intercsted burceus and divisions, shall bo rosponsible for
developing ¢ budget estinmate covering cll funds regquired
by the mission for the initial period of its orgenizetion
tnd operations prior to tho approvel of a definitive
nission budget s provided in subsequeont sections of

this erdcr. This budget shnll covor cstinetes for per-
sonnl scrvices, travel and subsistonce expenses, cormuni-
entions, supplies ond motoriels, oguipment, other con-
trectucl scervices, rnd specicl ‘services,

In the ccsc of Chiofs of Mission rcporting dircet to Hond-
quartcrs, these gstimates shcll be subnitted through the
Burcau of Lrecs t0 the Burcecu of Finonec ond Administrotion
for review by the Budget Division nnd cpprovel by the
Deputy Director Generdl for Finsnce cnd idministrotion,

In tho cose of Chiofs of Mission repdorting to the Buropoen

Regloncl Office, such ¢stimetos shall be submittcd to the
Ldministretive Council for its review cnd recommendotion
to Hendquerters. . After enclysis cnd recormmendotion by the
Budget Division, the Deputy Director Gonercl for Finance
nd Ldninistration is suthorized to approve such estinctes
in tho form of an ecillotment ordcr,

The hend of any nejor orgenizetional unit, including the
Ldministrotive Council of the Europeen Regional Offico nnd
the Chicf of Mission, méy cppecl to the Director Gonmoral
the dotecrmiznction of the Doputy Dircetor Gencpnl for

Finanec and idministroction.
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PREPARATION OF LNISSION BUDGETS:

a. Estimates for a definitive budget for a Tield mission shall
"be initiated by the Chiefl of Mission after he is stationed
at his post of duty. All budget requests for personnel or
operetions within the scope of dctivity of thée mission
shall be approved by the Chief of }ission. -

The Chief of Mission shall present, as soon’ as practicable
after arrival at his post of duty, an estimate of proposed
expenditures covering all operations of the missions,
exclusive of commodities for relief and rehabilitation
purposes. Upon submission to and approval by Headauarters,
such budget shall become the authority of the Chief of
Mission to teke action and conduct operations within the
scope of the budget so approved.

Such budget will initielly cover the period ending 30 June
1945,  Thereefter, it shall be submittcd to covor a poriod
ending 30 June or 31 Decomber, but not o exceed onc half
calendar yecr., Howover, the Chiof of Mission may in his
discretion submit a budget for & ealondar guarter. The
budget will inelude estimntes of expenditures for:

Personal services;

Travel and subsistence;

Communicationsy L
Supplies and equipment for management and office
activities as defined in Administrative Order No. 46;
Equipment;

Other contractual servicesj

Special services;

Reserve for emergencies.

411 proposed expenditures covered by the budget cstimete
shall be scegregatod insofar as possible in the approximate
amounts of the several curreéncies reguired.

The Cuief of Mission shall subssquoently, not lator than
thirty deys preoccding the succoeding budgot period submit
2 budgot estimete for that’period. Ho-may also from time
to time submit interim budget revisions as conditions re-
quire. XEecit-item 'in the' cstimete should ‘be supportecd by a
narretive justification explaining tho: necd =nd ‘basis of
the ostimete with work load.oand expariencé fectors whore
possible,

When the stotus of his. progrem &nd organizetion is suffi-
ciently stebilized to peymit the projcetion of his budget
estimate over a longor poriod, the liission Chicf mey submit
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¢ budget for o poriod not cxeceding an entire calendar yonr
requcsting budgetary suthorizatization to covor "such period.

Budgcts of thosc eountry migsions whose suporvision hros been
rssignod to the Eureopoen Regional 0fficc shall be submitted
to such Office for its roview aund recormendetion. Concur-
rently, two copizs of the. estimcto shall be transmiticd by
the mission to Hocdguertors which-shall awsit the reeormenda-
tion of the Europeon Rogional Office beforc teking finel
cction. i

LOCAL CUARENCY :

Do

In conneetion with tho.properntién-of his budget rcquest,
the Mission Chief shall cstimnte his requiroments for locel
currcney o meet anticipatcd cxpenditures in such curroancy

within the ovorell budsgct doveloped cs aboves The Mission
Chief mey revise his catimptc of loeal currcney requironcnts
periodienlly eos nced srisgs .gnd may request additionul funds
of the govermment occordingly.

Such estinotes of locnl currcncy. réguirericnts shell bb
submitted to the eppropriate representstive of the
nent concerncd for cmsultetion cnd provision of ncce
funds.

Tho liission Chief is suthorizod to usc and expend the loeel
currcncy funds so provided in his discrotion. No officcer
or omployee of the rission rey obligate or cxpond loenl
currcney funds excopt upon specific cuthorizcetion from the
Mission Chief or his designuted roprescntative aftor roview
by the offTicor in the nission responsible for budgotery
centrol.

The agreement of the govermment to provide local currency
and its intended uses classified in the above budget cate-
gories, shall be reuortéd to Headgudarters along with the
regular budget, but no further euthorization for its expendi-
ture will be required from Headquarters.

APPROVAL OF MISS3ION BUDGETS:

B

:Upon receipt of the budabt estimate at Headquarters, a copy

shall be routed immcdiately to the ' Budget Division in the
Burcau of Finance and Ldministration.

kfter review and consultation with the Burceu of Areas and
other burcaus and divisions, the recommcndation of” the
Budget Division shall be formalizoed.&s an allotmont order.
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The Doputy Director Gensral for Finonece cmd Ldministrotion,
gceting for the Director Gencranl, is cuthorizcd to approve
such allotment ‘orders. The head of ony mejor orgonizotional
unit, including the Ldministretive Council of the Europccn
Regional Office ond the Chicf of Mission, may appecl to the
Director Gonerel the detormination of the Doputy Dircetor
Genocrel for Finence cnd ldministrction.

11. FORM OF BUDGET AUTHORIZATI "The ellotment ordor will scrve
es tho guthorizetion of the Chiof of LiSBiOﬂ to e8teblish budgct credits
on his cccount rocords end to obligato'ond expend funds within the limits
cstoblished thercby., The allotmont order will authorize funds for the
following ectogorics: i '

2. Poersoncl Scrvieces

(1) This omount will be broKcn down by sub=-rllotménts
forming to progroms cnd ssrviccs. Mission Chicfs
cuthorized to treonsfor rmounts botwoen those sub-
allotments, Herdquartcrs, and the Buropean Regional
Office when eppliechblo, shdll be promptly notifiecd of
such tronsfers.

Within the amounts established for porsonel. services,
Mission Chiefs may recruit such persomiel end sffoct
othor porsenncl eetions s desirod, subject to Heed-
quartcrs porsonnel regulntions nnd subject te such
further regulntions as may be preascribed by the

Europern Rogioncl or other supcrvisory office with
raapfct to recruitmont scureos, app:'“tﬁu“tJ, prumatioua,
roclessificertions, cnd other personrcl netion

The Mission Chief shall advise the cffice to which he
roports (Heedquerters, Furopeen Rogional Office, or
other supcrvisory officec os the cese may be) of his
rocruitment noeds outside thec arce of loeal recruitmoent
in whiech he operctes, ond no recruitment specifically
intonded for tho porticulnr missich will be underteken
by suech cffice cxecept upon a roquest by the ilssion
Chict.

No rcquests for reeruitment (outside the area of loerl
recruitiient) shall be mado by tho Mission Chief unloss
funds er¢ cveilecble in the mission ellotmont far the
poynient of salerics and other cxponscs of the ﬁ;rs.xnul
so' requested for recruitnant.

Expenses for Other Thon Porsonal Sorvices

(1) Iump sum ecmounts for cach of the following entegori
shall bc zlletteds:
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Travel and subsistence expenses;
Communications;

Supplies and materials;
Equipment ;

Other contractual services;
Special services.

(2) The Chief of Mission is authorized to transfer emounts
between the gbove expenditure categories, provided that
no such category is accumulatively increased more than
20% by such transfers without approval by the appro-
priate regional or other supervisory office or Hoad-
querters. £11 transfers, in whatever amounts, shall
be reportsd imnediately to the ragional or supervisory
officc concorned and Hocdauerters.

Rosgrve for Emorgconcies: Theso funds moy be alloested to
such cmergeney purposcse &s tho Mission Chlpflﬂij dotcrminoc,
They arc intondcd to be used for contingoncies cand other
bona fide cmeorzencics not foroscocble at the time of pro-
pering the budget estimete. All uses or transfors of thoso
funds shell bc eurrcntly reported to Hocdquertors through
tho rogional .or othor supervisory office when szpplicnble,

12. BUDGET.RY COT ROL:

0. Within the npproyed budget cmounts, the Chicf of Ilission is
euthorizod to oblignte snd cxpend funds cnd may dclegat
this cuthority to such subordinrte officlnls in such mnnnor
ns h¢ may determine., It is tho responsibility of tho
«Mission Chief to esteblish o systam which will provide sdo~
quate budgctory control in order to conserve UNRRL resourccs
end cssure’ the wise usc of all e£llotted funds.

The nmounts authorizcd by the nlleotment ordors or rovisions
thereof shell be ontorced upon the allotment ledgor meine
teined by tho mission os budgeteory controls, &nd no oblige-
tions of Ufﬂﬂu Iunas ghrll be ircurrsd unldss they rro within
the unoblizated balonee of the sllotmont.

Hoviever, the annual salcries of Mission persomnncl at the
end of ¢ .u; budget poriod shell not oxcecd the vgegroseto
cnnual salrry on which the allotment is based.

411 rllotmexnts are to d L* budget period and ere not
cccurmlintive; that is, ¢ blizrtod belencos rt the ond
of ‘ench budgot *ll*ﬁ.,qt d are to be roscindod and will

net be rvz;l*bla for OUllt in eny subscquent pericd,
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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 cne quarter times the amount of the previous suthori-
zation.

13, ST 7US KPORTS. The Chief of Mission shall trensmit to Head-
quarters, with copies concurrently to the regional or other supervisory
office, within five working days after the close of cach month, & raport
of the status of allotment in such form as the Treasurer shall prcacribe.
This shell include a report on local currency rcceoipts and oxpenditures.
On or before the 20th day of each month, the Division of Accounts shall
rendor & roport to the Doputy Director Genoral for Fincnee and Administro-
tion, the Troasurer, the Budget Division, the Division of Finance and the
Burceu of Arceas on the status of all budgetary cllotments.

BY ORDER 0¥ THE DIRECTOR GENERALL







. UNITED NATIONS ADMINISTRATIVE ORDER NO. 57
RELIEF AND REHABILITATICHN
ADMINISTRATION 27 March 1945 Page 1

SUBJECT: RESPONSIBILITIES FOR THE AFPOINTMENT OF FIELD PERSONNEL

1. PURPOSE: This order sets forth the respective responsibilities
of the several organizational units with respect 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, RESPCNSIBILITIES OF BUREAUS AND DIVISIONS:

a, The Personnel and Training Division will assist functional
buredus and divisions in developing staffing 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 suitability for field assignment of all
native born United Stdtes and Canadian nationals,

The Functional Bureaus and Divisions will be responsible for
the initiation of the appointménts 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,

Bureau of Areas: With reference to Chiefs of Mission, Deputy
Chiefs for Distribution, District Directors, Camp Management
Persornel, Distribution, 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 national, all
actions for appointment of mission personnel will be promptly
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 population. groups, invelwved,. (2). .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, and (4) acceptability to the
Chief ofMission, if appointed, The Bureau of Areas shall
promptly notify in' writing the initiating bureau or division
of its disapproval of any case and the reasons therefor,

The Health Division will be responsible for review of the
medical examination and the determination of the physical
fitness of* the candidate for the proposed assignment,

3. COMMITWENTS: No appointments of mission personnel and no commit-
ments prior to appointment, written or vérbal, will be made by the initie-
ting bureau or division without” the concurrenceé of the Bureau of Areas and
the final approval of the Personnel and Training Division.

L. APPEALS: 1In cdse 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 shall’ be submitted to the Denuty Director
General for Finance and Administration who shall determine such cases.

5« APPLICATION OF ADMINISTRATIVE -CRDER 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
Meet Prior to Assignment to the Field," relating to physical and other
qualifications which are necessary in order to meet conditions which may
arise in the field,

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

BY ORDER OF.THE DIRECTOR ‘GENERAL




UNITED NATIONS ADMINISTRATIVE ORDER NO. 58
RELIEF AND REHABILITATION

ADMINTISTRATION 28 March 1945 Page 1

SUBJECT: DEFINITIONS OF OPERATING ADMTNISTRATIVE EXTENSE AND DIRECT
FOR CHARGING EXPENSE TO THE APPROFRIATE ACCOQUNTING CLASSIFICATIONS

1. PURPOSE: The purpose of this order is to define for all Tlscal
purposes inciuding budgeting, accounting, and repcrting, the terms "operating
expense" and "administrative expense", and to direct that the Administretion's
accounts reflecting its fiscal trarsactions from the commencement of its activ-
ities be classifiad in accordance with the definitions contaired herein. These
definltions 2nd the directive for the corresponding classification of accounts
for the fiscal year 1944 end ensuing fiscal years are based on the rescormenda-
tions of the Committee on Iinancial Control of the Council, accepted at the
Second Seasion of the Council, Montreal, Canada, 26 September 1944,

2. USE OF THI TERM "EXPENSE": "Operating expenees" are those identifiable
with opsrating activities, and "administrative expenses" are those identifiabls
with administrative activities: for the purpose of definition, there is, there-
fore, a coincidence of the expense with ths related activity. When the temm
"expense" is used herein it refers to any fiscal transaction such as: obliga=-
tions incurred; cash disbursements representing either actual expense under ths
geaerally accepted sacccunting definition of expense, or disbursements for com-
modity acquisition to be expended only when the commodities are distributed; and
commodity distribution.

3. RELATIONSHIP OF EXFINSE TO BUDGETS AND FUNDS: Expense shall be charged
in the accounts as "operating expense" or 'administrative expense" in accordance
with the definitions herein regardless of whether the transactioas are againsi
an operating budget or an administrative budget, and of whether the disbureement
for such expsnse are made from operating or adminlistrative funda. AdJustmento
shall be made periodically between funds to reflect the distribution of expense

between the appropriate classifications as charged on the accounta under the
definitione herein.

4.  OFFICES COMBIWING OPERATINC AND ADMINISTRATIVE ACTIVITIES: In most
cases exp:=nses of an oifice of the Administration will be either all "operating
expense” or all "admiriistrative expense." In some cases, however, an office of
the Adminigtration may be engaged in both operating ané administrative activi-
ties, although the budget for the office will be either an operating budget or
an administrative budget. Erperses that are identifiable with a apecific
activity shall be charged directly us either "operating exponse"” or "adminis-
trative exvoncee" as prescribed in Peragrarh 3, ard in accordence with the def-
initions thet are containzd herein, Expenses for general overhead such as rent
or office services that cannot be directly identified with either operating or
administrative activities in an office combining both activities, shall be
charged to "operating expenss" if the amount of personal service chargeable to
operating expense under the definition of operating expense is in excess of 50%
ot total personal service expense; otherwise, expons~c for grm:ral crarheed Shamt
be charged +on "aiministrative expense.”
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5. DEFINITION OF "OPERATING EXFIETE": In the recommondations of the Com-
mittee on Finencial Control of the Council referred to in Paragraph 1, operatin;
expenses arz defined as follows:

"Operating expenses” shall include all costs incurred for personal ger-
vices and related facilities and services, as well as the cost of com-
modities provided, within the countries served by the Administration,
Under this plan of classification, all expenditurss for the support of
field missions serving in liberated areas, just as the expenditures for
supplies handled by the mission would be classified as operating ex-
pense.........The expenditures for the maintenance of field missions
which fall to be paid in other than local curresncy of the liberated are
would come from and be charged to the general ccntribvtions of the con-
trivuting countries, and those incurred within a2 liberated area would ©
paid from the local currency made available by the govermment concermed
or received from the sale of supplies.”

Section 5 of Resolution No. 43, adopted at the Secoand Session of the Council,
contains the following additicnal provision with relation to "operating expense

"Such incidental expenses as may be incurred by administrative official
ard employees during temporary and limited steys within a libersted are
and which fall to be paid out of the local currency of the area, mey be
charged to operating expense.”

Under the above definition the classification of "operating expense” shall in-
clude the following:

a. All costs of the support of field missions and of all other groups
or unite ccncerned with relief and rehabilitation serving in liber-
ated aress or in countries such as those of North Africa or formetr
eneny tervitory in which the Administration conducts displaced per-
sons operations; but excepting the costs designated in Peragreph. 6,
Subdivielons b and c.

T™e cost of all relief and rehatilitation services within the coun-
try in which the Administration cornducts operaticng, including
health and welfare services, agricultural and industrial rohabili-
tation, and transportation and warehousing of commodities fyomn the
original port of entry to ultimate point of distributicn. This in-
cludes all costs directly rclated to relief and rehabilitation op-
erations incurraed by missions or other offices thal are engaged in
both operating and sdministrative activities in accordance with
Paragraph 4: 1.e., the costs of personal service, travel, and othe
related items of expense of technicians in the varicus fields of
relief and rehabilitation.

The cost of the care of refugees and of activities concerned with
displaced persons. This includes all costs directly related to
the suvervision of camps and of displaced persons activities in-
curred by missions that are engaged in both operating and adminis-
trative ectivities in accordance with Parcgraph 4: 1.e., the coat:
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o€ personal service, travel, and other related items of expense of
techniciens and supervisory perasonnel, and other costa directly
identifiable with these activities.

The cost of commodities for distribution within the countries in
which the Administration conducts operations. The coast of comnodi-
ties shall include the cont of transportation and warehousing to
the port of entry to which consigned. Expenditures comprising sucl
cost represent: (1) those against budgctery allotments for com-
modity procurement; and (2) those agalnet budgetary allotments for
ocean transportation and warehousing which are distributed to de-
termine the landed cost of coumodities.

The cost of personal service and other items of expense of personn
chargeable to the budget classification "Field Service Unassigned"
in any office of the Administration prior to the assignment of the
poersonzl . to a specific office or mission. The date of assignment
shall be the date of Form No. FI-23.

All costs in connection with training schools in the nature of
holding centers located in liberated areas which are established
for the purpose of advanced training of personnel near the scene
of relief and rehabllitation operaticns. These costs shall includ:
all supervisory cosie as well as the personal service, travel, and
related items of expense of the persomnel in training. (Note:
Supervisory costs of training programs conducted by a supervisory,
administrative office shall be charged to administretive expense i
accordance with Paragraph 6 Subdivision a).

Expenses of personnel of supervigory, administrative offices durin
temporary and limited stays within a liberated area, and which fal
to be peid out of the local currency of the arwa.

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

6. _DEFINITION OF "ADMINICTRATIVE EXPENSE': In the recommendations of the
Committee on Financial Control referred to asbove, "administrative expenses" ar
defined as follows:

"Only the cost of perconal vervice and related items of the Headquar-
ters, Regional and Sub-regional offices, and other groups concerned *
with general administrative and policy forming funcclons shall be clas
sifieu as "edministrative expense."

Under the above definition of "administrative expense" this classification sha
inrlnds the Zollowing:

a, All ccats chargeable to the budgets of the supervisory, administre
tive offices, including all supervisory costs connected with
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training programs for personnsi recruited for forelgn service, but
excepting the costs designated in Paragraph 5, Subdivision herein.
(lote: Cocts of personal service, travel, and other related items
of expense of perscnnel in tralning are chargeable to operating
ezpense in accordance with Paregraph 5, Subdivieion herein).

The coate of missions for procuring or for making arrangements for
procuring commoditics for services in a supplying country (i.e., a
country whose home territory has not been invaded by the ensry),
other than the costs of commudities precured.

The cost of any group, delegation or mission, in liberatod areas c:
elsewhere, waose function ie limited to observation and anpraisal c
needs. -

The costs of all other groupa or unita corcerned entirely with gen-
eral administrative and policy forming functions.

Coats of missions or offices that are engaged in both operating
and administrative ectivities, that are directly identifiable with
administrative activities.

Copts of missions or offices that are engaged in both operating anc
administrative activitics, that are not directly identifiable with
elther activity but are allocable to administrctive expense on a pr
rata basis as provided in Paragraph k.

T. _ACCOUINTS AND FISCAL RECORDS: The books of account end all other fisce!
records of the Administration shell be meintained so as to reflect the classi-
fication of expenses in accordance With the definitions in this Administrative
Order. All expenses for the fiscal year 1944 that have not been clacsified in
accordance with the stove definitions shall be reclassified &nd entered in the
appropriate accounts.

8. APFLICABILITY: This order shall have general applicability.

BY ORDER CF THZ DIRECTOR GENIRAT,
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APPENDTY. A

The following illustrations will serve as a guide for the determination of the
proper classification, i.e., operating or administrative, to whicl expenses
shall be charged.

A. Missions (including China Area Office and Paris Forward Office or
Mission to France) engaged entirely in operating activitics.

1. all expenses of missions ccncerned with relief and rehabillta-
tion cperations (including displeced pevscna operations and coe
of supplies, transportation by sea or inland, warehoueing, etc.
in liberated areas will be classified as operating expenses.

All expenses of displaced persons activitles and camp operatio
nol in libernted arsas (i.e., North Africa and former ensmy te
ritory) will be classified as operating expenses,

All erxpenses of supply miesions not operating in liberated are:
will pe classified as administrative expenses.

All exvenses of obaerver misaions, the functions of which are
observation and reporting, and es to which at the time of thel
diepatch there is ac intention that they shall engage in opera
tiong, dispatcheld from supervisory, administrative offices,
(Wagl.ingtor -~ London - Sydney - Mediterranean Liaison - other
supervigory, administrative offices, as established) will be
clansified as ediinistrative expenses.

Missiona combining both operating and administrative activitie
such as the Balkans Mission end missions to neutral countries.

a. All exrenses of the operating staff, including supervisior
and operation of camps, will be clrssificd as operating
expenses,

All expensea of the consulting staff (doctors, ete.) will
be classified as operating expenses,

All expensea of the supervisory, administrative staff (in-
cluding supply techniciasna, accountants, otec.) will be cle
gified as administrative exnpenses.

Undistributed overhead expenses, such as rent and office
servicea, not directly chargeable either to operation or
admiristration, will be classified as operating expenses :
mere than 50% of the total personal service expeunse is
directly chargeable to operating activities; otherwise, s
expenses will be classified as operating expenses.




-

Washington - London - Sydney - Mediterransan Lisison - other super-
visory, administrative offices as established.

1. All expenses of these offices insluding superviszory expenses of
training programs will be classified as administrative expenses
(Note: Expenses of persomnel in training ars chargeable to
Fileld Service Unassigned and are classified as operating
expenses in accordance with the exception specified below,).
Exception: All expenses of personnel chargeable to Field Ser-
vice Unassigned in these offices prior to assignment to a spe-
¢cific mission or office, will be claasified as operating ex-
renses. (The term "assignment"” mcans the date of Form No.
F1-25.)

All expenses of persoanel chargeable to Field Service Uuassigned ir
any office of the Administration prior to assignment to a specific
mission or office will be classified as operating expenses. (The
term "assignment" means the date of Form No. FI-23.)

Expenses of personnel of superviesory, administrative offices (Vaah-
irgton - London - Sydney - Mediterranesn Liaison -- other supcr-
vigory, administrative offices as established) as may be incurred
during temporery and limited stays within a liberated area and whic
fall to be paid out of the local currency of the area, will be cla:
gified as operating exp=nses.

All expenges of training schools in the naturec of holding centers
located in liberated areas which are established for the purpose of
advanced training of personnel near the scene of relief and rehabil
italion operations, will be classified as operating experses.




Generel Type of Item of Expense for

Exceptions Chargeable Section-of Adm
istrative Order
Applicable

1. Supervisory, administrative offices
(Washington - London - Sydney - Med-
iterranean Liais~n other supervisory,
administrative Offices as established.)

Personnel of supervisory, administrative
offices {Vashirgton - London - Sydrey -
Medlverranean Lialeon, other supervisory
offices as ertablished) temporarily in a
litsrated =rea whose expenses are paid ous
of the local currency of the area.

Perecunel chargeable to field Service Un-
assigned in any office of the Administration
prior to assignment to a specific mission or
office.

Misslons concerned with relief and rehabili-
tation operations (including disvlaced persons
operations and cost of supplies, transportation
by sea or inland, warehousing, etc.) in liberated
areas.

Digplaced persons activities and camp operations
not in liberated areas.

Supfly missions not operating in liberated areas.

Groups or delegations dispatched from supervlsory,

administrative offices (Washington - London - Sydney

- Mediterranean Liaison - other superviscry, admin-
istrative offices as established).

All expenses of personnel Administrative 6 ea
chargeable to Field Ser-

vice Unussigred in these

offices prior to assign-

ment to a specific missicn

or office. (See Item 3)

Onerating

Operating

Operating

Operating

Administrative

Administrative
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General Type of Iiem of Expense for Exceptions Chargeable Section of A
trative Order
Applicable

Supervisory, adainistrative staff of Salkans All expenses of consult- Administrative h -6e
Missions anl missions to neutral countries ing staff (See Item 9)

Consulting stalf of the Balkans Misgions and Operating
missions to neutral countries.

. Operating staff, including supervision and Onerating
operation of camps and or displaced persons
programs of Belkans Misaions and missions to
neucral couniries.

Undistridbuted general overhead expensces of Administrative
Balkens Missions and missions to neutral countries,

such as rent and orffice socrvices, not directliy

chargeable eitkher to administration or operation

5T more than 50% of personal service expense of

the offices is directly chargeable to administra-

tive activities.

. Undistrivuted general overhesad expernses of Onerating
Balkans Missions and missions to neutral countries,
such as rent and office services, not
directly chargeable either to administration of
operaticn if more than 50% of personal service expense
of the offices is directly chargeable to operating activities.

13. Paris ¥Forwvard Office Operating

1%. Training Programs of supervisory, admindstrative offices All expeunses of persormnel Administrative
(Washington - London - Sydney - Mediterrenean Liaison chargeable to Field Ser-
- other supervisory, administrative offices as vices Unassigned in these
established). offices. (See Item 3)

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




TED NATIONS AUMINISTRATIVE ORDER NO. 59
'.Z“u REHABILITATION
ATION 11 A;ril 1945

SUBJECT ¢ ECEIPT BY E.R.0. OF COMMUNICATIONS
INITIATED BY HEADQUARTERS

1, PURPOSE: The purpose of this orc is to direct that copie
of all correspondence and telegrams 1r‘t' 2d by Hesdgquarters for
representatives in Burope, Africa, and the Midd LE be Torwarded
to the Turopean Regional Office.

2, TELEGRAMS: The Code and Cable Unit of the Communications
Section shall be responsible for insuring that appropriate copics of
all telecgrems dispetched to UNRRA represcntatives in Europe, Africa,

and the Middle East rcach the p.Ero. by air mail.

3. CORRESPONDENCE: ZEach corr.spcn ent at Heoadauarters shall
preparce onc extra tissuc copy (pr&forebly the green CO“E] of all
co“rusoouﬁnncu Gddr;SﬁLd to UNRR/ pricsontatives in Buropc, Africa,
end tho ddle East for tho inf 1tion of thoe Europesan Regionzl
Office. SucF 2atru copics widl b¢ detached by the Postal Unit of
Communications Section cud\‘ nt /by cir meil to the U.R.0. daily.

-
P

4, LPPLICABILITY: Thi be epplicnble to Hondguerters

W\
\

BY ORDER




JATIONS REVIXED ADMINISTRATIVE ORDER !
D REHABILITATION
AT ION 12 June 1945

SUBJECT: FLON OF COMMUNICATIONS TO MISSIONS FROM HEADQUARTER

cofli—

clllce,

1. PURPOSE: The purpose of this order is to direct Lhe flow of
- 3

munications to Missions under the authority of the E,R.0. through the

¥

e
'S
v

2. ROUTING: Pursuant to the 3 May delegation of authority to E.R.C.,
all cormunications to missions or offices under the direction of E,R.0.,
except in areas of work clearly f‘xemptm by the 3 May delegation, shall be
directed to the E.R.0. and not to the Missions. Exceptions to this procedure

shall be cleared with the Senior Deputy Director General personally.

CORRESPONDENCE: All letters going to E.R.O. concerning policy
matters shall be dddl"x-‘.na(‘.d to Commander R.G.A. Jackson. The system of
sending communications to E.R.0. addressed to lir. ifooney is fm::u.) rescinde
Such letters may be signed at Headquarters by the '.'Lﬂ.d.._: of the Bureaus or
Offices who, in doing so, have the msponu._.:ll bty of clearing pertinent
points with other officials affected., The sbove statement apolies to all
Buropean missions with the exception of the Polish Delegation. Mabtters
relating to Poland have not been delegated to E.,R.O. and as a result all
messages relating to policy, whether cables or letters, are Lo be cleared
with the Chief of the Polish Delegation. Letters may be sent on other than
policy matters to membors of &I.R.0. staff, In the forwarding of such comn-
munications, the heads of the Buw-ﬂu-* and Offices are expected to exercise

jJudement to insure that Comnmander R.G,A. Jackson is not bypassed on any policy
= v A Al
matter,

L. INFORZATIONALTRANGIISSIONS: All correspondence addressed to members
the E,R.0, sta '1 which decal in whole or in part with official business of

any kind, is to be mailed through the Headquarters office so that copies will

be availoble to the Administration. In this way cach day all copics of letters

will be made available to the 0ffice of the Country Mission Affairs for post-

mailing review and possible circulation, No official action shall be taken

as a result of informal or personal communications,

5. Lotters addressed by the heads of bureaus or offices shall be
by the head of the burcau and office as Uh ir own action and shall not
faced by the statement "For the Director General."

6, APPLICABILITY: This order shall be

CORRINGTON GILL
DEPUTY DIRECTOR GIENERAL
E?{:IR II“L.\! JJ.J Cf L.’I- L ];r -.:....LT{_‘”




UNITED NATIONS ADMINISTRATIVE ORDER MNO. 60
RELTEF AND REHABILITATION
ADMINISTRATION 15 lay 1945

=i

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

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

2« This does not preclude staff members accepting honors intended
as reward for sorvices rondored prior to employment by the Administration
or for saorviccs having no connection with its work,

3. This order appliecs to all UNRRA staff and shall be cffective
immediately.

DER OF THE DIRECTOR GENERAL
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UNITED NATION: ADMINISTRATIVE ORDER NO
RELTEF AND ,._JP:\I*ILJT"‘T(J

ADMINISTRATION

FUNCTIONS OF THE OFFICE OF COUNTRY MISSION AFFAIRS

The Office of Country Mission Affairs created by the Director General's

Order of 3 May shall have the following functions:

Represent the country missions in the Headquarters organization without
assuming any operatiing responsibilities,

Review after dispatch, but only for conformity to general policy and not
for clearance, all communications going to cou.-'.'-.'.r;.f mis

it, for informaticnal purposes only, a

Receive or have made available t s

o)
copy of all communications from country missions and/or relating to specific

gegrraphic areas,

'-'lv*' se the Senior Deputy Director General and ea ecutive
f generally on the status and dcv'.:lo;z::eret -,t v mission activi-
and on general social and economic confii.u.mr;:: areas of interes

VRRA and act as the focal point at Headquarters for information
ffecting country missions,

Advise the bureaus, divisions and offices on current conditions and
problems in individual areas and assist them as requested in the prepa=-
ation and/or review of operational programs for such areas.

Provide or ma intain as required liaison with the appropriate representa-
tives and/or de partments of member governments,

"-"vis; the Senior Deputy Director General in connection with his responsi-
bility for liaison between Headquarters and the E,R,0., on all matters
affecting country missions,

as the chamnel at adquarters for the handling of such Courztr‘y misagion
narrative reports and corm*.u_u{.atl'_an:; as may, from time to time be agreed
upon between the Bureau of Finance and Administration and the Office of
Country Mission Affairs.
Perform such other functionis as are assigned from time to time
Office of the Senior Deputy Director CGeneral.




7o —

lir. Hichard Brown
307




All Buresu, Office and Division Heads

Corrington G411
Deputy Director Ceneral for Finance and Administration

Application of Administrative Order No. 61

e e

In oxder $0 expedite the flow of communications, cables
and reports all persons sconcerned are advised that material
svhigh formerly routed o the Far Bastem Dvision of the

[}
Buresu Of Areas should mow be routed $o the Far Hastem Divi-
sion of the Burean of Service
oati

in

Be
All ons, cables and reports formerly
routed to
routed

er communi

Country Desks of the Bureau of Areas should mow
the Countzy Desks of the Office of Country Wission
sccordance with Administrative Order No. 61

ted 18 May 1945.

oth
the
%o




UNITED NATIONS ADMINISTRATIVE ORDER NO, 62
RELIEF AND REHABILITATION
ADMINISTRATION 11 June 1945

SUBJECT: EMPLOYMENT 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. STATEMNENT OF POLICY:

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

If the head of an office or the Chief of Mission has made

a determination permitting husbands and wives 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 the other, and is
the best qualified candidate available at the time
of employment.,

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 organizational unit.

"hen employed for ficld assignment, both shall
understand that the station to which each shall be
assigned will be determined by the operational
requirements of the Administration and they shall
be prepared to serve wherever assigned,

A.husband and wife shall not be engaged for employment

with the Administration if, as a condition of their employ-
ment, they insist on working as a "team™" with respect to a
particular functional activity, or request that they be
assigned to duty in the same area,

3« APPLICABILITY: This order shall have general applicability.

y __CORRINGTON GILL
DEPUTY DIRECTOR GENERAL FOR FINANCE AND ADMINISTRATION
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e

SUBJECT: CLOTHING ALLOWANCE FCR FIELD PERSONNEL

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

2, DEFINITION OF CLOTHING ATLOVANCE: The clothing allowance shall
consist of: ~ a3

as A cash payment of $100,00 to eath field mission employee.
This amount shall be used tdyard the procurement of specific
items of clothing and equipmgnt/considered essential,

Items procured by theMdpinistration for issuance to field
mission personnel. Ve of these items shall not exceed
980,00 for each emp) recruited through Headquarters and
$100,00 for each emp¥dyee recruited through the European
Regional Office qr/field office. Employees purchasing these
items will bﬁxnn itled to reimbursement,

-

3« APPLICATION: f&&ective 1 May 1945 this order applies to all per-
sons employed by UNHRA #tho are or have been assigned to field missions re-
quiring special cligthing and equipment for relief and rehabilitation opera-
tions. The Depuly Pirector General for Finance and Administration or thé
ERO Administratjon }s authorized to extend the application of this order
to employes with spgcial assignments. '

b /ﬁm

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

5. DETERMINATION OF FREE ISSUE ITEMS: The Deputy Director General
for Finance and Administration 1s authorized to determine the clothing and
equipment items which shall be issued free to employecs (2b).

6. PROCEDURE FOR AUTHORIZATION FOR THE CLOTHING ALLOWANCE FOR
EMPLOYEES RECRUTTED THROUGH HEADQUARTERS: The Personnel and Training
Division will certify that the cmployce is cligible 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).
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Cash allowance and free-issue items will be issued at date the in-
dividual is alerted for overseas departure. Authorizations may be given
at an earlier 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
curtii‘y that he has secured the minimum prescribed requirements of cloth-
ing and equipment.

If for any reason an employeec does not proceed overseas after he has
received a cash allowance dnd/or free-issue items, the Director of the
Personnel and Training Division will:detemiine the extent to which UNRRA
should be reimbursed and advise the Accounts Division accordingly.

7. PROCEDURE FOR AUTHORIZATION FOR THE CLOTHING ALLOWANCE FOR EMPLOYEES
RECRUITED THROIGH ERO: ERO shall prescribe the procedure to be followed
in the issuance of the clothing allowance for persons recruited through
that office.

8. CLAIMS FOR RETROACTIVE ALLOJANCES: All personnel employed by UNRRA

as of 1 May 1945 who are or have been assigned to field missions requiring

special clothing and equipment for ré¢lief and rehabilitation operations in
country missions arc entitled to the cash clothing allowance of $100.00 less .
deductions of amounts which have been reimbursed to the individual by the
Administration for purchase &f items other than those which have been de-

clared free-issue items. Any individial claiming a cash allowance will be

required to certify as follows: "I certify that payment of this claim of

»____ will not cause ‘the.total reimbursement to me for clothing and equip-

ment, other than for free-issue items, to exceed $100."

Claims for rr.'-trca'ct ve allowance by employces stationed outside of
their home station may be approved by the Chiefs of Mission on the above
certifications and the office of recruitment shall be advised of the settle-
ment for post-audit review,

Claims rececived at Headquarters or ERO subsequent to 1 October 1945
will be disaliowsd,

9. APPLICABILITY: This order has general applicability,

CORRINGTON GILL
DEPUTY DIRECTOR GENERAL
FOR FINANCE AND ADMINISTRATION
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SUBJECT: COURIER SERVICE AND COMPLETE USE OF BAGGAGE ALLOWANCE

l. 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.

Use of Baggage Allowance. It is desirable that any
welght within the allowance for baggage of an UNRRA
employee when traveling on official business which is
not fully utilized by the employee be considered as
available for'the use of the Administration for the
expeditious transmittal of official communications

or the forwarding of parcels or other properties of
the Administration.

-

3« INTENT OF THE POLICY STATEMENT:

The intent of this policy is:

(1) To safeguard the privileges and immunities accord-
ed by many govoernments, by prohibiting Administration
employees from rendering special seérvices heyond the
scope of our regular activities for any government,
and

To most effectively utilize that portion of the
weight allowance made available to the employec
traveling on official business, which he does not
require for his own purpose.

4« PROCEDURE FOR UTILIZATION OF UNUSED WEICHT ALLOWANCES: In order
to utilize most effectively that portion of the weight allowance made avajil—

able by en employce traveler, the following procedure will be adhered to:

- LI

a. at Headquarters:

(1) All official communications to be sent overseas
by trsveler shall be transmitted to the Communica-
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tions Section of the Division of Administrative
Services, and that Section will clear when

necessary with the Security Officer for censorship
in conformance with military regulations and arrange
for dispatch by a traveler when weight is available,

All parcels or items other than communications to be
sent overseas by traveler shall be forwarded to the
Procurement and Property Section of the Division
of Administrative Services and that Section will,
after clearance with the Security Ufficer for
conformance with customs and military regulations,
arrange for the dispatch of such items by traveler
when weight is aveilable. '

Vhenever available weight allowances are ‘to: be
used, the appropriate sections named in the
paragraphs above will transmit the request to
the Travel Section, which will designate the
traveler within whose weight allowance the communi-
cations, parcels or other items may be included. :

b. «~t E.R.O. or Other Offices of the administration:

(1) The head of the regional office or of other offices
of the Administration will adopt such internal
procedures, applicable to their respective offices,
as may be required to effectuzte the policy set
forth in this order.

5« APPLICABILITY: This policy statement shall have general appl
cability.

6. This order supersedes Generzl Bulletin No., 122 and any other
orders or bulletins of prior date which may be in conflict,

CcO QRTN1T“? GILL
DEPUTY DIRECTOR GENERAL
FO? FT!"-dIL-.T‘.';-- -’.;‘-D .rLT“ _L”r"""l"l;" i
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partes of the world to
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for the proven travel during each month,
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rsponsibilities in connection with

mear . rvice are assimed to the Travel Scction of
HAJ“‘%tr'u_V' Services Division at Headquarters or the

“!rro.lz" ¢ unit in other offices responsible for the perfor-
mancc of this function, The term "Travel Section" will herein-
after refer to the Travel Scction at Vundﬁuarf}rq or the appro-
priate unit in her of'fices The documents to be used and the
procedures to be followed are preseribed in the following

bickets will be

.Sts.
g
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AD=42, ATC will accept requests for transportation when
on rm RA letterheads and authorized by the designated
of ficer or officers.

Copies of all air travel documents shall be forwarded
immediately followingz issuance to Feadmuarters - Accounts
Division, "ashington, D, C, The iir Transportation
Requests 1 171 be Lus1fd 1n 171 instances in an original

and two conies, he Eribution will be as follows:

Criginal to the traveler for surrender to the
appropriate local representative of the ATC
who will enter the value thercon =nd forward
to ATC, Revenue Traffic Division, New Y01“
ATC MNew Yorl: O.fice will submit t.' is original,
after audit, to Accounts Division in support
of statement rendered.

F‘1!"1 cat will be dispatched irmediately
by Ul ..-'1“ '='.' .":: office to Headquarters Oifice,

Accounts Division,
Triplicate copy will be retained by office is-
trensportation request,

en issuing transportation, will deliver
"Revenue Ticket" and "Passenger Re-
The traveler will surrender the
- \TC flight officer and forward the
Headqt "rt rs PPf1ce aceounts Division, immedi-
completion of his Jouj‘.'.;;‘.

(2) .' .‘:‘u I : "hen a fli-ht has not been made as
tne traveler is oblized to return the tisket
Szction, a return ticket receipt will
desimated officer in quadruplicate and

sion, Headquarters
copy to Travel

er in receipt for the

ficket Cancellation “hen it becomes necessary to return
an unused ticket to t,r the ATC for cmcu]ztlo.; and credit
against the original purchiase, the Travel Section, in the
event the ticket cannot be reissued .rill inmediately
arrange for the cancellation and nh.mra, a llc":.t Distri=-
butien, Form FI-65, in original and two copies to cover
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the return of the ticket to the ATC for ecredit,

The original and one copy of the form, with the ticket
attached, shall be forwarded immediabtely to the Accounts
Division at Headquarters e copy shall be held in the
issuing Trovel Scetion for completion of the records of
that section,

b. Cargo \ir Service:

(1)

The ron sibilities in connection with the Carro Air
S‘crﬂ ice, except as noted in Zection 4, are assigned to

-~

the Ocean Shippinz Dranch of the Burecau of Supply at
Headquarters or the appropriatc unit in other offices

responsible for the performance of this function.

The Ocean Shirping Branch at Headquarters shall be re-

sponsible for assembling, approving and forwarding to

the Accounts Division at Hoadquarters all necessary ac-

counting documents a.p;:n.-rtr.l 1ing to all ATC cargo shipments,
wherever originating, It will _.l ;0 be the responsibility

of the Ccean Shi “rww Rranch at Headquarters to expedite

all such documents for prampt .uii‘ and paynent by the .
Accounts Division at Headquarters,

The procedure now in effect for ocean steamship cargoes
vill, in gencral, be applied to air cargo shipments,
gxcept for the following variations:

4t the time of makinz delivery
to the . I_‘(, air c:'.r"ro terminal the forwarding official
will instruct the ”"G to charge the air transporta-
tion costs to ”I‘-T" A's deposit, Trust Fund No. 218922,
and will securc a rﬁ,c eipt fror ATC for the delivery
to it, 'F_‘ll-; r: Cul['ﬂt shall be dispabtched immediately
Headquarters office, Ocea.n Shipping Branch, to be
relayed to the .ccounts Division Headguarters before
the close of the current month,

LTC Final Documents: In order to secure reimbursement

for the transportation costs of air cargo, the ATC

will bill UNIRA for all shipments fully clcared to

the end of each month, supporting their statement by:

(i) the original Cargo Shipment Request, Form ATC-

PT-67; (ii) copy of the ATC Revenue Airway bill issued

by the ATC station accepting shipment; and (iii) the
ori:;ir-'-? of the ATC Revenue Con 1signee Acceptance,

Form ,\10~-PT-95E, as evidence of delivcry, .

L., BAGGAGE SHIPVENT BY \IR: Vhen in the opinion of the Chief of the
Procurement and Property Scctlon, Administrative Services Division, or the
appropriate unit in other offices responsible for performance of this function,
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an overseas shipment of administrative supplies can be disnatched more
advantageously as added bagrase for one or more travelers makinz the trip,
rather than as air cargo, it shall be the dubty of the Travel Section to
make arrangements with the traveler and with the \TC for the clearance of
the extra shipment as accompanied baggage,

The overseas office or mission shall be notified of

y shipment dise
pateched as bargage in this manner, The forwarding office shall also notify

the Mudit Unit, .Accounts Division, at Headquarters

Lers concerning the extra
weizht allowances and charges, if any, authorized to cover the added baggage
weight,

5¢ AFPPLICABILITY: This order shall have general applicability.

[:IT‘vIr-T.-rlfI"r ™
M) ’

.
FIN.NCE
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. POLICY O E:-l’l"';NDII'J" TR.INING JSSISTV.NCE
1D TZCILITILS TO MEMBER IN.TIONS

This order states the policy of the dministration with
extending tralnlng assistance and facilities to mauber nations,

2. POLICY: It shall be the policy of the Ldministration within
he Jutlullticq veat d in it by Council Resolutions to grant requests re-
from mombo overnmonts for assistance in providing tcehnicel
for *'ﬂiﬂin' or assisting in training 11 thosc tcehnicsal Ticlds
1y allicd to UNRR.'s program of rcliuf and rchabilitation such as
welfarc, agri urc and industrial rchebilitetion, providcd that:

TN I will bc confincd tos

eountrics not in a nosition to pay for rcl

tation supplics and Sg*VLC 3 with suitablc foroign cxchango;
(2) tcehnical espocts of 1i-r and rchebilitation econ-

i t,Jt 7ith UNRRLYs \uL_0“14 2d program and which will
benefit the govermment's and/or UNRRL's offorts in thoso

i ;ld:_; in a rcasonablc pceriod of timo and which in no wisc
ppcar to supplumcnt or compcte with the cstablishod cduca=
tional Tacilitics of o country.

n
el

training cxperts arc to bo reerulted, given roquirod
etion, transportation by UNRRL, to opurut; ng part of
issi steff or bo dcteilcd to tho mombeor govornmcnt
as will bo 1..‘-,*.,u'.1l'-r rrr;ud upon between
ctivc momber govermment, During such
personncl will bo edministrativcly
to the liission Chiof, ordincrily through tho
tcelinical ripresontetivec on the stafl of the
y will bec fully rusponsiblc to tﬂc government
tcchnicanl ond oporationel assignments ineluding doy
supcrvision,

"l

Such cgsiastnnce moy likeirisc be provided to countrics in a
position to pay for rclicf and rchcbilitotion supplice and
scrvicecvs with suitablc foreign oxchenge, providcd thet
noecssryy arrangancents cre pgrecd to betweoen the Ldministra-
tion ond the Covernments with rospoct to the govermnment's
boaring tho oxpensc ineurrcd,




¢. UWith rcferencc 1¢ of treining opportunitics
to tochidesl ox 8 of the mambor govermments, the id-
ministration will provido "followvships" at UNRRL'e 3]

ks il oo
CIrts

Suech "followships® !
porirtion, meintoncnec end o bG-grantcd to tho
?-',C."..".i(."'l [l o ; nn 1

R T
LIIUOw

coundtrico end to vork in

" e — ‘
LGALLILN

ships

fellowships will be
mrizaetionsl unit.

This ordor shall hove gonornl epplicability.
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UNITED NATIONS ADMINISTRATIVE ORDER NO. 67
RELIEF AND REHABILITATIOM

ADMINISTRATION 10 July 1945

TRANSFER OF FAR EASTERN DIVISION

le In my memo of 3 May setting forth certain organizational

changes, I stated under IT1l-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
character relating to the several bureaus and offices at Head-
quarters,

<

2. APPLICABILITY: This order shall be applicable to Head-

quarters only,
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t.me . xadouarters of
sgional Office or to missions

following procedure shall be adhered to in all

to a position
rep ol'tm' 10 the
uuuu?tumuq b ranizational
specific request of E.R.O,

i
iﬁlt at Headquarters except at the
for Lhu assistance of Headquarters,
A1l requests shall be immediately routed to the Personnel
and Training Division.

onnel and Training Division shall, in consultation
wlﬁroﬁlﬁht. burcau or other office at Headquarters,

;Jrn_T and shall further process all such

= cAlid

All CtﬁﬂUﬂ‘P'f‘O“" from Headquarters corccnwing recruitment,
arnointment of such personnel shall be initia-

by the Personnel and Training Division and

ed to the Personnel Division at E.R.O.

the appointment of a person recruited in response to
st from E,R.0., the Personnel and Training Division
ely notify the BEuropcan Regional Office and

P=3 to that offic

This order is applicable to Headquarters only,

CORRINGTON GILL
DEPUTY DIRECTCR GENERAL

™

FOR FINANCE & ADMINISTRATION
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rith respect -
> UNRRA program to countrie —n]u'“u» 1L- financ
to assign responsibilities for effectuating this policy
of the Administration,

] ecognizes that g

authorities of liberated areas requiring
financial assistance must, using other financial reso
import additional relief and rehabilitation supplie
reconstruction and essential goods which do not come
the scope of UNERA's relief and rehabilitation program.
lecognizing that its assistance is transitory and that steps
towards the resumption of nomal trade should be encouraged
as far a5 possible, UNARA desires to cooperate as far as i
able to that end, Whenever requested by the government
national authority, the Administration is prepared to
tate the import of such essential goods in accordance with
the provisions of this order.

Shipments Within Ocean Shipping Allocations to UNRRA for Its
Program: Within the ocean shipping allocations requested

by t’i“" RA for its relief and rehabilitation progzram, the Ad-
ministration will accept for shipment the essential goods

referred to in paragraph (a) only if they can be shippec
filler cargo on vassels carrying UNRRA relief and reh

tion cr if the govermment in agreement with

UNRRA miszion, places so high a priority on };i1 286 "r'-c:l'lf'

it is prepared to forego the shipment of equivalent tonnare
of UNRRA relicf and 1‘1"";hilil,"-.l'? on supplies. In aeccc ['_11'..1.1':;,
shipments under these conditions, the Administration will

50 provided it has 1« r:u‘-\r.d proof of the desire of the govern-
ment to ; the goods, and of the willingness of the
supplying countries to export those goods and prow ru‘l 2l appro-
priate financ "'l arrangements have been made with the

tration conceming any expenses that may be i:!.'.rolwz».“
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INITED NATIONS ADMINISTRATIVE ORDER NO, 70

RELIEF AND REHABILITATION
ADVIMISTRATION 3 August 1945 Page 1

HEADQUARTERS PROCEDURE FOR FIELD PERSONNEL RETURNID FOR
REASSIGNMENT, TRRMINATION OR COMPENSATION STATUS

1. PURPOSE: This order prescribes the procedures to-'be followed at
Headquarters with respect to field personnel returned either directly or
through the supervisory office by a Chief of Mission for reassignment,
termination, or compensation status, and provides for review of cases which
require special consideration, including gquestions of compensation status
under Administrative Order No. 22; it supplements Administrative Order
No. 55, dealing with termination of appointments and transfer for reassign-
ment,

2. -INFORMATION RFQUIRED FRCOM COUNTRY MISSIONS: The Chief of Mission,
under Administrative Order No. 55, is required to secure prior instructions
by the supervisory office before a field employee may be retumed to his

home station for reassignment, termination, or compensation status. In
every case (reassignment, termination, 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
therefor, and the approximate date of arrival,

By airgram any confidential information in regard to the
reasons for his retum, the record of any appeal from a
termination action, employees! work record and an evalua=-
tion of his performance in the field,

With the employece and also by airgram all other informa-
tion necessary for final financial settlement, (including

information relating Lo any possible claim for compensa-
tion under Administrative Qrder No., 22) reassigrment, or
completion of termination action, including certification
concerning personal accountability of employee for UNRRA
property. (See Administrative Order No. 55 for detailed
instructions to Chiefs of Mission).

3. NOTICE OF RETURN: The Personncl Services Branch of the Division
of Personnel and Training will receive all notices of return of field
employees to Headquarters for reassignment, termination or compensation
status, Fach burcau or office shall advise the Persmnel Services Branch
concerning the return of field employees. This Branch shall be responsible
for obtaininz expeditious determinution of the action to be taken with- -
respect to the retum of the employee, It will be responsible for notifying
the appropriate supervisory office of any Headquarters decisions in conncc-
tion with the return or reassignment of a field employve to the same lission,
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4. EXPEDITIOUS HANDLING OF RRETURNED FIELD PRERSCNNFEL: Upon arrival
in '."::-'.'Ln,:‘.o;'. the field employee m"l report direcbly to the Personnel
Services Branch, The 1'~n‘r'or‘r‘1 ate organizational unit concerned will so
direct the employee if he first reports to his bureau or office. BEvery
effort shall be made to expedite temination, reassignment, or a,')r“"x"-n;m-
tion status, Bxcept under most nnusnal conditians such determination
should be reached within 6 working days. The Personnel Services BEranch
shall, during the above mentioned six-day period , determine the pr bable
A LIun 'l‘iI"-‘L'Dn of the necessary waiting peri 91 Until a determination
wibi respect to reassignment or determination is reached each employee
who does not actually maintain an available residence in 1.':=.r-*.h.mg ton or its
suburbs will be paid in lieu of subsistence and living expense a per rii-:r-.

O per day. Upon det '-;n.nnu.ur. that the employee is to be termina
|1 be given the advance notice as prescribed in Article VII, Section

7, paragraph 5 of Administrative Order No. 47.

')J

5, TRMPORARY ASSIGNMENTS: When it is determined that a returned field

employcc will be :1'331:m,d to ‘u.rvrﬂnomrt,r duty at Headquarters, a personnecl
actiocn creating a t..mpol'-v“ nosition and transferring the employee to the
Headauarters staff 'vi_'[" h made, The Form P-2 transferring the field
employece will be initiated 1 ‘1r- appropriate buraau or Ai].cv for initia-
ting and approving signs tn‘» The Personnel Services Branch e l'ld.lL assist,

a
if necessary, in expediting the required action,

_— (=]

6., RESPONSIBILITY OF HEADQUARTERS: The f‘r;]lowinrr functions will be
performed by specified Ye adquarters organizational units:

a. The Returned Field Personnel Section of the  Personnel

Services Branch shall:

(1) Conduct the initial interview with cmployee,

(2) TInstruct employee concurning other interviecws
and action required to complete the necessary
personnel action and to effect final scttlement
of accamts, In all eases the employee will be
referred for interview to the appropriate burcau
or office,

Advise the appropriate bureau or office of the
evaluation of the employse; obtain from the
appropriatc bure¢au or office, and when necessary
from the Utilization Scction of the branch, its
reccommendatian with respect to reassignmont or
termination; and review the proposed action for
conformity to UNRRA personnel policies,
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Arrange 2 schedule for reporting to appropriate
UNRRA officials by employee concerning phases of
field operations in which he was engaged,

Purnish the Accounts Division the required infor-
mation with respect to payment of return trans-
portation expenses,

Arrange for a complete medical examination by the
Health Division and direct each employse to report
for such medical examination and follow up on such
directions and arrangemecnts,

Arrange for consultation with the Insurance and
Claims Section whenever there is a question of a
c¢laim under Administrative Order No., 22 and furnish
Insurance and Claims Section information relating
to any possible claim under Administrative Order
No. 22, )

Maintain attendance records, initiate and approve
leave request forms while employee is unassigned
until disposition, including transfer to temporary
or permmnent Headquarters line, has been made,

Utilization Section of the Personnel Services Brarnch shall:

Upon referral, interview, arrange addit ional interviews
by othor appropriate organizational uwnit, and advise

on any necessary action on all returned field personnel
considered for recassignment in a unit other than that
to which alrezdy assigned,

appropriate bureau or office concorned shall:

Initiate recommendations for reassignment, including
temporary assignment at Headguarters in its field of
activity or for temmination of services and initiate
the appropriate Form P-2 for such action, - The Returned
Field Personnel Section may, when required, assist in
the proparation of the Form P-2,

The Administrative Services Division of the Bureau of Finance
end Administration shall:

(1) sSecure from the cmployee his Certificate of Identity,
receipuing therefor,




UNRRA ADMINISTRATIVE ORDER NO. 70 .

(2) Detemine outstanding property charged to the employee,
as certified by the mission or field office, and &os
rccorded ot Headquarters,

(3) Receive all property, receipting therefor,

(L) Determine degroe of cmployee responsibiliby for
property not accounted for,

(5) Certify status of personal property account,

The Accounts Division, Bureau of Finance and Administra-
tion shall:

(1) Determine and moke payments of amount due employce
1pon receipt of': :

(a) Form FI-23, showing last payments for salary,
living and guarters allowance, unpaid advances,
and balances of annual and sick leave.

(b) Check list bearing all endorsements,

(¢) Recommendation by Returned Field Personnel
Section r¢ payment of transportation for employee.

(d) Fom P-3, Notification of Personncl Actioa,

Make finnl payment to employee, including accrued
annual leave, Provident Fund payments and all other
payments due in accordance with the conditions of
termination.

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

(1) Determine matters of compensation under Administra-

tive Order No, 22.

Arrange for review by the Appeals Committee provide
by Administrative Order No, 22 for any cases in which
the employce sppeals the decision as to compensation
benefits to which he is entitled under Administrative
Order No. 22
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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,.

Advise the Returned Field Personnel Section as to
whether the employee shall be placed on siclk leave
or terminated because of his health,

Furnish the Insurance and Claims Section all medical
information which may affect a determination under
Mministrative Order No. 22.

Arrange for follow-up medical examination when re-
quested by the Insurance and Claims Section.

In consultation with the Returned Field Personnel
Section, arrange when necessary for the meeting,
escorting, hospitalization, or other medical treat-
ment of sick returning field personnel,

(6) Act as the UNRRA medium of communication with
military hospitals in this country concerning UNRRA
patients hospitalized in them,

(7) Arrange when necessary for the transfor of such
patients from a military hospital to a non-military
hospital or to other appropriate place,

7. RESPONSIBILITY FOR CLEARANCE OF APPFAILS: It is the responsibility
of the Director of the Division of Personnel and Training to coordinate all
information with respect to the temination or reassignment of persons
retuming 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 the part of the burcaus or offices affected or the Division of Perscnnel
and Training, it will be the responsibility of the Director of Personnel
and Training to summarize all of the facts involved and to present the
material with all recommendations to the Deputy Director General of the
Bureau of Finance and Administration, whose decision in this matter shall
be final.

8., APPLICABILITY: This Order is applicable to Headquarters only,

CORRINGTON GILL
CEPUTY DIRECTOR GENERAL
FOR FINANCE AND AIMINISTRATION

456533




:b .MIGJ.‘J

T e
,J. .* 0 ITATT

yrder is to sct forth the regul:

rsements that may be made

-

bary
M
! [#10

coverning
'nnxrte!"'
reimburs

bty cash fund,
-j !I"\'\ﬂ

amount of the Administration!

5 TR i s
rector oL rll

S ara]

expenditures which 1Lt would be lmpra
procuring
emergency character

Sﬁall be
ter's cas

lvances 1




D1LLLS
Le explal

s i i
ISt D Writuen on
. - - : : :

: h ( 1mant

e e =1 !
ipproval ol the r
_ services

e

roval




UNITED NATIONS
RELTEF AND RE!

DY INISTRATION

o
J
|

ABILITATION

ADMINT

STRATIVE

21

saugust

TR
bl

SUBJECT:

TIFICAT
1-.'C'_-[:‘J_!i: '

Carl e Ll

.,r“

_vr—CT'w

“r T\T

1, PURPQOSE: purpose of t
mentz2 under which obligaticns may i
tests and treatments-outlined
approval for payment thereof,

L] T
'I ne

3

Pre-appointment examin

destined

for

""V“il

Review ex
(as required by

1.0
An

Amind

Examination for
return from ovarseas
accordance i

' .

de Examination under

Lo qualify under

2,

BILITY OF THE

)63

as follows

ne

ex

afwrdilid

this order is to ;:11'?:c1*i
incurred Jor physical

and f the certification and

i candidates for employment
signment,
prior to overseas clearance

L9).

emnloyae
strn_u.we Orf.ler' No,

of compensation status upon
and treatments, authorized in

R Rl e dinad el e AL Y,
aAminls -J‘:’l;#‘-fu vraexr P-‘J. e

Group Insurance Plan of employees

LIA
TREATMENTS:

[ e

a., Pre-appoi:

minabion:

In accorda:

}:-rocedure:_ X
assipnment
tion and
The applicant is
Public Health
no charge
tions of
of thited
dat:?, the
tion elsewhere,
at the rate
resides for
any examination by
by the applice
3

re:
forward the
Service
ul,-q e

10

| .
L Wy

lj.}'ﬁl':u.'. (" ’

Lhe .ad
Nppe—" - -
prevaliin

tho

?..

L0 i

tion,

r Lo appointment
mired to obtain a
report thereof
requasted

the

laboratory

ites Fublic

candidate is reguircd

dmin
‘1.

“C th\.o-

for overseas
slcal examina-
Division.
Imited 3ta
possible, for which
nowever, due to limita-
facilities the inaccessibility
Service l’LCi].L:'.l;iC?;S to the candi-
to obtail vsical examina-
istration will
the vieinity
nedical examine
8, when

reinbursable

each candidate
complete ph
to the !
to make use of .
facilities
Service,

3

or

Health

shall be bome
administra-

1-“

o SEA & D Mo taad il
Cvierseas (Ols: fhe Health

sonne
.u*r.:u.'. igtra ;"L ain shal
authorized by thi

Division.

ol
L2
(1 11

-V
i

21 of the Employee Health Service,

ratior

provided in

reccasary 1 obtaln i_-'l.,

with amin
rofor

acami.

services
abi

30
]

1 dl

LOn Jaﬂ’

DEL




UNRRA

ADMINISTRATIVE ORDER NO, 72

21 August 1945 Page 2

~

e

Fxamination-Upon Return from Overseas Service and Subsequent
Treatment :

(1) Individuals returning from overseas are examined for
the determination of compensation status under Adminis-
trative Order No. 22, Such examination will be made by
the staff of the Health Division which will submit a
report to the Insurance and Claims Section of the Finance
Division, If the Health Division deems it necessary to
have examinations and tests made by physicians not em-
ployed by the Administration, the Administration shall
pay for such-services at the customary prevailing rates,

The Administration »11 also pay for treatments authorized
by the Chief of the Imployee Health Service with the
approval of the Insurance and Claims Section, Bureau of
Finance and Administratio.

fxaminations Required for Group Insurance: Under ordinary
circumstances the examination made prior to appointment or
prior to overseas clearance will be acceptable by the Insurance
Company. If, however; an additional examinatien is required,
expenses for such an examination shall not be reimbursable to

the employee by the Administration.

CERTIFICATION OF PERFORMANCE OF SERVICES:

e

Responsibility of the Health Division: Tt shall be the re-
sponsibility of the Chief of the Hmployee Hoalth Section of
the Health Division to certify to the need for and the per-
formance of the services for which the Administration assumes
responzibility for payment under the provisiocns of this order.
All bills for payment for such services shall be submitted to
him for such initial certification.

It shall be the responsibility of the Insurance and Claims
Section of the Finance Division to authorize approval for
payment of all bills for expenses, certified by the Chief
of the Employee Health Seetion and incurred in the deter-
mination of compcnsation under /dministrative Order No, 22,
includinz examination and subsequent treatmoents,

L. CERTIFIC.TION AND APPROVAL FC PAYMENT: The approving officcr

in the Division of Accounts shall accupt the certification of the Chief
o the Employee Health Scction and in the case of compensation claims,
authorization of approval of the Chief of the Insurance and Claims Scetion
as the required proof of the nced for and performancc of such medical
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examination and services, and shall certify 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
O.nly.




UNITED NATIONS ADMINISTRATIVE ORDER NO. 73

RELIEF AND REHABILITATION
ADMINISTRATION 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 Communications 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,
comprice all correspondence, reports, memoranda, cables, airgrams,
telegrams, and other documents, including all material classified as
ngecret", "confidential", "restricted", "safe hand to safe hand", etc.

3. PROCEDURE: It shall be the responsibility of any employee of
the Administration to direct immediately 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. 8. 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.

L. This order shall be applicable to Headquarters only.

CORRINGTON GILL
DEPUTY DIRECTOR GENERAL
FOR FINANCE AND ADMINISTRATION

L57132
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SUBJECT ¢ FUNCTIONS OF THE OFFICE FOR THE FAR

1. PURPOSE: The purpose of this order is to delegate to the Office

for the Far East, which was established by the Acting Director General's
directive of 28 ‘vrust 1945, the responsibilities, authorities and
functions to be performed by that Office.

SSIGNMENT OF RESPONSIE + The Office for the Far Rast will
re po:?_ilﬁﬁFth*EB the gﬁ_f-a Deputy Director General and will have
general responsibility v iging field offices now established
or to be established in th Far “ast and Pacific area,

3. ASSICNMENT OF 'lI""“"“l”’._: In assuming the above responsibility the
Office will carry out the following functions:

(1) To supervise UNR!A offices in the Far “ast and Pacifie
including the recommendation of budgets for such

offices, the development of appropriate directives, the
Il;.tlotJ.I)[l of personnel appointments and the control of

personnel movements, and responsibility for relopment

dex
of such other directions from Headguarters as may be
necessary,

To facilitate at Headquarters the onerations of UNRRA
offices in the Fa; hact and Pacific areas

and arrange for the establishment in thess
appropriate office rcportlnﬂ directly to Hea

To pull together into area operating programs the plans

of the several bureaus and *iv*sion“ off the Administration
for meeting the relief and rehabilitation requirements

of the Far East and Pacific areas.

On the ba f knowledge of conditions existing within
the Far J 'z and Pacifie areas, to advise

Bureaus -3--1u;.; the establishment of tir

priorities to be :wolicd in the carryins out
Administration's programs in these areas and to

in assuring the application of the timetables
priorities agreed upons,

To act in behalf A fices in.the Far Last
Facific areas by g representations before the
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responsible bureaus and offices at Headquarters for:
a) the prompt procurement 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.

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 UNRRA
programs in the Far Fast and Pacific areas.

To be informed of all negotiations between 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 necessary.

Currently to advise the Administration, as a result of

the study and analysis of reports and personal field
inspection, regarding the progress of the Administration's
work in the Far East and Pacific areas, and to recommend
such basic policies and changes in policies as may be
deemed necessary.

To initiate action through appropriate channels within the
ldministration in pursuance of and in accordance with resclu-
tions adopted by the Committee of the Council for the Far
East and to collaborate with the Secretariat, the sir"icing,
providing information for, and:otherwise assisting the
Committee in *ts work; the Directon of the Office for t

Far 2ast will serve as Secretary of the Committee.

4s DELEGATION TO REGIONML OR OTHER f?TTfo: The QOffice for the Far
East may delegate to the regional offige, arca offices, field missions
or other offices of the mission such off the details and responsibilities
referred to in this order as it may find necegssary or ouaurabln.

5« [/MPPLICABILITY: This order 2} 1ave gcneral applicability.,

HENDRICY.SON
o & b WAL

1 il TN A
\.".uxf Iﬁ:I"_"'_"..'. L

® ...




UNITED NATTIONS 4
RELIEF AND REHABILITATICN
ADMINISTRATION

SUBJECT: 'EXFTF*Iﬁ" OF FACILITIES AND
VQLUNTARY. AGENCIES (N APPRON

1, PURPOSE: This order sets forth the policy of the Administration
with reupect to the furnishing of facilities and services Lo personnel of
Voluntary Agencies engaged on Approved Supplementary Projects,

2, DEFINITION OF AN APPROVED SUPPLELENTARY PROJECT: .an approved
supplementary project is 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 Mission or Field
Office and the government of the country in which the
project operates,

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

* POLICY:

Services and Facilities to be Furnlb“ﬂd It shall be the
policy of the Administration to extend to the nersonnel of
Voluntary Jgerﬂles engaged on Approved Supplementary Projects
the same provisions of basic rations, billeting, mess, mission
stores and medical facilities as those nrovidad to regular
UNRRA personnel.

These facilities and services will be made available to
personnel of Voluntary Agencies on approved Supplementary
Projects at such cost to the Voluntary Agency cr the personnel
of sueh Voluntary igency as may be determined by the Chief

of the UNRRA Kission in the country where the project will be
carriec out,

So far as feasible, UNERA will extend to foreign voluntary
relief organizations technical assistance such as facilitating
communications and facilitating the transportation of their
relief supplies or persannel.
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ADMINISTRATIVE ORDER NO.
REVISION NO. 1
5 December 1945

- e

to provide t“o Bureou of Finance and Administration
with estimated costs of commodity acquisition when
sctual coste arc not immedintely available;

to maintain the procedures and perform the functions
prescribed in the "Operations Manual';

to maintain property records and controls over
relief and rehabilitation supplics and equipment
delivered by the Administration on lean %o
governments or agencics, for which title romains
with the Administration;

to prepare, operatec and maintain procedures for
adequate quantitative records of commoc ijties in
stockpiles, title to which remains with UNRRA
pending distribution.

Tinance and Administration. It shnll be the res-
the Burenu of Finance and Adminietration:

ntcin accounts for transactions involving
“*t acquisitions;

to maintain accoun:s for transactions involving
commodity distribution;

to nmaintain a file of signed documents supporting
the entrics in the sccounts reflecting commodity
transections;

to maintain adequatc warehouse monetery account-
ing cm.-trﬁls over corrodity stockpiles in coun-
tries "“L‘.‘Iu tltl'" to comyiodities remains with

uch reconcili ations between the comro-
the records of governmental or
ot‘u agenc] s may be necessary;

in accordonce with procedure prescribed in the
"Administrative Property Accountrbility Manual,
to maintain prc\.pcr‘;." pccounts for all property
-cquired for use by the Administration and %o
which it retains title, regardless of whether
the property is used for administrative purposes
or for relief and rehabilitation operatisns.

Sffective Date .

This order shall bte sff ive as 26 September 1945, the date
of the original Administrative Order N 76. Its provisions
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ATMINISTRATIVE ORDER NO, 76
REVISION NO, 1
5 December 1945 Page 3

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

2« Commodity Cost

2l

Elements of Cbst

The cost of commodities used in the establishment of the account-
ing controls described in this order shall be composed of threa
elements; ;

2,11 Element A. The invoice price of the commodities. Then
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 establishing
Element A,

Element B. The accessorial charge assessed by the procur-
ing agency. -

Element C. Ocean transportation charges,
LLEMEeNT o &

Accounting for Cost

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: Flement A of cost shall be charged
to the appropriate control agecoun®s distributed between the ten
standard commodity classifications used in the financial reports;
Elements B and C will be charged to separate items of operating
expense., The Bureau of Finance and Administration in Headquarters
will distribute Elements B and C of cost on a pro rata basis in
the preparation of the final acco.nts of the Administration,

Torld Average Price

If it should bYe found to be desirable to reflect operations in a
country on the basis of world average prices, the required adjust-

ments from cost to a world average price will be made at Headguars
ters level,

3+ Commodity Acquisition (other than military surpiuses)

3w

Documentation

The Bureau of Supply in each office of the Adminiustration shall
furnish the Buieau of Finance and Administration in that office
with the appropriate signed documents required by the Bureau of
Finance and Administration for commodity accounting, Such docu-
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ments shall be recorded by the Bureau of Finance and Administra-
tion in aporopriate registers from which summary eniries shall be
made to the contrslling general ledger commodity accounts.

Method of Accounting

Bach office's cost of commodity acquisition, either actual or
estimated, shall be charged in the commodity accounts in the
Bureau of Finance and Administration of that office to a com-
modity acquisition account with respect to Zlement A of cosi as
deserided in paragraph 2.1 hereof, and to seperate accounts for
Elements B and C. Commodity acquisition accounts shall be main-
tained by the ten standerd classifications of commodities usecd
for financial reports. OCredits shall be to the arorezriate
accounts.

Use of Zetimated Costs

3.31 Source of Jstimates. Where actual costs of commodity acqui-
gition are not immediately available, the Bureau of Supply
ghall furnish the Bureau of Finance and Administration with
estimated values.

Price Adjustments to Actual. When an estimated value is
used, the credit shall be tc & suspense accouns which shall
be charged at the time actual cost becomes available with
the originally charged estimated value. At that tine lhe
appropriate account shall be credited with the actual vilue
and there shall be a debit or credit to a orice adjustnent
account for the difference between the originally estinated
and the actual coet of tae commodities. Price adjustments
applicable to Element A of cost shall not De distributed
belween the commodity classificetions. Price adjustnents
to commodity cost which have previously been debited to
another office by debit advice, will not be pa<sed on to
the office debited, but will be retained in the accounts

of the oviginating office. Feriodical clearings of the
price ad justment account which mey be necessary will be
performed at Headquartere level.

Private Donatione. TFor accounting purpcses, estimated
values of privately donated coumodities shell be considered
as actual.
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4. Connedity Distridution (other than militery suipluses)

4;1 Shipnents fron Western Hemisphere for Dirget Delivery tc Recipient
Countries or UNRRA Operatiorns

4.11 Issuance of Debit Advices. The Bureau of Finence and Adnini-
stration at Headquerters shall issue 2 debit advice to the
approvriate regional office for all shiptentsfrom the Western
Henisvhere consigned to field offices or operations under the
jurisdiction of the regional office for direct delivery to
recipient countries or UNRRA operations. A nenorandun copy
of the detit advice shall be sent by the Buresu of Finance
and Adnirietration at Hecdquerters to the field office imaedi-
ately concerned for memorandun purposes only, to be used as
prescribed in peragreph 4.13. For shipnents from the Western
Hemisphere to’' field officee reporting directly to Headquarters,
the Bureau of Finance and Administration at Headquarters shall
issue cnly a nenorandun debit advice to the field office.

The debit adviceg shall reflect as to Element A of cost, Lhe
actual or estimated cost ¢f the shipuent by the ten standard
cormodity classifications used for firancial reports, separate
enounts being shown ir total only for Eleaments B and C.

Headquerters and Rezional Office iccounting. For shivuaents
to o field office under & regional office, Feadquarters chall
debit the current account of the regicnal office and credit
.the conmodity scquisition account; for shipnents to e fiald
office reporting to Headguarters, no entry will be nade on
Headglarters' accountes until the receipted documents are
received fron the field office as prescribed in paragraph
4.6 at which tiue the value of the shipuent will be charged
to comnodity distridbution expense and crediled to the con-
nodity acquisition account as prescribed in paragravh 4.81,
The regional office shall maintain a control counodity
acquisition acccunt reflecting debit advices received
covering shipnerts Lo the area coming under its control.

Field Office Action on Debit Advices. The nmemorardun copies
of the debit advices received by the field offices shall not
be entered in the field offices' acccunts. The appropriate
receipted docunents, fer direct deliveries Vo recipient
countries as oréscribed in paragraph 4.6 shall be attached
to the copies of the debit advices arnd ghall be forwarded

by the field cffice to the office to which it reports.
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ADMINISTRATIVE ORDZR NO. 76
REVISION FO. 1

4.2 Shipments froo Jestern Henisvhere for Direct Delivery to Racinient
Countries or UNRRA Cperations

4.21 Issuence of Debit Advices. With respect toc shipnernts made
from the Zastern Hemisphere to fiecld offices reporting to
Headquarters or other regionel offices, the Buresu of
Finance and Adnministration of the European Regional Office
or of a regional office if such office 1s a procuring
office shall follow the same procedure as prescribed for
Heesdquarters in pearegreph 4.11. Likewise, for shipnents
nade fron the Eastern Fenisphere to field offices revort-
ing to the Buropean Regionasl Office or to 2 procuring
regional office, the Bureau of Finance and Adninistration
of that office skall iseue nenorandun debit advices to the
Field Office for menmorandun purposes only.

4.22 _Heedgquarters and Regionel Office Accounting. Hesdquarters
and regional offices othcr than the Buropean Regional

Office or & procuring regionel office shall ndntein control
commodity acquisition accounts reflecting debit advices
received covering shinnents to the areas coning under their
control. Accounting at tkhe European Regicnal Office or a
procuring regional office shall be similar to that pre-
scribed for %eadauarters in paragsaph 4.12.

Fleld Office Action on Debit Advices. The memorandun copies
of the debit advices shall be utilized by the field offices
as prescribed in paragrach 4.13.

Shipments to Warehousce for Trans~-Shivment. The procedure pre-
scribed in paragravhs 4.1 and 4.2 applies also to shipnente to
warehouses specificelly for trars-shipping purposes, with the
exception of shipunents routed through the Brindisi warehouse for
which the procedurs.preecribed in parsgraph 4.4 for stcukb1114€
shall spply.

Isgusnce of Debit Advices. For all shivnments which are to

be stockpiled in & warchouse by & field office, Headquartere
or the Zurovpean Regionsl Office, whichever initiates the
debit *dvlcts under the procedure &s vrescribed in pere~
grachs 4.11 and 4.21, ghall forward to thé field office with
the nenorandun copy of the deblt advice an itenized stete-
nert of the cost of the connodities shipved which will be
used by the field office in esteblishing the warehcuse
ponetary zccounting contrecls vrescribed in varagraph 5. The
above debit m=dvice shall indicate that the comodities are te
be stockpiled and not to be delivered directly on off-loeding
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4.43

t> the vecipient country. ide=dquarters cr the regicnal
office tc which the field o.fice reports shall forward
tc the field ctfice a frrmal debit advice ccvering such
shipments with respect to Zlement 4 cf crst with nene-
randun entries onlj ghowing the totele cf Elenents B
and €. . e & Riiatin

On the

; bﬂsxs rf the debit - edvice te the field rffice, Headquar-

ters or a regicnel office tn which the field office
reprrts shall enter & charge cn ite accrunts agzinst the

. field office fror Element A of the crst of the shipuent.

Field Office Actirn on Debit Advice. The field cffice
receiving the debit edvice reflectirg counrdities shipped
frr strckpiling sh=ll en‘er 2 cherge cn its accrunts for
crrirdity acquisitisn which shall be supurrted by the
ueteiled wPrch“uSE nrnetary ace~unts prescribed in Sec-

"ti~n 5:

4.5 Diversicns of Shipments. If a shivuent is diverted fren ite

rriginal destinaticn, or if a décisicn te strekpile UNRRA com-
nedities 1s made lecally at 2 field cffice withrut oricr notice
tn the office which initiated the shipnent, & cable advising
the necessary particulars of the decisicn shall be despatchecl
impediately to Headquarters or the regicnel cffice froom which
the shivnent was initisted, in crder that a suiteble smendn-nt
-can be mede to the debit advice. If the esntrrl acerunts of
an ~ffice other than the ~ffice initiating the shipnent ore
affected by the diversitn, -2 cooy of the cable shall be des-
vatched t~ the office where the acccunts are affected.

}tzzgggntgti:n‘Evidenc ng Direct Delivery cn Off-Loadin

4.61

Shionents Initiated After 1 Novenber 19845. Docunenta-
tien for scerunting purpcses evidencing delivery of
cemricdities te a recivient ccuntry -r en UNRRA npera-
tion shall be, with respvect te ghipments initiated
efter 1 Y*venhcr 1945, & conbined rut-turn and die-
crevancy revsry which is wrescribed in supplenertal
instructions to the "Opersti-ns lanual" issued by

the Bureau ~f Supely. Tt shall be the resprnsibility
-f the Bureau rf Supply in sach ~ffice t~ rbtair such
dreunentaticn.
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Si matures. The outturn repert shall be signed
for UNRRA by 2n sccredited cfficial of the field
nffice and/rr a duly =sutherized 2gent, snd for
the recipient governnent by a duly autherized
agent of the recipient governnent who ghell affix
the official governnent seal thereto. An =gent
ney sign frr the governnent provided it is
euthcrized tn affix the governuent seal or has
been suthcrized by the governnent to utilize

{ts own seal. The crnsrlidated discrepancy
repcrt shall be signed fcr UNRRA =& prescribed
above. The field office shall maintain = file
of correspondence with the governuent with
rescect to the désignatisn by the governuent

~f aporoved signers. .Twr sets cf =2ll approved
specinen signatures shall be forwarded by the
field cffice t~ the Zuropean Regicnal Office,

to Fesdquerters, and to a regicnal nffice

other than the ZBurc-san Reglonal -Office to
which a field office repcrts.

Digtributicn of Docunentation Twe signed copies
nf the abeve docunertation shall be previded
frr the Buresu cf Finence and Administraticn in
the fidd rffice of which cne cepy shall be
retzined and cne copy shell be atteched to the
nenrrendun copy of the debit advice crvering
the shivnent =s vrescrived in veragrach 4,11
end frrwerded t- the Buresu cf Finance end
Administraticn in the reginnal cffice tn which
it reperts, or tr Feadgurrters if it reporie

t~ Headquarters, for accrunting =acticn and
vernanent filing =s prescribed in I graoch
4.81. Dietributisn of additional copies of

the documentatisn for the purpose of account-
ing frr lcsses is orescribed in paragraph

L
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Shivmeats Initiated Fricr tc 1 November 1945. When docu-
mentatinn equivalent tc” Lhat orescribed in parsgreph 4.61
has n~t been or cannnt readily ve prepared for Shi:lﬂnts
initiated prisr tc 1 Nevember 1945, the Bureau cf Supply
shell be respsnsible for obtaining from the recipient
gevernment & blanket 'ffic1°1 UMRRA receipt in the fellow-
ing form:

I, AES ' desian&téd representative
of the Government of P i ee -~ hereby
declare that the Government of
hee received grcds, supplies, materials and
equipment 2g ccvered by Bills'of Lading Nrs.
, ex Vessel , arrived at
Port cf on
and that they were received in apparent g**d c"n-
dition subject tc ncrmal losses and dameg

- (Representative of UNRRA)

(Grnvernment Representztive)
(Se=l)

In. the event the goevernment is unwilling tc accept the
lossec a¢ nnrmel, the receipt may be qualified by
including available details of the egreed shortoges
and damages. If the field office enters into 2 supple-
mental egreement with the recipient governnent defin-
ing "n-rmal loseee and.damages", copies of the agree-
ment' shall be forwarded 2s prescribed fcr the distri-
buticn cf dccunentation. The cfficial UI'RRA receipt
ghell be used only 2s prescribed in this paragraph,
Signotures and distributi~n shell be as prescribed

in paragreph '4.61.
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Deliveries Within Ccuntry in Which Stockpile is Lccated
Decunenteticn frr deliveries from stockpile within the
country in which the stockpile is located shall be the
delivery orders and transfer requisiti~ns 2s prescribed
in the "Operaticns Mamuel". It shall be the respensi-
bility of the Bureeu cf Supply in the field cffice tc
_nbtain such decunerntaticn. Signed copies shall be
reteined in the Buresu.cof Finance and Administraticn in
the field rffice to support the acc-unting prescribed
in paragrsph 4.82. Signatures cn the docunentatirn
evidencing receiots of crmurdities must be accepteble
in accordance with previsicns of parsgreoh 4,61(=).
Where deliveries are of & retail rature a confirnatcry
governnental acknowledgnent ney be cbtained covering
greups ~f d-cunentaticn prescribed abrve

Delsiveries from Stockpile by Inter-Office Transfer.
When cemnedities are shipred frenm & stockpile in one
cruntry to ancther country, the Buresu ~f Finance and
Adninistratien cf the field cffice in which the stock-
pilé is lpcated shall issue a nencrandur: debit advice
to the field office in the recipient courtry which will
return the receipted decumentation 28 prescribed in
paragraph 4.6 with a copy of the debit advice. The
receipted docunmentaticn shall be reteined in the Bureau
of Finence end adninistreticn cf the field rffice that
originated the shipnent to support ite commrdity acecrunts.

4.8 Accounting for Commodity Distribution

4.81 Direct Deliveries toc Recipient Countries or UNRRA (merati-~ns
The Bureeu ~f Finance and Administration in the field
sffice shall maintain ne eccounts reflscting direct
deliveries of commrdities on aff-1lcading tc recivient
countries or UNRRA speratione. The value nf comncditice
g~ distributed shall be reflected in the acccunts of the
Bureau ~f Finance and Adninietraticn in the regirnal
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Offiece Trpnefer

5,41 Commoditr dcauisition The Burcni of Finanece ~nd adninistration

in ench field office shell maintain a com—odity ncquisition
arcount for-all com-oditics sent to a stockpiling werchouse
as a rasult of ~n inter-office tran fh., which will bo writ-
ten up from the @ebit adviecs received from the office to
which it roports, ns nreseribed in paragraph 4.4%, Each
dabit ~dvice shnll be chargsd to the afore-menticned

acccunt and ercditod to the current account of thie reogion-
sl office to which the field office reports, or to Head
quarters if it roports to Headquarters. Subsidinr™ ac-

c unte s»rll be maintained by thr ten standard commodity
classifications used in firaneial rcporting, Those ac-
counts shall be supported by sppronriate registers in whic

shnll be entered the nriced co];es of the tranefer requisi-
tions nrescrihed in pnragrenh 5.3,

Commodity Distribution Pricel cori" of felivrry ordors
~né transfar rcquisitions preseribed in nmaragraph 5.7
shall B¢ entered in appronriate registers in the Bursau
of Finance and Administration ¢
comolity elnsrifications, fron
‘ntries shall be rocor: r." in the zonernl lédser nceount
for commnldity Sistribution. Vhere firmntory gov rn-
mental acknowledsments are ussd as re i in nore~
nll be reletec to the delivery ord-rs

i:: file to supmort the

wr
.

i

nnnee nnt aiministr-tion of

of rl _
report commocity ncquisition ~né
in ite prripdienl reporte to the officec to

Orffice Commodity accounting for Comnoditics Acgul

=0dit;” accounting for com-inditirs nequired locally nns

be in accordpnca with sectinon and parazraph 5.4

Worshouse The indisi warshouss shall o

hnsis and

olipw the

Wkan n
Wivii Vil

acvice s ‘ﬁl he
°.2. Aldbanin)

kn.l obtain tle receint f: We roavernmont of

ntry in accoriance with nrovisions of
: the ey of the d=bit ndvice to
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it shnll be retained in file tc support the commn?ity accounts,

house Recnrds nt UIRRL Opcrations In cnses; suck as the

MER=4 refugec enrmps, whers the commofitics are consicdered ~s
distridbuta’ nt the time ~f their Aclivery to the camps, the
warchouse rocords should be maintnined ~fter the time of the
write-off to distribution in accerdance with the "Operations
Menual" in quantity only, an® mrices and v luc will nnt be
places thereon,

Orang-Shipment Warchouse Where commnéities are.wnreh usod for
trans-shinment purvoses nnly, with the exception nf those
shivped to Brindisi, conies of the documentntion promared at
the time of re s;lp“Lnt shall bYe submitted br the field office

to tke Burcau of Firance snd administration at the regiocnanl

office (or at Hendquarterse) to which the firld office reports,
rt which level the appronriate entries will be madc to the
controlling acerunts., Warehouse records ehould be maintained
in accordnnce with the "Oncrations Manual®" in quantity only,
and prices and vnlue will not de placed thereon,

ffectivg Date f Warchousc Monetarr Accountins Recoriding in
monetary terms in the accounts of the Burceu of Fina and
Administyntion of the field offices as prescribed in seetion
5 for stockmiling onerations shell apply only to shipments
initiated as from 1 November 1945, lHonetary accounting feor
shiprents initiated prior to that date will bde maintained at
the 1t gzional office level., With resnect to inventories in
stockpiles representing ecomnodities shippes prior to 1
Hovember 1945, a scparate ocuan.itative record shall be main-
tained in the fiecld office on an unpriced basis to 31 December
1945, At that tine, any remaining stock shall be priced and
thereafter complcte monetary accounts shnll be maintained at
tho field office. ©On the regioral office arcounts, the
chariye-off to commacdities distributed expense as at 31 Dec-
cmber 1945 shell bc the total value of commodlities shipned to
the stuckpile prior to 1 ovember 1945 less the value cof
inventory et 71 December 1945 and subjeet to any reported
fdericiencies theat will b2 written off,
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6.2 Stockpiling Losses

Stockpiling lossss is definod as commodity lossecs occurring
at fiesld offices required to ke¢p commudity accrunts for
stockpiles as prescribed in Scetion 5, between off-loading
from vessesl and final delivery to a recipiont country or
utilization on an UIRRA operation.

6.21 Documontation. Stockpiling lossos shall be docu-~
mentod at the invontory-taking period by means of
a discropancy report as preserided in the "Opera-

tions Manual',

Authority for Write-Off, It shall be the respon-
gibility of the chief of the field office (mis-
sion or otherwiss) to approve the write-off of
commodity losses as reflected by the discrepancy
report prescribed in paragraph 6.21,

Acgaunting for Lossecs. After approval by the
C“*'f of the field office as prescribed in para-
aph 6.22, stockpiling losses will be charged
1“ thc,conﬂodity accounts of the Bureau of
Firance and Administration of the firld office
to a comnodity loss~s aceunt and will be re-
flected in tho periodicgl financial reports to
the office to which the field office reports.

Other Varehouse Com-oditiy Lasses

In warehouses where no monetary arcounting is maintained, roce-
ords being kept in quantity only (sce parazraphs 5.7 and 5.2),

AAWL

commodity losses shall be documented in quaﬁ‘**“ b nmcans

il A i
of a discrenancy roport as prescribed in the "“pcraticns
Manuval", It shall be the responeibility of the chief of

<
the field office (mission or otherwise) to approve the

L




AD/INISTRATIVE CRDER MO. 76
REVISION O, 1 ,
5 December 1945 Page 16

discrepancy report. &#n original sizned copy shall %e for-
wardcd to the office to which the field office reports at
which lsvel the valuce of the commodity losses shall be
entcred in the controlling commodity accounts as a charge
to commodity losses.

7. Militarv Surpluses (U. S. army)

7.1 Operating Procedures

The operating procedure for the acquisition and distridu-
tion of U, S. Army surpluses is se% forth in the document
"Overating Procedures Applicable to Arse Surplus Procure-
ment Agents Procuring U, S. Army Surplus Property in the

70 and the MTO under the llon-Reimbursable Provisions of

the U, S. Contribution."

7.2 Accounting Features .

The accounting procedure incorporated in the operatirg pro-
cedure for the aequisition of military surpluses Las been
devised to correspond with the principles of commodity
accounting as prescribed herein in order to provide for

the integration of the accounts reflecting transactions
involving military surpluses into the administration's
commodity accounts. The following sections summarize the
accounting foatur-s of the operating procedure for the
acquisition of military surpluses.

7.21 Commoditv dcguisition. Delivery and passage
of title of commodities by the Army to ULRRA
shall be ovidenced by depot shipping tickets
obtained at the time of sainment of ths com-
modities from the Army depot. One cony shall
be available to the accounting section of the
Surplus Property field office, These depot
shivning tickets may or may not be priced;
however, there will be a very short time lag
before receipt of priced depot shipping tickets
and transfer invoices referred to in paragrap
8% 58) .
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COMODITY ACCOUNTING

PURPOSE: The purpose of this order is to establish the basic pro-
to be used by Headquarters, Regional Offices, and Field Offices
n or otherwise) in accounting for camodities acquired, on hand, and

uted by UNRRA.

2, OPERATIONS MANUAL: The "(Qperations Manual" covering storage and

transport of UNRRA supplies in areas of relief operations is hereby adopted
as the official procedure of the Administration in recording physical account-

ability for UNRRA supplies.

3. RESPONSIBILITIES: The followjhg are the basie responsibilities of

the Bureau of Supr:lv and the au of/Finance and Administration with respect
to commodity accounting:

A. Bureau of Supply. hall be the responsibility of the Bureau

of Supply

to prr\vide maintain its prescribed documentation for the
acquisiti movement and delivery of commodities,

ocumentation to prepare such statistical records

require,

e agreed from time to time between the Bureau of
the Bureau of Finance and Administration, to
Bureau of Flnance and Administration m_Ln re-

5 and information from such statistical records as tne
.er bureau may require,

t\nprovide 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 commodity accaunts,

to provicde the Bureau of Finance and Administration with
S‘lCh ’“1"'"1"‘8.1"! reports as may be required by that bureau for
econciliation or for reporting purposes,

to provide the Bureau of Finance and Administration with
estimated cosis of caommodity acquisition when actual costs
are not immediately available,

to maintain the procedures and perform the functions pre-
scribed in the "Operations Manual!
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to maintain property records and controls over relief and
rehabilitation supplies and equipment delivered by the
Administration on loan to govemments 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,

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

to maintain adequate warehouse accounting controls over
commodity stockpiles in countries where title to commodities
remains with the Administration, and

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

in accardance with procedure prescribed in the "Administra-
tive Property Accountability Manual," to maintain pProperty
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 operaticms.

4. COMMCDITY COST: The cost of commodities 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 commodities. Vhen 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 assessed 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 ccst shall be charged to the appropriate control ac-
counts distributed between the ten standard commodity classifications 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
w111 distribute Elements P and C of cost on a pro rata basis in the prepara-
tion of the final accounts of the Administraticn,

If it should be found to be desirable to reflect operations in a country
1 the basis of world average prices, the required adjustments from cost to
world-average price will be made at Headquarters level,

Of
a

5., COVODITY ACQUISITION: The Bureau of Supnly in each office of the
\dministration shall furnish the Bureau of Finance and Administration in that
office with the appropriate signed documents required by the Bureau of Finance
and Administration for commodity accounting. Such documents shall be recorded
by the Bureau of Finance and Administration in appropriate registers from wiich
summary entries shall be made to the controlling general ledger cormodity
account s,

Where actual costs of commodity acquisition are most immediately avail-
able, the Bureau of Sunply shall furnish the Pureau of Finance and Administra-
tion with estimated values, For accounting purposes, estimated values of
privately donated commodities shall be considered as actual,

Each office's cost of conmodity acquisition, either aclual or estimated,
shall be charged in the cormodity accounts in the Bureau of Finance and
idministration of that office to a Cowmmodity aicguisition account with respect
to Blement A of cost as deccribed in Section 4 hereof, and to separate accounts
for Elements B and €. Commodity Acquisition accounts shall be maintained by
the ten standard classificatims of commodities used for financial reports.

Credits shall be to the appropriate accounts,

When an estimated value is used, the credit shall be to a suspense ac-
count which shall be charged at the tine actual cost becones available with
the originally charged estimated value., At that tire the appropriate account
shall be credited with the actual value and there shall be a debit or credit
to a Price Adjustment account for the difference between the originally esti-
mated and the actual cost of commodities, Price adjustments anplicable to
Element A of cost shall not be distributed between the conmodity classifica-
ticns. Price adjustments to commodity costs which have oreviously been debited
to ancther office by Debit Advice, will not be passed on to the office debited,
but will be retained in the accounts of the originating office. Periodical
clsarinz of the Price .djustment account which may be necessary will be
performed at Headouarters lavel,

Instructions will be issued subsequently on the procedure for acccunting
for the acquisition of militarr surpluses,
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6. COMMODITY DISTRIBUTIMN: 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 Regicnal Office for direct delivery
to recipient countries or UNRRA operations. Resulting therefrom, the Regional
Office shall maintain a control Commodity 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 cnly for Elements B and C. A
memorandum 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. Such Debit Advices shall not be entered in the field
of fice's accounts,

The Bureau of Finance and Administration of the European Regicnal (Office
shall follow the same procedure with respect to shimments made from the Eastem
Hemisphere to Field Offices reporting to Headgquarters or other Regional Offices,
the original Debit Advice being transmitted to Headouarters or the Regional
Office involved with memorandum copies direct to the Field Office directly con-
cemed. For shipments made from the Eastem Hemisphere to Field Offices
reporting to the European Regional Office, the Bureau of Finance and Adminis-
tration of that office shall issue memorandum Debit Advices to the Field
Offices for memorandum purposes only, as shall the Bureau of Finance and Ad-
ministration of Headquarters for shipments from the VWestern 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.

However, for all shipments which are to be stockpiled in a warehouse by
a Field Office, Headguarters 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 B and C, and shall enter a charge on its accounts against the Field
Office for Element A of the cost of the shipment, The Debit Advice will 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,

Documentation of commodity 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 commodities to a recipient

country or an UNRRA operation., 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 Cffice which will be sent by that office te
its Regional Office, or to Headquarters if it reports to Headquarters, for
accounting action and permanent filing.

If the shipment is received from the Eastern Hemisphere by a Field
Office which reports to Headquarters or to a Regional Cffice other than the
European Regional (Office, an additional cepy of the documentation shall be
sent for the purpose of establishing claims to the Bureau of Supply of the
Buropean Regional Office which will make the documentation available to the
Pureau of Finance and Administration of that o’fice. Similarly, if a ship-
ment from the Westerm Hemisphere is received by a Field Office that does not

re *ors.. to Headguarters, an aodlhla"al copy of the documentation shall be sent
tc the Bureau of Supply at Headquarters for the same purpose,

The wvalue of cemnmodities delivered directly to a recipient country or to
an UNRRA operation on off-loading shall be reflectel in the accounts of the
Bureau of Finance and Administration in the Regional Office to which the Field
Office reperts, or in Headquarters if it reports directly to Headgquarters.
r‘uch deliveries shall be recorded at the Regional Cffice or at Headquarters,

merever the contv*olhrv accoaunts are maintained, in appropriate registers fram
which sunmary entries shall be made to the cont r‘ollihb general ledger commodity

accounts,

The cost of commodities lost in transit shall be recorded in a register
in the Bureau of Finance and Administration in the Regional Office or in
Headquarters, wherever the controlling aéecounts are maintained, through the
medium of shortage reports and shall be entered in swmary form in the con=-
trolling general lpdgar cormodity accounts as a charse to a Losses in Transit

account,

7. CQIODITY "TARFHOUSING: 'then it is necessary to stockpile coomodities
in a warehouse in the field prior to distribution, documentation of the
movement of commodities shall be maintained in accordance with the "QOperations
Manual,"

The Bureau of Finance and Administration in each Field (ffice shall main-
tain a Commodity Acquisitian account for all commodities sent to a stock-
piling warehouse, which will be written up from the Debit Advices received
from the office to which it reports,

t

Inventory stock cards shall be maintained by the Bureau of Supply in
warehouses to record the quantity status of each type of commodity. Copies
of the Transfer Requisitions and Delivery Orders, prescribed in the "QOperations
Manual," shall be priced by the Bureau of Finance and Administration in the
Figld Office on the basis oi’ the detailed lists of commodity costs of each
shipment that accompany the Debit Advices. Menthly summary cntries shall be
recorded in the accounts of the Bureau of Finance and Administration of the
‘Field Office,
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In cases, such as the VERRA refugee camps, where the commodities are
considered as distributed at the time of their delivery to the camps, the
warchouse records should be maintained after the time of the "'rlt-.—olx to
distribution in accordance with the "Operations Manual" in quantity only,
and prices and value will not be vlaced thereon.

"here commodities are warehoused for transhipment purposes only, copies
of the documentation prepared at the time of resh 1**n.nt shall be submitted

by the Field Office to the Bureau of Finance and Administration at the
Regional Office (or at Headquarters) to which the Field Office reports, at
which level the appropriate entries will be made in the controlling accounts,

CTIVE DATS: This order shall be effective immediately, Immediate
e taken to process documentation and rscord entries in accordance
cribed procedure, for all commodity transactions effected from
em-.;':nt, of operations to the date of this orcer., Inventory stock
be established for current inventories and supplementary instruce
tions wi e issued covering the accounting for prior receipts and issues
Ifrom inventories.

ST
gy ‘_Ox

DIRECTOR

1,58065




UNITED NATIONS ADMINISTRATIVE ORDER NO. 77
RELTER AND REHABILITATION 8 11 Octobor 1945
ADMINISTRATION

IDI.TN ! T
DUPLICATING

Section 1. GENERAL

lel : This order cstablishes the respo: .:uolllty £ the Division
of L.Z!;:'..*::(.L.,*:t and Budget, Procedurnl Control Brench, for the review

of a Hoodouarters requests for printing and duplicating. It fixes
rmpansml_}.u,,, for the use of duplicating equipmont at Headguartorse

Applicabilitys The procedurc which follows is eppliceble to materiels
of any nature l""" uding formg, orders, "J‘.zllr.-tins, pror‘udurng monusls,

adls

reports, informational 1literature, p iblications, form lectters, cte.,
t0 be ro ‘arodu:- 'Ly any proccsse

SURMISSION OF REQUISITION

411 roguests for printing and daplicating by any process ghall be

sont on Forms AD=4 or AD-34 to the Proccdural Control ..r';nch, Division
of Mongagemont and Budget, for spprovel ond assigmment of o job rmumbere
If approved, the requisition will then be sent 40 the Division of
Admini strotive Services for proccssing, If typewritten stencils are
submitted, they should be -&cc'vm-'n'i-;d by the mamuscript drafte It is
not necessery to retype cdited manuscripts for vbmi ssione.

The Division of Adndnistre s Services will not accept for printing
and duplicating any reaqn /idch have not been approved and assigned
a job muber by the £ro Control Branche

The factors to be re 7od by the Proccdural Control Brench will
include the musber of copies, »lan of distribution, method of
duplicating, propricty, consistency with policy rnd cdequacy of
clearoncGs.

L]

- gy~ T rn 1Y
Sccetion 3. QNTROL OF DUPLICATIN

301 All duplicoting services shall be concentrated in the Division of

Administretive Sorvices unless othervisce cuthorized by the Burcau of
Finmoe and admini strotion.

The use of dupliceting eau Lm--t locoted outside of the *}1"1:, on of
Administrative Services shall be u;-::flnul to the purposcs for which
guthorized and shall not be avae il'-‘lf to any orgonizetional units
othor than to that unit to which the equipment is assignode

TV 1-v1

‘ EFFECTIVE: 15 October 19456




UNITED JTATIONS MQ. ADUIUISTRATI
RELIEF AND REZASILITATION Supnlement Fo. 1

ADMIIIISTRATION 30 November 1945

(L

I FRF- Pas Al

REQUESTS FPCR PRINTING AND DUPLICATING

General

This sunnlement to Administretive Order Fo. 77 wrovides for the use
of a single form on which te make all requests for orinting, dunli-
ceting, and grephic services. Form AD (Revised 7 Jove 245)

has been designed to furnish information necessary to a orover review

nting, Dunlicating, end Distribution," Form

1, Hevised

"Request for Printin
AD-4 (Revised 7 Novenm
shell be used in requisi
cating, conying, or gramhic service.
a2 designated annroving ofTicer

tive Order Fo, 77. ¥e other form
effective date of this Order.
Section 2.1 »f Ad

ingly.

ffective Date

.

's Order Yecomes effective on

Attachment

General

4522 inistretion




FROCEDURAL CONTROL NO.
rore AD-Y UNITED NATIONS

REV. LT NOV 19us) RELIEF AND REHABILITATION ADMINISTRATION
WASHINGTON 25, D. C.

. REQUEST FOR
PRINTING, DUPLICATING, AND DISTRIBUTION

INSTRUCTIONS - Prepare this form in triplicate (3) for any request for duplicating (includ-| DATE
ing mimeographing) 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.

FURCHASE ORDER NO.

JOB NO.

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

DELIVER TO BUILDING ROOM

SECTION II - CLEARANCE
NEED FOR THIS MATER|AL TITLE OR DESCRIPTION, INCLUDING FORM NUMBER

THIS MATERIAL HAS BEEN CLEARED BY

INITIATING OFFICER

DESIGNATED APPROVING OFFICER DATE
FREQUENCY OF USE QUANTITY WILL LAST

SECTION III - DESCRIPTION
, PR
EW 08 [] RE-RUN [T] REVISED ORIG. JOB NO. GeESS

1 PRINT ClozaLip [ SPIRIT DUP. (HEK)
S12E COLOR INK ] MULTILITH ] PHOTOSTAT

% [C] MIMEOGRAPH [T] MULTIGRAPH
TOTAL QUANTITY DESIRED QUANTITY FOR WAREHOUSE STOCK | syouLp PLATES OR STENCILS BE HELD? ) YES 1 no

BINDING
QUANTITY FOR DISTRIBUTION QUANTITY FORREQUEST ING OFFICE ] PAD TOP [ STITCH TOP
] sipe [ s1DE
NUMBER OF PAGES OR STENCILS CUTS: ATTACH TO SEPARATE SHEET
PUNCH ING

PAPER STOCK ] STANDARD 3 316" 3 1/un ) sl16"
CoPY KIND WEIGHT 1 Top [ soTTOM [C] RIGHT ] LEFT
ORIGINAL [ CENTER TO CENTER [C] EDGE TO CENTER
DUPLICATE TRIM
TRIPLICATE
QUADRUPLICATE
QUINTUPLICATE

[T PERFORATE
PAD ] sIDE
] ToP

PRE-NUMBER FOLD: ATTACH SAMPLE
FROM T0

1 ONE SIDE ONLY [C] HEAD TO LEFT
[C] HEAD TO FOOT [T HEAD TO RIGHT
[ HEAD TO HEAD

ASSEMBLY

[C] AS PAGED (See Dummy)

MARGINS 1IN SETS SHEETS PER SET
HEAD RIGHT LEFT BOTTOM [C] IN PADS SHEETS PER PAD
COPY PREPARATION SPECIAL INSTRUCTIONS

‘ ] TYPEWRITER ] LEROY

] VARI-TYPE ] HAND LETTER

[ GRAPHICS ] LAYOUT
(If additional apace is needed ume reverse side,)

ALL REQUESTS ARE PROCESSED IN ORDER OF RECEIPT UNLESS PRIORITY TREATMENT IS JUSTI-
FIED. IF PRIORITY IS REQUESTED, JUSTIFY ITS NEED INSPACE FOR SPECIAL INSTRUCTIONS.




WITED NATIONS ATMINISTRATIVE ORDER FQe 78
RELIEF AND REHABILITATION
ATMINISTRATION '

12 October 1945

GROUP LIFE INSURANCE

SUBJECT:

Section 1., CENERAL

lel Purposes This order sets forth the arrangements which have
been made for UNARRA employees t0 purchase life insurance under a
group plan with voluntery participation, through the Comnecticut
General Life Insurance Company, Hartford, Comnecticut, U.S.d.

le2 Eligibility. Eligibility is extended to employecs serving

in countries other than that of their usual rcsidences This also
includes cmployees who are designated for such service or who are
travelling to or from such countries. The date of applicent's
cligibility is the date he is dosignated for scrvice in o country
othor than that of his usual residonce, as evidenced by an sppoint-
ment hotice or travel authorization,

le3 Summary of Plan The amounts of insurance are fixed according
to the basic annual salary of the applicant, Eligible omployces
have o period of 90 days to detormine whether or not they wish to
participate in this group life plon without submitting to a medieal
examination. Employecs who desire to ontcr the plan after 90 doys
or who wish to secure sdéit’ mul amounts of insuronce must make
application aond submit a st: sement of hecalth for revicw by the
insurance compeny. The insurance promiuwns are deducted monthly
from salary checks end prid by the Administration to the insurance
company. Upon leaving UNRRA, the group insurance is terminnteds
However, the ermploycc is permitted to convert his insursnce by
arrangenent with the insurcnce company. The rates of the
converted insurance will depend upon the employcc's sgc at the
timc of convorsion, The plan is prescnted in deteil belowe

Section 2, AMOUNTS OF INSURANCE

2.1 Minimum Aaounts The minimum amount of insurance for which
an omployce moy apply is detcrmincd by his basic annmual salory as
shovn in the following schodulc:

Basic Annual Soloxy dnount of Lifc Insurcnce

Less than $3,600 $3, 000
$3,600 - 5,499 36,000
$5,500 and over $10,000

an employec may not epply for an amount less than that to which
his galary entitles hine He can apply for additional insuronce
&8 provided in Pnragroph 2,2 This minimum amount of insurance
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will be increcsed on the following 1 August without furthor spplication by
the employce if he should roceive a salary incrcase which quelifies him for
& highor amount of insurance, unless he has elresdy subscribed for more thon
the minimum amount for which he is eligiblee

242 4dditionzl Insurance 4n employee may apply for inswrance in cddition

to his minimum amount of insurance provided thnt the aggregatec does not exceed
$6,000 or $10,000, The application rmst be accompanied by o Stotoment of
Hoolth Form Noe G~10639, =s provided in Secction 3.12, JAdditionnl insurnncc for
which an employec may be cligible by reason of his salnry increcse will be
provided cutomaticallye.

2.3 Rates of Insuronce The monthly rate per 91,000 of insuronce is §ls09.
Thus, the monthly cost of $3,000 of insuronce is $3.27, for 26,000 it 1s 654,
and for 310,000 it is $10¢90.

Scetion 3. APPLICATION FOR INSURANCE

Jde) Filing of Application

3,11 Minimum Admounts. 4n employce who desires to become insurcd
should make mpplicetion on n combined consus and payroll deduction

card, Form No. G-10330. If the promium deductions acre nmrde in
en office other than Heedgquarters, the gpplicntion should be
filed in duplicantcs The applicent should print his neme on the
first line in order to gssure legibility. Hc should sign his
name on the bottom half of the cnrde The reversc side of the
card should be uscd for morc detailed instructions regnrding
beneficiaries and modes of peymént to théem. The month of the
yeor should be designated by neame, not by o mmeral. The cnmual
selary and amount of insuronce should be stated in dolleorse . o
statement of health is required when an employce spplics for
only the minimum amount of insurscnce within 90 deys from the
day on which he becomes cligible, 4 Stotoment of Herlth

Form Noo G-10630 must accompany the zpplication whencver o
poriod of 90 days betwocn the date of cligibility =nd the date
of cpplication has elapseds

312 Ldditional Amounts

When morc than the minimum smount of insurance is
appliecd for, the Stotement of Henlth, Fom Ho. G-10639
will be used oz 'n opplication for additional insurcnces

If the epplicetion is made within the 90 doy period

of cligibility, dcductions for thc full amount of
insurence will be made wntil the company heos reviewed
the Statcmont of Henlthe If it is accepteble to the
compnny, the additionazl cmount will be issucd cffective
ns of the datc of application, If the application for
ndditional insursnec is disgpproved, o rcfund will be
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made of the premium collceted for the ndditional
ancunt of insurance. Howewver, the compery will
ingurc for the minimum amount of insurance cven
though disapproving the szdditionsl amount.

Buployees mqy apply for additional amounts of
insurrncc even though thc 90-dey period of eligibility
has elapsed, Promiun deductions will not be mude
until such an application is approved by the componye

Acccipt and Forweording of ipvlicationg, Ficld missious
ere suthorized tc give employecs rcceipts for applications
pending the issunncc of certificotcs by the componye This
will be done on Form No. FI-95, entitled “.icknowlcdgment
of Reccipt of ipplication for Insurance Under Group
Policy." Since there mey be dcloy in issuancc of =
certificate of insurence, the receipt will scrve as
evidence of inswence coverazc. The spplication will be
forwerded dircetly “o the Insurance snd Clrims Branch at
Hondguarterse How.ver, if the applicant's decductions are
made by an office other thon Headguertors, both origingl
snd daplicate copics of thc application will be farwarded
to thot officc, which will mokc arrongements for monthly
deductions of the premiwm ond rotein the duplicate for its
rccorde It will forward the original copy to thc Insurmoc
ond Claimg Brinch at Hecdguartcrs which will arreongc poy-
ment of premium to the insursnce conpeanys.

3«3 Effoctive Detos. Insuroncc becomes cffcetive on the day of
cpplication, provided the employec applics within 90 days of his
datc of cligibilitye If the employcc is not in sctive scrvice
ot the time of cligivility, the inswronce will not bocome
cffcctive wntil ho rcturns to active servicce Insursnocc applied
for after the 90-day pcriod will not become cffective until
medical cvidence of insurcbility is ~pproved by the compeny,

snd premium deductions will not be mude until the applicoticn

is opproved by the coupeny. a8 provided in Porcgruph 3,12,

the cffective datc of additional amounts of insurcncc applicd
for within thc 90-dry poriod, vhen epproved, will be ns of tio
date of npplicatione Incrccnses in sutomatic amounts of insurace
resulting from snlory increnses will be mede effective on the
following 1 aagust, which ie the mastor policy roncwrl dnto.

Scction 4, BIENEFICIARIES

4»1 Designations Jn insurcd employcc moy designatc onc or more
beneficiories, or ho may de~ snate his cstote, his cxecutor, or
his edministrotor, ndicati. -, the proportvion of the insursnce to
be paid to each benuiiciary in the evart of donthe He can 2l®
designate o contingerd bencficiary to vhom the insur-nce will dbe
peid if the originelly designeoted bencficiary predeccnses the
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Section 5.

insured employec. Residents of North Americs, South fmcrice,
England, sustralia or Russia nmay be designnted ns beneficiary,
Aesideonts of ex-cnony territory snd certoin territories formerly
occupicd by the encmy moy not bo nomed ot this time due to
United Stotes control of expert of funds to these countrioss

The information raequired for each bencficianry includes full first
oend last nimes end initinls if any, rclationship, and address if
not relateds

442 Dosipgnaotion in Non-Iistod Countriese If an cmploycc desircs
to neme 2 benoficiary in eny country other than thosc listed in
parrgroph 4.1, he should be adviged of the difficultics of
locoting ond poying procceds 1o beneficinrics rcesident in those
othor countries., He should also De ~dviscd that it is neccssary
to securc o license from the United States Trensury Deportment to
permit the paymente If the emplcycc desircs to nome such o
beoneficiary despite thoe difficultics, the census cord of Chrnge
of Bencficiary form must be noted to the effoect that the employcc
rceognizes the difficultics and deleys which might be involved
in moking the poymonts

4¢3 Changos in Boncificidrys 4 boneficiecry moy be changed ot
any timc by using Form No, G=4624, “Roquest for Chenge of
Bencficiary,"™ which is available ot 21l ficld offices. The fully
completed form and ccrtificatec should be sent to Hoadgunrtcrs for
transmittal to the company "“herc the change will be rccorded and
a corrcct cortificate issu.d,

4e4 Failurc t0 Dosignctc o Buncficiarye I at the time of donth
there is no dosignated boncficiary, the company wvill have on
option %0 pay th¢ insurance to the wifg, husband, mother, fatheor,
child or childron, or to the exccutor or administrator of the
cmployecs

4.5 Iinor Bencficiaricse If n beoncficiary is a minor , his share
mgy be paid, at the option of the company, %o the person caring
for and supporting him. Buch pgyments will be madc ns follows:
#100,00 upon the death of the employcc followed by monthly in-~
gtallments of not more than 50,00,

PAYIENTS OF PHAEIIWIS.

5.1 Mathod of Collecction and Poyment. Proniums will be collccted
through monthly dcductions from employocs' snlary checkse Poy-
ments to the compeny will be mede by the ddministration. The
promiun charge for the insurmncee will commence on the first doy

of the month following tho date tho insurancc becomes affcotive,
On insurence thnt _es terminated, the Hromiun cherge will cense on
the firet day of toc month following “he deote of tcrmin-tion.

5e2 Chrngcs in faounts of inmimum Insursncce WVhencver an employce
rececives n snlary ineresse which rccuires an inerensc in his
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Scction 6.

Scetion 7.

Scction 8.

minirmm amount of insurance, the office making hiis premium
deductions will adjust them beginning the following 1 Auzust and
it will inform the Insurance and Cluims Branch, Headquarters,

of the change. %hen no change in deductions is neccssary because
the omployee is olready covered by more thon the mininmum cmount,
Heodquerters must still be notified of such salary increases so
that the minimum and additional insurance can be diffcrentiated.

PLYITENT OF BENEFITS.

e Prymont will bc made in the event of death from any causc
whatsoever. Payment will be mnde in accordsnce with the
doceesed employec's dosignations Pgyment will be mede in
Unitecd Stetes currangy or in currcney of another country at
the proveiling rete of exchonges.

The insurancc company roquircs n certificotion of deothe It
will consider as cvidence ¢ cortificd copy of n czble cttesting
to the death from the propor govermmontol cgoncy of the

country of vhich the enmployce wes o citizen, Tho mission or
other office shouwld solieit the assistancce of the proper
consulantc in roporting the desth.

All cases of death mus. D¢ reported by cable to Hondguortors
by the chief of mission or hocd of other officc. lotifiection
of death should 2lso bo made by cable to the rogioncl office
concgrned.

TESMINATICON.

aswrence under the group plan of the ddministrotion will torminato
thirty-onc doys aftcr:

ae The individuel leaves the unploy of the Administretion,

b. The ooployee revokes the cuthorizntion to UNRRA Yo pay promiums
on his behalf,

¢. UNRRA cancols or torminptcs the contract with the compeny.
However, cmployccs may arrange with the iasurance compeny for
continurnce of their insurence on an individucl brsis es pro-
viagl for in Scetion 8.

INDIVITOAL LON2INTANCE OF INSURLICE.

8,1 JLdvantnzo of Conversion. The only ndventege ia converting
insurincce to another form of policy if thet the emplcycc necod not
gubmit tv a pharsical examination by thos insarance compwy . The
rateos ¢f ths 1tmsurenec to vhich nc des.ras o convart 511 depend
upon his agc at wne time of convirsiir, just as thoagh tho crployce
rvarce toking cut ¢ new policy ot that tiugc. They wiil also be
subjoct to ony additionnl cherges which mny bBc reauired by tho
comparny for cxtra hasordse
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8.2 Applicetion for Conversion. Employces may convert their

group insurance to another form of policy if they apply within
thirty-onc doys following termination of employmente The spplication
for conversion mist be nddresscd by tho individual direcetly to the
company , Hertford, Connccticut, Unitcd States of Americae Vhen more
time for filing the opplication is roguircd becousc of distance nond
di fficulty of communication, noticc to UNRRA by the cmployce of his
desirc to convert will be sufficicnt, provided that the application
rcaches the compeny within nn additionnl thirty dnys. Vhere an
epplication for conversion is made, it should be anccompnnicd by
Form No., B-3157, "Foreign Travel or Residence Supplemant to .pplica=-
tion for I.nsurmce." If the form is not availcble, the application
lettcr should state any contemplated residence or travel outside

the United States and Cannde in the forseoable futurc.

Be3 Plans of Conversion. The company commonly provides information
about -throe plans to vhich the insuranco may be converted, including
ordinary lifc, 20 pgyment life, and 20 yeor cndoymente

8431 Ordinory life provides for the payment of the amount of
insuramoec te the beneficiary ot the death of the orploycce
Promiuns arc payeble as long as thce cmployce lives.

Be32 20 Pgyment Lifc provides for the psyment of the cmount of
insurmmce to the baneficiary at tho dcath of the omploycce
Premiums, howevor, arc peyeable for twenty yeors only,

B8e3%3 20 Yogr Endovment p-:vides for payment of the amount of
insurance to the bencficicry ot tiae omployoc's denth should it
ocour beforc the cnd of tventy ycers. In addition, this plan
providcs for pryncmt of tho omount of insursnce to the enploysce
ot the and of twenty yeears if he is then llving. Premiums ore
payablc for twenty yoorse

B8s4 Jmount of Converted Insurances 4n cmployce moy ¢lect to convert
or, contimuc his inswrance in any =mount, but not in an cmount larscer
than he carried as on employce of the Administrotion under the group
plan, There 1s no obligntion to convert the full amount of insurnnce
formerly cerried under the group plone




UNITED NATIONS ADMINISTRATIVE ORDER NO. 78
RELIEF AND REMABILITATION Supplement No, 1
ADNTNISTRATION 3 July 1946

SUBJECT: GROUP LIFE INSURANCE

The following limitations on conversion of group life insurance supple-
ments the information 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 premiums will be unable to con-
vert group insurance purchased in accordance with the arrange-
ments set forth in this order, This applies to British
nationals and nationals of all other countries having similar
exchange restrictions,

Lowell Y7, Rooks
Chief Executive Officer

1-4968-48




UNITED NATIONS ATMINISTRATIVE ORDER 0. 78
RELIEF AND REHABILITATION
ADMINISTRATION 12 October 1945

GROUP LIFE INSURANCE

e

Saction 2.

e

1.1 Purpose. Thic order sets forth the renzements which heve
veen made for UMNRRA employees to purchase life insurance under a
group plan with voluntery participation, throuzgh the Comnecticut
General life Insurance Compe™iy, Hartford, Comnecticut, UsSsie

ar
o
-

1.2 Eligibility'e Eligivility is axtonded to employecs gerving

in countries ot ‘e~ then that of their usual rcsidence, Thig also
includes cmployses who are designated for such gervicg or who are
travelling to or from such countries, The date of cpplicent's
cligibility is t7c dnte he is designated for sorvice in o country
othcr than thas of his us a1 residence, os evi denccd by on oppoint-
ment hotice or travel puthorization.

le3 Summary o :_‘__P'}___:_x' Tho smounts of insurance &re fixed nccording
to the basic Zanual salary of the applicont. Blizible cmployces
have o period of 90 days to detormine whether or not thcy wish to
participate in this group life plen without supnitting to a nedical
exominotion. Esployeos Who dcsire to ocntcr the plan ofter 90 doys
or who wizh t) scourc additional smounts of insurcncc mast neke
application imd submit o stotement of hoalth for review by the
{insursnce coapenys ~he insurance praaiums arc deducted monthly
from sclery hocks and paid by the Adninistretion to the insurance
company. Upon lecving UNRRA, the group insurance is terminntede
Howover, the exploycc is permitted to convert his insurence by
errongenent with the insurgnce companye The rates of the
converted Iinsurance will depend upon the employcc's agc at the

timc of corversion, Tho plen is presented in doteil belote

AMOUNTS OF DSURANCE

2,1 Minimum Anounts The minimum amount of insuronce for which
an employce moy a2pply 1is detormined by his basic annual salsry o8
showvm in the following sch¢ 1c3

geic Annual Snlery Anount of Lifc Insurcnco

Less than 33,600 w5, 000
$3,600 = 5,499 26,000
§5,500 and over 10,000

in employce may not opply for on cmount less than that to which
wis gnlary cntitles him, He con spply for nddi tionrl insuronco
as provided in Paragroph 2.2 This minimus amount of insurance
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will be increasecd on the following 1 JAugust without further oprlication by
the employce if he should rcceive o salary incrccse which qualifies him for
& higher amount of insurance, unless he has alrendy subscribed for morc then
the minirum amount for which he is eligible.

2.2 JAdditional Insursnce JAn employee moy apply for insuronce in addition

to his minimum amount of insurance provided that the aggregate does not excecd
$6,000 or $10,000. The application rust be accompanied by o Stotoment of
Heclth Form Noe G-10639, as provided in Scction 3.12, Additionnl insurance for
which on employec may be cligible by reason of his salary increcse will be
provided cutomatically.

2+3 Rates of Insurance The monthly rote per $1,000 of insurcncc is $1.09.
Thus, the monthly cost of $3,000 of insurznce is $3.27, for 26,000 it is y6.54,
and for $10,000 it is $10.90.

Scction 3. APPLICATION FOR INSURANCE

Je}l Filing of Applicoation

. 3,11 Minimum Admounts. 4An employcc who desires to becomo insurcd
should mnke gpplicetion on n combined census and payroll deduction
card, Form No. G-10330, If the promium deductions n~re medc in
an office other than Heamdguaorters, the cpplication should be
filed in duplicatee The -plicant should print his neme on the
first line in order to as.are legibility. Hc should sign his
nare on the bottom half of the cords The reversc side of the
card should be uscd for more detailed instructions regnrding
beneficiaries and modes of poyment to theme The month of the
yeer should be designated by name, not by o nmumerals The cnmal
selary and gmount of insaronco should be stated in dollorse Mo
statement of heelth is required when an employece cpplics for
only the minimum amount of insurance within 90 days from the
doy on which he becomes cligibles 4 Statement of Health
Form Noe. C~10630 must accompany the cpplication whencver o
period of 90 doys between the date of cligibility nnd the date
of application has elcpscde

3.12 Additional Amounts

fe Vhen morc than the minimum amount of insurance is
oepplied for, the Statement of Honlth, Form Ho. G=10639
will be uscd os an spplication for additional insuronces

If the spplicetion is made. within the 90 doy period

of cligibility, dcductions for the full amount of
insurencc will be made until the company heos reviewed
the Statement of Hoalthe If it is acceptable to the
company, the additional omount will be issucd effective
as of the date of application, If the application for
cdditionel insurance iz disspproved, a rcefund will be
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made of the promium collceted for the ndditionnl
apount of insurance. However, tho comperny will
insurc for the minimum amount of insurance cven
though disnpproving the additional amount.

Enployees mgy epply for additionsl smounts of
insurancc even though the 90=dey period of eligibility
has elapscds Premiun deductions will not be made
until such azn opplication is approved by the comnonye

Reccipt and Forwording of applications, Ficld migsions
are cuthordzed to give employecs roccipts for applications
pending the issunnce of certificates by the componye This
will be done on Form No. FI-95, entitled ".cknowlcdgment
of [cccipt of Lppliceation for Insurance Undor Group
Poligy." Since there mey be dolay in issuancc of =
cortificate of inswrance, the rcceipt will scrve as
evidence of inswronce coveragc, The application will be
forverded dircetly to the Insurcnce and Claims Branch at
Hosdguarterse However, if the applicant's deductions are
made by an offiec other them Headquartors, both original
end daplicate copics of thc applicntion will be forwarded
Yo thnt office, which will mokc arrongomants for monthly
deductions of tho premium and rotein the daplicnte for its
rceords It will forward the original copy to the Insurmecc
and Claims Bronch ot Hecdqunrtcers which will arronge poy-
ment of premium to '"ho insuranco conpanye.

3¢3 ZIEffoctive Dotcs. Imsurpnco becomes offcotive on the day of
epplicntion, provided the employec applics within 90 deys of his
datc of cligibilitye If the employocc is not in cctive scrvice
ot the time of cligibility, the insurrnce will not become
effective until he roturns to active servicc. Insurencc applied
for after the 90-day period will not bocome effcctive until
medical cvidence of insurcbility is epproved by the compeny,

rnd premium deductions will not b2 madec until the rppliccation

is approved by the compmny. 4 provided in Porngroph 3.12,

the cffective date of ndditional arounts of insurcncc spplicd
for within the 90-dry poriod, vhen epproved, will be ns of tio
date of applications Incronses in gutomcotic amounts of insuromwe
resulting from salory increases will be mode effoctive on tho
following 1 adugust, which is tho master policy roncw-l date.

Scction 4, BIENEFICILRIES

4s1 Dosignations 4n insurcd employcc moy designatc onc or morc
boneficiories, or he may desiznnte his estate, his cxccutor, or
his cdminigtrotor, fndicating the proportion of the insursnce to
be puid to each banoficiary in tho evert of deathe He con aleo
designate o contingert bencflciory to vhom the insurance will be
peid {f the originally dosignoted benciiciary predeccnses the
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Section 5,

insured erployeec. Residents of North Americo, South imcrice,
Englend, iustrelia or Russia ngy be designnted as beneficiary.
desidonts of ex=-gnany torritory end certcin territories formerly
occupicd by the encny moy not be named nt this time due to

Unitcd Stntes control of expert of funds to those countricse

The information required for cach bencficiary includes full first
ond last nomes and initicl ¢ if any, rclationship, ond address if
not reclated.

442 Dosignotion in Non-listcd Countriese If an employcc desircs
to neme o bencficiary in any country other then thosc listed in
perogroph 4e1, he should be advised of the difficultics of
locoting ond poying procceds to beneficinries resident in those
othoy countries. He should clso be ndvised that it is neccssary
to securc o lieconsce from the United States Treasury Departmont to
permit tho poyment. If the employec desircs to nape such »
benoficiary despite tho difficultics, the census cord of Chenge
of Beneficiary form must be noted to the effect that the employce
recognizes the difficultics and delays vhich might be involved
in making the poymont,

4,53 Chongos in Bencificinrye 4 dencficiary moy be changed ot
any timc by using Form No, G=4624, “Rcquest for Chonge of
Boneficiary,"™ which is aveiloble ot oll ficld officos, The fully
completcd form and cortd ficatc should be soent to Hoadguertcrs for
transnitial to the company vherc thoe change will be rccorded and
a corrget cortificatc issucd.

4e4 Failurc to Dosignoate a Bencficinrye If at the time of doanth
thorc is no dosignated boncficiary, the compoarny will hawve an
option %o pay the insurance to the wifc, husband, mother, father,
c¢hild or children, or to the oxccuter or zdministrator of the
employccs

4,5 Ilinor Bencficicricse If a boncficiory is o minor , his share
may bo paid, at the option of the company, to the porson caring
for and supporting him. &uch pgyments will be made ns follows:
4100, 00 upon the dcath of the anployecc followed by monthly in-
stallments of not more than 450,00,

PAYIENTS OF PREIMIWIS.

Promiums will be collccted
tMmgx monthly d"da.ctiona ﬁon. emplo recs' snlery checks. Poy-
ments to the compony will be mede by the Administration, . The
promiun charge for the insurmnce will commence on the first doy
of thc month following the date the insurance becomes effective.
on insurencc thnt .s terminated. the H»remiuvm chorsc will cerse on
the firet day of tnc month following “le date of ¥crmonction.

52 Chmges in gnounts of Ilinimun Insurancc. Vhencver an employce
reecivos n srlary inercase which rcquires an increcsc in his
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Scction 6.

Scection 7.

Scction B.

minirmem cmount of insurance, the office making his premium
deductions will adjust them beginning the following 1 August and
it will inform the Insurance and Clcims Branch, Headquerters,

of the change. Uhen no change in deductions is neccssary beceuse
tic omployec is already covered by more then the minimum zmount,
Hoodquerters must still be wtifiod of such salary increases so
that the minimum ond additionnal insuronce can be differentiated.

PAYENT OF BENEFITS.

fa Pryment will be made in the event of death from any cause
whatsoevere. Payment will bc mede in accordmnce with the
decezascd employec's designatione Pgyment will be made in
United Steics currency or in currcncy of another country at
the proveiling rete df exchonges

The insurancc company roquires a certificotion of deathe
will consider as cvidence o certificd copy of o coble ot
to the death from the proper governnontol sgoncy of the
country of which the employce wes = citizon. The mission or
other office should solicit the assistoncc of the proper
consulatc in rcporting the deaths

i
g

t
ting

tc

All cesos of death rmst be reportcd by cablc to licndqurrtcrs
by the chicf of misgion or hcad of other officc. HNotificction
of denth should 2lso be made by cable o the rogioneal office
concerned.

TERMINATION.

Lisurence under the group plan of the Jdministration will tcrminute
thirty-onc days aftcri

as Tho individuel leaves ¢ amnploy of the Administration,

b. The cmployee revokes the cuthorizotion to UNRRL to pay proemiums
on his bohalf.
¢, UNRRA cancols or termingtcs the contract wita the compony.
Hoipver, cmployccs mey arrenge with the insurnnce compamy for
continurnee of their insurence on an individurl bosis cos pro-
vidcl for in Scction 8.
. 4 'Yy

INDIVILUA: O NIINUANCE OF IVSURLNCE.
£ L LR L

e e ——

8.1 ZLdventnze of Conversion. The only edvaninge in converting
insur-nec tc another form of policy is thet the emplcycc necd not
submit tu o paveical examinntion by the insvrance compwy. The

rateg of thi insusence to which he deriros 7o convar: 'nll depend

wpon his age at tno time of convisitr, Jurt ns thoagh the employce

rore teking cat o new policy at that tiuc. They will nlso be
subjoet t0 ony additional charges which may be required by the
compeny for cxtra hazardse
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8.2 MApplication for Conversion. Euployces may econvert their

group insurance to another form of policy if they apply within
thirty-onc doys followving termination of cmployment. The applicntion
for conversion must be nddresscd by the individual dircetly to the
company , Hertford, Connccticuty Unitcd Stotes of Americne Vhen more
time for filing the opplicetion is reguircd beecusce of distence and
di fficulty of cormunication, >tice to UNRRA by the cmployce of his
desirc to convert will be sufficicnt, provided that the application
rcaches the compony within on additionnl thirty doys. WVhere an

Form No. B-3157, "Forcign Travel or Residence Supplemant to Jpplica-
tion for Insurance.™ If the form is not esveileble, the application
lettcr should state any contemplated residence or travel outside
the United States and Cancde in the forsecable future,

Be3 Plans of Conversion. The compony cormonly provides information
about threc plens to vhich the insurance may be converted, including
ordinary lifc, 20 psyment life, and 20 year endovments

Be3l Ordincry lifc provides for tho peyment of the arount of
insuwrmec to the boneficiary at the death of the ernploycces
Premius arc payeble as long as the cmployce livess

8432 20 Pgyment ILifc provides for the poyment of the smount of
insurmnce to the beneficiary at the death of the ermploycce
Preniums, RQewever, arc peyeble for twenty yeors only,

8e¢33 20 Yeyr Endovment provides for psyment of the smount of
insurmce to the bencficiary ot tac orployec's death shounld it
occur beforc the cad of twenty ycerss In addition, this plnn
providcs for psyrcmt of the smount of insursncc to the enployce
ot the ond of twenty years if he is then livings Prcmiums sre
payeblc for twenty yeorse

8e4 amount of Convcrted Insuranc” . 4n cmployec mey clect to convert
or continuc his insuranece in any waount, but not in an smount largcr
than he carriced as on employce of the [dministration under the group
plen, There is no obligrtion to convert the full snmount of insurnnce
formerly carried under tho group plone




NITED NATIONS ADMINISTRATIVE ORDER NO, 78
RELIEF AND REHASILITATION Supplement No, 1
ADMINISTRATION 3 July 1946

UBJECT: GROUP LIFE INSU

lowing limitations on conversion of group life insurance supple=-
information contained in Section 8 of Administrative Order

No, 73, d;teﬁ 12 October 1945.

Conversion Affected by Governmental Zxchange Controls

Nationals of countries having exchange controls which for-
bid the conversion of the national currency to U. S. dollars
for thn purpcse of paying premiums will be unable to con=
vert gro insurance purchased in accordance with the arrange-
mul,, - . in this order, This applies to British

ne and notionals of all other countries having simila
C‘”-hrm gtrictions,

Lowell ¥/, Rooks
Chief Ex;c“*lvn Officer
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UNITED NATIONS Headquarters Transmittal Memorandum No, Hel
~ RELIEF AND REHABILITATION
.’u‘)}.EIE-JISTPATIOI-T 30 October 1945

SUBJECT: INITIATING POSITTON AND PERSONNEL ACTICNS

l, The attached order prescribes a new procedure for establishing positions and
requesting personnel actions at Headauarters. It represents a major departure
from previous procedure and is designed to expedite the accomplishment ef
personnel actions, It is effective 5 November 1945,

2, Before filling any new positions b,” original appointment, transfer, promotion,
reclassification or otherwise, the positions must first be approved by the
Division of Management and Budget, The Management Analysis and Classification
Branch of this division must approve the position c¢lassification 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 fer Personnel Action" to fill a new position,

3. Forms P=2, "Request for Personnel Action" and P~39, "Request for Position
Action" have both been revised., Sample copies are attached to Administrative
Order No, 80, ‘- Initial supplies of Form P-2, revised, may be’ obtained from
Eleanor Moller, Division of Personnel and Training, Room 232, Extension 79,
Initial supplies of Form P=39, revised, may be obtained- fram Mrs, Louise Winston,
Management Analysis and Classification Branch, Roam 306, Extension 74, There-
after supplies may be ordered in pad form from the Warchouse on Form AD=11,
"Request for Administrative Fquipment, Supplies and Services."

Al]l requests for personnel or position action must be signed by a designated
. i - Il S i v B AieU aligl
approving officer, ’

5. The following points are emphasized:
a, This preeedure is effective 5 November 1945,

b, New pogitions must be established by the Division of Management and Budget
before the Division of Perscnnel and Training can take action upen them,

ce New Forms P~2 and P=39 must be used,
d, Each renuest must be properly signed by a designated approving officer.
e, Full details are contained in Administrative Order No, 80,

r

6, This order supersedes Administrative Order No, 10, 5 Mzy 944 and
Supplement 5, 14 March 1945,

CORRINGTON GILL
Deputy Director Ceieral
Bureau of Finance and Administration.

Note: De%ﬂgh this memorandum before filing the accompanyinz material,
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SUBJECT ¢

INITIATING POSTTION AND PERSONNEL AGTIONS

Section

1.1

l, GENERAL

Purpose

This order prescribes responsibilities and procedures for the initiation
and processing of position and personnel actions at Headquarters.

Responsibilities

1.21 Division ef lManagement and Budget,  Approval or disapproval of
. requests for position actions in terms of: '

a, Availability of funds
b, Work load requirements
¢c. Organizational Pronrlety and soundness
' d, Individual position classification
1,22 Division of Persotinél and Training, Approval or disapproval of
requests for personnel actions in terms of:

a, Qualifications of proposed individuals
b, Propriety of changes in status

Summary of General Procedure

1.31 A position must be established and classified before 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,

A request for the establishment of a new position or the re-
classification of an existing position shall be sept to the
Division of Management and Budget,

A request to fill a new position or to‘approve the qualifications
of an employee occupying a position which.has been reclassified
shall be sent to the Divisirn of Personnel and Training only
after position approval by the Division of Management and Budget.,

All other personnel actions ghall be sent directly to the
Division of Personnel and Training,
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Section 2, ESTABLISHING NEW POSITICNS AND RECLASSIFYING EXISTING POSITIONS

2.1 Preparation 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 Management 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 box

b. Fill in identifying data

¢. Insert proposed grade according to UNRRA schedule as shown
in Appendix I, but do not show salary.

Budget Justification

Fill in only for additional position

Ttem Lb is the basis for approval action by the Rudget Control
Branch, Justify the expenditure of funds for the position.

If temporary position, specify estimated duration.

If compensation is ta be paid on when-actually-employed basis, .
specify number of days estimated employment,

If employment is without compensation, specify anticipated
duration,

Statement of Duties and Responsibilities

If new position, fill in only if it involves different duties
from -those of existing positions. Do not fill in for
additional identical positions.

T

Fill in if a reclassification is proposed.

Describe each duty, in order of importance, showing in right-
hand column the percentage of time to be devoted to each.
Deseribe the work so that a new employee could use this as a
job instruction,

If reclassification, show clearly the increase in duties and
responsibilities which justifies reclassification,

In the space for qualifications, at the bottam of the page,
specify the elements which are desirable in addition to those
which are essential. In case of reclassification, 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 the head of the bureau or office invalved, .shall sign
all four copies of the fomm, e

2,2 Action by Management and Budget Division

2,21 Mamapenent Analysis and Classification Branch

. a., Determines soundness of proposed organizational rulatlonshlps and
validity of the position classification, oo

b. Sends original copy of approved requests to Personnel and Training
. Division as authority to act upon a request to fill a new position
or to process a reclassification,

¢, Sends one carbon copy of approved reqhests to initiating official,

Budget Control Branch

a, Determines adequacy of budget justification if new position..
b. Assigns position nunfber if position is approved,
¢, Checks for availability of funds,

Section 3, FILLING NEW POSITICNS

3.1 Prenarution of Request for Personnel Action

* The Request for Personnel Action, Form P-2, Revised, will be prepared in
triplicate., Two copies will be forwarded to the Appointment Section of
the Division of .Personnel and Training, accompanied by two copies of
Form P-1, Application for Employment, 'if a request for appointment of
a designated person (name action), The third copy will be retained by
the initiathg of fice, Detailed preparation of Form P-2, Revised, is
presceribed bel mv.

3,11 Name of andldite or Employee: Enter name of candidate; Jleave blank
L request for c1171bles. , _

3.12 Date: Insert date of actual preparation of this fomm,

3.13 Effective Date Regquested: State wbuthcf new appointee is to enter on
duty Wupon approval® by the Division of Personnel and Training or at
a specified later date,

Action Requested: Check the appropriate box, as follows:

a., "Request.for Eligibles", if recruiting is desired,

b, !"New Appointment", if a specific candidate is proposed,
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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 Justification:

a, Include suggestions, if any, as to sources of qualified
candidates, :

b, If name action, include any pertinent remarks, ;

3.17 Approving Officer: The approving officer designated by the head of
the Durean or office involved will sign all three copies of the form,

3.18 Approvals: Do not use this space, It is reserved for clearances
after the request has been submitted,

3.2 Action by Division of Personnel and Training.. . . .

3,21 Name Actions, The placement officer assigned to the initiating
organizational unit shall process the action as follows:

a, Determine suitability of candidate for the particular position.

b, Arrange for clearance on approved candidates in 18 to 26 age .
group with UNRRA Selective Service Committee.

Arrange for appointee's release from present employer wherever
required by specific UNRRA agreement,

d, Obtain concurrently all required cleargnces in appropriate spaces
on bottom of form,

3,22 Request for Elipgibles, ' The avpropriate placement of ficer shall
proceed as follows:

a, Provide initiating official with names and records of qualified
eligibles,

b. Secure memorandum notification by initiating official of candidate
gelected, T

c. Insert name of appointee and present status data.

d, Process action in the same manner as a name action, (See 3,21)
Refilling Positions by OQutside 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 3.21.)
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Section 4., 'Miscellaneous Personnel Actions

4el Types of Actions.

L1l This section describes the procedure for initiating personnel
actions of the following nature: .

Within-Grade Increase
Transfer

Separation

Any other

These personnel actions inveolve 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 Recuest 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, Detailed preparation of this form is prescribed below,

4,21 Name of Candidate or Employee. Insert name of present occupant of
position.

L.22 Action Requested, Check the appropriate box according teo the
following distinctions:

a. '"Within-grade salary increase" - either a periodic step increase
for one year's satisfactory service at the same salary or an
especially meritorious increase of one or more steps in
recognition of superior accomplishments,

Transfer - a change in section, branch, division, bureau or
office; pramotion or demotion in grade; a change in duties,

Separation - a resignation, a termination of temporary appoint-
ment, or a discharge for disciplinary reascns or for failure to
perform satisfactorily,

Status Data

a, Furnish both present and proposed status data except for a
separation,

b, For a separation furnish present status data only,

ce Use title and grade as approved by the Division of
Management and Budget,
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L.,24 Remarks or Justification

a, Within-grade Salary Increase - For a periodic step.
inorease certify to the satisfactory nature of the
employee's services, For an especially meritorious
increase cite the actual accomplishments which were
markedly above the performance of the average emplqyee
in the same type of position, :

Transfer - Explain why the employee's services are more
desirable in the proposed location. - Transfers between
bureaus or offices must have the signature of the
approving officer of the relinguishing unit on Form

No, P-2, Revised, If a promotion is involved, include any
data not in the employee's personnel folder, If thg
employee has been performing the increased duties involved
in a reclassification, state for how long. If a demotion
is involved, specify the cirgumstances, indicating whether
for disciplinary reasons, the result of reduction in force,
or reclassification to a lower grade. '

Separation -  Explain the circumstances in detail,

attaching pertinent files and exhibits of background data, .
For resignations, attach the employse's letter of )
resignation,

L4e3 Action by Division of Personnel and?Training

The appropriate placement officer will review the action and determine
its propriety in terms of maximum utilizafion of the -employee's skills -
in the best interests of the Administration, If he approves the action,
the placement officer will obtain all required clearance signatures.

1

Section 5, CCOMPLETION OF ACTICN

Upon approval of the candidate by the placement officer, the
Division of Personnel and Training will prepare Form No, P-3,
Personnel Journal, one copy of ‘which shall be sent to .the
initiating official as notice of final approval. ‘In the case
of a new appointment, the Division of Persorinel and Training
will arrange for the appointee's entrance on duby, ’

Section 6, Negotiations. 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
of ficial in an attempt to adjust the disagreement, If "an agreement
cannot be reached, a memorandum will be sent to the initiating
official by the appropriate branch head explaining the reasons why .
the action cannot be approved as submitted,
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Section 7.

Section 8,

Section 9,

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,

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,

"FECTIVE DATE

This order shall be effective as of 5 November 1945,
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REQUEST FOR PERSONNEL ACTION

1. NAME OF CANDIDATE OR EMPLOYEE

2. DATE PREPARED 8, EFFECTIVE DATE REQUESTED

8. ACTION REQUESTED

REQUEST FOR ELIGIBLES

NEW APPOINTMENT

WITHIN-GRADE SALARY INCREASE
TRANSFER TO ANOTHER POSITION

[C3 SEPARATION
[C] OTHER (Specify)

6, PRESENT STATUS

1, PROPOSED STATUS

GRADE AND
SALARY

BUREAU OR
OFFICE

«| DIVISION

BRANCH

SECTION

HEADQUARTERS

HOME
STATION

TENURE OF

EMPLOYMENT

IT10N
J-THUMBER

8, REMARKS OR JUSTIFICATION

9. APPROVALS

INITIATING OFFICER

APPROYVING OFFICER




b

UNITED NATIONS

FOR =

R?uurur ”§¥91quql RELIEF AND REHABILITATION ADMINISTRATION
EV. (26 WASHINGTON 28, D.C.

REQUEST FOR POSITION ACTION

POSITION INFORMATION 2., ACTION ON POSITION
(Filled in by Initiating Officer) (Filled in by Management and Budget)

i, ACTION REQUESTED a. POSITION NUMBER

ESTABLISH ADDITIONAL POSITION
RECLASSIFICATION OF POSITION NOD,
OTHER (Specify:)

b. APFROVED TITLE

c. APPROVED GRADE

TITLE

3, APPROVALS

PROPOSED GRADE

BUREAU BUDGET CONTROL

DIVISION DATE

BRANCH

MANAGEMENT ANALYSIS AND CLASSIFICATION

SECTION

DATE

4, BUDGET JUSTIFICATION
IF POSITION IDENTICAL WITH ANOTHER IN SAME ORGANIZATIONAL UNIT, GIVE NUMBER OF LATTER,

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. (26 OCT 1945)

STATEMENT OF DUTIES AND RESPONSIBILITIES

DESCRIBE THE POSITION FULLY, GIVING EACH PART OF THE JOB EXACTLY AS IT |5 DONE. SPECIFY
SUPERVISORY RESPONSIBILITIES, IF ANY, GIVING THE NUMBER AND TYPES OF SUBORDINATE POSITIONS.

SPECIFY ANY SPECIAL EXPERIENCE, EDUCATION, PERSONALITY TRAITS, TRAINING, OR OTHER QUALIFICATIONS REQUIRED FOR EFFEC-

TIVE PERFORMANCE OF THESE DUTIES AND RESPONSIBILITIES.

SIGNATURE OF INITIATING OFFICER

TITLE AND DATE

=

SIGRATURE OF APPROVING OFFICER

TITLE AND DATE
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DJ Lol PERSCNAL EFFECTS AND BAGGAGE INSURANCE

l. General

1.1l Purpose
e el

Administration regarding
! of UNRRA employees.
It also je rluES ran; ts mad or UNARA cmplovees and thelr
families to purchase personal effecis insurance under a poliey
issued by the Rhode Island Insurance Company of the United States.

Policy

1.21 Tﬂﬂ dmi '; ati vi >t responsibility for loss
y baggage only where it
haa unaer* aken ; ) rard ?“cﬁ personal effects
or baggage and where the 10:3 d e results from
negligence by Administration

The Administration acts
between the insurance
ing for insurance and a

rezard to these *r“'"r&;ent:
insurance throuzh their

ance with any other plan

Definition of Personal Effects

——— e ———

"Porsonal effects" .ecie clotiing, bagsse aud !
tomarily worn or carried by a traveller and belongin
worn by the assured and his immediate family.

Eligibility

This insurance is available to any UNRRA =:.loyee travelling or
living outside of the couutr of his normal residence. It is also
available to members of the immediate family of any enployee
travelling to or rusidin; in the country of the employee's assign-
ment .

2. DBenefits, Coverage

2.1 Benefits

This insurance vers personsl effe j-"vf lo*s dan any-
where in the worl miiile in transit ctherwise, including pro-
tection againast tue and mysterious dlsafn;*”aﬂ‘u. i 5 not

cover them while i he pmployee's permanent residence or in storage
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3.12 Employecs on Field Payroll

Employees on ficld payrolls shall prepare twe copies
of Form FI-96. One copy »ha”‘ be forviarded to the
offico on whose p-rroil the applicant is listed.
That office shall use its uoby as authorization for
payroll deduction, L&en tha dcductlon is nede,
Headquarters shall be ecredited and notified by means
of a Credit Advice. The sscond copy shall be for-
warded dirsctly 1o the Insurancé and Claims Branch,
Headquartors, for issuance of the insurance certifi-
cate,

3.13 Families
Members of the family of en eligible UNRRA employce
shall make application on Form FI-96 in thc same
manner as UNRRA employees, and payment shall be made

in the same¢ nmenner,

Transmittal of Application

Each application to be sent from a ficld office to Headquarters
shall bear the date of tranamittal to Hoadauartecrs, Since the
postmark is used as evidencoe of the ¢ffcetive date, applications
shall be sent by regular mail or air meil. They shall not be
scnt by diplomatic pouch or courier.

Issuance of Insurance Certificatc

Upon rceceipt of Form FI-96 properly propared, the Insurance and Claims
Branch will issuc a certificato of insurance, 2an original and duplicate
of which shall be delivercd in accordnnce with the employec's instruc-
tions on Form FI-96. Additional copics of the certificnto shall bc dis-
tributed as follows:

a. Two copics to Division of Financc to be mniled to the
insurance company.

Tvo copigs to be retained by thoe Administration.

Authorization

Artomatic Tronewal of insurance may be authorized by the appli-
ecant by chiecking thoe appropriate box on Form FI-96. Otherwiso,
fhae insuranes 7ill sxpire at the end of onc yoar,
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3.3
e

Losse

The suthorization for automatic rencwal may be cancelled by the
employece provided he notifies the Insurance and Claims Branch,
Headguerters, in writing thirty days before thc cxpiration of
the current year's coverngc. An eaployce on 2 ficld payroll
must also edvise the office on whose payroll he is listed,

- wii'a

Payroll Deductions

The office on whose pwyroll the employec is listed shall maoke
a deduction at the time for renewal if authorized in the orig-
inal application or as instructed by the policyholder.

s and Claims

é.l

o

6.2

Reports of Loss or Dam&ge

Loss 0“ damage should be reporte

Rhode Island Insurcnce Company loca

if non¥, to a r-kr;aun,;tLVu of the L,"d of Underwriters of
New York, or to an agent of Lloyd's of London. IT should also
be reported simultaneously to the Insurancc gnd Cloims Branch,
haadqu“rthre. Loss by thoft or burglary should be roported
immodintely to tho local policc.

Claims

.21 Filing of Claims
u*_lus shzll be prescnted to the settling agent
of the insurance company (sce attached list) for
ad justmont or to the Insurance nnd Claims Beanch,
Hendgquarters, if no such “gont is available. In
any event, the Insurence and Claims Branch should
be Hdol.igd of 2ll elzaims., The claim should be
filed in duplicate on Form PE-102 "3tatement of
Loss." then the elaim is for the full asmount
COVeIrg:s itlier the original or duplicate
of tho certificate should be attachod to
Statemcnt

Roduction of Covecrage
— g . S G — S ——————

Any partial claim paid undor a certificate reduces

=

the amount o1
tificate is automaticall \ne
of a claim ] un’

:s!ura_r by ths amount paid., Tho
cellod upon payment
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Rio de Janeiro

Buenos Aires

CHILE
Valparaiso

AUSTRALIA
Sydney
AFRICA

Johannesburg

‘Capetown

Port Elizabeth

Durban

EGYPT
Alexandria

Cairo
Port Said

INDIA
Bombay

PORTUGAL
Lisbon

MEXICO

Tampico
Mexico City

CURBA' ..
Havana

PUERTO RICO
San Juan

VEST INDIES
ssau,

New Providence Island

459481

Y

SETTLING AGENTS

(Located Qutside United States)
Antoni & Reina, P. 0. Box 1992

Frisbee, Freire & Co., Ltd.
34 Rua Teofilo Otoni, P. 0. Box 1351

Simmonds & Cia., Reconquista 46
Hanna & Company

T. S. Douglas & Son, 56 Pitt Street
Postal Address G.P.0. Box 3739

Parry, Leon & Hayhoe, Ltd.
Maritime House, Loveday Street
Ditto - Box 2448

Ditto - Box 185

Ditto - Box 998

L. Polnauer & Company, o Rue incienne Bourse
P. 0. Box 72

L+ Polnauer & Company, 3 Rue Baehler

L. Polnauer & Company

F. E. Hardgastle & Co., Ltd.
339 Alice Bldgs., Hornby Road

James Rawes & Company
SURVEYORS

(Bocated Outside United States)

R. Gforge Pulford, .partado No. 160
W. {ecnnedy, ipartado No. 2818

Godqyfsayan, Edificio La Mctropolitana
William Munch, P. 0. Box 1952

Robert H. Curry & Company, Ltd.
303 Bay Strest

SIMCODA

HANNA VALPARAISO

INSURCENT, SYDNEY

~ FREIGHTS

MITPOL

POLNACO
SOLON

VERITAS

RAWES~-LISBON
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APPLICATION FOR
PERSONAL EFFECTS INSURANCE

NAME OF
EMPLOYEE

ON PAYROLL OF (Check one)

[C] HEADQUARTERS ] FIELD DFFICE

INSTRUCTIONS

For IUNRRA employees and their families.
Prepare this form in duplicate.

At Headquarters, submit both copies to
Division,

In the field, send both copies to the Insurance and
Claims Branch, Headquarters, if you are paid by Head-
gquarters. II you are Ssid by a Field Office, send
one copy to that Field Uffice and the other copy to
the Insurance and Claims Branch, Headquarters.
The maximum insurance on jewelry, furs, watches,
other items of special value is $100 per item.
Question 6a.

This insurance expires at the end of one year. If you
wish it renewed automatically, initial Question 7b.
All claims paid reduce the coverage of this insurance
by an equivalent amount. If you wish the coverage
to be reinstated in full, answer Question 9.

the Finance

and
See

IF ON A FIELD OFFICE
PAYROLL, GIVE NAME
OF THAT OFFICE

NAME OF
FAMILY
MEMBER

RELATIONSHIP OF
FAMILY MEMBER
TO EMPLOYEE

AMOUNT OF INSURANCE (Multiples of $50,00)

a. FOR JEWELRY, FURS, WATCHES,
AND OTHER ITEMS OF SPECIAL’ [$
VALUE

FOR OTHER PER-
SONAL EFFECTS

c. TOTAL

PAYMENT

OF PREMIUM

METHOD OF PAYMENT

AMOUNT OF PREMIUM

a. CHECK ONE:
] PAYMENT MADE HEREWITH

[] PAYROLL DEDUCTION AUTHORIZED
b. |F AUTOMATIC RENEWAL AT END OF YEAR |5 DESIRED,

INITIAL HERE. PAYROLL DEDUCTION WILL BE MADE
AUTOMAT ICALLY

a. 29 0OF
RISKS™

ITEM 6¢, FOR ‘ALL
EXCEPT WAR RISK

14 OF ITEM 6¢c, FOR
WAR RISKS

. TOTAL

AUTOMATIC REINSTATEMENT OF INSURANCE COVERAGE

IF IT 1S DESIRED THAT THE AMOUNT OF COVERAGE BE REINSTATED TO THE FULL VALUE AS PROVIDED IN ITEM &, ABOVE,
PAYROLL DEDUCTION WILL BE MADE,

ERE. (See Instructiona (4))

INITIALS:

INITIAL

ORIGINAL CERTIFICATE TO BE SENT TO ASSURED

NAME

ADDRESS

1.

COPY OF CERTIFICATE TO BE SENT TO

NAME

ADDRESS

DATE OF THIS
APPLICATION

SIGNATURE OF
APPLICANT

ACKNOWLEDGMENT AND RECEIPT

T0:

NAME OF ASSURED

THIS ACKNOWLEDGES YOUR APPLICATION FOR PERSONAL EFFECTS AND BAGGAGE

AMOUNT OF INSURANCE

INSURANCE.

AMOUNT CF PREMIUM

[T] PAYMENT HEREWITH 1S ACKNOWLEDGED

) PAYROLL DEDUCTION WILL BE MADE

INITIALS

EFFECTIVE DATE

SIGNATURE AUTHORI ZED UNRRA AGENT




ATION ADVINISTRATIVE

REEABTLITATION SUPFLEMENT H

ADIUINISTRATION 17 April 1946

SURJECT: PERSONAL EFFECTS AND BAGGAGE INSURANCE

Segtion 2.3 of Administrative Order No, 83 is revised to read as follows:
ost

The annual premium for all risks is 2% of the value to be
insured., This does not inelude war risk, for which senarate
coverage is availsble,

Separate or additional cnvhr

tained at the opbion of a ed for 1% of tur Vulﬂ” to
be insured, W_r risk ccvcruﬂn 1ncluaos acts of war, riot

end civil commotion, both afloat and ashore

The anmual premium for conbincd coverage for war risk and
all other risks is 3% of the value %o be insured,

Burten E, Palmer, Chief
Bureau of Administration
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of Administrative Order No, 83 is revised to read as follows:

annual premium for 2ll »isks is 2% of the value to be
This does not include war risk, for which separate
is available,

2 A

Separate or additional coverage for var risk may be ob-
tained ot the option of the assured for 1% of the value to
be insured, War risk coverage includes acts of war, riot

ond civil commotion, both afloat and ashore,

m .
L
10e

Fall B

annual promium

other risks is

for combined coverage
3¢ of the value to be

for war risk and
insured,

Burton E, Palmer, Chief
Bureau of Administration
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AFD EAGGAGE INSURALNCE

8

Effective immediately, the Administrati

loss or damage to personal baggage.

insurance to cover such loss or dan

Lowell W.

Hooks
] - ~

2 - T - -y - - —'_Jﬂu
viiiel LleCiltive

Cificer

3, dated 10 Novembe
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