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To:

UN I TED NAT ION S8t"N A T ION SUN I E S
ASSISTANCE MISSION FOR RWANDA ~ MISSION POUR L'ASSISTANCE AU RWANDA

UNAHIR - MINUAR

INTER-OFFICE MEMORANDUM

Date: 20 September 1995
Ref: COMMS/9.36

All Military & Civilian Staff

(

From: Mr.
CCO

Subject: New Operating Hours - COMCEN

Please note that commencing Monday 18 September 1995 the hours
of operation for the Communications Centre (COMCEN) are as follows:

Monday to Friday .•.•.•.....•.•.. 0730 hrs to 2000 hrs.
Saturday .................•...... 0730 hrs to 1300 hrs.
Sunday ••.••.•.•..•.•..••......•• closed for business

The Orderly Room at the Amahoro HQ may be utilized to send
faxes to New York Headquarters after hours.

For coded or confidential material, please contact the
Operations Duty Officer who will advise the Standby Duty Operator
for transmission.



UNITED NATIONS
ASSISTANCE MISSIOK FOR RWANDA

INFORMATION CIRCULAR NO. 48/95

DATE: 16 September 1995

(

TO:

FROM:

All UNAMIR Military, Civilian Police and
civilian Personnel . '"

William CLIVE, \ ,~
OIC/Administration ~.

(

SUBJECT: Mail delivery between UNAMIR HQ Amahoro and TRAFIPRO
Buildings

Further to my 10M on the above subject dated
2 August 1995, 1 am pleased to inform you that with effect
from 14 September 1995 , a sub-unit for handling Mail
operations & Diplomatic Pouch has now been established at
TRAFIPRO Building.

To dispatch mail from TRAFIPRO , you are requested to
deliver mail to the sub-unit office which is located in the
main TRAFIPRO Building next to the MOVCON Office.

Hours of the Mail shuttle Amahoro Hotel to TRAFIPRO
remains the same. You are also reminded that pouch to New York
is on every Friday. Pouch Materials should be delivered so as
to reach Mail Operations and Diplomatic Pouch Unit at Amahoro
Hotel before 2.00 pm every Friday.

If you need an urgent delivery within TRAFIPRO,
please contact Mail operations Sub-unit Ext. 11778.

Thank you for your cooperation.
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UNITED NATIONS t.. 3~: NATIONS UNIES
A.S::-l:::TANCE MISSION Hi RWANDA ;:~;\"" :;:....:.~:;:;1:tt5SI()N F'OUP, L·A..,.<;SISTANCE;.- ~;.:_~~,<!
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September 15, 1995

UNAMIR DRIVERS'
A WARENESS PROGRAMME.

DRIVING IN DIYERSE CONDITIONS

Local Road Conditions

( (A) The main roads in Rwanda are in good condition, but 'during the rainy season the
surfaces become very slippery, resulting in numerous avoidahle accidents by adjusting speed
accordingly.

(B) Kigali city has seen a huge increase in vehicular traffic in recent months and without
adequate traffic discipline in place. Extra care and attention is requested at junctions and

roundabouts, since most accidents occur in these areas.

(C) Very few roads in Rwanda are lit by street lights. Additionally, pedestrians commonly
cross or walk along roadways with little regard for vehicular traffic. Extra vigilance is required

in dimly lit areas and in populated and built-up areas.

(D) Visibility is greatly reduced while driving at night, so reduce YOUf speed accordingly
to such an extent that You will be able to see clearly with the aid of Your headlilght.

(E) Always dim Your headlights in all built-up areas and when meeting on-coming vehicles
or following another vehicle.

Bad Weather Driving

Rain, sand or fog add to Your driving problems.

(a) Adjust the speed to existing conditions.

(b) Keep windshield clean at all times.

(c) Follow other vehicles at a safe distance.

(d) Apply brakes with light pumping action to avoid skidding.

(e) Signal Your intention to stop or change direction well in advance.
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Driving Through Shallow Water

When You unavoidably have to drive through shallow water or large puddles on the road,
reduce speed to avoid splashing of water in the brake drums, engine or ignition system.

Cross-country Driving

Cross-country driving requires extra proficiency in use of gear, anticipation of ground
conditions and vehicle maintenance.

(a) Before entering a patch of loose or soft soil or muddy conditions, change into 4-wheel
drive.

(b) Use suitable gear depending on driving conditions. It is easier to change into a lower
gear ratio when the going gets tough than to come to a stop and change into 4-wheel drive.

(c) Do not allow engine to labour under any circumstances.

(d) Follow the speed limit regulations, even if the country is flat and open.

(e) If possible, stay on hard or compacted ground and avoid loose sailor muddy
conditions.

(f) Do not drive through a dust cloud raisedby the preceding vehicle. Keep 10 meters clear
vision to avoid collision in case the preceding vehicle stops suddenly.

Steering into a Skid

If the vehicle skids, always steer Your vehicle in the direction of the skid to regain control of
Your vehicle. Sometimes it helps to speed up slightly. Do not disengage the clutch or apply
the brakes.

Driving in a Convoy

When driving in a convoy, look out for drivers who try to move between the vehicles of the
convoy. Keep the distance between the vehicles not less than 50 meters.

When STOPPING, keep the distance about 5 meters.

It is recommended, when driving in a convoy, to turn on Your headlights and use low beam.
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Resting during a Long Distance Drive

The maximum a driver should drive at anyone stretch, is 270 kms. After this, the vehicle and
the driver must rest for 10 minutes. If in a convoy, an organized rest must follow after 270
kms. During the period of rest, the engine, oil and water gauge must be checked before
commencement of the journey.

SPEED LIMITS IN THE AREA

Stopping Distances

( It takes a great deal more braking power and requires a much greater distance to slow or stop
a vehicle from 50 to 40 miles per hour (80 to 64 kph) than it does from 30 to 20 miles per
hour (48 to 32 kph). A careless driver, failing to recognize or properly understand this fact,
may enter curves at too high a rate of speed or fail to maintain a proper interval between
vehicles, while travelling at high speeds. Vehicle brakes cannot be applied instantly. Your
vehicle will travel a considerable distance from the time You take Your foot off the accelerator
and depress the brake pedal until the brakes actually take effect. The illustrations below

indicate stopping distances which have been obtained from practical tests:

SPEED STOPPING DISTANCE

25 kph or 15 mph 15 meters or 45 feet

(, 32 kph or 20 mph 20 meters or 60 feet

48 kph or 30 mph 30 meters or 90 feet

64 kph or 40 mph 50 meters or 150 feet

80 kph or 50 mph 70 meters or 210 feet

BEFORE COMMENCING ANY.JOURNEY,

FASTEN YOUR SEAT-BELTS!
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UNITED NATIONS NATIONS UNIES

Info: List A, E, F
File Reference: 4OOO.l!LOG-41

From:

To:

Date:
f)
Subject:

List B. D

28 Aug 95

VEHICLE SAFETY

Reference: DCOS SP Memo 4000.l/LOG-41 dated 28 Jul 95

1. On 26 August. a Ghanian vehicle was involved in a serious traffic accident in which
ten soldiers of GHANBAIT were injured. Fortunately there was no loss of lite. but the
medical prognosis for one of the injured is that he will have a permanent physical incapacity.
The cause of the accident was speed [0 fast for conditions.

2. Addressees are reminded chat the chain of command is ultimately responsible for the
fate of all personnel under command. Safety is not an issue which is left solely to the
individual. It is a leadership issue. The death of or serious injury to any UNAMlR member
as a result of improper driving practices is unacceptable and any such negligent action sbould
be severely disciplined. Of secondary importance, the loss of vehicles through accident
~~ge places an additional burden on the unit administrative system as replacements ~e not
a"'J.~lable.

3. Addressees are requested to reinforce their respective vehicle safety programs through
personal intervention. Our collective approach should be to make tomorrow an accident free
day: one accident free day. every day.

'\'-M'. F

Re<;u Ie 2 8 Aour 1995 S~ L. ,

>b)OyJ <~

~~\- (~
,~r_ ")

~t ~~ r

t·])
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PLEASE NOTE THE l\t1ARKED INCREASE IN ACCIDENTS
IN APRIL, BEING THE BEGINNING OF THE RAINl'
SEASON.



DON1T MIX
DRINKING & DRIVING
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If YOU are the Driver -­

DON'T DRINK!!

DRIVER A\VARENESS PROGR,\i\-l
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ATTENTION
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.hIfese guys all thought they
were great d.rivcr-s.
Until the day this happened.

ORlVER I\\.\'I\RENESS r n o o n x o i

DRIVE SAFELY

OR DON'T DRIVE AT ALL.
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UNITED NATIONS
OFFICE OF GENERAL SERVICES
FIELD OPERATIONS DIVISION

FIELD ADMINISTRATION MANUAL

v. Sept. 92. page 60 of 352

CHAPTER 2: CONVENTION ON PRIVILEGES
AND IMMUNITIES AND
RELATED SUBJECTS

VII: UN LAISSEZ-PASSER, CER­
TIFICATE, PASSPORTS ETC.

(

(

in advance so that he/she can help obtain revalidation. Should no
consular facilities exist in the area or in adjq$riing territories,
such requests may exceptionally be referred to>Headquarters for the
necessary action.;:,.

.. :-::::;::.{::~:(~:~.:

1.2 A pJ;gE626r:::~1~$1; shaltt(normally be in categories, each
category tak~ng preceden¢~ over the preceding one:

..... ?:{::;~::

.:.:.:.:. -:."::::::;.;

consist

'::::::':';;:::;:::;::::::':"

Farce,. comfuander (Head of Mission)
chiJ:~1t::::Adhi.inistrativeOfficer

. speci~;t:' political Adviser
Deputy Force Commander
Chief of Staff.

In an observer mission the Chief of Staff or Chief Military Observer
would be number one on the list as Head of Mission; in other missions
number one might be the Special Representative of the Secretary­
General.

b. "A" Category. This category consist of military branch
heads of the mission headquarters, the Military
Adviser to the Force Commander and other senior
military officers assigned to the mission



UNITED NATIONS
OFFICE OF GENERAL SERVICES
FIELD OPERATIONS DIVISION

~!ELD ADMINISTRATION MANUAL

v. Sept. 92. Page 61 of 352

CHAPTER 2: CONVENTION ON PRIVILEGES
AND IMMUNITIES AND
RELATED SUBJECTS

VIII: PROTOCOL MATTERS

(

(

headquarters, civilian section chiefs, the Legal
Adviser, the Information Officer;, the Chief, Special
Task Unit and the Senior Admini$t=rative Officer.

c. UBI! Category. This category il'l.81B;4es the contingent
and battalion commanders and?thech~e'f.of any observer
group attached to the miss:Lpn. ')<

d. "C" Category. This categpry includes th~<H~adquarters
military staff and civilian st:~tf as designated by the
Head of Mission. ,(' ."::""":",,,,., ..

1.4 There are no official equ{:;:~~rl.q~~~::~etweenmilitary ranks
and the grades held by internationally-redr@~p@pc~vilian staff.
However, as can be seen from the above example::{:#¥:ly:l: following
established practice, senior ciyilian staff, of~~h depending on their
function in the mission, are eqqf,tt::@.g",:~'{:t.th senior military officers,
i . e. those with the rank of Lietdt:eHaiie::bldtlonel:}' and above.

2.0

2.1 Over the years.J:rictionsh,?t,ve occurred between the military
and civilian staff of Cl:~A~~r of pea9E:!~eeping operations. Most of
them have been due to:~:aCk:::9# underst~p.aing between military and
civilian staff as tom¢he exc(¢t role e~ch party performs in the
overall picture ofgij!~~:9pera~~:Qgx:::!¥h~$:'has been compounded by a lack
of clear guidelines':ae;p:~p:,j,rig:H±hei:tr:)relationshipand the equivalence
between military ranks ":a~g::::9ivilian grades.

';';;;'.

"'::~<:~{:::>:::::" '.'.

2. 2 Frict.;i:;:p.h1~·::::¢~::::t:his:::ffii,t:~£e are detrimental to the efficiency
of an operatiop}anCi':frl§y;tably::}resul t in a slump in morale,
particularly:,;ft missiori::n~adqtiarters level, where most
military/ciy;ilian interaq:t:;ion take place .

.....;. ;:;:;:::;:;
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5 July 1995

Chaim Ouziel
Chief Administrative Officer

ALL International Civilian, Civilian Police
and Military Personnel

unattended.
Kindly note that this device must be fitted at all times when the vehicle is left

This "locking device" is an additional security for your vehicle and those who
have not obtained one as yet should contact the Transport Section soonest to have one issued to
them.

/
/

ADMINISTRATIVE INSTRUCTION NO. 025/95

FROM:

Thank you for your cooperation.

Please be advised that a device which locks the vehicle steering wheel to the
clutch or brake pedal is immediately available for use from the Field Service Transport
Workshop Stores.

Similar devices with one key which were earlier issued from the Transport Stores
should be returned in exchange for the new ones.

SUBJECT: Anti-Theft Crook Lock Device

TO:

~::~~ON~~::.IONS .::~;.:~~~.T~:~
WillI? ;;;;;a=

UNAMIR-MINUAR

(

(



UNITED NATIONS
ASSISTANCE MISSl.Oll FOR RWAlfDA

_ NATIONS UNIES
~ MISSION POUR L'ASSISTAliCE AU RWANDA

UNAMIR - MINUAR

TO:

FROM:

INFORMATION CIRCULAR NO. 48/95

DATE: 16 september 1995

All UNAMIR Military, Civilian Police and
civilian Personnel ,

William CLIVE, \ ~ ~
OIC/Administration ~.

SUBJECT: Mail delivery between UNAMIR HQ Amahoro and TRAFIPRO
Buildings

Further to my 10M on the above subject dated
2 August 1995, I am pleased to inform you that with effect
from 14 September 1995, a sub-unit for handling Mail
Operations & Diplomatic Pouch has now been established at
TRAFIPRO Building.

To dispatch mail from TRAFIPRO, you are requested to
deliver mail to the sub-unit office which is located in the
main TRAFIPRO Building next to the MOVCON Office.

Hours of the Mail shuttle Amahoro Hotel to TRAFIPRO
remains the same. You are also reminded that pouch to New York
is on every Friday. Pouch Materials should be delivered so as
to reach Mail Operations and Diplomatic Pouch unit at Amahoro
Hotel before 2.00 pm every Friday.

If you need an urgent delivery within TRAFIPRO,
please contact Mail Operations Sub-unit Ext. 11778.

Thank you for your cooperation.



Nairobi Distribution

1 copy PQ~ utaff member

UNITEO
NATiONS

• Secretariat

~\":
i W

ST

ST/SGB/'J.7f$

1. aeptemb'~,1"5

ra:.a $ Iii

!
\.

(

SECRETARY-GENERAL'S BOULETIN

To: M~mbe~~ of the staff

Subj eat I TH! FINANCIAL SI'rUA'I'ION OF THe: ORGA.NIZATXON

1. Through this bulletin! wish to inform all a~aff members of the serious
financiaL Bituation f~cing the o~anization and"of ~e related meatiut~a I have

. decided to put into effect.

2. In June. when I addresl:cd the High-level Open-ended Wo'rking Group or :~e.

Financial Situation of the t1nit:.ec1 NQ.t.1.ons. % informed.the member. oft:he "orking
Group that urtpa~d assessed contributions to t:heOrg~iz&t1onamouut.d~to

$2.8 bilJ.ion aa at 31 May. At. 31 A~~$t 1995, tot:al.outst:andin9"'eontribut:!ons
had rid~n to more than $3.7 billion. The curr~t cash shortage ia parbicularly
acute with respect eo the united Natio~ regular budget. for which almost
$BSO million. or some 40 par oane cf the tctal agaa••ed at the b,glunlna of
1'95, remains unp~id.

3. The high le.ve~ of the aaah shoJ:tfall is Wlprec:ec1entec1. ,: ~e.er ut11'ldng all
other available reBerve~, regulAr budget oash wa8oo~~letelydepleted in mid­
August. S1noe that time and to date, We have had to bOr~o~ a total of
$96 million from peaoQ-keeping oparat~QnB to cover regul&r budget expenditurQG.
Unless signifioant ~ontributLQnB are received froM thoee Member States w1th
outstanding contr1but1ona, it will b~ neoos&ary'to borrow aLmost. $200 ~~111on

from peace-keeping operations by the end of october. md nearly $100 million by
the end of November.

4. W¢have been nbt~ to borrow !rom peace·keeping operAtion. only beoauae ~e

have poatponed long-overdue reimburse~t8 to about 60 troop-contributing
countrieo aa ~ell as the payment of LetterQ of Aag1ae to Oovernments. If the
current situation cont1nuQ~. the Organitation will owe troop-contributing
countries more than $1.2 billion by the end of ~~ yea~" This will place peace­
keeping operations in great jeopardy.

/ . "
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UNITED NATIONS ~ NATIONS UNIES
ASSISTANCE MISSION FOR RWANDA ~MISSION POUR L'ASSISTANCE AU RWANDA

UN.A!'1IR - MINUAR

ADMINISTRATIVE INSTRUCTION NO. 047/95

(

To:

From:

Subject:

All UNAMIR Civilian Staff

William CliV~ .'~
Officer-in-Charge/Administration

UNAMIR mission area

DATE: 7 September 1995

(

I am pleased to inform all international civilian personnel that the Office of Human
Resources Management, through Field Administration and Logistics Division
(FALD)/DPKO, has now agreed to redefine the mission area of UNAi\1IR to include
Rwanda, Uganda and Kenya as a whole, and not only Nairobi, with effect from 1
September 1995.

Consequently, we are authorized to pay the applicable MSA rate to mission
personnel travelling on official business within the mission area: US$ 97.00 in Rwanda
and Uganda, and KSh. 5,660.00 in Kenya. In addition, if they are compelled to maintain
their accommodation in their base duty station in the mission area, reimbursement of the
actual cost of the accommodation is authorized up to a maximum of US$ 27.00 per day
upon presentation of relevant receipts.

Please note that personnel who travel to their parent duty station are not entitled to
any subsistence allowance in the location.

For rest and recuperation purposes, the above redefined mission area will also
apply as from 1 September 1995. As for personnel assigned to UNAi\1IR Office in
Nairobi, given that the conditions of life and work are different from those prevailing in
Rwanda, the R & R policy would not be applicable to them.
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UNAMIR

()KIGALI.

OUZIEL FROM DA COSTA.

SUBJECT: UNAMIR MISSION AREA. PLEASE FIND ATTACHED A COPY OF ~
~';"/~R~:

SELF-EXPLANATORY MEMORANDUM (WALTON/DA COSTA) DATBD 24 AUGUST 1995: Sll':'

!N RESPONSE MISSION'S REQUEST INCLUSION KENYA IN M1SS:ON AREA.

PLEASE NOTE CCS/OHRM HAS AGREED DEFINE MISSION AREA TO INCLUDE .," <sc>,

1-J'GANDA 1 RWANDA AND KENYA EFFECTIVE 1 SEPTEMBER 1995. WISH ALSd =<i~'1 ,'W

I ",. ; i i s: MAR'

pRAW YR A~TENTION PROVISIONS PARA 3 THIS COMMUNICATION RELATING TO
i VO'EZ i.:

~PPL!CABLE MSA FOR TRAVEL ON OFFICIAL BUSINESS WITB:N M!SS!ON ARE~
~ . ,,"'·STR·:..iC

WHICH NOW SUPERSEDES PARA 3 OF CCS MEMORANDUM OF 27 JUNE 1995 A
~~_ 'IE~S

COpy OF WHICH IS ATTACHED FOR YOUR INFORMATION AND IS APPLICABLE TO

ALL TRAVEL WHICH TOOK PLACE FROM 1 JANUARY TO 31 AUGUST 1995. BEST

~EGARDS.

(MEDILI/FALD)NNNN

------------------------------------~-----------_._-

/11/

-_.........._-

IAL 'H~~ zec 1\"/ ">JT .. OR,~~ '.~ I
Sl&"ft~ C~r~2s d~ co,t.~'j-~ I

PMSS/FALDI. flO I
".\,.~ A"~ I '1.F. .00t.CA'!I' T~'" ;1 ... '1 .... ~. G""'.'-l" A e .. c~'L<l~ .. A"..tIE~.j
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Mr. Luiz C. cia Costa, Chief
Personnel Managemen~ and Support Se~,ice

FALD/DPKO

Keith Welton, Chief tLJ~
Compensation and Class~ser~:ce.

Mission area - lJNAMIR

.(
1. Reference is made to your memorandum of 14 August 1995 t=ansmitting a
facsimile dated 20 July 1995 from L~AMIR on the above subject.

2. We have examined the issue of UNAMIR mission area again based on the
report of the field review mission undertaken in October 1;9~ and the
information provided in recent correspondence froe UNAM:R. Accordingly, Ne
would agree that the mission area of UNAMIR be redefined to inc:ude Rwanda,
Uganda and Kenya with effect from 1 September 1995.

3. Consequently, we hereby authorize payment of the appl:cable MSA rate to
mission personnel travelling on official business w~~hin :~e mission area:
U5$97 in Rwanda and Uganda, and KSH 5,660 in Kenya (you 101:.11 r eca I I that a
separate rate was established for those UNAMIR staff assigned to ~aircbi).

In addition, if they are compelled to maintain their acc0QZodation in their
base duty station in the mission area, re1mbursment of the actual cost ?!
the accommodation is authorized up to a ma~imum of ~$27 per day upon
presentation of relevant receipts. Please note that personne: ~ho travel to
their parent duty station are not entit~ed to any subsistence allowance in
that location. This provision s~persedes that described ir paragraph 3 of
our memorandum of 27 June 1995, and should also be applica~:e tp :ravel
taken place f rom 1 January to 31 August 1995. )'

4. For rest and recuperation purposes, the above recefi~ed mission area
will also apply as from 1 September 1995. As for pe r sormeI aa s i gried to
UNAMIR office in Nairobi, given that the conditions of li:e an~ work are
different from those o~taining in Rwanda, the R&R ?olicy should~ be
applicable to them.

5. Finally, we would recall that the authority in setting the conditions
of service of staff members is vested with the Assistanc Secretary-General
for Human Resources Management. the R&R policy establ~sted by UNAMIR should
be considered as an ad hoc provisional measure per.di~& tte completion of the
review of eTa pol icy currentIy conducted by the FALD/OHR.~/<)?PBA ....or ki.ng
group.

6. Please do not hesitate to contact us again should FAiD or UNAHIR
require any further clarification on the matter.
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United Nations _Nations Unies

TO
Mr, Luiz C. ~a C~stl, C~ief

Persor.ne~ ~ar.age~ent and SUrpo~t Serviee
FALD/DPKO

Keith ~~lton, Chief ~lLJ~
Co~pen54t1on and Cl!E~SQ~ic~. SACCn/O~~

His!ior. arc! for 'Cit IPO rec~perat!on and
co§t Qf reroin_C .ccomm2dation - UN&~I&

1, I t"efe.r to t::ti. at:ach-.d h:.simile da re d 9 June 1995 [rorl ~!'.e Chief
Ad~ini8trativlt Offic:er of UNAXIR.

2. We w~~ld noe6 ~h1t the eu:ren~ a~~_nga~Qn~s fot te~t a~c :,~ui.ratic~

i:1 r:UplfC.t o! UNA.~IB. &taff have b(,lin ~stab:'ishe~ locill1y. M. far 4S '\7e s re
concerned, tha inelU$1~n of Nairoci in ~ha ~iss1on a:e. fer 1c=1~~2trativa

purposes ~ie~5 ~o be aciiqu~te, In th~s ligbt, and g~ven th.: r~~. OP?SA
and OHR."t are tiovi~... ';'ng le"'<'Il!ti;r",.off ~:rov1.~ioc\S fM,: all ltl.SS:'::l:: ~e-::lo:-,~.et.

~a do not see, a~ thts 5t_gi, tr.a nec"si~y of exttnding the ~i$~~~n a~ei ;0
include tne "Who:.!!: ccunt ry of KC:1ya for "R&R" purpos sa 110& s'..:.gges-;ed by
trNAM:i:R.

I

3, R&&ardi~g ctssion p~Tscn~el tray~llini on official bUii~es. co ~ai:obL,

~. wa~ld agree tha~ thay re:e1ve, in ltQU of KSA, the apjl~cab:a 6aily
subsiscence allowance (DSA) durlng the p~riod of official stay ~~ th~t city,
In adaition, if ~hey are compelled to ~a1nta1n ~he1r acco~~odat~cn i~ cheir
~ission duey ~tati~~ in Rwa~da, ~r.e cost of the accommodation yill be

( }.1tioursed up tc B. r,axill1'J.":l o! US$ 27 per day subj acc to preser.>;acior. of
,levant recai~ts. A~ for those ~ho unde'taka c:ftcial travel ~ithin

Rwa:"1d4, in addition to pay:r.ent of MSA. thay will be rdl:lbutlif'.d >;he accue l,
hotel room C~$~ in~~rr~d ~; th6 dest1nst1on of ~uch trAvel, al~o up ~o ~

m_xL~~ of US$27 par day ~yon pre~entatio~ of hO~iL recei?ts, prov~ded thsc
chey are co~pell~c t~ ~4tntain the accommodatio~ at th~ir base c~ty

s~atlon. Ple.ase nc t e t::a lbove reiobursement is not ap,licabie when
Acco~~odation is provided by L~:~~It. S~a(f orig1~411y &5signec f=o= ~a:robi

~:G not Anti~lec to any su;sisten~~ allo~a~~e w~er. the: ar~ O~ ~!!~c1al

bU5L~esa at th~ir ~artnt euty st~tion.

4.. Please inror11l TJ'K~~n Act,':1inis~re.tior. 4~corG1ng1.r.
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ADMINISTRATIVE INSTRUCTION NO. 047/95

DATE: 7 September 1995

(}

To:

From:

Subject:

All UNAMIR Civilian Staff

William CliV~ .'~
Officer-in-Charge/Administration

UNAMIR mission area

(

I am pleased to inform all international civilian personnel that the Office of Human
Resources Management, through Field Administration and Logistics Division
(FALD)/DPKO, has now agreed to redefine the mission area of UNAMIR to include
Rwanda, Uganda and Kenya as a whole, and not only Nairobi, with effect from 1
September 1995.

Consequently, we are authorized to pay the applicable MSA rate to mission
personnel travelling on official business within the mission area: US$ 97.00 in Rwanda
and Uganda, and KSh. 5,660.00 in Kenya. In addition, if they are compelled to maintain
their accommodation in their base duty station in the mission area, reimbursement of the
actual cost of the accommodation is authorized up to a maximum of US$ 27.00 per day
upon presentation of relevant receipts,

Please note that personnel who travel to their parent duty station are not entitled to
any subsistence allowance in the location.

For rest and recuperation purposes, the above redefined mission area will also
apply as from 1 September 1995. As for personnel assigned to UNAMIR Office in
Nairobi, given that the conditions of life and work are different from those prevailing in
Rwanda, the R & R policy would not be applicable to them.



tJNtTED-NA-T-leN-S
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UNAMIR-MINUAR

----NAIlON.S.UNJES
MISSION POUR L'ASSISTANCe AU RWA"NDA- ._""~-~ ----,

TO:

OFFICE OF THE CHIEF ADMINISTRATIVE OFFICER

DATE: 25 August 1995

., .

All UNAMIR Staff

(
FROM:

SUBJECT:

Chaim Ouziel, CAO

Staff meetin2

(

This is to inform you that there will be a meeting of all UNAMIR staff on
Tuesday, 29 August 1995, at 2:00 p.m. in-the conference room on the g-round floor.

The purpose of the. meeting is to introduce. the l1e\V9A9.. Ms. Susan
Matthew.



UNITED NATIONS
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UNAMIR-MINUAR

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

TO:

INTER OFFICE MEMORANDUM

DATE: 24 August 1995

All UNAMIR Staff

FROM: Chairn Ouziel. CAO c:.C'l/"\

( SUBJECT: Forei~ currency exchan~e

I reproduce below, to bring to your attention once more, the circular issued
on 12 August on the above subject. The Rwandan authorities have again informed
us that they view as illegal the exchange of foreign currency through persons who
are not "authorized agents", and warned of arresting offenders.

(

TO:

. ... _·~---·--Again:--aH··staff-·are advised and warned of this situation, and instructed to
exchange foreign currency onlyat banks, govemment institutions or otherauthorized
agencies displaying signs that they are so authorized.

INFORMATION CIRCULAR No. 046/95

DATE: 12 August 1995..

All UNAMIR Staff

FROM: Chaim Ouziel, CAD ~

SUBJECT: ForeilW currency excban2e '..

TheGovernment ofRwanda views as illegal theexchange of foreign currency
through persons who are not "authorized agents". It has issued explicit instructions
to the Gendarmerie to arrest any person indulging in such unauthorized exchange.
All staff are thus advised and warned of this situation, and instructed to exchange
foreign currency onlyat banks, government institutions or other authorized agencies
displaying signs that they are so authorized.



UNITED NATIONS
ASSISTANCE MISSION TO RWANDA

UNAMIR-MINUAR

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

TO:

OFFICE OF THE CHIEF ADMINISTRATlVE OFFICER

DATE: 21 August 1995

All UNAMIR Staff

(
FROM: Chaim Ouziel, CAO

SUBJECT: Designation of new CAD

I will complete my assigrunent to the mission on 31 August 1995. Ms. Susan
Matthews will replace me as Chief Administrative Officer effective 1 September
1995. She will arrive at the mission on 25 August to allow briefing and handover.

Ms. Matthews brings with her extensive experience in the administration of
peace-keeping missions, most recently as CAD of UNFICYP in Cyprus. On behalf
of all of us I wish to welcome her to UNAMIR and extend to her our best wishes,
support and cooperation in the tasks ahead.
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UNAMIR-MINUAR

Gross negligence is negligence of a high degree involving wilfulness,
drunkenness or reckless disregard for the consequences of one's actions.

(b)

3. In order to properly assess costs when damage to, loss or destruction of UN
property has occurred, the LPSB will seek to establish whether there has been a
deviation from standing UN or UNAMIR rules or instructions; and whether there
has been negligent conduct. In determining whether there has been negligent
conduct, the LPSB shall apply the following criteria and definitions:

(a) Negligence is the omission to do something which a reasonable, discerning
person, in the context of day to day human affairs, would have done; or,
conversely, doing something which a discerning and reasonable person would
not do.

DATE: 15 August 1995

INFORMATION CIRCULAR No, 045/95

2. In reviewing cases, the LPSB shall rely on investigation reports by
UNAMIR's investigative units or its own investigations. When necessary, the LPSB
may call UNAMIR or contractors' employees involved with, or with knowledge of
the case to appear before it to answer questions the LPSB may have.

1. Pursuant to the rules and procedures outlined in the United Nations Field
Administration Manual, and to Financial Rule 110.34 and Staff Rule 112.3, the
following guidelines are established to assist the UNAMIR Local Property Survey
Board (LPSB) in making decisions, or recommendations to the Headquarters
Property Survey Board (HPSB) for its decision, on any loss, damage, deficiency or
irregularity occurring in property belonging to, entrusted to, or in the charge of
UNAMIR.

All UNAMIR Personnel
All UNAMIR Contractors

Chaim Ouziel, CAO

Liability for loss/dama2e to UN Property

UNITED NATIONS
ASSISTANCE MISSION TO RWANDA

TO:

SUBJECT:

(

() FROM:
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Military and civilian personnel receiving MSA

(i) Any on- or off-duty military or civilian personnel (including those under
Special Service Agreements, SSA) in receipt of Monthly Subsistence
Allowance (MSA) who causes damage to, or loss or destruction of, UN
property through gross negligence shall be assessed 100% of the loss/cost,
but not exceeding US$10,000.

(ii) Any off-duty military or civilian personnel and those under SSA in receipt
of MSA, who causes damage to, or loss or destruction of, UN property
through negligence (not amounting to gross negligence), shall be assessed
50% of the loss/cost, but not exceeding US$5,OOO.

(iii) Any on-duty military or civilian personnel and those under SSA in receipt
of MSA, who causes damage to, or loss or destruction of UN property
through negligence (not amounting to gross negligence), shall be assessed
25 % of the loss/cost, but not exceeding US$2,500.

(c) Civilian experts and contractor's personnel

(d) United Nations Volunteers (UNVs) and SSA Personnel. Non-Recipients of
MSA

Where civilian experts and contractor's personnel cause damage to, or loss or
destruction of UN property on- or off-duty, an assessment of 100% of the loss/cost
shall be made in all such cases upon proof of any degree of fault or negligence.

(i) Any on- or off-duty United Nations Volunteer (UNY) and anyone under
SSA not in receipt of MSA, who causes damage to, or loss or destruction
of UN property through gross negligence shall be assessed 100% of the
loss/cost, but not exceeding US$7,500.

(ii) Any off-duty UNV and anyone under SSA not in receipt of MSA, who
causes damage to, or loss or destruction of UN property, through

Military personnel who are not in receipt of MSA, who cause damage to, or loss or
destruction of United Nations property on- or off-duty, shall be liable only in cases
of gross negligence. In all such cases, the assessment of cost will be made to the
Government of the troop contributing country concerned. For both on-duty and off­
duty personnel, there shall be an assessment of 100% of the loss/cost, but not
exceeding US$10,OOO.

(b) Military personnel not in receipt of MSA

(a)

4. In cases where the LPSB has found negligence or gross negligence to have
occurred, it shall take into account the following provisions in assessing liability for
the different categories of UNAMIR personnel:

(

()
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negligence (not amounting to gross negligence), shall be assessed 50% of
the loss/cost, but not exceeding US$3,750.

(iii) Any on-duty UNV and anyone under SSA not in receipt of MSA, who
causes damage to, or loss or destruction of UN property through
negligence (not amounting to gross negligence), shall be assessed 25% of
the loss/cost, but not exceeding US$l,875.

(e) Local Personnel

(i) Any on- or off-duty locally hired employee who causes damage to, or loss
or destruction of UN property through gross negligence shall be assessed
100% of the loss/cost, but not exceeding US$5,OOO.

(ii) Any off-duty locally hired employee who causes damage to, or loss or
destruction of UN property through negligence (not amounting to gross
negligence), shall be assessed 50% of the loss/cost, but not exceeding
US$2,500.

(iii) Any on-duty locally hired employee who causes damage to, or loss or
destruction of UN property through negligence (not amounting to gross
negligence), shall be assessed 25% of the loss/cost, but not exceeding
US$1,250.

5. In considering a case, the LPSB will take into account all the facts, including
all mitigating circumstances and factors such as necessity and unforeseeability, to
determine fault or negligence and the degree thereof.



UNITED NATIONS
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NATIONS UNIES
MISSroNttOUR L'AssrSTANCCAo-RWANDA

TO:

FROM:

( SUBJECT:

INFORMA TlON CIRCULAR No. 046/95..

DATE: 12 August 1995

All UNAMIR Staff

/L.2t ~Chaim Ouziel, CAO G'- ~ '-

Foreim currency exchan2e

(

The Governme..nt of Rwanda views as illegal the exchange of foreign currency

through persons who are not"authorized agents". It has issued explicit instructions

to the Gendarmerie to arrest any person indulging in such unauthorized exchange.

All staff are thus advised and warned of this situation, and instructed to exchange

foreign curr~ncy only at banks, government institutions or other authorized agencies

displaying signs that they are so authorized.

'1".1~ t
", ~
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11 August 1995

TO: All Sections/Units

FROM: Chaim Ouziel,
Chief Administrative Officer

(

SUBJECT: Absence from Headquarters - CCPO

Mr. Kimso Nilsvang, Chief Civilian Personnel Officer, will be away from
Headquarters for the period inclusive 11 to 21 August 1995. In his absence,
Mr. Jose Aguirre will act as Officer-in-Charge of Personnel Section.

For your information please.
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UNITED NATIONS
ASSISTANCE MISSION rs RWANnA

NATIONS UNIES
ldISSION POUR L'ASSISv.tfCE AU RWANDA

INTERomCE MEMORANDUM

URGENT DATE: 03 Aug 95

REF: AIR OPS 402

TO: All UNAMIR Military and Civilian Personnel

C.Ouziel
Chief Administrative Officer

SUBJECT: UNAMIR FLiGHT SCHEDULE DURING TI-IE PE D 04 - 09 AUGUST 1995

FROM:
(

1. Due to the rotation and withdrawl of various UNAMIR contingents to their home
countries, the UNAMIRflight schedule will be heavily altered during the period 04 - 09 Aug 95. The
proposed shcedule for this period is as follows:

Fri 04 Aug - UN071 DEPARTS NAIROBI TO KIGALI 0600H LOCAL - CHECK IN 0400H.
UN071 DEPARTS KIGALI TO NAIROBI 1430H LOCAL - CHECK IN 1230H.

Sat 05 Aug - UNO?1 DEPARTS NAIROBI TO KIGALI 0600HLOCAL - CHECK IN 0400H.
THERE IS NO PLANNED FLIGHT TO NAIROBI FROM KIGALI.

( Sun 06 Aug - THERE IS NO PLANNED FLIGHT ON THIS DATE.

Mon 07 Aug - THERE IS NO PLANNED FLIGHT ON THIS DATE.

Tue 08 Aug - THERE IS NO PLANNED FLIGHT FROM NAIROBI TO KIGALI.
UN071 DEPARTS KIGALI TO NAIROBI 1700H LOCAL - CHECK IN 1500H.

Wed 09 Aug - UN071 DEPARTS NAIROBI TO KIGALI 0900H LOCAL - CHECK IN 0700H.
UNO?1 DEPARTS KIGALI TO NAIROBI 1015H LOCAL - CHECK IN 081SH.

After Wednesday 09 August 1995, the regular flight schedule will come back into
force. (Flights each day except Wed and Sun; Dep Nairobi at 0900h local; Dep Kigali at lOI5h local)

URGENT



URGENT
2. Please utilize the above schedule for all travel planning purposes. In the event that
unforseen valid travel requirementssurface during this time frame, then there may be a possibility of
utilizing the Beechcraft on an ad-hoc basis. Other than those flights listed above, under no
circumstances will R & R or leave passengers be carried between Kigali and Nairobi.

3. Any inconvenience is regretted, however, our current efforts towards downsizing musttake precedence in the short-term.

(

(

4. Best regards.

URGENT



Date: 2 August 1995
Ref.: UNAMIR!PRU/95

NISSXO" ~UR L'ASS;rSTANCE AO RWANDA
NATIONS UNIES

UNAMX:R - MrNU~

ASSISTANCE KISSION FOR RWANDA
UNITED NATIONS

lNTEROPFICB MEMORANDUM

To: All Chiefs of Sections
FSA Coordinator

Please bring the attached Vacancy Announcements to the attention of international staff
in your Section/Office.

t·

From: K. Nilsvang ._;..:>
Chief Civilian Personnel Officer~--"""""-:lldi-.-->---__=",-,,"_----,

( Subject: Vacancy Announcement

(
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United• Nations 'Secretariat
Vacanry Announcement

"

'ACANCYANNOUIYCEMENI NUMBER
,)EAQUNE FOR APPI,,'CA'fIONS

lQST TITLE AND lEVel
'aU NUMBER
JUTY STATlQN
JA(jANIZATlONAl VNII

95-A·ECA·10l·AA
15 SEPTEMBER 1995

CHIEF. ADMINISTRATION AND CONFERENCE SERVICES DIVISION, 0·1
01·009

c, ADDIS ABABA
ADMINISTRATION AND CONFERENCE SERVICES DIVISION
ECONOMIC COMMISSION FOR AFRICA (ECAl

uss 100.502 Without dependants
US$ , 0 1.012 With dependants

INQIC~TIYEMINIMUM GROSS ANNUAl,.
BEMUNERAT'ON CfNClUp.N G
PQS! ADJUSTMENTI •

-f)'------------------------~----

'fUNcnONS
I

Under the general direction of the Executive Secretary. the incumbent:
provides policv advice tot he Executive Secretary on all aspects of administration and management of human and
financial resources of ECA;
provides direction, co-ordination and supervision to .tlt different sections of the Diviston:
is responsible to the Under Secretary-General for Administration and Managament, United Nations Headquarters. for the.
consistent implementation of the Organization'S Financial Regulations and Rules. as well as Staff Re;lulations and RlJfes
and related administrative policies;
directs the interpretation and implementation of the relevant decisions and resolutions of the General Assembly and the
Commission;
maintains liaison and negotiates with representatives of Member Governments and the host ~o\lernment (Ethiopia) on
various matters;
manages and controls the funds generated from extrabuccetarv funded projects;
coordinates staff/management matters and staff welfare matters.

QUALlflCATlONS:

AJ.".fflced university degree in social sciences, business, public administration or related fields. ApprOXimately 18 to 22 years
of\"Jlgress;velv responsible experience in administration or wl'Jch 1 should be at the managerial level. Must have demonstrated
sound managerial and negotiation skills. Extensive experience at the national arod international level. leadership ability with
excellent ::omnlunication skills. Kflowledge of organizations of the UN system an asset.

LANG\)AGfS;

Fluency in English or French with draftmg ability; working knowledge of other UN official ianguages desirable.

External applicants are requestec to complete a United Nations Personal History form !P 11J. available at UN ofti·;es. or to
send a detailed curricuium vitae locludinO date of birth and natlonaliw.

Interested UN Staff members at the D-l or p-5 level. who possess the relevant training and experience, should submit
applications on the Application for Vacancy form (PPS·2l. which is available at local UN personnel offices.

The Secretary-General reserves the right to appoint a candidate at one level below the advertised level of the oost.
PraferOl1ct will be given to ll(luelly Qualified women candidates.
All applications should be sent to: Ms. Ying Vine TanQ. Office of Human ReSOurces Managemer.t. United Naticns.

Roam 2500, New York, N.Y. 10017. Fax No. (212) 963-3134.

• plu•• numbar of addlrlonal b60efits. wh9fl IIpplicable, such II' housing subsldv, dependency allOW8l1C8. educar'on granr for
Children, repatr13tion glint. silt weeki' paid vecatlon. etc.

----------

PLEASE REFER TO BOTH THE VACANCY ANNOUNCEMENT NUMBER AND THE POST NUMBER IN ANY CORRESP.ONDENCE
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United• Nations Secretariat
Vacancy Announcement

4

:t\N(;Y ANNQUNCEMENT NUMBER
\QLINE FOR APPliCATIONS

$I TITLE AND L~vel

in NUMBER
TV STATIQN
~ANr~ATIQNAt UNIT

)ICATIVE MINIMUM GROSS ANNUAL
EMUI'jEB,!IION UNCLUDING
~.

fNCIIQNS:

95-S-ESC-094-8A
15 SEPTEMBER 1995

POPULATION AFFAIRS OFFICER, P-4
UNE·24480-E-P-4-002
BANGKOK
FERTILITY AND FAMILY PlANNING SECTION
POPULATION DIVISION
ECONOMIC AND SOCIAL COMMISSION FOR ASIA AND THE

PACIFIC IESCAP}

US$ 79,150 Without dependants
US$ 80.0iO With dependants

.'

Under the supervision of the Chief of the Divi~ion. the incumbent:
plana, ccerdlnates and directs activities to support the member governmentS in the formulation policies and development
and implementation of population programmes; .
prepares periodic reviews of population and fertility situation obtained in the countries ot the region;
prepares researcrvstucles on the population poficy and family planning programmes in the ESCAP region;
handles training proqrammes for programme managers and researcherslevaluators engaged In fertility and family planning
research;
maintains contacts with the national governments to assess the current and luture needs of nat.onal population and
family planning programmes;
assists in the preparation, organization and convening of the regional conferences. Population Committee and other
technical meetings. seminars and workshops on population and related matters;
prepares (il documentation 10r the annual session of the Cornrrussicn :iil programme of work and priorities, and (iiI)
relevant sections of the medium-term plan of the Divrsion,

)!JALIFICATIQNS:

A(Jnced university degree In the social sciences or econormcs with specianzanon in populations studies Including statistical
and demographic analysis. Approximately ato , 2 years of professional experience at tne International level preferably in Asia
and the Pacific. Experience in demographic rese arctvpouutation pia nninll and implementation desnante.

LANGYAGES:

Fluency in English or French with dr~ftinQ ability; workIng knowledge of other UN ottic.at languages desirable.

External applicants are requested to complete a Urutec Natior.s Personal History 10m: (P.1 11. available at UN offices, or to
send a detailed curriculum vitae including date or birth and natonatitv.

lnteresteu UN Staff members at the P-4 or P·3 level. who possess the relevant training and experience, shovld submit
applications on the Application for Vacancy form (PPS-21. which is available at local UN personnel offices.

The Secretary-General reserves the right to appoint a candidate at one level below the advertised level of the post.
Prof.llne. will b. given to &qu&lly qualifiod women candidates.
All applications should be s~nt to: Mr. Suwit Habanananda. Chief. Personnel Services Section, ESCAP. United Nations

Budding. Raidamnern Avenue. 8angkok 10200, Thailand Fax No.: (662) 288-' 000.

-----_._--
• plus II numb8l" of addltlo(2)/ benefits, when applicable. such as hou sing subsidy. dependency a11owB(lce, education grant fO(

children, repatriation grant, six weeks' paid vacation, etc.

PLEASE REFER TO BOTH THE VACANCY ANNOUNCEMENT NUMBER AND THE POST NUMBER IN ANY CORRESPONDENCE



Fluency in English or French; work.ing knowledge of other United Nations official languages desirable.

~l(te/ldca Plgt..
1 e.

External applicants are requested to complete a United NatIons Personal History form (P.ll I, available at UN offices. or to
lend a detailed curriculum vitae including date of birth and nationality.
Interested UN Staff members at the P-4 or P·3 level, who possess the relevant training and experience. should submit

JIJPUcations on the Application for Vacancy form (PPS-21. which is available at tocal UN personnel offices.
The Secretary-General reserves the riOht to appoint a candidate at one le\lel below the advertised level of the post.
P'.f....-.c:. will be given to equally qualified worn.., candld.t...
All applicatians should be sent to: Mr. Normand Dussault, Offie ! of Human Resources Management. Room 2535, United

Nations. New York, 10017. Fal< No.: l2121 963-3134.

• ptUI II numb... of additlonaf benefits. whCllfl .ippllcable. such as housing subsidy, dependency allowance, education Qfant for
childr.n. ropatrlation grant, she we,h' paid vacation. etc.

PLEASE REFER TO BOTH THE VACANCY ANNOUNCEMENT NUMBER AND THE POST NUMBER IN ANY CORRESPONDENCE

(

,.
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United• Nations Secretariat
Vacancy' Announcement

vaCANCY ANNOUNCEMENT NUMBER
0Ee:PllNE FQR APf.!,.ICATIQNS

POST TITLE AND LEVEL
PQSI N!,JMB@
pun: STATION
ORGANIZATIONAL UNIT

INDICATIVE MlrJlMlIM GROSS A~NUAL

f\~MVN~RAIIOrj (INCLUDING
POST ADJUSTMtiNTI •

95·A-DHA-102-NY
1 SEPTEMBER 1995

CHIEF, OFFICE OF THE UNDER-SEC EIARY·GENERAL. 0-1
UNA-4011 1-E-D-, -00 1
NEW YORK
OFFICE OF THE UNDER-seCRETARY-GENERAL
DEPARTMENT OF HUMANITARIAN AFFAIRS (DHAI

US$ 102,965 Without dependants
US$ 104,542 With dependants

Under the guidance of the Office of the Under·Secretary-General (USGI tor Humanitarian Affairs, the incumbent:

perfOfms the functions at Chief of Staff and provides support to facilitate the exercise of the USG's management
re8ponsibilitilJ$;

- auists the USG on matters relating to the Organization and staffing of the Department, the coordination, planning and
expedition of his worle programme. as well as In the follow-up at its implementation;
assists in the coordination of activities of and ensures complementarity between the New York and Geneva Offices as
well as field structures;
assists in the management of the Central Emergency Acsoiving Fund (CERF1, including advise to the USG on its
utilization;
ensures the timely preparation of reports to intergovernmental bodies; reviews assessment on events and developments
of signiticance submitted by heads of divisions in the department for the consideration of the USG;
assists the USG in his contacts with governments, delegations, the press and the general public;
ensures the preparation of speeches, statements. and briefing papers on subjects with which the USG is concernec:
carries out~ assignments at the request of the USG.

QUALIFICATIQNS:

A;-lnced university degree in international relations. la..... or economic and social admmistration, Approximately 18 to 22
yea"'~f professional experience at the international level, preferably in policy and management oriented work In the UN.
Extensive experience in project formulation and execution in the areas of emergency manacement and the coordination of rehet

operations. Long practical experience in the field with UN tecnnical and humanitarian assistance. SpeCialized kno ..... ,edge of
office management, human resources development as well as the theory and practice of emergency management.

LANGUAGES:

Fluency In English orland French; working knowledge at aoorner UN otticia' language ces.rable.

External applicants are requested to complete a United Nations Personal Hisrorv torrn (P 11). available at UN offices, or to
send a detailed CUI'riculum vitae including date of birth and nationality.

Interested UN Staff members at tile 0- 1 or P·5 level, who possess the relevant training and experience, s~ould submit
applications on the Application for Vacancy form (PPS-2J. which is available at local UN personnel offices.

The Secreta')' -General reserves the right to appoint a candidate at one level below the advertised level of the post.
PreferltI\ce will be given to equally qualifIed women c8I1didatlll.
All applications should be sent to: Mr. Adnan T. lssa. Office of Human Resources Management. Raom 2500. United Nations.

New York, 10017. Fax No.: (2121963-3134.

• plu~ a number of additIonal benefits. when applicllble, such (IS housing subsidy. dependeocv a1fowMlce, education gr'lII1t for
children. repatriation grant, sIx week!' paid vacation, etc.

PLEASE REFER TO BOTH THE VACANCY ANNOUNCEMENT NUMBER AND THE POST NUMBER IN ANY CORRES~ONDENCE
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United .Nations Secretariat
Internal Vacancy List

I

j

lelerenee: ST/SGB 267
ST/AtJ390
ST/ICJ1993/.,e

PublicationfTransmission date: 21 July 1995
Deadline for Applications: 11 August' 995

DEPARTMENT FOR DEVELOPMENT SUPPORT AND MANAGEMENT SERVICES

Applications' for any of the following posts should be sent to Mr. Normand Dussault
Recruitment and Placement Division, Office of Human Resources Management. Room 5-2535,

United Nations, New York, N.Y. 10017. Fax No. (2121963-3134.

Grade Function81 tf1Ie OccupatIonal
group

DutY
Itation

OHA·45790-T·P·3-o06 P-3
VA: 95·A-OSM·J59·NY

Procurement OHicer Administration New York

I The incumbent is responsible for all procurement activities related to the requisitions assigned to him. He/she wil~

IH .~ifically responsible fO( the procurement of geophysical, computer, milling, surveying, geothermal, laboratory,
video/sound and hydraulic equipment: and weather ta51ing equipment as well as supplies, accessories and parts.
Purchase orders frequently involv, shipping, insurance. installation/commissioning, training and maintenance, which
are to be provided by the manufacturer at the project site. He/she has to follow-up closely on the obtaining of export
lieltnn on expediting, on payments and on claims.

UNA-45500-E-P·3-007 P-3
VA: 95-A-DSM·364-NY

Administrative Officer Administration New York:

The incumbent assists in the financial management of the resources available to the Department. He/she is also
r.- pnsible for the planning and monitoring of the computerization of the Department's operations. In addition. the
inhf'mbent is in charge of the administration of matters related to the introduction of new technclocies ioto the
Department, including 1M'S and the upgrade of the financial databases of the Department's resources..

• Interested UN Secretar"'t staff at 'the level of th. post or Ol'l' l,Ive] below mtIst aaply using Application for Vacancy
form (PPS·2) which i. attached to STIIC11993/66. It r, also av"iIDbl. 01 ttl. RecruitrNnt .nd Placemom Division,
OHRM. Room 5-2500 at Headquarters in New York, at UN personnel oHicu for offices away from Headquarters,
Applications should be received no later than three weeks after the publlcation/trenamisslon d'5te indkated above.

I N.B. It 1$ important 10 note that some of the above po~ts which include projected ,vacancies may not become
l available as expected as e rnult of the current restructuring or for other unforeseen Circumstances.

REM:OVE BY 14 AUGUST 1995
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United _Nations Secretariat
Internal Vacancy List

db
f.rence: ST/SGS 267

ST/AU390
STIICI1993/66

PubJicationlTransmission date: 21 July 1995
Deadline for Applications: 11 August 1995

DEPARTMENT FOR DEVELOPMENT SUPPORT AND MANAGEMENT SERVICES

Appncations" for any of the following posts should be sent to Mr. Normand Dussault.
ecruitment and Placement Division, Office of Human Resources Management. Aoom 5-2535,

United Nations, New York, N.Y. '0017. Fax No. (212) 963-3134.

'0" .(.4.,
'A numb.r

Grade Functional titll Occupational
group

Duty
stltion

,lNA·45,lO·E·D·l-OOl 0·1
fA: 95-E-DSM·368-NY

Chief of OfficI, USG Economics New York

the incumbent is responsible for all directing and managing the s~aH and activities of the Office, and for monitoring
IOd liaising on behalf of the USG, the operational and normative activities earned out bv the Department. He/she
Issists and advises the USG on required substantive contribution to various legislative and intergovernmental bodies
:meconomic and social matters; the preparation of briefs and statements for the USG. The incumbent also monitors
the activities undertaken by the Department with regard to the Regular Programme of Technical Cooperation. and
advises the USG on the use of these funds; and assists the USG in the supervision of the work of DOSMS Directors.
:JOd ensures the implementation of decisions taken concerning the Department's programmes and activities.

(,

• (nterested UN Secretariat staff at the level of the post or one level below must apply using Application for Vacancy
form IPPS-2J which \$ attached to ST/IC/1993/66. It i. 8lso avabble at the Rocruitment end Piacernent Division.
OHRM. Room S-2500 at Headquarters in New York. at UN personnel offices for offices lIway from HeacQulIners.
Application. shOCJld be received no later than three weeks after the publication/trallsmission date indicated above.

"

N.B. It i. important to note that some of the above posts which indude projected vac~ciea may not become
al/dabl. at expected as .. result of the current r.structuring or for other unforeseen circumstances.

REMOVE BY 14 AUGUsr 1995
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Reference: ST/SGB 267
ST/AI/390
STIICI1993/66

Publicationrrransmission date:21 July 1996
Deadline for Applications: 11 August '996

HUNITED NAnONS CENTRE FOR HUMAN SETILEMENTS (Habitat)

Applications for any of the following posts should be sent to Mr. Nadjib-Ullah Orner, Chief, Personnel
Recruitment and Administrative Section, United United Nations. P.O. Box 30030, Nairobbi. Kenya.

Fax No.: 254-2-624262.

.JI
Post numbe, Grade Functional tide Occupational Duty
VA numb.r group station

,

I

UNU·19111·E-P-3-001 P-3 Special Assistant NairobiAdministration
VA: 95·A·HAB-363·NA -

The incumbent undertak81 Jubltantial duties relating development of management policies plans and programmes
between the ASG and Senior Manage,. of the Contre; supports the activities of Deputy Executive Director in the
office of ASG and in his absence the Officer-in-Charge; develops proposals and implements logistical arrangements.

Special requirements: Fluency in Engiish and working knowledge of French/Spanish are essential.

UNU·19290·E-P-3-002 P-3
VA: 95-T-HAS-361-NA

Spanish Translator language and
Related work

Nairobi

Tr ~ncumbent translates, revises and edits texts cOllering the full range of subject dealt with the United Nations I
catltfe for Human Settlements, He/she gives as required, authoritative advice to all departments on questions
concerning terminol~V and usage in the working languages (Spanish).

Special requirements: Six years of translation experience preferably in the UN and Master or BA in Spanish literature.

• Interested UN Secretariat staff at the level of the post or one level below must apply using Application for Vacar.cv
form (PPS·2) which is attached to STJIC/1993/66. It is also available at the Recruitment and Placement Division.
OHRM. Room 5-2500 at Headquarters in New York. at UN personnel oHices for offices away from Headquarters.
Applications should be received no later than three weeks after the publication/transmission date indicated above.

N.B. It i. important to note that some of the above posts which include projected vacsnctes may not become
available u expected as a result of the current restructuring or for other unforeseen circumstances.

~OVEBY14AUGUST1~5
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R.ference: ST/SGB 267
ST/A11390
STIICI1993/66

PubliciltionlTransmission date: 21 Julv 1995
Deadline for Applications: 11 August 1995

DEPARTMENT Of ADMINISTRATION AND MANAGEMENT
Office of Conference and Support Services

Applications' for any of the following posts should be sent to Ms. Norma Aguirre
Recruitment and Placement Division. Office of Human Resources Management, Room 5-2535.

United Nations. New. York, N.Y. 10017.. Fax No. 1212) 963-3134._ J

I ()

POlt numb.r Grade function.. ti1Je Occupational Duty
VA number group .tltian

; , •
UNA-4 t 721-E-P·4-Q22 P·4 Transtator language and New York
VA: 95- T·OCS·362·NY (Spanish) ReJated Work

The incumbent is responsible for translating. mostly without revision, texts covering a broad range of subjects dealt
with by the United Ni1tions. particularly those subjects requiring experience and recognized proficiency. He/she
draft,. mostfy without revision. summary records and $8r\l8S as monitor 01 precis-writing teams; counsels and assists
junior translators/precis-writers, as required; assists revisers in the selection of terminological materials. Must have
passed the UN Spanish Translator's Examination.

(

• Intere.ted UN Secreteriat Itaff at the level of the post or one leve' below must applv using Application for V1Jcancy I
form (PPS·2/ which il attached to ST/IC/1993/66. It II !liso It\llaabl. It the Recruitment and P1acement Civilian.
OHRM. Room 5-2500 at Headquarters in New York. at UN persoone' offices for offices away from Headquarters. I·

Application, should be received no tater than thr.e weeks after the publication/transmission date indicated above.
I

N.B. It is important to note that lome of the above posts which include prolected vecsncles 'Ny not become I
available II expected as a result of the current restructuring or for other unforeseen circumstances.

REMOVE BY 14 AUGUST 1995
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Reference: ST/SG8 267
ST/AlI390
STIIC/1993/66

Publication/Transmission date: 21 Julv 1995
Deadline tor Applications: 11 August' 995

DEPARTMENT OF ADMINISTRATION AND MANAGEMENT
Office of'Conference and Support Services

Applications' tor any of the following posts should be sent to Mr. William F. Mudiwa
Recruitment and PSacement Division, Office of Human Resources Management, Room 5·2535,

United Nations, New York, N.Y. 10017. Fax No. (212) 963-3134.

( ),
POlt numb.,
VA number

Grade Functional title Occupational
group

Duty
Itation

UNA-41727-E·P·4-Q22 P·3
VA: 9S-A-HRM-365-NY

Secretary, Appointmem
and Promotion ~anel

Administration New York

The incumbent S8NII as S8c,etary to tho Appojntment and Promotion Panel in connection with appointment,
placement, promotion and review of contractual status of staff in tne General Service and related categories;
manag•• the work of tile Field Service Promotion Review ~.n81 in connection with the annutll promotion review for
ltaff members in the Field Service category and on the Field Service level status lmission appointee.); participates
io the formulation and drafting of policy documents pertaining to the different dutiel assigned to the Panel; replaces

I the Secretary of the Board and Committee in hislher absence ..

(

• Intlltsted UN Secr.tariat staH at ttlll levef of ttl. post or OIle level below must 31'plV using Application for Vacancy
form (PPS·21 which is attached to STIICf1993/66. It il allO avu&b1e at the Recruitment ..,d P1acement Division.
OHRM, Room 5-2500 st Headquarten in New York, at UN p.rlonn$1 offiCII tor oHice••way from Headquarters.
Applications should be received roo late' than thrse weeks after the publication/transmission dllte indicated above.

N.B. It i. important to nota that soma of the above posts which include projected vacancies may not become
avaia~. as expected al a ruul1 of the current restructuring or for other unforeseen circumstances.

REMOVE BY 14 AUGUST 1995
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Internal Vacancy List

Raference: ST/SGB 267
ST/AII390
ST/ICI1993t66

PublicationlTransmission date: 21 July 1995
Deadljne for Applications: 11 August 1995

DEPARTMENT Of PUBLIC INFORMATION

Applications· for any of the following posts should be sent to: Ms. Netta Avedon, I
Professional Staffing SGrvice, Recruitment and Placement Division, Office of Human Resources
Management, Room S-2535. United Nations, New York, NY 10017. Fax No.: (212) 963-3134

-
Post number
VA number

Grad. Functional title

=

Occupational
group

,Dutv
station

UNA·31769·E-P·5-011 P-5
VA: 9S+0PI·357-MD

Director, UNiC Madrid Public
Information

Madrid

The Director of the UNIC Madrid serves the Member State of Spain in carrying out OPI work programmes and diverse
activities to promote an informed understanding 01 the public of United Nations goals and activities. Maintains
sensitive political Iiaisen wort< with governmental bodies and international organizations in the country, Informs
Headquarters of local trends and attitude! towards the Organization and assumes full administrative resccnslointv
of the Centre.

UNA-31763-E-P-5-016 P·5
VA: 95-I-DPI-367-NY

Chief Editorial Section Public
Information

New York

(
T~e incum~nt develops, formulates and executes a writing and publications strategy for authoritative publications
Jlich promote and inform on the goals and activities of the United Nations. Oversees writing and production of a

range of books. pamphlets, brochures and other print products on a timely basis for different audiences. He/she
includes in the publications strategy electronic dissemination of information materials. Professional expertise in
writing, editing and book publishing_

i
i

• Interetsted UN Secretariat steff at the level of the post or one level below must apply using Application for Vacancy
form IPPS-21 which ;s attached to STIIC/1993/66. It is also avltbble at the Rt¢ruitment and Placement Division. I

OHRM, Room 5·2500 at Helldquarter. in New York, at UN personnel offices for offices away from Headquarters.
Applications should be received no later than three weeks after ttHI publication/transmission date indicated above, ;

N.B. It is imponoot to note that some of the above posts which include projected vacancies; may not become '
available as expected lIS II result of the current restructuring or for other unforeseen circumstances.

REMOVE BY 14 AUGUST 1995
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United .Nations Secretariat
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I ,,~.

leference: ST/SGB 267
ST/A11390
STIIC11993/66

PublicationlTransmission date: 21 July 1995
Deadline for Applications: 11 August 1995

DEPARTMENT OF PUBLIC INFORMATION

Applications' for any ot the following posts should be sent to: Ms. Netta Avedon,
Professional Staffing Service, Recruitment and Placement Division, Office of Human Resources
Management, Room S~2535, United Nations, New York, NY 10017. Fax No.: {212} 963-3134

--!..}~-----------------------=---
. POI1 number
VAnumHr

Grad. Functional title Occupltional
gloup

Dutv
stltion

UNA-31782-E-P-4-Q06 P·4
VA: 95-B-OPI·J66-NY

Legal Librarian Library New York

! Und8f the supervision of the Unit Chief, the incumbent is responsible for the operation, organization and maintenance
, of the legal reference collection by performing extensive legal research; providing reference services; selecting legal
I materials; and maintaining a selected UN collection. He/she in charge of the selection of legal materials for the
I General Collection of the Library. The incumbent compiles and submits for reproduction the lega' bibliography
i included in the United Nations Juridical YearboQk and other legal ad hoc bibliographies.

{

• Interested UN Secretanat Itaft at the lovc4 of the post or one I~vl!' below must apply using Application for Vaclmcy
form {PPS·2l which is attached to STflC/, 993/66. It is also available at ttle Recruitment &rid Placement Division,
OHRM. Room 5-2500 at Headquarters in New York, at UN personnel offices for offices away from Headquarters.
Appfications should b~ recall/ad no later than three weeks after the publication/transmission date indicated above.

N.B. It is important to note that some of the ebove posts which include projected vacancies may' 1101 become
available q expected as 3 result of the current restructuring or far other unforeseen circumstances.

RmMOVEBY14AUGUSTl~5
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leterence: ST/SGB 267
ST/AJI390
STIIC/1993/66

PublicationlTransmission date: 7 July 1995
Deadline for Applications: 28 July 1995

-,

DEPARTMENT OF POLmCAl AFFAIRS

Applications· for any of the following posts should be sent to Ms. Sumiyo Sudo-Rao. Professional
Staffing Service, Recruitment and Placement Division, Office of Human Resources Management,

Room 5-2535, United Nations~ New York, NY 10017. Fax No. (212) 963-3134.

Duty
station

Occupational
group

Functional titleGrade
~'JP:-==================================
Po.t number
VA number

UNA·31121·E·O-1·004 D·'
VA: 95-p·DPA·360-NY/Corr. 1

Deputy Director,
East Asia and the ?adfic Division

Political
Affairs

New Yorl<

The incumbent serves as Principal Advisor to the Director of East Asia and the Pacific Division and the Assistant
Secretary-General in the fields of preventive diplomacy and peacemaking particularly on political and security
developments in East Asia and the Pacific region, specifically Japan, Korean Peninsula and the Spratly Islands; He/she
~ssist. the Director in the direction and management of the substantive work of the Division. He/she also
participates in negotiations and discussions with representatives of Member States, regional organizations and other
UN Offices on measures for enhancing regional security and cooperation. The incumbent also assists the Director
in developing the work programme of the Division and the related budgetary issues.

Special requirements: In-depth knowledge of the politics and society of the above-mentioned region; substantive
knowledge and experience with various regional organizations such as Asia Pacific Economic Conference, Association
of Soutbeast Asian Nations (ASEAN), ASEAN Regional Forum; excellent drafting abilities.

()

• Interested UN Secretariat lj,tllff at the leval of the post or one leve' below must apply using Application for Vacancy
form (PPS·2) which i, attached to ST/IC/1993/66. It it also aV!Jnable at the Recruitment and Placement Division.
OHRM. Room S-2500 at Headquarters in New Yorlc. BIt UN personnel offices for offices away from Headquarters.
ApplIcations should be received no later than three weeks after the publication/transmission date indicated above.

N.B. tt is important to note that some of the above posts which include projected vacancies may not become
aVlJUable as expected as a result of the current rastructuring or for other unforeseen circumstances.

REMOVE BY 31 JULY 1995
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Vacancy Announcements
24 JULY 1995

WEEKLY SUMMARY UPDATE

fROFESSIONhL STAFFING SERVICE
QFFICE OF HUMAN RESOURCES MANAGEKENT

fROFES$IONAL CATEGORY AND ABOVE
LIST OF INTERNAL/EXTERNAL VACANCIES ONLY

,.

ae pffice of Human Resources Management~ professional Staffing Service (PSS)
Gvites eligible candidates to apply .for the following Professional posts in
he United Nations secretariat. For ~our information, vacancy announcements
ave been posted on the 1st floor of the Secretariat Building (near the
afeteria), on t~e~3rd ;floor of the DC-l building (in the lounge) and on the,
rd floor of the DC-2 building (near Credit Union). Copies may I be found in
oom S-2500 (PSS) and Reom DCl-201 (GSS). .

~adlin~ 24 July 1925

4-E-ECE-057-GE/RECIR.

(

5-D-DHA-060-GE

15-P-DPA-064-NY

P-4

P-J

D-2

Economic Affairs Officer
Division for Economic Analysis and Projections
Economic Commission for Europe (ECE)
Geneva

computer Information Systems Officer
Information Dissemination Unit
Information Management and External Relations

Branch
Department of Humanitarian Affairs (DHA)
Geneva

Director, Africa II Division
Department of Political Affairs (OPA)
New York

BEMOV~ EY 1 AUGUST 1995
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Vacancy Announcements
2

-l2e$1dline J 1 July 1995

94-Z-PCS-043-GE/RECIR.
()

P-5, Senior Environmental Affairs Officer
Inter-Governmental Negotiating committee on

Desertification
Departm,ent for Policy ~oo~pination and

sustainable' Development'" .
Geneva

95-E-PCS-072-NY P-4 Economic Affairs Officer
Poli~y Acoo,rc;linatiori and i Fnter-Agency Affairs·
Branch· .

Division for Policy Coordination and ECOSOC
Affairs

Department for Policy coordination and
sustainable Development

New York

95-T-UNV-073-VI

(

P-4 Translator (English)
Translation and Editorial service
Division of Administration and Common Services
United Nations Office at Vienna

95-T-UNV-074-vr P-4 Translator (Self-Revising)
English Translator Section
united Nations Industrial Development

organi z.a t.i on (00100
Vienna

95-S-ESI-077-NY P-5 Chief, Developing Economies Section
Macroecono~ic and Social Policy Analysis

Division
Department for Economic and Social Information

and Policy Analysis
Ne-'" York

95-L-OLA-078-NY P-4 Legal Officer
Codification Division
Office of Legal Affairs
New York
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Vacancy Announcements
3

i-L-OLA-079-NY D-2 Director, Codification Division
Office of Legal Affairs
Ne\ll York

I

i-E-ECL-058-SC P-5
"

Chief~ Population and Development Area
Latin American Demographic Centre
Economic Commission for Latin America and

the Caribbean (ECLAC)
Santiago ;

.;. ::

i-S-DCP-075-VI P-5 senior Policy Co-ordination Officer
policy Planning and Evaluation Office
United Nations International Drug Control

Programme (UNDCP)
Vienna

S-S(NV-081-VI P-5 crime Prevention and Criminal Justice Officer
Crime Prevention and Criminal Justice Branch
United Nations Office 3t Vienna

5-A-ECW-08S-AM P-5 chief, Programme Planning and Coordination unit
Economic and Social commission for Western Asia
Amman, Jordan

5-E-ECW-087-AM P-4 First Economic Affairs Officer
Economic Development Issues and Policies

Division
Economic and Social Commission for Western Asia
Amman, Jordan

5-E-ECW-OB8-AM P-4 Eccnomic Affairs Officer
Energy, Natural Resources and Environment

Division
Energy Issues section
Economic and Social commission for Western Asia
Amman, Jordan



'<IGAL I.RWANDA
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Vacancy Announcements

Commission for Western Asia

, i (
Officer
Issues and policies Division

", ,

Economic Affairs Office
Energy, Natural Resources and Environment

Division
Energy Issues section
Economic and social Commission for western Asia
Amman, Jordan .

population Affairs
social Development
population section
Economic and social
Anunan, gordari

P-4

P-4~5-E-ECW-089-AM

(

'5-E-ECW-090-AM

)S-M-ECW-091-AM P-4 Statistician
statistics Division
Economic and social
Amman, Jordan

commission for western Asia

35-G-ESC-092-BA P-5 Chief, Mineral Resources Section
Environment and Natural Resources Management
Economic and social commission for Asia and

the Pacific
Bangkok

:D~adline 21 August 1995

95-E-ECW-OS2-AM/CORR. D-1 Chief, Economic Development Issues a~d policies
Division

Economic and Social commission for Western Asia
Amman, Jordan

95-G-ECW-083-AM p-s Chief, Transport Section
sectoral Issues and policies Division
Economic and Social Commission for Western As~~
A!,:,,:nan I Jordan
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5-G-ECW-084-AM

(

P-5 Chief, Energy Issues section
Energy, Natural Resources and Environment

Division
Economic and Social Commission for Western Asia
Amman, Jordan

i5-E-ECW-086-A,M P-4' . Economic Affairs Officer I'~

Natural Resources section
Energy, Natural Resources and Environment

Division
Economic and Social Commission for Western Asia
Amman, Jordan

tS-S-ESC-093-BA/CORR

(
~5-i\-DPK-095-NY

95-A-HRM-096-NY

,i.(

~ 95-E-ESI-097-NY

P-4

D-1

P-4

P-5

social Affairs Officer
Social Policy Section
Social Development Division
Economic and Social commission for Asia and

the Pacific
Bangkok

Chief, Logistics and comrnunicati.ons Service
Field Administration and Logistics Division
Department of peace-Keeping Operations
New York

Examinations Officer
Examinations and Tests Section
Office of Human Resources Management
Department of Administration and Management
New York

Chief, Microeconomic Issues and POlicies
Section

Micraeconomic and Social Policy Analysis
Division

Department for Econo~ic and Social rnforrnatior.
and Policy Analysis (DESIPA)

New York
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A-DHA-102-NY 0-1 Chief, Office of the Under-Secretary-General
Department of Humanitarian Affairs (DliA)
New York
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population Affairs Officer
Fertility and Family Planning secticn
population Division
Economic and Social commission for Asia

and the Pacific (ESCAP)
Bangkok

Chief, Administration and Conference Services

Division
Economic commission for Africa CECA)
Addis Ababa



U NIT E DNA T ION S
ASSIST.....CE Ml:SSrON PeR RWAlIDA

NAT ION SUN I E S
MISSION POUR L'ASSIST.....CE AU RWANDA

UNAMIR - MINUAR

-----------------------------------------------------------------
ADMINISTRATIVE INSTRUCTION NO. 026/95

21 JUly 1995

To: All UNAMIR International Staff Members

From: Chaim ouziel, CAO

( SUbject: International staff - Regularisation
of Visa for Rwanda

1. Please refer to my earlier circular no. 024/95 of 22 June
1995 concerning the abovementioned subject.

2. The procedure for obtaining the visas for International
Staff Members is outlined below. In all, we have to arrange
Rwandan visas for more than 200 persons. Therefore, staff are
requested to submit their visa requests in accordance with the
schedule below.

*** *** ***

1. Please approach the Travel unit to obtain visa forms,
complete them and submit them to the Travel Unit with 2 passport­
size photographs, no later than the following dates:

( Names starting with
A and B
B to F
G to K
L to 0
P to S
T to Z

Tuesday, 25 July
Friday, 28 JUly
Tuesday, 1 August
Friday, 4 August
Tuesday, 8 August
Friday, 11 August

2. Staff members should complete the visa form in all
respects, indicating one year against length of stay.

3. We are informed by the Ministry of
that they will require two weeks for visa

Foreign Affairs
issuance. ~

/\ ~.~S1-
v \:

~

~~ ~
~.Ia:~
~



To:

UN I TED NAT ION Sd)\N A T ION SUN I E S
ASSISTANCE MISSION FOR RWANDA ~ MISSION POUR L'ASSISTANCE AU RWANDA

UNAMIR - MINUAR

INFORMATION CIRCULAR NO: 042/95

Date: 12 July 1995

All UNAMIR Military, Civilian Police
& Civilian Personnel
Sectors 1 & 2

From: Chaim Ouziel
CAO

Subject: VHF Re-proqramming - Sectors 1 & 2

,
The following is the schedule for the re-programming of VHF

Handheld Radios, Base Station Radios and Mobile Radios located in
Sectors 1 & 2:

17 JULY 1995

18 JULY 1995

19 JULY 1995

20 JULY 1995

21 JULY 1995

LOCATION

SECTOR 1, BYUMBA

SECTOR 1, BYUMBA

SECTOR 1, BYUMBA

SECTOR 2, KIBUNGO

SECTOR 2, KIBUNGO

0930 - 1600

090.0 - 1600

0900 - 1600

0930 - 1600

0900 - 1600



UNITED NATIONS
ASSISTANCE MISSION TO RWANDA

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

UNAMIR-MINUAR

INFORMA nON CIRCULAR

..
DATE: July 10, 1995

TO: All UNAMIRPersonnel

FROM: C.Ouziel
Ij~Chief Administrative Officer (T ~

(U SUBJECT: USE QF HEADQUARTERS PARKING LOT FROM 12-14 JULY

As part ofthe visit of the Secretary-General to Kigali there will be a medal parade at the
parking lot of the Arnahoro Stadium on Friday 14 July, 1995 at 7:30 a.m. All staff are cordially invited
to attend this event. i

In preparation for the parade, the parking lot which faces the main entrance will be
closed to all traffic from 12 July at 8:00 a.m. to 14 July at 10:00 a.m. Access to the remaining portion
of the parking lot will be on a first come, first serve basis. Once the parking lot is full, staff members
will have to park their vehicles in the Chez Lando parking lot. Needless to say, car pooling and shuttle
buses should be used as much as possible on these days.

/



To:

U NIT E DNA T ION S~N A T ION SUN I E S
ASSISTANCE MISSION FOR RWANOA ~ MISSION POUR L'ASSISTANCE AU RWANDA

UNAMIR - MINUAR

INFORMATION CIRCULAR NO: 042/95

Date: 12 July 1995

All UNAMIR Military, Civilian Police
& Civilian Personnel
Sectors 1 & 2

From: Chaim Ouziel
CAO

Subject: VHF Re-programming - Sectors 1 & 2

The following is the schedule for the re-programming of VHF
Handheld Radios, Base Station Radios and Mobile Radios located in
Sectors 1 & 2:

17 JULY 1995

18 JULY 1995

19 JULY 1995

20 JULY 1995

21 JULY 1995

LOCATION

SECTOR 1, BYUMBA

SECTOR 1, BYUMBA

SECTOR 1, BYUMBA

SECTOR 2, KIBUNGO

SECTOR 2, KIBUNGO

0930 - 1600

090,0 - 1600

0900 - 1600

0930 - 1600

0900 - 1600



UNITED NATIONS
ASSISTANCE MISSION TO RWANDA

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

UNAMIR-MINUAR

INFORMATION CIRCULAR

DATE: July 10, 1995

TO: All UNAMIR Personnel

FROM: C. Ouziel /i~
Chief Administrative Officer (7 ~

(

(

SUBJECT: USE OF HEADQUARTERS PARKING LOT FROM 12-14 JULY

As part of the visit of the Secretary-General to Kigali there will be a medal parade at the
parking lot of the Amahoro Stadium on Friday 14 July, 1995 at 7:30 a.m. All staff are cordially invited
to attend this event. i

In preparation for the parade, the parking lot which faces the main entrance will be
closed to all traffic from 12 July at 8:00 a.m. to 14 July at 10:00 a.m. Access to the remaining portion
of the parking lot will be on a first come, first serve basis. Once the parking lot is full, staff members
will have to park their vehicles in the Chez Lando parking lot. Needless to say, car pooling and shuttle
buses should be used as much as possible on these days.



U NIT E DNA T ION S.\N A T ION SUN I E S
ASSISTANCE MISSION FOR RYANDA ~ MISSION POUR L'ASSISTANCE AU RYANOA

UNAMIR - MINUAR

INFORMATION CIRCULAR NO: 041/95

•

Date: 8 July 1995

To: All UNAMIR Military, Civilian Police
& Civilian Personnel

(
From: Chaim Ouziel

CAO

Subject: Temporary Close-down of Communications and
Telephone Links - Sector 5

Please note that all phone/fax capacities in MUTURA, will be
closed down from 10.00 a.m. today until noon on Tuesday 11 July
1995. The disruption of service results from the re-location of
the Satellite Station due to withdrawal of TUNBATT troops from that
area.

We regret the inconvenience caused and thank you for your
cooperation.



U NIT E DNA T ION S.\N A T ION SUN I E S
ASSISTANCE MISSION FOR RYANDA ~ MISSION POUR L'ASSISTANCE AU RYANDA

UNAMIR - MINUAR

INFORMATION CIRCULAR NO: 040/95

Date: 6 July 1995

To: All UNAMIR Military, Civilian Police
« Civilian Personnel
Sectors 3 &: 4

( From: Chaim Ouziel
CAO

Subject: VHF Re-programming - Sectors 3 « 4

The following is the schedule for the re-programming of VHF
Handheld Radios, Base Station Radios and Mobile Radios located in
Sectors 3 &: 4:

(

DATE

10 JULY 1995

11 JULY 1995

12 JULY 1995

13 JULY 1995

14 JULY 1995

LOCATION TIME

SECTOR 4C, CYANGUGU 0900 - 1700
SECTOR 4A GICONGORO 0900 - 1700

SECTOR 4C 0800 1700 :SECTOR 4A 0800 1700 I
SECTOR 4B, BUTARE 0900 - 1700

~f
SECTOR 3A, KIBUYE 0900 1700- ~

SECTOR 3B, GITARAMA 1000 - 1700

SECTOR 3A 0900 - 1500
SECTOR 3B 1000 - 1500

I

•



To:

UNITED NATIONS ~ NATIONS UNIES
ASSISTANCE MISSION FOR RWANDA ~ MISSION POUR L'ASSISTANCE AU RWANDA

UNAMIR - MINUAR

INFORMATION CIRCULAR 040/95

3 July 1995

All locally-recruited personnel

'-

FROM: Kimso Nilsvang, Chief
Civilian Personnel Officer

6fficia'l'1I1Jlidays

(

I am pleased to inform you that the SRSG has authorized all locally-recruited

personnel to observe Tuesday, 4 July as an official holiday.



UN IT E DNA T ION S.'N A T ION SUN I E S
ASSISTANce MISSION FOR R~ANDA ~ MISSION POUR L'ASSISTANCE AU R~ANDA '

UNAMIR - HINUM

INFORMATION CIRCULAR NO: 038/95,
.<

Date: 29 June 1995

To: All UNAMIR Military, Civilian Police
& Civilian Personnel

From: Chaim Ouziel
CAO

Subject: VHF Re~programming - Kigali

The following is the schedule for the re-programming of VHF
Handheld Radios, Base Station Radios and Mobile Radios located in
Kigali.

3 July 1995

4 July 1995

5 July 1995

6 July 1995
..

User Time

MILOB/CIVPOL 08.00 - 12.30
Military Police 08.00 - 12.30
Force HQ 13.30 - 17.00

Humanitarian
(UNRSO) 08.00 - 12.00
Human Rig~t.s. 13 •. ~O - 17.00

uNAMIR Civilian Staff 08.00 - 12.30
Political (SRSG) 08.00 - 12.30
Contractors
(Bi,SC .e.t;.c.) 02.00 17.00 •-

--', •
\' .•'t";

Conununications '~.

Seotion 08.00 - 12.00
INDBATT 13.00 18.00

Please note that the re-programmingof Handhelds and Mobiles
will be carried out at the VHF Workshop-in the Communications
Compound, located in the Industrial Park GIKONDO.

With respect to the Base Stations, a technician will visit
the respective locations to programme them.· '

Strict adherenoe to the time-table is requested to ensure a
sm08th operation. Thank you for your cooperation in this matter.

A



•

1<'
UN I TED NAT ION S " ' ,N A T ION SUN I E S
ASSISTANCE MISSION FOR RYANDA . MISSION POUR L'ASSISTANCE AU RYANDA

UNAMIR - MINUAR

Information Circular No: 037/95

Date: 28 June 1995

To: All UNAMIR Military, Civilian Police
& Civilian Personnel

(
From: Chaim Ouziel

CAO

(

Subject: Re-proqramming of VHF Radio Communications Equipment

UNAMIR has been instructed by the Government of Rwanda to
change most of the currently used VHF frequencies. In response
to this request, the Communications Section will be re­
programming all hand held radios, mobile radios, base station
radios and repeaters in the Mission area.

The complete exercise is estimated to last approximately
five (5) weeks and all Sections, Units and Contingents will be
informed at least 4-5 days before programming commences in their
particular area.

Please note that during the programming process, there will
be an unavoidable loss of communication for users of the various
nets. This is regretted and all efforts will be made to reduce
the outage time.

Any questions regarding this matter should be directed to
the following Communications personnel, Tel/No: 11201/11202:

Magne Albrigtsen, Chief Radio Technician
Richard Gregoire, Supervisor VHF Workshop

Your cooperation in this matter is appreciated.



U NIT ED NAT ION S.'NA T ION SUN IE S
ASSISTANCE MISSiON FOR RWANDA ~ MISSION POUR l'ASSISTANCE AU RWANDA

UNAMIR - MINUAR

INFORMATION CIRCULAR NO: 038/95,
;

Date: 29 June 1995

Subject: VHF Re-programming - Kigali(:

To:

From:

All UNAMIR Military, Civilian Police
& Civilian Personnel ,

Chaim Ouziel
CAO

...

The following is the schedule for the re-programming of VHF
Handheld Radios, Base Station Radios and Mobile Radios located in
Kigali.

3 July 1995

4 July 1995

5 July 1995

6 July 1995
'A

A'

User Time

MILOB/CIVPOL 08.00 - 12.30
Military Police 08.00 - 12.30
Force HQ 13.30 - 17.00

Humanitarian
(UNRE:O) 08.00 - 12.00
Human Rights 13.30 - 17.00

UNAMIR Civilian Staff 08.00 - 12.30
Political (SRSG) 08.00 - 12.30
Contractors
(BRSC etc.) 02.00 17.00 •- ..
Communications
Section 08.00 - 12.00
INDBATT 13.00 - 18.00

Please note that the re-programming of Handhelds and Mobiles
will be carried out at the VHF Workshop· in the Communications
Compound, located in the Industrial Park GIKONDO.

with respect to the Base Stations, a tec~ician will visit
the respective locations to programme them ..

Strict adherence to the time-table is requested to ensure a
smo&th operation. Thank you for your cooperation in this matter.

~



UNITED NATIONS ~ NATIO~S UNIES A.-.r.. ( 1
ASSISTANCE MISSION FOR RWANDA ~ MISSION POUR L'ASSISTANCE AU RWANDA 1~v{j; 11 V~ ""

UNAMIR - MINUAR

Date: 28 June 1995

To: :Mr. Wilfrid De Souza
Executive Director

Mr, Chaim Ouziel
CAO

From: Shaharyar M. Khan j~(1·~
SRSG

( Subject: Replacement of Staff

As we scale down according to the new mandate, we shall need to apply cuts fairly,
judiciously and transparently. I suggest the following guidelines:

a) The scale-down should be achieved through non-renewal of contracts. As far as
possible, termination of services should be avoided.

b) Existing staff must not be replaced by others who may have worked with recently
appointed officials (eg UNISOM, etc.). I have no objection to UN staff serving in other stations
being given priority of recruitment provided:

i) No one's contract is terminated only to appoint a former colleague;
ii) There is a clear vacancy.

I was approached by local staff at Nairobi [1 secretary and 2 drivers who are Kenyan
nationals]. They had been given notice. They stated that in their place, former UNISOM
personnel (also from Kenya) were being inducted. Even if the work of the latter group is
considered better, I will not allow an official who has a normal record of service to be replaced
arbitrarily. This would appear unfair and a transparently personalised appointment.

..



UNITED NATIONS
ASSISTANCE MISSION TO RWANDA

UNI\MIR·MINUAR

NATIO.t.JS UNIES
MISSION POUR L'MSISTANCE AU RWANDA

INTER~OFFICE MEMORANDUM

, .
DATE:' June 27, 199

TO:

FROM:

W. V. Clive
CISS

C. Ouziel
Chief Administrative Officer

(
SUBJECT: lLSJ~J.H"-lJ~AMIILA1RCJ~AI~T

We have noticed a substantial increase in the number of requests by non-UNAMJR and
non-UN agency personnel wishing to travel on our flights to and from Nairobi. United Nations
regulations clearly restrict such travel to exceptional cases. The subject was brought up in recent UN
external and internal auditors' reports which stated that UNAMTR must adhere to the regulations and
restrict the number of non-UN passengers on its flights.

Commercial airlineflights between Kigali and Nairobi have increased in recent months,
particularly from Kigali to Nairobi. Non -UN persons requesting to fly on UNAMJR aircraft should in
the first place be referred to these flights. Only in truly exceptional circumstances, approved by the
SRSG and the CAO, would non-UN staff be accommodated on a UNAMIR aircraft.

(

..

cc: SRSG
Fe
ED



UNITED NATIONS
ASSISTANCE MISSION TO RWANDA

UNAMIR-MINUAR

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

TO:

ADMINISTRATIVE INSTRUCTION N° 024/95

DATE: 22 June 1995

All UNAMIR Personnel

(
FROM: Chaim Ouziel, CAO

SUBJECT: Visa requirements for UNAMIR persormel

1. Enclosed please find the revised visa requirements for all personnel in

support of UNAMIR.

2. As advised at para 2 of the attached, a memorandum will be issued in the
near future detailing the procedure for the issue of a visa for Laissez-Passer holders

currently stationed in Rwanda.

3. Thank you.

cc. Coordinator, UNVs
CMC (for contractor's personnel)



c

(

MCC/VISA21 l/JM
22 JUNE 1995

VISA REQUIREMENTS FOR ENTRY TO RWANDA

1. The Visa requirements for entry to Rwanda for UNAMIR
International and Military staff, contracted support staff or
united Nations Volunteers are as follows:

Military Members of Troop Contributing Nations:

Military members of Troop contributing Nations are not
required to be in possession of a valid Rwandan visa.
Movement Control will advise relevant authorities of troop
rotations;

Military Observers/Civilian Police:

Military Observers or Civilian Police in support of UNAMIR
operations are not required to be in possession of a valid
Rwandan visa. Movement Control will advise relevant
authorities of Military Observers/Civilian Police rotations;

International Staff Members:

International staff members in possession of a Laissez Passer
are advised to obtain a visa before arriving in Rwanda
however, should this not be possible an entry visa will be
issued on arrival. Arriving personnel are then required to
obtain a gratis visa from the Ministry of Internal Affairs as
soon as possible after arrival. All other International staff
who do not have a Laissez Passer or unless they are citizens
of Uganda, Zaire or Tanzania are to be in possession of a
valid Rwandan visa prior to entering Rwanda;

United Nation Volunteers:

United Nation Volunteers except residents of Uganda, Zaire or
Tanzania are to be in possession of a valid Rwandan visa prior
to entering Rwanda; and

Contracted International Staff:

All contract staff, except residents of Uganda, Zaire or
Tanzania are to be in possession of a valid Rwandan visa prior
to entering Rwanda.

2. Those persons holding a Laissez Passer who are not in
possession of Rwandan visas and who have already been granted
entry to Rwanda, will be required to obtain visas prior to 31
July 1995. A detailed Administration Instruction on the issue
of the visas and the procedures to be followed, will be
circulated in the near future. Please note that visa will be
valid for the duration of the mission.



UNITED NATIONS
ASSISTANCE MISSiON TO RWANDA

UNAMIR·MINUAR

NATIONS UNIES
MISSION POUR L' ASSISTANCE AU RWANDA

TO:

ADMINISTRATIVE INSTRUCTION N° 024195

DATE: 22 June 1995

All UNAMIR Personnel

( FROM: Chaim Ouziel, CAO

(

SUBJECT: Visa requirements for UNAMIR personnel

1. Enclosed please find the revised VIsa requirements for all personnel In

support of UNAMIR.

2. As advised at para 2 of the attached, a memorandum will be issued in the
near future detailing the procedure for the issue of a visa for Laissez-Passer holders
currently stationed in Rwanda.

3. Thank: you.

cc. Coordinator, UNVs
CMC (for contractor's personnel)



MCC/VISA211/JM
22 JUNE 1995

VISA REQUIREMENTS FOR ENTRY TO RWANDA

1. The Visa requirements for entry to Rwanda for UNAMIR
International and Military staff, contracted support staff or
United Nations Volunteers are as follows:

Military Members of Troop Contributing Nations:

Military members of Troop contributing Nations are not
required to be in possession of a valid Rwandan visa.
Movement Control will advise relevant authorities of troop
rotations;

Military Observers/Civilian Police:

Military Observers or Civilian Police in support of UNAMIR
operations are not required to be in possession of a valid
Rwandan visa. Movement Control will advise relevant
authorities of Military Observers/Civilian Police rotations;

International Staff Members:

International staff members in possession of a Laissez Passer
are advised to obtain a visa before arriving in Rwanda
however, should this not be possible an entry visa will be
issued on arrival. Arriving personnel are then required to
obtain a gratis visa from the Ministry of Internal Affairs as
soon as possible after arrival. All other International staff
who do not have a Laissez Passer or unless they are citizens
of Uganda, Zaire or Tanzania are to be in possession of a
valid Rwandan visa prior to entering Rwanda;

United Nation Volunteers:

United Nation Volunteers except residents of Uganda, Zaire or
Tanzania are to be in possession of a valid Rwandan visa prior
to entering Rwanda; and

Contracted International Staff:

All contract staff, except residents of Uganda, Zaire or
Tanzania are to be in possession of a valid Rwandan visa prior
to entering Rwanda.

2. Those persons holding a Laissez Passer who are not in
possession of Rwandan visas and who have already been granted
entry to Rwanda, will be required to obtain visas prior to 31
July 1995. A detailed Administration Instruction on the issue
of the visas and the procedures to be followed, will be
circulated in the near future. Please note that visa will be
valid for the duration of the mission.



U NIT E DNA T ION S_\N A T ION SUN I E S
ASSISTANCE MISSION FOR RWANDA ~ MISSION POUR L'ASSISTANCE AU RWANDA

UNAMIR - MINUAR

Information Circular No: 037/95

Date: 28 June 1995

To: All UNAMIR Military, Civilian Police
& Civilian Personnel

(
From: Chaim Ouziel

CAO

(.

Subject: Re-programminq of VHF Radio Communications Equipment

UNAMIR has been instructed by the Government of Rwanda to
change most of the currently used VHF frequencies. In response
to this request, the Communications Section will be re- i

programming all hand held radios, mobile radios, base station
radios and repeaters in the Mission area.

The complete exercise is estimated to last approximately
five (5) weeks and all Sections, Units and Contingents will be
informed at least 4-5 days before programming commences in their
particular area.

Please note that during the programming process, there will
be an unavoidable loss of communication for users of the various
nets. This is regretted and all efforts will be made to reduce
the outage time.

Any questions regarding this matter should be directed to
the following Communications personnel, Tel/No: 11201/11202:

Magne Albrigtsen, Chief Radio Technician
Richard Gregoire, Supervisor VHF Workshop

Your cooperation in this matter is appreciated.
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R;>ic.nde (lfNh'iTR)

_ a~ plEased to infor2 you eha: the Assj_st~nc Secretary-General
i.-cr :Lr--:2.:1 Re s o c rc s s Xanc.gerr;eH: b a s s pp r o v ed , ;..-Ltheff.;o;ct 1. }iovember 1994,
d r~\~isicn co the C~~tE:lt le\'els Jf ~iss~o~ subs(i~en~e allowa~ce (MSA)
f o r s r.a r f a s s i gne c to ::.::e Ur:i:t.G ~;a:-icr:5 t-'L5~~5::ar:ce MLssi0r~ fer R'.;anda

coriunct\.o~
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~g) m~~~IR should e~ter into contracts at ~he earliest
;Jo?portuni~y with all SQurces of
'I' ,,····~·-),.,.·~oA"'~"".~ ,,:,O·Ul.'~ r e c e i ve che\ c..,-_ .,_'- ,_..v: U<:-"'-- ..... '-' ..;JJ,.( -.;"';' _ ..... \; ...

accoffiffiodatLo~ in KigJli'
appropriate L~vel of MSA:

stc3.fE sc

(

fh) F.'\LD and OHB.H s hc u l d revie .... the leave/coc.:pe!l55.tory time-cff
(C'-O) pr ov i s i cris in UNA..tiIR as a matter of priority and ali.gn. S;",[Cr.

previsions with those of other missions, thereby esrabllshing a unifor~

leave/CTO pc:licy equ i t ab l e for ~o:::h military arid c i v i Li an personnel i n
eVE~V sp~c~al mission;

(i) 'l":,E: current salary scales for the Ce r.e r a L Se rv i c e (Re v i.s i.or;
;,:,) ;we t·;&.t;'o"al Officer (Revision 3) should r eraa i n in e f f e c t . Salaries
wi~~ ccntlnue to be denominated in Rwandese Francs, but will be paysb:c
in ~nited States dolLars using a rate of exchange of lL4 RF per US$l
FollQI..--ing icte:c-ager,cy c onsu Lta t i.o ns , a Lump v s ura b o rius of _458 p e r ce nt
was c~so 2u~horized foe a ?eriDd of ~hrec months as part of a p~ck2ge 0:
St:~Cl.Sl m~dSUi:""0-.S to r s c o gn i z e the s e r'v t c e of l oc a Ll y v r e c r u i ce d staff,
Loc~l $al~~ie5 ~i11 be adjusced ther~afte~ based en a f~mily exp~nd~tur~;

Sl1:'~_~,~f:Y r e c e n t l v c c nduc t e d by the de s i grie t.ed 3.g£.r~,=y.

~L. A. Dassal
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/>lTSS~CJN SUESISTENCE Al.IJCI'iANCE iYtSA ... FIRST 30 DAYS R..l\.'[]3 :JF ~108

, .

l

PER DAY, CCEST:1:'Jt\ HAS BEEN ~.c~FERR;;:D ":'() THe: CCS/OHrH'1 \-.JFTCB HAS

AR~~VAL STAFF MEMBER PROVIDED WITH ACCa~MODArIOW. T~E A~TER )0

CT:J JC JA.'-::JARY 19'1~ (\,IALTO;/DA ~')~nA· IEFEES.

"nT:-lIN THE FIRST :;(1 [JAYS OF ,!>,RRT'J,\L, ATTACHE:G COPY HE:l"1lJK.AN;:l(Jr.t

DAYS Rl..TE OF US$ '0 :::S ?AYA3LE Iv}iEN N:::::OMMOC'ATIC)N >; ~~C'./l :Jf::C

.3P~CE CONT::RMED TEAl'.$lC3 FOR :~IRST V} CAYS NUi' FAYABi.,E Wr-:Et.:.~ 0)1
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Mr. Lu Lz C. Da Costa, Chi~E

Personnel Management dnd Support Service
FALD,DPKO
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Keith Waltvn. Chief l(l'jb-
Compens a c Ion anti C'l ass i ~frOl~ Ser v Lce , SATDjOHRN

. \ }O .Januu ty J995

'2 - n Ut~A.MIR

JCV

IJHJJ. J

His~ion subsi:Jtence allo\o:ance eMSf-.) • - United Nations Assistance
Miss Lon for Rw~nda {UNAl:1IR):

( 1. I r e f er tu your memo r andurn o I 1.3 JAlluary 1995 regarding the recent
revision of Mission Subsistence Allowance, (MSA) levels for staff
assigned to the United Nat.i ons Assistance ~~SSiO[l for R·.... anc!il (U:';AMIR).

2. You will recall that thn [oLlu~in5 rdtes of HSA were AppYnved in
the mission a r e.a , e f I'e c t t ve 1 NOVf;rr.b~~191!11:

provided.

0)
(li)

(ii i)
(iv)

$108 for t.he Lrst )',1 d av s ;
$97 after 30 day3;
$70 af t e r 30 <lays wi.ch a ccoramoda t.Lon pn1vlded; and
$/~O afc e r 30 days .... i t.n ac c ornmcda t Lon and meals

( ,

3. :he af t.e r 30 days rate of S ;0 wh l cli is grantee! ""he:1
acccrrsuo da t Lon is provided, will also app Ly in the c as e of :IW\'.'11R s t.a f f
who are provided with acc omnods t i on v i th i n ,.lte f I rs c 30 da:/s of a r r i va l

4. The MSA s hou l d be pa i.d o n n continuous bn s i s ·..Iit1Ii~1 the mi s s i o r,

area, subject to the normal Li.mtt.s . ...i t h dfBC~ fr.<a.!,lI_LI~o\'(:-,'J1?~* 1994; Grid

the 10 arid 25 pa r ce nt s upp lerne n t s f c r s tnIf a t rIle 0-1/0-1. and ASG/liSG
:evcls, respectively will c orrt i nc« 'J) ap p l y.



J I'J I TED NATIONS

;ECRETARIAT
S'r!AI/131 / Amend , 5
13 Oc t obei- 1971

l\DrUNISTRATIVE INSTRUCTI01\l

To: Members of the staff

From: The Controller

Subject: REV~SED SYSTEM OF DAILY SUBSISTENCE ALLOWAWCE

( ,

1. Pnra~raphs 6, 1 and lOot ST/AI/131 arc n~0ndcd with effect fran

1 November 1911 to r-ead n s f'o.l Lows :
!

"C;-. The, rates published in the rlrli~,'suosistencc a.l Lovanc o circulars \fill
apply to the travel of regulrlr staff in levels P-5 and below, rlnd to all
project personnel at equ i vnLerrt levels, inc Lud i ng r-oguInr- staff n s s irmcd to
t echn i cnL assistance proj ec'1::';:;'-

"1. In the case of all rep,ular staff t.r-wcI cnr-r i cd out by Onder"Sccrct::lrit:s­
General, Assistant Secretaries-General and by staff in the 0irector :lnd

Pr i nc i paL Officer c at.cgo r i cs , <.!L..J?LEJ"~.iC'ct pc:rsCl~flE;~_ ..:1:t._~92:i:.~"ynl..~_i;: levels,
the r a t e s published in the daily subsist""cncc:::;.llm-mnce circulars for the first
60 days shall f'o rm the ba.s i s for cornr.ut i nr; the -mpr-orrr i at.c d.t i Ly subsistence
nlloHance.

(a) The rates for Under- Sc;crctnrics,·Goneral ,I\ssistant Secretnries-
General and officials of c qu iv-i I crrt r n.nk sh'111 be the puhlished s t.andard
rates plus 40 per cent, T)rovided t.ha t the Sccrct:1.ry-Gener'11 Play establish
nax irnum ~ates-n he deems it anTlrorri~tc:. The t rnvc l r.vt ',<-: for
Urlder-Secretnries,-General, Assistant Sccrct:1ries-Gcncr:11 :1nd officials
of equivalent r:1nk mC1.Y be: subject to reduction after hO dC1.Ys in :lny one
place.

(b) The r at.c s for t.h.: i' irst r;0 (hy~ for :-;Vlff at 1"v,:I"; D-:' n nd 0-1, or
project pcr-sonno t at; c:quiv:llcnt l,..'v, 1 :'" :,lnJ~:;( publ i sllcJs-f--inrl.:Lrd ~­

r n t.o s plus 15 lJ(~r cent, pr-ov i dod t h-rt the Sc·crct~ry-(~,..'nc:ral may c s t.a.b l ish......------...---_..- _..--- .
max.iniiim r-rt cs , if he d(.:~:nlS it 'l.nnrOrri~ltc. 'l~'hc 15 nl:1" c cn t f;'.ctor sh.:tll
not apply to r at.e s r:aya.hJc> :l..ftr'r Go ch~rs j n 'lny o;:;-C:·~r:::lC::-;-.--'--"-----'·---

------­.'---._~--
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S'r!AI 1137 / Amend • 5
Enp;lish
Pa~e 2

(c) The daily subsistence r~tes, which are expressed in United States
dollars, shall, when Incr-eased by 40 per cent or 15 per cent, as .,
appropriate, be rounded to the ncar-c s t, dollar -- 50 cents or more to be
rounded upwards. II

1l10. The installation {',rant Hill be computed on the b'1.sis of the rates
payable under the revised sys t em clurinr; the first 60 dnvs , i . e , , on the basis
of the United St8.tes dollar rntc3 for rcr,;ul:'l.r staff and on the basis of the
local currency rates for project personnel. The level of the installation
r:rnnt wi Ll, be uniform for n Ll. s t.af'f' in the same Locrrt i on , excent that in
respect of r eguLar- s t.a f'f '100. project personnel above the P-5 or equivalent
level the Grant will be acljust~d in accordance with formulas provided under
pnrac;raph 7 above."

2. Amendment, 1{ of ST/I\I!lT( is hereby sUT,crscclcd a s from 1 November 1971.



UNITED NATIONS
ASSISTANCE MISSION IN RWANDA

UNAMIR - MINUAR

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

(

To:

From:

Administrative Circular no. 023/95

20 May 1995

Ally H. Golo, Off'tcflrifrl-:ctrn:rge---j­
Administration

Subject: Check-out procedure upon completion of
assignment or appointment

1. Hereunder is a brief outline of the procedures that should be followed in connection
with the above subject.

(

a) Approximately two weeks prior to your scheduled completion of
assignment or appointment, the Civilian Personnel Section will inform you
to commence checking-out procedures. Travel arrangements should be
made by the individual concerned with the Travel Unit to arrange travel
and shipment of personal effects. Once travel arrangements have been
made, this information should be conveyed to the Civilian Personnel
Section, as well as the last day of duty in the Mission. The monthly
attendance record sheet should also be submitted inasmuch as this is
required in the processing of your final Mission Subsistence Allowance
(MSA) payment.

b) The original "Check-in" form should be obtained from Civilian Personnel
Section as this is also the "Check-out" form to be used. This should be
completed by reporting to the offices indicated therein and obtaining the
signatures of the Heads of those offices certifying, among other things, that
any indebtedness to the United Nations is settled, any United Nations
equipment or vehicle issued had been returned and the accuracy of leave
records verified. Finance Section will be the last section to give clearance
and the original check-in/check-out form should be returned to the Civilian
Personnel Section.
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c) You will be required to fill out a Field Operations Performance Appraisal
(FOPA) report, forms of which could be obtained from Personnel Section.
You should complete Section I, Part "A" of Section II and submit it to your
supervisor for completion of Part "B" of Section II, as well as Section III.
Thereafter, please return it to the Civilian Personnel Section, which will
arrange for its completion by the Second Reporting Officer and by the
Chief Administrative Officer after which it will be returned to you for your
signature.

2) The following data provides additional information on applicable entitlements:

Travel Subsistence Allowance (TSA)

You are entitled to the payment of TSA (terminal expenses, DSA for authorized
stopovers, reimbursement of airport tax etc.) in connection with your repatriation travel.

Prior to departure, Mission appointees should submit claims for reimbursement of
the above expenses to Finance Section, UNAMIR, by completing the F.lO form (Voucher
for Reimbursement of Expenses). Claims of non-Mission appointees should be submitted
to their parent duty station or place of reassignment upon completion of travel.
Reimbursement will be made based on your entitlement.

Shipping entitlement

(a) Unaccompanied air freight

The entitlement to shipment of personal effects is 100 kgs. by unaccompanied
airfreight. Please note that should a staff member wish to avail of this entitlement by
surface means (by sea) the entitlement is not convertible on a 2 to I basis and remains at
100 kgs. It is the staff member's responsibility to visit the Travel Unit during check-out
and arrange collection of his/her personal effects for shipment. Requests for shipment of
personal effects at an earlier date will normally be accepted.

(b) Accompanied excess baggage allowance

The accompanied excess baggage allowance is 10 kgs. The cost of excess baggage
will be reimbursed upon completion of the travel with relevant receipts. Staff members
wishing to convert the excess baggage allowance to unaccompanied shipment of personal
effects may do so. Where such conversion is requested, the entitlement would have to be
consolidated with the 100 kgs. of unaccompanied shipment of personal effects and shipped
in one consignment.
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Accrued annual leave

For mission appointees, Le., those staff members holding appointments limited to
service with UNAMIR, any unused accrued annual leave balance remaining at the
expiration of the appointment (up to a maximum of 60 days) will be commuted to cash
and included by UN Headquarters in the final salary payment. It follows therefore that
annual leave may not be taken in conjunction with your repatriation. Should you wish to
avail of any accrued annual leave, you should do so prior to the last day of duty.

Other staff members (those on assignment from other duty stations) carry any
accrued annual leave with them back to their official duty stations. Staff rule 105.1 (c)
provides that annual leave may be accumulated, provided not more than twelve weeks (60

( days) shall be carried forward beyond 1 January of any year. However, upon completion
of a mission, any accumulation of annual leave which otherwise would have become
subject to forfeiture during mission service may be utilized to cover all or part of an
authorized period of post-mission leave. Any such leave not utilized within four months
following departure from the mission area shall be forfeited. Staff members who may be
affected by the above provision may elect to take leave in conjunction with repatriation
prior to reporting back for duty with their official duty stations or during the four-month
period immediately following completion of their assignments (with approval of parent
departments) .

No MSA payment could be effected for leave taken following completion of
mission assignment and prior to your return to your official duty station or place of
repatriation. For annual leave taken during the mission assignment, MSA is payable at
the rate of one and one-half days of MSA for each completed month of service with the
Mission.

( ", Final salary payment

The final salary payment (in the case of mission appointees) will be effected by
Headquarters and deposited to your account following commutation of any accrued annual
leave.

Final MSA Payment

MSA is paid through the last day of duty determined by UNAMIR. This would
normally be the expiry date of the assignment or of the mission appointment contract.
You should therefore make your travel arrangement accordingly through the Travel Unit
(MOVCON) and confirm the departure date with the Civilian Personnel Section. They
will then issue instructions to the Finance Section to effect payment of the final MSA.
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Return of your UN Laissez Passer

Mission appointees are requested to return their UNLP to United Nations
Headquarters New York following completion of their travel. Final payment may not be
processed by Headquarters New York unless the UNLP has been received. If you wish,
you may request to have your UNLP returned to you duly cancelled.

Should you have additional questions, please feel free to contact the staff of the
Civilian Personnel Section during the course of your check-out.



UNITED NATIONS
ASSISTANCE MISSION IN RWANDA

UNAMIR - MINUAR

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

Administrative Circular no. 023/95

20 May 1995

To:

From:

Subject:

Ally H. Golo, Offlcflrifrt-ctrn:rge--------:r
Administration

Check-out procedure upon completion of
assignment or appointment

1. Hereunder is a brief outline of the procedures that should be followed in connection
with the above subject.

(

a) Approximately two weeks prior to your scheduled completion of
assignment or appointment, the Civilian Personnel Section will inform you
to commence checking-out procedures. Travel arrangements should be
made by the individual concerned with the Travel Unit to arrange travel
and shipment of personal effects. Once travel arrangements have been
made, this information should be conveyed to the Civilian Personnel
Section, as well as the last day of duty in the Mission. The monthly
attendance record sheet should also be submitted inasmuch as this is
required in the processing of your final Mission Subsistence Allowance
(MSA) payment.

b) The original "Check-in" form should be obtained from Civilian Personnel
Section as this is also the "Check-out" form to be used. This should be
completed by reporting to the offices indicated therein and obtaining the
signatures of the Heads of those offices certifying, among other things, that
any indebtedness to the United Nations is settled, any United Nations
equipment or vehicle issued had been returned and the accuracy of leave
records verified. Finance Section will be the last section to give clearance
and the original check-in/check-out form should be returned to the Civilian
Personnel Section.
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c) You will be required to fill out a Field Operations Performance Appraisal
(FOPA) report, forms of which could be obtained from Personnel Section.
You should complete Section I, Part "A" of Section II and submit it to your
supervisor for completion of Part "B" of Section II, as well as Section III.
Thereafter, please return it to the Civilian Personnel Section, which will
arrange for its completion by the Second Reporting Officer and by the
Chief Administrative Officer after which it will be returned to you for your
signature.

2) The following data provides additional information on applicable entitlements:

Travel Subsistence Allowance (TSA)

You are entitled to the payment of TSA (terminal expenses, DSA for authorized
stopovers, reimbursement of airport tax etc.) in connection with your repatriation travel.

Prior to departure, Mission appointees should submit claims for reimbursement of
the above expenses to Finance Section, UNAMIR, by completing the F.lO form (Voucher
for Reimbursement of Expenses). Claims of non-Mission appointees should be submitted
to their parent duty station or place of reassignment upon completion of travel.
Reimbursement will be made based on your entitlement.

Shipping entitlement

(a) Unaccompanied air freight

The entitlement to shipment of personal effects is 100 kgs. by unaccompanied
airfreight. Please note that should a staff member wish to avail of this entitlement by
surface means (by sea) the entitlement is not convertible on a 2 to I basis and remains at
100 kgs. It is the staff member's responsibility to visit the Travel Unit during check-out
and arrange collection of his/her personal effects for shipment. Requests for shipment of
personal effects at an earlier date will normally be accepted.

(b) Accompanied excess baggage allowance

The accompanied excess baggage allowance is 10 kgs. The cost of excess baggage
will be reimbursed upon completion of the travel with relevant receipts. Staff members
wishing to convert the excess baggage allowance to unaccompanied shipment of personal
effects may do so. Where such conversion is requested, the entitlement would have to be
consolidated with the 100 kgs. of unaccompanied shipment of personal effects and shipped
in one consignment.
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Accrued annual leave

For mission appointees, i.e., those staff members holding appointments limited to
service with UNAMIR, any unused accrued annual leave balance remaining at the
expiration of the appointment (up to a maximum of 60 days) will be commuted to cash
and included by UN Headquarters in the final salary payment. It follows therefore that
annual leave may not be taken in conjunction with your repatriation. Should you wish to
avail of any accrued annual leave, you should do so prior to the last day of duty.

Other staff members (those on assignment from other duty stations) carry any
accrued annual leave with them back to their official duty stations. Staff rule 105.1 (c)
provides that annual leave may be accumulated, provided not more than twelve weeks (60
days) shall be carried forward beyond 1 January of any year. However, upon completion
of a mission, any accumulation of annual leave which otherwise would have become
subject to forfeiture during mission service may be utilized to cover all or part of an
authorized period of post-mission leave. Any such leave not utilized within four months
following departure from the mission area shall be forfeited. Staff members who may be
affected by the above provision may elect to take leave in conjunction with repatriation
prior to reporting back for duty with their official duty stations or during the four-month
period immediately following completion of their assignments (with approval of parent
departments) .

No MSA payment could be effected for leave taken following completion of
mission assignment and prior to your return to your official duty station or place of
repatriation. For annual leave taken during the mission assignment, MSA is payable at
the rate of one and one-half days of MSA for each completed month of service with the
Mission.

Final salary payment

The final salary payment (in the case of mission appointees) will be effected by
Headquarters and deposited to your account following commutation of any accrued annual
leave.

Final MSA Payment

MSA is paid through the last day of duty determined by UNAMIR. This would
normally be the expiry date of the assignment or of the mission appointment contract.
You should therefore make your travel arrangement accordingly through the Travel Unit
(MOVCON) and confirm the departure date with the Civilian Personnel Section. They
will then issue instructions to the Finance Section to effect payment of the final MSA.
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Return of your UN Laissez Passer

Mission appointees are requested to return their UNLP to United Nations
Headquarters New York following completion of their travel. Final payment may not be
processed by Headquarters New York unless the UNLP has been received. If you wish,
you may request to have your UNLP returned to you duly cancelled.

Should you have additional questions, please feel free to contact the staff of the
Civilian Personnel Section during the course of your check-out.
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(

,

TO:

ADMINISTRATIVE INSTRUCTION N~ 022/95

DATE: 11 May 1995

-...-_. -

All Ul\:\\lIR Personnel
Civilian. \lilit3ry. ClVl'O

Ally H. Golo

o ivision \J( ,~.d:n:,:,1i::n'l'::t~r'P-~~~~1"""""...u.J.-

/
Guidelines ';:111cerni~ Boards of Inquir\',

1. You are already aware of the important United Nations policy which
prohil.i.s (.~;'·:~!i.:ltion of internal documents to entities external to the United Nations
Organizaric- ..

') T11·,; :)<r.;~ent instruction relates to documents used in the preparation of Boards
of Inquiry reports and the reports themselves.

3. Boards of Inquiry Reports, including all attachments thereto, are internal
documents of the United Nations for use only by the Administration in whatever way
is prudent in safeguarding and protecting the interests of the United Nations
Organization.

4. At no time should reports by »oarus (.J irKJUlJ) Oc iIl,t':c: iJUU;;" Vl -':i.)~;·itL:~2.l

to entities outside the l~~. Such entities include governments, international
organizations. and all unauthorized persons even within the UN system. The
responsibility for deciding under what circumstances a Board of Inquiry report may
be transmitted to a government or other entity rests with the UN Headquarters in
1\ew York.

5. Boards of Inquiry reports are confidential to Boards preparing them. Board
members shall not divulge to anyone. except authorized persons. the contents of a
Board of inquiry report. and may not delegate the reproduction or such reports to
persons other than members of the relevant Boards of Inquiry.

o. Please he guided accordingly.
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NATIONS UNIES
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TO:

FROM:

SUBJECT:

ADMINISTRATIVE INSTRUCTION N° 021/95

DATE: 19 ~ay 1995

All UNA~IR Personnel
(Civilian, Military, CIVP

Ally H. Golo
Division of Admi.~~~~~~~

1. Further to previous Administrative Instructions issued on this subject, the
Administration notes with concern the number of UNA~IR vehicles which have
been stolen recently in broad day light from the UNAMIR Headquarters compound.

2. In this connection all UNA~IR security units, including the Indian Battalion
Guard Force currently providing security for the UNA~IR Headquarters and other
UNAMIR premises, are required to implement the following procedures:

(a) All drivers of UNAMIR vehicles leaving any UNA~IR premises at any time
are required to submit their identity cards to a security officer/guard at the
gate, who shall check the identity photograph of each such driver against the
face of the driver, record the identity number and the registration number of
the vehicle, record the number of passengers, enter the time of departure,
and record any other identification features that may be obvious. This is
without prejudice to the identification procedure for drivers and vehicles of
high ranking UNA~IR officials whose vehicles and drivers are known.

(b) With the exception of vehicles with ministerial or diplomatic registration
numbers and vehicles belonging to UN Agencies, all non-UNA~IR vehicles
leaving UNA~IR premises shall be subject to the same procedure as in (a)
above, and shall also be subject to searches at the discretion of the security
officers/guards.

3. All UNA~IR personnel are requested to cooperate with all security units in
the enforcement of these measures towards the preservation of UN and staff personal
property.



UNITED NATIONS
ASSISTANCE MISSION TO RWANDA

UNAMIR-MINUAR

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

ADMINISTRATIVE INSTRUCTION N°.018/95

DATE: 4 May 1995

TO: All UNAMIR Personnel
--Civiliafl"; Military;-€IVP

FROM: Ally H. Golo
Division of Administr

SUBJECT: Pre aration submissio

( 1. Many travel claims submitted to the Finance Section are not prepared properly
and/or not accompanied by adequate supporting documentation. As,a result, delays have
occurred in their processing and settlement. To prevent these delays and related problems,
future claimants should properly observe the policies and procedures detailed below.

Required supporting documentation

2. Each claim must be accompanied by the following documents:

(a) In respect of international travel undertaken at the UN expense:

(i) Original travel authorization (PT.8 form);

(ii) Used and/or any unused air ticket stubs;

(
_,-.~--··w:~'

(iii) Receipts for other costs incurred in connection with either local or
international travel, including those for airport taxes, 'excess
baggage, passport photographs, official telephone calls, telexes or
faxes, etc;

Hotel receipts, where a special/higher rate of travel subsistence
allowance is being claimed for a required stay in a very expensive
hotel. .

(b) In respect of official travel undertaken within Rwanda (local travel):

(i) A duly approved UNAMIR MOP (Movement of Personnel) forin;

(ii) Hotel receipts, for reimbursement of accommodation costs only;

(iii) Receipts for any other local travel costs.

Preparation of claim form

3. All claims must be made through the "Voucher for Reimbursement of Expenses"
(F.10 form), more commonly referred to as the "F-Ten form" or Simply the "F-Ten". The
rules for completing this form are as follows:



- 2 -

(a) Both sides of the form must be completed;

(b) The front side of the form should be completed or contain the required information
as follows: '

(i) For "Payee": The full name of the claimant typed or printed, with the
family name in capital letters;

.(ii) For "Category": Both the status and the rank/salary level of the claimant,
-~ --e.g. "Int' I civilian, G-5-1!; "Staff Officer, Capt. "; "MILOB, Major"; "UNV";

"Local, G-4"; "CIVPOL, Supt. "; "HRFOR", "International Tribunal for
Rwanda".

I

(

(iii) Boxes: The appropriate box should be checked and information provided
to indicate where the payment cheque is to be picked up or sent (the
claimant's duty station address and telephone number should be fully
provided) if applicable;

(iv) Under the "Description of Expenses": A brief description should be given
of the expenses actually incurred for which reimbursement is being claimed,
the dates on which they were incurred, and the amounts involved (to be
noted under the "Local Currency" or "US$ equivalent" columns);

(v) In the designated space, the claimant should sign the claim using the same
signature appearing on his/her UNAMIR ID or respective organization's ID
and note the date on which the claim was prepared;

(vi) The "Signature of Admin./Certifying Officer" should be that of the
UNAMIR Officer who signed the claimant's MOP form as "Initiating
Officer - Head of Section/Department", or otherwise the Officer authorized
to approve the claimant's travel (CAO).

(c) The reverse side of the form should contain the following:

(i) The actual tt!n.s:J:.!l.!.Y and dates and times of travel:

(ii) jVhether or not a UN {';. Government vehicle was used to transport the
claimant between the airport and his/her residence or office at the places of
'origin and destination;

(iii) Whether each leg of the travel was undertaken for official or personal
purposes;

(iv) The number(s) of any unused air ticket stub(s).

4. If any of the above rules is not complied with properly, or the required information is not
provided fully and clearly, the Finance Section will simply return the claim unprocessed.
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NATIONS UNIES
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TO:

FROM:

SUBJECT:

ADMINISTRATIVE INSTRUCTION N° .018/95

~

DATE: 4 May 1995

All ~NAMIR Personnel
---Civiliiflr Military;-€IVP

Ally H. Golo
Division of Administr

Pre aration submissio

1. Many travel claims submitted to the Finance Section are not prepared properly
and/or not accompanied by adequate supporting documentation. As.a result, delays have
occurred in their processing and settlement. To prevent these delays and related problems,
future claimants should properly observe the policies and procedures detailed below.

Required supporting documentation

2. Each claim must be accompanied by the following documents:

(a) In respect of international travel undertaken at the UN expense:

(i) Original travel authorization (PT.8 form);

(ii) Used and/or any unused air ticket stubs;

In respect of official travel undertaken within Rwanda (local travel):

(iii)

qv)

(i)

(ii)

(iii)

Receipts for other costs incurred in connection with either local or
international travel, ,including those for airport taxes, excess ~

baggage, passport photographs, official telephone calls, telexes o~

faxes, etc;

Hotel receipts, where a special/higher rate of travel suosiSteni::;-.... '
allowance is being claimed for a required stay in a very expensive
hotel. .

A duly approved UNAMIR MOP (Movement of Personnel) form:

Hotel receipts, for reimbursement of accommodation costs only;

Receipts for any other local travel costs.

.'"

"

3. All claims must be made through the "Voucher for Reimbursement of Expenses"
(F.10 form), more commonly referred to as the"F-Ten form" or Simply the "F-Ten". The
rules for completing this form are as follows:

':."-:. -: -v- .r- " .
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(a) Both sides of the form must be completed;

(b) The front side of the form shouldbe completed or contain the required information
as follows: '

(i) For "Payee": The full name of the claimant typed or printed, with the
family name in capital letters;

,(ii) For "Category": Both the status and the rank/salary level of the claimant,
~- --e~ "Int'l civilian, G-5\!; "StaffOfficer, Capt."; "MILOB, Major"; "UNV";

"Local, G-4"; "CIVPOL, Supt."; "HRFOR", "International Tribunal for
Rwanda"·

I

(

(iii) Boxes: The appropriate box should be checked and information provided
to indicate where the payment cheque is to be picked up or sent (the
claimant's duty station address and telephone number should be fully
provided) if applicable;

(iv) Under the "Description of Expenses": A brief description should be given
of the expenses actually incurredfor which reimbursement is being claimed,
the dates on which they were incurred, and the amounts involved (to be
noted under the "Local Currency" or "US$ equivalent" columns);

(v) In the designated space, the claimant should sign the claim using the same
signature appearing on his/her UNAMIR ID or respective organization's ID
and note the date on which the claim was prepared;

(vi) The "Signature of Admin.lCertifying Officer" should be that of the
UNAMIR Officer who signed the claimant's MOP form as "Initiating
Officer - Head of Section/Department", or otherwise the Officer authorized
to approve the claimant's travel (CAO).

(c) The reverse side of the form should contain the following:

' ..

(i)

(ii)

(iii)

(iv)

The actual itinerary and dates and times of travel;

.Whether or not a UN or Government vehicle was used to transport the
·claimant between the airport and his/her residence or office at the places of
\origin and destination;

Whether each leg of the travel was undertaken for official or personal
purposes;

The number(s) of any unused air ticket stub(s).

4. If any of the above rules is not complied with properly, or the required information is not
provided fully and clearly, the Finance Section will simply return the claim unprocessed..
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UNAMIR-MINUAR

ADMINISTRATIVE INSTRUCTION N° ,018/95

DATE: 4 May 1995

TO:

FROM:

SUBJECT:

All UNAMIR Personnel
--Civiliafir- Milit1iry;-£IVP

Ally H. Golo
Division of Administr

Pre aration submissio

1. Many travel claims submitted to the Finance Section are not prepared properly
andlor not accompanied by adequate supporting documentation. As.a result, delays have
occurred in their processing and settlement. To prevent these delays and related problems,
future claimants should properly observe the policies and procedures detailed below.

Required supporting documentation

2. Each claim must be accompanied by the following documents:

(a) In respect of international travel undertaken at the UN expense:

(i) Original travel authorization (PT.8 form);

(ii) Used and/or any unused air ticket stubs;

(b) In respect of official travel undertaken within Rwanda (local travel):

,
I

Receipts for other costs incurred in connection with either local or
international travel, including those for airport taxes, excess
baggage, passport photographs, official telephone calls, telexes or
faxes, etc;

(iii)

(iv) Hotel receipts, where a special/higher rate of travel subsistence
allowance is being claimed for a required stay in a very expensive
hotel. .

(i) A duly approved UNAMIR MOP (Movement of Personnel) form:

(ii) Hotel receipts, for reimbursement of accommodation costs only;

(iii) Receipts for any other local travel costs.

Preparation of claim form

3. All claims must be made through the "Voucher for Reimbursement of Expenses"
(F.lO form), more commonly referred to as the "F-Ten form" or Simply the "F-Ten''. The
rules for completing this form are as follows:
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(a) Both sides of the form must be completed;

(b) The front side of the form should be completed or contain the required information
as follows: J

(i) For "Payee": The full name of the claimant typed or printed, with the
family name in capital letters;

(ii) For "Category": Both the status and the rank/salary level of the claimant,
... - --e.g. "Int'l civilian, G-5-ll; "Staff Officer, Capt."; "MILOB, Major"; "UNV";

"Local, G-4"; "CIVPOL, Supt."; "HRFOR", "International Tribunal for
Rwanda"·

I

(

(iii) Boxes: The appropriate box should be checked and information provided
to indicate where the payment cheque is to be picked up or sent (the
claimant's duty station address and telephone number should be fully
provided) if applicable;

(iv) Under the "Description of Expenses": A brief description should be given
of the expenses actually incurred for which reimbursement is being claimed,
the dates on which they were incurred, and the amounts involved (to be
noted under the "Local Currency" or "US$ equivalent" columns);

(v) In the designated space, the claimant should sign the claim using the same
signature appearing on his/her UNAMIR ID or respective organization's ID
and note the date on which the claim was prepared;

(c) The reverse side of the form should contain the following:

(vi) The "Signature of Admin.lCertifying Officer" should be that of the
UNAMIR Officer who signed the claimant's MOP form as "Initiating
Officer - Head of Section/Department", or otherwise the Officer authorized
to approve the claimant's travel (CAO).

t'
!

The actual itinerary and dates and times of travel:

, .,.Whether or not a UN or Government vehicle was used to transport the
claimant between the airport and his/her residence or office at the places of
'origin and destination;

(ii)

(

(iii) Whether each leg of the travel was undertaken for official or personal
purposes;

(iv) The number(s) of any unused air ticket stub(s).

4. If any of the above rules is not complied with properly, or the required information is not
provided fully and clearly, the Finance Section will simply return the claim unprocessed.
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NATIONS UNIES
MEMORANDUM INTlIRIEUR

TO:

UNAMIR-MlNUAR

Information Circular NO.03S/95

All UNAMIR Military, Civilian Police &
Civilian Personnel

DATE:30 May 1995

FROM:

SUBJECT: After Hour Calls - Electrical and Generator Unit

It has been brought to our attention that generator mechanics and electricians are called out
to various locations in Kigali after hours, on what is referred to, as emergency calls. However,in
various cases it has been found that the situations were exaggerated and the job could be done the
next day.

As the security situation in Kigali is not safe, please refrain from making such unnecessary
calls. Attached please find a series of questions you should consider before you make the call.

( Regards.



(

REQUEST FOR AFTER HOURS DUTY ELECTRICAL/GENERATOR SUPPORT.

1. NAME/RANK OF CALLER:

2. LOCATION WHERE SUPPORT IS REQUESTED:

3. WHAT IS THE PROBLEM:

A. IS THE GENERATOR STILL RUNNING?

IF NOT:

IS THERE FUEL IN THE GENERATOR ?

WAS THERE UNUSUAL NOISES BEFORE IT STOPPED ?

WHAT DO THE USER BELIEVE IS THE CAUSE OF THE PROBLEM ?

B. IF THE GENERATOR IS STILL RUNNING:

HAVE THE FUSES/CIRCUIT BREAKERS ON GENERATOR AND BUILDING

BEEN CHECKED ?

IS THERE POWER IN PART OF THE LOCA~ION ?

IF THERE IS POWER IN PART OF THE LOC~T~ON, WHAT PART IS

HAVING ELECTRICAL PROBLEM ?

CAN THE PROBLEM BE RECTIFIED THE FOLLOWING DAY?

5. MINOR PROBLEMS Su@H AS CHa&qlpG L~qH~<@PL~Sr E~SETT~NG
FUSES OR CIRCUIT BR~~, mJ ELECTRIQl~X IN NQ·PRIORITY
AREAS ETC. WILL NOT BE CARRIED OUT AFTt2 WORKING HOURS.



UNITED NATIONS
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UNAMIR·MINUAR

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

INFORMA nON CIRCULAR NO. 34

DATE: 19 May, 1995

TO:

FROM:

SUBJECT:

All UNAlvllR Person

OPENI:'\G 0 '

(
I am pleased to announce that the UNAMIR authorized contractor will open a duty free

sales facility on 23 May, 1995 inside the Trafipro complex in the building next to the water purification

plant.

It is extremely important for all personnel to understand that every item on sale in this
new shop is for the exclusive use of UN personnel and cannot be resold or bartered

All personnel, civilian and military alike, are advised that anyone found to be reselling or
bartering duty free goods will be reported to the SRSG or to the Force Commander, and disciplinary
action will be initiated.

A valid U:"JAMIR identity card must be shown and the ID number shall be recorded by
the cashier each time items are paid for. Only US dollars will be accepted as payment for the items on
sale in the duty free store The duty free shop is not opened to UNA~1IR local personnel

Please note that a special register will be maintained of all customers who purchase
electronic products and other items that have traditionally been considered 'attractive' for resale on the
open market
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To:

FROM:

SUBJECT:

U NIT E DNA T ION S .~~ NAT ION SUN I E S
N)S1STANCl t·~! 5S I eN ~OR R~~ANOI\ (~l~: .. I 55 iOf, fOUR L' 1\';'; I ~;' /\fiG f;'vJI1NDI\
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~

'JNN·1]R - HINUA'.

INFORMATION CIRCULAR 030/95

17 May 1995

All international civilian pe mel of UNAMIR

Ally H. Golo,
Ole. Administrati

ersons

Please find attached Information Circular STJIC/1995/16 of 31 March 1995 on "Home
addresses and telephone numbers".

In connexion with this Circular, all international civilian personnel are kindly
requested to complete the attached fonn which is self-explanatory and forward it to the Chief
Civilian Personnel Officer as soon as possible, in any case not later that 19 May 1995.

cc: SRSG
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Secretariat

INFORMATION CIRCULAR

ST/IC/1995/16
31 Maroh 1995

•

To: Members of the staff

( From: The Assistant Secretary-General for Human Resources Management

SUbject: HOME ADDRESSES AND TELEPHONE NUMBERS*

1. From time to time, it is necessary for the Organization to contact staff
members outside the office, whether for security reasons, emergency work
questions or assignments or legitimate inquiries into a staff member's health or
well-being. It is essential that the Organization have available current home
addresses and telephone numbers of all staff members, as well as the name and
telephone number of a person to be contacted in case of an emergency. It is
especially important that all £taff going on mission, or on United Nations
travel of any kind, ensure that all this information is up to date and accurate.

2. The purpose of the present circular is to inform all staff serving at
Headquarters that, within the next few weeks, they will receive from their
Executive Offices a form containing information that they are requested to
verify and complete as needed, before returning the form by the date indicated.
Similar requests will be issued regularly in the future to keep the database
current. Staff members are reminded that it is their responsibility to report

( to their Executive Office any changes in their home dddress, telephone number or
information on their contact person when they occur, without waiting for an
official request to that effect.

3. Staff members are assured that home addresses, telephone numbers and
information on contact persons are kept confidential and are not released except
to authorized officials and for authorized purposes. The Security and safety
Service will continue its standard operating practice ~f handling individual
requests for personal information received after normal working hours on a "call
back" basis, under whic~ no information ia released unless and until the staff
member involved gives permission to do so.

* Personnel Manual index No. 4010.

060495
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To:

FROM:

SUBJECT:

All international civilian pe mel of UNAMIR

Ally H. Gala.
OIC. Administrati

ersons

Please find attached Information Circular ST/IC/ 1995/ 16 of 31 March 1995 on "Home
addresses and telephone numbers".

In connexion with this Circular, all international civilian personnel are kindly
requested to complete the attached form which is self-explanatory and forward it to the Chief
Civilian Personnel Officer as soon as possible, in any case not later that 19 May 1995.

cc: SRSG
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To: Members of the staff

From: The Assistant secretary-General for Human Resources Management

Subject: HOME ADDRESSES AND TELEPHONE NUMBERS*

1. From time to time, it is necessary for the Organization to contact staff
members outside the office, whether for security reasons, emergency work
questions or assignments or legitimate inquiries into a staff member's health or
well-being. It is essential that the Organization have available current home
addresses and telephone numbers of all staff members, as well as the name and
telephone number of a person to be contacted in case of an emergency. It is
especially important that all ~taff going on mission, or on United Nations
travel of any kind, ensure that all this information is up to date and accurate.

2. The purpose of the present circular is to inform all staff serving at
Headquarters that, within the next few weeks, they will receive from their
Executive Offices a form containing information that they are requested to
verify and complete as needed, before returning the form by the date indicated.
Similar requests will be issued regularly in the future to keep the database
current. Staff members are reminded that it is their responsibility to report
to their Executive Office any changes in their home address, telephone number or
information on their contact person when they occur, without waiting for an
official request to that effect.

3. staff members are assured that home addresses, telephone numbers and
information on contact persons are kept confidential and are not released except
to authorized officials and for authorized purposes. The Security and safety
Service will continue its standard operating practice c1f handling individual
requests for personal information received after normal working hours on a "call
back" basis, under which no information is released unless and until the staff
member involved gives permission to do so.

* Personnel Manual index No. 4010.

060495



I

i
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ASSISTANCE MISSION FOR RWANDA ~" MISSION POUR L'ASSISTANCE AU RWANDA

UNMIR - MINUAR

INFORMATION CIRCULAR 029/9'5

13 May 1995

(

To:

FROM:

SUBJECT:

..
--~

All Personnel, Milita CIVPOL, Civilian of UNAMIR

Ally H. Golo"d;~'-""'--~::::Sr-"
OIC, Administ____--YI

Under the instruction of the Assistant Secretary-General/UN Security
Coordinator, all UNAMIR personnel (military, Civilian Police, civilian) are strongly
reminded that under no circumstances should statements regarding any security situation to
be made to the Press unless the text has been cleared by his Office. This is particularly
critical in cases involving the kidnapping/detention of staff members where premature and
irresponsible statements to the media can, and have jeopardized, delicate negotiations and
placed the lives of staff at risk.

Please be advised accordingly.

,- ~ ..,.~ -.,. ....,.



UNITED NATIONS ~ NATIONS UNIES
ASSISTANCE MISSION FOR RWANDA ~ MISSION POUR L'ASSISTANCE AU RWANDA

URGENT UNAMIR - MINUAR

INFORi'IATION CIRCULAR 028195 - Corr. 1

8 May 1995

,

All Civilian and Military Personnel

A~; H. ~IO' v..
OlC, Administration~ .._...-....-.--=~-...L--

. c~·~-
,

FROM:

To:

SUBJECT: Official Holidavs for 1995

( \

Further to lnfonnation Circular 028/95 of 4 May 1995, please note that the
Eid-Al-Adha day this year falls on Wednesday, 10 May 1995 which should be considered as
official UNAMIR holiday and not Tuesday, 9 May 1995 as announced earlier.

cc: SRSG

,', ,

I
~"!'""'.~'''' .••... L"'. __ .'_.·....



UNITED NATIO:\TS _ NATIONS UNIES
ASSISTANCE ~ISS~CN FOR ~WANCA ., MISSION PQUR L'ASSISiANCE AU RWANDA, ,

,
UNAl'''1IR - MINUAR

INFORlvlATION CIRCULAR 028i95

4 May 1995

To:

FROl\JI:

SUBJECT: .

AlftiVilian and Milita

Ally H. Gala,
Ole, Administrat..,....,......-_

Official Holidavs I or 1995

Further to the SRSG's memorandum of 3 March 1995 on the above subject, I am
pleased to confirm that the Eid-al-Adha day falls, this year on Tuesday 9 May 1995 which
is considered as official UNAMIR holiday.

cc: SRSG



UNITED NATIONS
ASSISTANCE MISSION FOR RWANDA •.~)~ NATIONS UNIES

• MrSSrON PoUR L'ASSrSTANCE AU RWANDA

CNAMIR - MINUAR

INFORMATION CIRCULAR NO. 025/95

DATE:

TO: All UNAMIR Military,. ivilian Police
and Civilian Perso" el.,

12 April 1995

(

FROM:

SUBJECT:

I'
Ally H. Golo, Of ~r-in-Charge

Administration~ .

Mail processi:~Registry
I

This circular is to bring to your attention the following
procedures concerning the processing of both official and
private mail to UNAMIR, in accordance with the united Nations
Records Control Procedures Manual.

1. Flow of official Mail

All incoming mail, with the exception of correspondence
SUbject to special instructions, is to be opened by the
Registry, classified by subject and type and distributed to
the relevant sections, units and services.

When on an envelop, it is marked private, confidential or
only the name of a UNAMIR personnel, without the functional
title, the letter is sent directly to the addressee, without
opening it.

If a letter is bearing an official address but appears to
be of a personal nature, it will be forwarded to the addressee
by Registry, without opening it. In this case the Registry
will indicate on the envelope: "If this letter concerns UNAMIR
official business please send it back to the Registry for
procesa.i.nqv , .__.~_4'

2. Flow of Private Mail ,
I

If on a letter it is not marked confidential or private,
but it is found to be of a confidential nature when opened,
the Registry will reseal it and indicate on the envelope
"Opened by the Registry" and send it to the addressee.

If a letter presumed to be official has been opened by
the Registry and found to be of a personal nature, the
Registry will reseal it and forward it to the addressee with
the indication "This letter was presumed to concern UNAMIR
official business and therefore opened by the Registry."
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INFORMATlON CIRCULAR No. 024/95

DATE: 6 April 1995

TO: All UNAMIR Civilian and Military Pers
CIVPOL, HRFOR, ICTR, UNDP WH

FROM: Ally H. Golo, Officer-in-Charge <-/Rf.,~-----~"<:"""",,,

Division of Administration and M

SUBJECT:

Further to the SRSG's note dated 3 April 1995 concerning closure of
UNAMIR offices on 7 April 1995, please be advised that the UNAMIR fuel
stations will also be closed for business on that day in recognition of the
national day of mourning. Those planning to refuel vehicles on that date are
required to do so on 6 April 1995.

UNAMIR pouches normally scheduled for Fridays will be closed on
Thursday 6 April 1995.



UNITED NATIONS
ASSISTANCE MISSION FOR RWANDA

NATIONS UNIES
MISSION POUR VASSISTANCE AU RWANDA

UNAMIR - MINUAR

INFORMATION CIRCULAR NO. 022/95

DATE: 4 April 1995

TO:

FROM:

SUBJECT:

All UNAMIR Military, Civili
& Civilian Personnel

Ally Golo, Officer-In-Ch
Administration

I am in receipt of the monthly sta istics compiled by the Force MP Company covering
traffic violations during March 1995. I note with considerable concern that of 59 violations
listed, 48 are for speeding.

The matter of UNAMIR vehicles being perceived as operating outside traffic laws is a
matter of extreme sensitivity with the Government and something which detracts from our
presence here. I most earnestly urge all personnel to operate UN vehicles in a prudent and
safe manner, in accordance with the rules of the road. I shall be reviewing the specific
violations reported for March 1995 and will, if necessary, direct that flagrant violators have
their driving permits withdrawn.



UNITED NATIONS NATIONS UNIES

UNAMIR - KIGALI

Infonnation Circular No. 021195
3 April 1995

Ally H. Golo
Officer-in-Charger,~..IIJlme;r,:;;~~r"'-""

TO: All UNAMIR Military, Ci ilian
and Civpol Personnel

FROM:

SUBJECT:

c
I

Please be advised that with the integration of all UNAMIR's Transport and

Maintenance resources, the office of the Chief Transport Officer (CTO) is now know as the Office

of the Chief Integrated Transport and Maintenance Management (CITMM),

This office is now firmly responsible to the Administration for the overall fleet

management and maintenance of all UNAMIR VEHICULAR ASSETS.

All are kindly requested to extend to the CITMM the usual cooperation.



UNITED NATIONS
ASSISTANCE MISSION TO RWANDA

UNAMIIt-MINUAft

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

INFORMATION CIRCULAR ,p. 020195

TO:

FROM:

( SUBJECT:

DATE: 1 April 1995

All UNAMlR Personnel

Mr. A. H. GoloJole AdmW·tis·uJtiIt'------"r-
M

LANDO

I am pleased to announce that UNAMIR has extended the services ofMGT Consolidated
to provide catering services to staffmembers in a new location in Kigali.

As ofApril 1st 1995, the open air restaurant of Hotel Chez Lando will be available for lunch and
dinner, for the time being with the same daily menu available at the Belgian Village. Due to ongoing
renovations, service will only commence at dinner time on the first day ofservice.

It is expected that the main restaurant of Chez Lando will also be opened in the near future.

Please be advised that entry to the Chez Lando complex is restricted to UN personnel and invited
guests only, as per the notices posted outside both entrances.



UNITED
NATIONS

Secretariat

(

(

ST/IC/1995/16
31 March 1995

INFORMATION CIRCULAR

To: Members of the staff

From: The Assistant Secretary-General for Human Resources Management

Subject: HOME ADDRESSES AND TELEPHONE NUMBERS*

1. From time to time, it is necessary for the Organization to contact staff
members outside the office, whether for security reasons, emergency work
questions or aSFignments or legitimate inquiries into a staff member's health or
well-being. It is essential that the Organization have available current home
addresses and telephone numbers of all staff members, as well as the name and
telephone number of a person to be contacted in case of an emergency. It is
especially important that all staff going on mission, or on United Nations
travel of any kind, ensure that all this information is up to date and accurate.

2. The purpose of the present circular is to inform all staff serving at
Headquarters that, within the next few weeks, they will receive from their
Executive Offices a form containing information that they are requested to
verify and complete as needed, before returning the form by the date indicated.
Similar requests will be issued regularly in the future to keep the database
current. Staff members are reminded that it is their responsibility to report
to their Executive Office any changes in their home address, telephone number or
information on their contact person when they occur, without waiting for an
official request to that effect.

3. Staff members are assured that home addresses, telephone numbers and
information on contact persons are kept confidential and are not released except
to authorized officials and for authorized purposes. The Security and Safety
Service will continue its standard operating practice af handling individual
requests for personal information received after normal working hours on a "call
back" basis, under which no information is released unless and until the staff
member involved gives permission to do so.

* Personnel Manual index No. 4010.

060495
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To:

From:

SUbject:

UNITED NATIONS (A\ NATIONS UNIES
ASSISTANCE MISSION FOR RUANDA ~MISSION POUR L'ASSISTANCE AU RWANDA

UNAMIR - HINUAR

Information Circular No. 019/95

23 March 1995

All UNAMIR International C .

Ally H. Golo, OIC
Administration

Hazard Pay

(

Please be advised that the United Nations Security Coordinator has now confirmed
that the hazard pay has been discontinued as of 1 March 1995.



UNITED NATIONS -\ NATIONS UNIES
ASSISTANCE MISSION FOR RWANDA ~MISSION POUR L'ASSISTANCE AU RWANDA

UNAMIR . MINUAR

INFORMATION CIRCULAR 015/95

17 February 1995

(

To:

FROM:

SUBJECT:

All Civilian and Military Perso el

Ally H. Golo, OIC
Administration

(

It is my pleasure to announce the arrival of our new Staff Counsellor and Welfare
Officer, Brandy McNeill.

Brandy's responsibilities will include developing programs for mental and physical
well being and improving staff morale. Some ideas that have already been discussed include
a lending video and reading library, stress management programs, parties and Happy Hours,
fitness and recreation programs, discussion groups, trips and conflict resolution.

Brandy is anxious to deliver any program that will reduce your stress and improve
morale. If you have any suggestions for her. please visit her in the Welfare and Counselling
Office temporarily located in Room 3052, Extension 11098. The permanent office will be
Room 3060, Extension 11087.

Welcome to UNAMlR, Brandy!



UNITED NATIONS
ASS1S'1'ANCI! MISSION POll RWANDA.

ll1IIoH.IR - MIHUAR

INFORMATION CIRCULAR NO. 014/95

February 14, 1995

TO:

FROM:

SUBJECT:

All International Civilian Staff
Military Observers and Civili

Ally H. 0010, OIC
Administration .

1. Please be informed that the HQs New York authorized the establishment of
UNAMIR Local Claims Review Board to perform the functions assigned under
Administrative Instruction ST/AIIl49 RevA. These include to examine and recommend
settlement of claims submitted by UNAMIR Civilian Staff Members, Military Observers
and Civpol Members for loss or damage to their personal effects, determined to be
directly attributable to the performance of official duties on behalf of the United Nations.

2. The composition of the Board is as follows:

(

Chairman:
Member:
Member:
Member:
Member:
Member: (ex officio)

Secretary of the Board:

Chief Administrative Officer
Chief Civilian Personnel Officer
Chief Finance Officer

. Chief Support Services
Legal Officer
Senior Military Officer, Military Observer or
Civilian Police Officer (for cases involving
these categories of personnel)
Chief of Claims, M. Kiejna

3. Please note that the terms conditions and limits governing compensation as well as
the procedures for the submission of claims are specified in ST/AII149/Rev.4 copies of
which are available at the Secretariat of the Board.



ASSISTAHCll MISSION POR RWAtmA
UNITED NATIONS _~"~A'!!L~~!~~o~.~S

lllfAJfrR - MINOAR

INFORMATION CIRCULAR NO. 014/95

February 14, 1995

TO:

FROM:

SUBJECT:

All International CivilianStaff
Military Observers and Civili

Ally H. Golo, OIC
Administration .

I. Please be informed that the HQs New York authorized the establishment of
UNAMIR Local Claims Review Board to perform the functions assigned under
Administrative Instruction STIAll149 Rev.4. These include to examine and recommend
settlement of claims submitted by UNAMIR Civilian Staff Members, Military Observers
and Civpol Members for loss or damage to their personal effects, determined to be
directly attributable to the performance of official duties on behalf of the United Nations.

2. The composition of the Board is as follows:

(

Chairman:
Member:
Member:
Member:
Member:
Member: (ex officio)

Secretary of the Board:

Chief Administrative Officer
Chief Civilian Personnel Officer
Chief Finance Officer

. Chief Support Services
Legal Officer
Senior Military Officer, Military Observer or
Civilian Police Officer (for cases involving
these categories of personnel)
Chief of Claims, M. Kiejna

3. Please note that the terms conditions and limits governing compensation as well as
the procedures for the submission of claims are specified in ST/AI/149IRev.4 copies of
which are available at the Secretariatof the Board.



UNITED NATIONS
ASSISTANCE MISSION FOR RWANDA

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

UNAMIR - MINUAR

INFORMATION CIRCULAR no 013/95

DATE: 16 February 1995

SUBJECT : United Nations

(

TO:

FROM:

All UNAMIR Military
Civilian Personnel

Ally H. GOLO, OIC
Administration

I am pleased to inform you that United Nations stamps are
now available for sale at UNAMIR Mailing Unit, in the following
denominations:

a)

b)

Swiss Francs

us $ :

0.10, 0.50, 0.60, 0.80., 0.90, 1.00

0.01, 0.02, 0.20, 0.30, 0.32, 0.40, 0.45,
0.50.

...

The stamps are on sale either for philatelic purposes or
for simple postage of letters. In the latter case the letters will
be pouched to New-York or Geneva according to the chosen currency
of the stamps and from there they will be forwarded to their final
destination.

Interested persons can contact Mrs. Irene MUKASHEMA in
Room - 1066 during office hours.
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UNITED NATIONS
~SSISTANCE MISSION FOR RWANDA

A' NATIONS UNIES
~MISSION POUR L'ASSISTANCE AU RWANDA

UNAMIR - MINUAR

INFORMATION CIRCULAR 012/95

13 February 1995

4

taff Members of UNAMIR

United Nations

Ally H. Gala, orc
Administration .~~--~~~~-~

International Civilia

dated 5 Januar

FROM:

SUBJECT:

To:

(

The above mentioned Information Circular is reproduced
hereunder for your information:

"To: Member of the Staff

From: The Und~r-Secretary-General for Administration
and Management

Subj ect: OPTION OF A LUMP- SUM PAYMENT FOR TRAVEL
BY AIR IN LIEU OF PROVISION BY THE
ORGANIZATION OF TRAVEL ~ICKETS AND
RELATED ENTITLEMENTS ON HOME LEAVE,
EDUCATION GRANT AND FAMILY VISIT
TRAVEL. *

(\

1. The purpose of the present amendment is to advise staff
member that the period of application for the lump-sum payment
option for travel by air on home leave, education grant and
family visit is hereby extended to all such travel that commences
prior to 31 December 1995.

2. This option applies to eligible staff stationed at
Headquarters, New York, the United Nations office at Geneva, the
United Nations Office at Vienna, the United Nations Environment
Programme (UNEP), the Economic Commission for Africa (ECA) I the
Economic Commission for Latin America and the Caribbean (ECLAC) I

the Economic and Social Commission for Western Asia (ESCWA), the
United Nations Centre for Human Settlements (HABITAT), the United
Nations Truce Supervision Organization in Palestine (UNTSO) ," the
United Nations Interim Force in Lebanon (UNIFIL), the United
Nations Peace-keeping Force in Cyprus (UNFICYP) I the United
Nations Disengagement Observer Force (UNDOF) and" the United
Nations Military Observer Group in India and Pakist~ (UNMOGIP)

.... / ... ·2

"



~-- ~,..... .....~

(

(

'.

-2 -

3. Specific instructions on the administration of the option,
including required record-keeping and prevention of abuse, will

'be issued shortly.

4. The present amendment supersedes information circular
ST/IC/1990/13/Amend.3.

* Personnel Manual index No. 7001



UNITED NATIONS
ASSISTANCB MISSION FOR RWANDA

UNM4IR - MINUAR

INFORMATION CIRCULAR No. 011/95

DATE: 6 February 1995

TO: All UHAMIR Civilian

( Personnel

FROM: Ally H. Golo, Office
Administration ...

SUBJECT: UNAMIR Mailin

This is to inform you that UNAMIR mailing address at united
Nations Headquarters, New York is:

UNAMIR - Kigali, Rwanda
P.O.Box 4661
Grand Central station,
New York, N.Y. 10163-4661
USA

However, it is to be noted that correspondence sent through
this P.o. Box will normally take more t1me to reach Kigali than if
it was sent through UNAMIR P.O.Box 749, Kigali, Rwanda. In fact
with the re-establishment of most international flights to and from
Kigali, the inflow and outflow of correspondence is normalizing
rapidly.

Please note that, due to difficulties being encountered with
Kenyan Postal services Administration, it is not recommended to use
P.O. Box 30552 c/o UNEP Nairobi for the import of private parcels;
but you can still continue to use it for correspondences.



UNITED NATIONS NATIONS UNIES

UNAMIR - KIGALI

Information Circular 009[95 31 January 1995

Ally H. Golo

Officer-in-ChargerllPJ.l:fmi·nt,·stration

SUBJECT:

TO: All UNAMIR

Military and Civilian Pe

( yROM:

Further to Adminstrative Instruction No. 001194 of 15 July 1994t this is to

remind all UNAMIR personnel that with the exception of a few designated senior officials,

vehicles are assigned to a Unit or Section for collective use by its personnel or assigned to

the transport dispatch pool for collective use by all authorized personnel of the mission.

This applies even if an individual has signed personally for collecting the

vehicle from the Transport Section.

( Please be guided accordingly.



UNITED NATIONS NATIONS UNIES

UNAMIR - KIGALI

Information Circular 009/95
• •

31 January 1995

TO: All UNAMlR
Military and Civilian Pe

FROM:

()

SUBJECT:

Ally H. Golo

Officer-in-Chargerll..!1~l1mi·ni·stration

Further to Adminstrative Instruction No. 001194 of 15 July 1994, this is to

remind all UNAMIR personnel that with the exception of a few designated senior officials,

vehicles are assigned to a Unit or Section for collective use by its personnel or assigned to
the transport dispatch pool for collective use by all authorized personnel of the mission.

This applies even if an individual has signed personally for collecting the

vehicle from the Transport Section.

Please be guided accordingly.



, UNITED NATIONS
ASSISTANCE MISSION TO RWANDA

NATIONS UNIES
MISSION POUR L'ASSISTANCE AU RWANDA

UNAMIR·MINUAR

INFORMATION CIRCULAR fIJ. 008/95

DATE: 25 January 1995

TO: All UNAMIR Personnel

Water Point Operations

F~OM: (AllY H. Golo, Officer-in-Charge 0 "_
., Administration ~~..>--__.............;--.~~'-'-"'_~

(}
SUBJECT:

This is to advise you that the UNAMIR water point had been relocated from
the stadium to the TRAFIPRO industrial complex effective 19 January 1995. A map
indicating the TRAFIPRO location is attached herewith.

The water point is now fully operational for refilled jerry can exchange
Monday through Saturday.

(
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UNITED NATIONS
ASSiSTANCEMISSION TO RWANDA

NATIONS UNIES
MISSION POUR L.'ASSISTANCE AU RWANDA

(

TO:

FROM:

SUBJECT:

INFORMATlON CIRCULAR foJO. 007/95

DATE; 24 January 1995

All UNAMIR Personnel

K. Nilsvang, Officer-in-Charge ~'
Administration. a.i. ~-->~--=---~-

Use of MGT Catering Services for UNAMIR Events

1. I have been made aware that several lJNAMlR clubs and organizations have
solicited the services ofMGT/CSL to cater and provide refreshments at theirgatherings.
While it is encouraging and indeed desirable to havea selection of social functions to
attend in thedifficult circumstances we find ourselves in, I would like some procedures
to be followed ifthe services of MGT are goingto be required in anyway.

2. Any future arrangements being made where MGT catering services are provided
on a commercial basis should be channelled and addressed through the Contract
Management Cell. The eMC was formed to monitor the financial and managerial
aspects of UNAMIRts interaction with all our contractors. As such, I expect CMC to
be fully aware ofall activities performed byaU UNAMIR contractors in the Mission area.
I am confident that you will cooperatewith CMC in making their task easier.

3. Ifyou have any further questions in this regard, please do not hesitate to contact
the CMCO Mr. Briere.



UNITED NATIONS~ NATIONS UNIES
ASSJ:STAlfCl!l KrSSXOIl I'OR RlIIAJO)" ... IIXSSJ:OII POtJR L'.ussX:I'1'AllCB AU aw.lUfJlA

UIIA1UIl - NXlfUAR

INFORMATION CIRCULAR NO. 006/95

DATE: 23 January 1995

TO: All UNAMIR Military, Civilian Police
&Civilian Personnel

Kimso Nilsvang, Officer-In-Charge 1
Admi nistrat ion 1~~_'""Cf.,__---'-';;:

FROM:

SUBJECT: APPOINTMENT OF SECTOR ADMINISTRATIVE OFFICER CO-ORDINATOR
"

Please be advised that effective 23 January 1995, Mr. Rudolf Reimann has
been appointed Sector Administrative Officer/FSA Co-ordinator.

All Sector administrative/logistics matters should therefore be
addressed to or routed through Mr. Reimann's office.

Mr. Reimann is located in Room 3029 at the UNAMIR Headquarters.

( . ~f



,.
-,,...-,,··_--=:,",,,,"~_.·~=-,~o

UNITED NATIONS
ASSISTANCE MISSION PO~ RWANDA

UNAHIR - MINlJAR

INFORMATION CIRCULAR 003/95

10 January 1995

'"

All International Civilian Staff,
Military Observers and Civilian Police

Kimso Nilsvang, Acting ~.
OIC, Administration, UNAMIR ~__~~~~----~~~--~

FROM:

To:

SUBJECT: MSA Payment

1. During the month of November 1994, our Finance Section
received several complaints in relation to:

adjustments for accommodation not provided:
adjustments for leave/CTO for military observers;
adjustments for leave for civilian personnel; and
in some few instances, non payment of MSA.

2. All MSA recipients are advised that as a result of concerted
efforts throughout the per iod, the November and December 1994 MSA
has been released with all adjustments made based on appropriate
information and relevant documents received within due time.
However, in respect of personnel for whom adjustments were not
yet effected to their satisfaction, it is strongly recommended
that the claimant check first and thoroughly whether all the
relevant documents have been properly submitted and effectively
channelled to the Finance Section before SUbmitting complaints.

3. For your information and guidance, attached herewith is a
copy of a new monthly attendance record. It is the basis of all
your entitlements and their subsequent payment. Its accurate and
timely completion and submission is therefore paramount.

i. Attendance Record

All individual ~ carefully complete and duly sign an
attendance record by the end of each month. Starting with
January 1995, the new form should be used, with all the necessary
attachments indicated on the Form when it applies (F.10,
Annual/Home Leave and Family Visit Reports, Certified'. or
Uncertified sick Leave). It is the responsibility of 'all
attendance/leave monitors to submit the. attendance records
properly by the staff member and dUly certifiedbythe~re$pe9.:tiye
Section Chiefs or Branch Heads and send t.gem to ·the.,Personnel .
Section NQ1.' LATER THAN THE CLOSE 'OF BUSINESS-ON "THE ;;5TH\DAY:~'OF

THE FOLLOWJ:NG-HoirrH~
"
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ii. Information on Accommodation

All changes in accommodation status during a given month
should be communicated to BMS, Accommodation Office NO LATER THAN
THE CLOSE OF BUSINESS ON THE 5TH DAY OF THE FOLLOWING MONTH.

111. Staff members who are living in private residence, not
provided by UNAMIR, are required to certify it by completing and
signing (right side of the Form) the part indicated in the Form.
On the basis of this certification Finance Section will be able
to pay full HSA.

-000-

.~.. ,

t.

t.



UNAMIR - MlNUAR
~- .Monthly Attendance Record Sheet

Tick whichever is applicable: f X f for whole day or f XI I for half day

Given Name

i

Prepared by:
Name and ~

"

Section/Unit: _

Month and Year: _Staff Member: _

Surname

Index No. _

...

'..

:.1
: q ~

'.

,1

1

' ,

\,1 i, ,I

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29

Presentat work

R&R
(Location)

Official business
(DB)· ,

Annualleave;
!

family visit; or
' .

homeleave ..

Sick: leave *...
,

(Certified or
Uncertified)

~~;
.

I

'j: * - Attach F.10 form (Voucher for Reimbursement of Expenses)

** - Attach Annual Leave Report (for annual, family visit travel or home leave)

*** - Attach Sick Leave Report and Medical Certificate

Only staff member living in private' ~eJid(­
provided by UNAMIR is required to complete and,sign

,;.i.~r,~~,i l

During the period from to 199:
I certify that I lived in a private residence and the Leas:
a copy of which has been provided to the Accommodati
is still valid. '

1
'· "

Y:
1)1:
il,dH,

,(I '"
1 ,::

I

!

Approved by: _

Name and Signature of Section/Unit Head

Date

Signature of staff member _

Signature of staff member _

Date _



UNITED NATIONS
J\SSJ:STANCE "fISSION FOR RWANDA

() TO:

UNAMJ:R - "fINUAR

INFORMATION CIRCULAR No. 002/95

DATE: 11 January 1995

All UNAMIR Military, Civilian Police
and Civilian Personnel

FROM: Kimso Nilsvang,
Administration

Officer-in-Chi\~'l~_____-' 0
'---"-~C_~-~

(

SUBJECT: Display of UN Flags

It has been brought to my attention that some staff
members are using the UN Flag to signal their residence. This
practice is forbidden. In fact, the use of the United Nations
Flag is governed by the united Nations Flag code and
RegUlations. Any use made of it in any manner inconsistent
with this code is not permitted unless otherwise authorized by
the secretary-General of the United Nations or his special
Representative.

All UNAMIR Personnel both military and civilian are
requested to refrain from using the UN Flag on their private
residence.



UI"•• C.U NA I tUt"i~
ASSISTANCE MISSION TO RWANDA

UNAMIR·MINUAR

NATIONS UNIES
MISSiON POUR L'ASSISTANCE AU RWANDA

TO:

INFORMA TION CIRCUL.AR No. 001/95

DATE: 3 January 1995

All UNAMIR Civilian and Military Personnel

FROM: Kimso Nilsvang, Officer-in-Charge
Administration

(

SUBJECT: ChanKe of Rwandese Currency

This is to inform all military and civilian personnel of UNAMIR that the
Central Bank. of Rwanda has decided to change the bank notes of the following
denominations: Rw.Fr. 5000.-, 1000.- and 500.- to new ones effective immediately.
The exercise is taking place on 3 and 4 January 1995.

We are now requesting the Bank to assign a representative to UNAMIR
Headquarters for about one hour on 4 January 1995 to enable all our personnel to
change the old notes in their possession into the new ones. Should the Bank agree
with our request, you will be informed immediately of the place and time of
operation.

In the meantime, in order to expedite the exercise, it is suggested that each
Office/Section or Contingent designates one or two persons as focal points who will
collect the old notes within their respective offices/Section/Contingent and will
assume responsibility for operating the changes.

These designated persons are requested to contact the Cashier's Office on 4
January 1995 by 10:00 a.m. to find out whether the operation will take place at
UN AMIR Headquarters.




