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313 (Procedure) 
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Accounting procedure for surplus property sales draft 1, 4 
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777 (sales) 

DATE 

kw 14 November 1946 
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MORA DUM ... -- - -- - - ... 

4 June 1946 

!O: L. J. Li ■aer 

Parnell 

•ferenc• 11 made ,o your ■aorandua. u,ed 31 Mq 1946, net 
orand1111 troa W. J. Oole to 7011, da,ed 28 MeY 1946, regard­

ing Adm:iniatratiTe Pr oper\7 Account ability Ma~l. 

!he tac\e ae indicated ia the aboYe ■doranda are tne that 
urchase order• wer• written eoabining non-expendable and •• 

pendable itde and into tion was not furni hed to the Pro 
erty Control Unit wi,h aq regnlarity. HoweY r, that was onl.7 
up to and includlag th• onth ot Deceaber, since th11 time ihe 

:arch • proced.Urea a et for\h ln tile Propt.l"V Accoutabil1t7 
ltaaual . h&Te been adheJ'l'ecl to. !here haTe been seTeral iaetance1 
a, 1• \he case of eaergencte■ that aeoe11a17 paper, were not 
roce■aed 1a time due to the e1tergency need ot cuoh equlpmen\ 

and th t sometime, docUl!lent■ are routed in error. owever, I · 
with to report that there 1• Ye't'Y cloae cooperation between the 
Purchase Unit and the Proper\y Ooatrol Unit 1n obtaialag the 
aece11a17 tn.toru.Uon for roperty accoualab111 t7 and the condi­
tion• a• ou.\lined 1n these memoranda haTe been corrected. 

PVKreh/cc 
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f:OR'-1 AD-l.l6b 
{27 NOV 1945 1 

UNRRA 

NUMBER: 

TO: 

RECEIVED CABLE SECTION: 

DISP A'.PCIIED: 

Reur 5785 

6499 

Lon~on 

OIVISIOll OF ADMINISTRATIVE SERVICES 

IMUN I CATIONS BRANCH 

CABLE SECTION 

17/5/46 - 11:48 s.m~ 

17/5/46 6:16 p.m. 

Eager receive your comments. Will hold Pert III until 22 May .. 

STANDARD DISTRIBUTION ---.. ·----~----------

ed:gt 
tp:tld 
67c 

Drafted ty~ 
HEAshe1• (Administration) 
15 May 1946 

IIOTICE: INFORMATION COPY ONLY 



FORM AD-~6a 
127 NOV 19451 

UNRRA 

NUMBER: 

FROMt 

DATED; 

RECEIVEDs 

Your 6499 

6.3.36 

London 

23/5/46 

2.3/5/46 - 5:49 aomo 

ilON OF ADMINISTRATIVE SERVICES 

COHHUNICATIONS BRANCH 

CABLE SECTION 

Our comm nts on part III administn.ti ve s~rv:l aes and controls 
basie field manual now completed and despet-ch~d by airmail 
toda:,o Hope you will be able to hold publica·tion until 
their receipt. 

_grAND.A,Jjp_..PJS R!BUTTON 
-CBA 

ed:sr 908 
tp:flllW 215 
7lc 

NOTICE: INFORMATION COPY ONLY . ACTION TO BE TAKEN ON ACTION COPY IN HANDS OF PERSON INDICATED BY (•) ASTERISK. 



FORM AD-ij6a 
127 NOV 19451 

DIVISION OF ADMINISTRATIVE ·SERVICES 
COMMUNICATIONS BRANCH 

UNRRA CABLE SECTION 

I 

, 

-
I N C O fJrN G- c A 8 L E G R A M 

fruMBER& 

FRO!!: 

DAT.l~b: 

RECEIVEDt 

Following for Palmer. 

5785 

London 

ll/5/46 

ll/5/46 - 3:24 Pom; 

Your letter to Lewis 29 April suhjec't part. III J\drninistrativ9 
Services ond Controls of ,.he Bas· c Field Manualo 

Reeret we cannot forward our co.nents by 11 .May. Matter is 
receiving close exa!llination and ue will do 011r best to let you 
have our commen s within next 10 days o 

STAND,mD DlSTRWUTION: 
*CBA 

e d:t11c 715 
tp :an 209 
,71c 

NOTICE: INFORMATION COPY ONLY. ACTION TO BE TAKEN ON ACTION COPY IN HANDS OF PERSON INDICATED BY (*) ASTERISK. 



f'ORM AD-ll6 
< 111 MJRCH 191151 

-N R A 
COMMUNICATIONS SECTION 

DIVISION OF ADMINISTRATIVE SERVICES 

INCOMING MESSAGE 

NUMBER: 

FROM: 

DA D: 

ItECEIVBD: 

Foll<ming for Palmer. 

5785 

London 

11/5/46 

ll/5/46 - 3:24 p .m. 

Your letter to i~ 2!J April su Ject part III dm1nistrative 
Services and Controls of the Basic ~"ield al. 

egret e cannot forward our co nts b 11 ay. att er is~ / 
recei close examination an "e will do our best to let you 
have ot.tr comments ithin next 10 days. 

. . 

10 

NOTE: RECIPIENT OF THIS COPY SHOULD TAKE ACTION IMMEDIATELY. IF NO ACTION REQUIRED INDICATE O NO ACTION 
ANO RETURN TO COl+IUNICATIONS SECTION. IF TH IS ACTION COPY IS MISDIRECTED FORWARD IMMEDIATEL Y BY HANO TO 
PROPER PERSON OR RETURN TO COMMUNICATIONS SECTION. 
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t. 416 ! 

nistrue tio N · -.:ouµt ing · · 
Mer ~ -uw◄ 'to · · .'A tor '¥' 
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UNRRA 

DATE 



FORM AD-87 
(25 FEB l. 946 1 

DATE 
15 March 1946 

CROSS INDEX 

313 Procedure) 

TO 
D. Bannerman Clark 

FROM 
L. J. Lismer 

SU MMA RY 

CROSS REFERENCE SHEET 

I am returning to you herewith papers regarding the discrepancy of 
Petty Cash Fund ••• Ete. 

REC ORD FI LED 

307 - (Petty Cash) Discrepancy 

TYPIST 

gmt Apr il 6, 1946 

UNRRA 



• 
FOR M AD-87 UNRRA 
(25 FEB J,946 ) 

CROSS REFERENCE SHEET 

DATE 
11 March 1946 

CROSS INDEX 
.. . 

313 (Procurement ) 
oFj 

" 

TO .. 

Mr. B. B. Gr eidinger 

FROM 

Harry E. Hazell 

SUMMARY 
f 

Concerning procedure for handling letters of credit . 

I 

. 

-

RECORD FI LED 

303.l 
' 

TYPI ST DATE 

kw ... 6 ./1.n..,.i 1 194-n 



. :s. 

Macklow 

Oreid1nger }) 

12 Jebruar;y 1946 

UBJ.EC z 1eld Manual of 1.Danee - viaione 

l. rent 1 suee of the i 1eld lanual for finance • ould be mo ifi 
s follows. P,iee reference, are given for both t e Manual fo r 

officers re orting tote European Regional Off i ce, nd the 
,mnua.l for officer• reporting to other t '1'l the 

61 

75 79 

11 40 (reTised) 

tu.re card should b I-36 

FI-19 should be r evised in accordance wi 
recommendation now under review by • 

11-6 (reverse) ihit nomenclature 18 con! 
b cause J'l-5 (rever,e) 1a a form. separate 

1- 5 

JI- 63 ( revi ed) ahould be li 1-90 

following changes affect t he sectio e voted ,o 1nsur 

() or th , section on ro p ife Inau.rance ubstitute th 
of .Adminietrative Order No . 78. e 2 of Administrative Or r 
No. 78 baa a tn>o raph1cal error, :naaely in 1ect1on 3.1, t e 
reference to orm No . G 106 0 eb.oul. read "Fora o. 1.0639. Th1a 
error should be corrected before 1n1erting in the Manual. 

(b) or the section on !!gg:age ln1urance substitute the text of 
-Adm1nhtrat1Te Order No . 83, to which should be added t he r s of 
:Bagga,g"'8 lneu.rance Policy a, HI :f'orth in paragraph (a), etart.ing 
on page 117 in the :aal tor Field ff1cere other than tho e 
r eporting to ERO. 

en.balgh:FM 
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OUTGOING 
DATE 

6 February, Jl9h6. 
CROSS INDEX · 

TO 

FROM 

JJB' (Procedure) 
• ------

London 331 

REAsher (~B) 

SUMMARY 

• 
CROSS REFERENCE SHEET 

Presiding Your 922 d>f 25 Jamiary and our 10472 and 26 . .January. 
Administrative Order. etc • • • 

RECORD FILED 

310 (Commodity) 

TYPIST DATE 

mhs 

UNRRA 

i 

15/3/46 
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313 (Procedures) 

Mi•• Jane Wooltitt, San, Francisco, Calif. 
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Petty cash imprest fund 

San Francisco Office 307 (Petty cash) 

DATE 
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• • 
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COMMUNICATIONS SECTION 
DIVISION OF ADMINISTRATIVE SERVICES 

UNRRA 

J 
? 

OU .TGOING 

X . 

TO 

R&.':'.-•J..Nnl""' CABLE !ECT- ;. : 

DISPA Olnm: 

TELEGRAM 
J J--J 

1532 I 

London 

27/~/~6 - .11120 •••• 

~7/2/1',6 ... 2:~ Po. 

J 

. let Or nd ~o 0111. req e t ns 41 t 1but1on into t1c-u A. C. 
22 • Blllplo;r Co~ . nsat.~OD o 1300 copies 41atr1butG4 aa 
tollors: 

1onl!J 

Ite.17 
Greece 
rtzgoslaw1 
Caech loY .. la. 
Pole.n . 
Ana 
Alb 1& : 
JUddl t Ot.f1o 
BJ'e1orus 1an 

alne 
·, .. 1·Btb.1opia :: 
· · Doda.r.s nDae 1•1£·· 

t11nland 

zsance 
De'ti,;1~ : . 

. . 
\ 

Hol.oJ1u. 
Lua 
li01• 1' 

~ 

NOTICE: 

.50 
50 
30 
20 
30 

: 30 
0 
0 

10 
10 
10 
10 
10 

· 20 
10, 
5 
5 
5 
5 

INFORMATION COPY ONLY. 
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62c . 

a n 'Re io l 
. . ice · O · 

A ,p xi ,te tal 

. . 

1,300 · 

· rat.tad bf a 
•J'DCoop r (B B) 
25 Pebrw,.ry 19~6 

' Cl 81' db:,: 
Catlin 

. . 
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DATE 

CROSS I Noa,.. • 

• I 

TO 

313 (pt~e4ure) 
I 

I 
I 
r, 
I 

• 
CROSS REFERENCE SHEET 

\ I t,omon ~ •. repao.ted Slangh«t· STti Sr4ney ll20lit J'Jl41a ~a; Manila~ 

I 
FROM 

! 

SU MMARY ' 

UNRRA 

't~ ~ Reference Ailmhd .tratiw OZ"clelt' Jro• ?6 reTision No• 1, 
pi1'll1t 6.22' autboriV tor wr1te-ot1!' of oonrno41t1ea 18 he:tobs' siQCmdod.ato ••••••• 

I I 

RECORD FILED 

TYP I ST DATE 18/3/46. 



UNITED NATION_~ RELIEF AND REHABILITA110N AD MINIS TRATION 
fORM AD-87 
(REVISED) 
(7 MAR 45) 

DA TE: 

CR OS S I NDEX: 

451932 

TO: 

FR OM : 
• 6 ) l'Wl)-\', 

Blwiil~liNY r (G) 

SUMMARY: 

RECORD FILED: 

TYF IST: 

DA TE 1 

CROSS REFERENCE~ 



FORM AD-ll6b 
(21 MARCH 19451 

COMMUNICATIONS SECTION 

UNRRA 
·· s10N OF ADMINISTRATIVE SERVICES 

mmm:R: 

'1'0: 

OUTGOING 

1055 

Cairo 

I~ ----- I ) 

BIPEATID: SJ'dne7 lll2; Sllangbai 353; Bogota ,i.; 
Monterlieo 2; Rio De Janeiro 2lt9; Blw.na; 
Ken co 01 t,- 87 

RICEIVID CA!JLE SECTION: 10/1/46 • 1:39 po1'lo 

DlBPATCDD: '.0/1/46 • 4:00 p.iao 

Aa prescribed b7 property accountab111t7 nannal, priced 1mentor., 
ot all non-u:pende.blo adm1nimtrat1ve proper't7 Tour otttce and 
each branch office should be taken ae ot December 31, 19~5. Mail 
two cop.t,oa to adminietratiTe aerrlces, Washington. 

. STAKDARD Dl8TlmU'l'IOW: 
-,A 

Dl'atted b7: 
JRBolAn 
9 Januar., 1946 

Cleared b7: 
rt.P'arnell 

ed:er 
tp:an 
62c NOT I CE: I NF ORM ATION CO PY ONL Y . 



FORM A0-ll6b 
121 MARCH 191151 

COMMUNICATIONS SECTION 
E ilON OF ADMINISTRATIVE SERVICES 

UN R ·R·A · 

I 
I 

OUTGOING 

IIOMBIJi& 

RECIIVli:D. CABLE SEOTIOlh 

DIS-rATGBED& 

L1emer to Legros 

TELEGRAM · 

9205 

London 

5/1/46 - la36 P••• 

6/1/46 ~ 5;25 p.m. 

Bequest 7ou cable following ur~ntl7 all offices. aa preeent unea'1s­
tactory- C,.ocUlllentation and methods mak:1-ag ttne.l settlement• creaUiag 
aeriou• condition. Plee.ae confirm issuance 1n9tru.ct1one. Cabling 
7ou aeparatel7 general eubJect curreD07 conTereione. 

lo Yield otflcea a l DG' reque!t home atatto~e -make ira-,era twada 
rep~s•ntin~ all or..1~ part f1nal~oe \lemente. . . 

a. final ■ettl~menta to be mad.e only by- home station■ and not rln &DT 
form bT, field rotfice. , Specificall, settlements e~ll not be mad.e to 
empl07ee in local currency- and practice of maki~ such aettlem~~t• and 
employeea utlli1ing army excha.ngP- facilities for conversion must ceaae . 
Pleue ret~r pa~B81"aphe l(d) e.nd 2 cable aumber (insert here rete~ence 
to cable desp&tch~d to each mission quoted 7our cable 3480 to head~ 
quarter•)~ · 

3o ·71nal eettlement · to be mAde by home etation onl7 after receipt from 
field office of certified transcript personal account with complete 
description and Justification items subJect to doubt4 · · .. 
4. Travel author1%ation ieeued'b7 field office for returni~ traveler 
must etate ca•h advancee that 11181' be drawn enroute e.nd nuet be endoraed 
ta ehov &'117 caah advance giTen atter oertlflcatlon ftnal •••t1 ... at. 

NOTICE: INFORMATION COPY ONLY. 



a. AJri office 1r.ag oa1h adTance to returnbt« traftler elll'OQ.te m■t 
ndOHe OUA\ on or1g1D&l ~raftl Authorisation an4 account vt.11 aot 
h _le\tled "'1\h tra.yeler exc tusg on pre■entattoa ll1ICh origlnal. 

ca11 ·,o 7oo.r attenUon c •• Jut don Greek Mt,eloa glftn n.,,,. tbowlu4 
dnebJDt .. ta OVNDOJ b7 Gre k Mla■lon partt·al ttnal ■ettlnn\. She 

• •abanp4 local cvreney tor dollan US Arq ftnaaoe ottloe. !Id.• 
oontrar, J'OV 1Mtl'110tion• 7our cable 3480. ltal.7. ' Jlolle otfS.oe adftll0e4 
h"r 8441 \loul one hund?' ftft1 d J.lai-• but 11114• no NOON OD Ml" !raff1 
Au.Ut.orl1atioa or pereonal acco.ut paeebooko Bad •he uot nlalu-117 
notified u we VOllld· have made f inal ae\tlement 1d.'11o11t ded.uc\ton, noh 
edT~c•• witch we would not ho.-.. been ad:rteed ot until IIUCh 1a'9 oa 
rea.tpt debit adn.ce. · 

S!AHP'"D DI§TIJ!P'!IQJ 
1.A 

Dl'atted b7& 
Bellove (Proce4Qree) 
4 l811UaJ7 19'6 

Cleared bJ1 
LLt■mer 
CYMa,ne 
~anoft 



FORM AD-87 
{ 2 5 FEB J 9 '~61 

DA fE 

28 Anril 101..7 
CROS S I NDf' 

TO 

FRO M 

31.3 (Procedure) 

€$5 (Child feeding) 

030 - State Dept. 

.Mr. H. E. Howell 

G. W. Tellier 

SUM MAR Y 

f 

CROSS REF ERENCE SHEET 

• 

Emergency Food Collection Funds and child feeding project 

REC OR D F I LED 

- Emergency Food Collection 

TYPIST DATE 

1'5 Mav 1047 

UNRRA 



TO, 

FRO ' 

r . R&lph Th p on 

I I 

s CT: C Control Proc e 

Thi 1 i re • e e of 24 bruE:.t7 c t! on 
he~ t of t he proe~d o t ti or ontrol 

syste • This pro.,0s.,.l i e ~iLU.l,c;. ion of ri . c.f l in 
$t' tterui"6d by h C , e Act.ing Chi t' the Bureau of 

r Dire o t Divi io of Ac owt, e~o cs 
g ~ d fin r. Linton Sith nd r. ·111 Bur ~s, 
D B ch. 

At th ti gs I took a · that eon hould be 
acco~ by a qst of itho . tir. e b~nk ~e-
count s oi1tion 1 : on ra ' on : 

1. It ,r s ur t t Cl."-'IU+I. 

p o e of the plWl. 
if ie-ulti ould d re t t cont ol 

b. 

u, o.f n 
ion into 

t would 

c . Still th r Division oold el ct t e bank ccounts o hich 
ch ck wer e b dra • 

c) eent th t th . Dividon of Fin 
r "ulting b balance ove hie 1 

d.. stak r · ·-- s or in the dr in.g ct check 
be r oth oks of' th Ad ini tr tion and 
b t ~ proj ct d frrnkly re . ee 

t o eetio l uired and es roTi io for ., t-
for this ell ~s other r e ous . 



-:. .- e. t ~a ~t ·~ t;.et n • th . . b~ lly r~f et 
IIW,C::..U~.W$ ~hi~n 11 pr cil!.t, •' n , th•n t~ FO~u k 

?'trt\d t i0i • a . 

i . · · · ~- 1 WC\Ull)fitt th~l'O~h.Q' Ul th,t, Ollll'i& of I.Ii 
. t.. n l"ii~ul t \ t, . :tfl•t ~ld ,o i!!tli7 

• l ' y ~ s l (, . .,. ;. t~ ;(J •i t.h th ;;,l.t 
· . · f.1 1: · . . 0-&~ti :ifHlt 1 ~f hvtrl' of tu J ll;ll..O+ 

l . flit t.ht~ 0111en~1tlt1.ui.i ~,r,lz1t~, it • l.'j\ t obv.1.oi.ffl t ta• .IA'llin.11.tr.a• 
ttc ehO'~U.d. ~.et ~- 1·\h it. 

,lcn .ta · nf.l t t.W...a 'e.!l;; ht ~ i. t. i;, · ill 
t. ~ 1JI: , -dtc-1,$1-QO k er ·~~ • t pE:cl·,1 ~ ~.$b. ev11\r. l 1:m:-t.i • i~n he- c,tf1oe 
oi' t.h tbiet of tJl~ J · r .fr111:1 or accel.w:t.1, ~at -,1 ~e•• r .1Wul «.!l 1.ik• t,o l'llfUS@fl.t 
tbh,,. b ON fJ ~1'{!1p (Ul,Gd oc.;-.t i {}f UUfJ .,,a.trol lfilti tJu t ·O • :f'i.cu\l 
th~ · f ~tn~r O .,J! t:lel't t : Q b ·giY 13 tiG ; lt t.hiv. n,11-p ~1.b!H.t. ln tJie 
Di m-,kg ~n D n ng 9 #.he~. 

i l"-J>Vili'fl et tb:t1 t'Ufl-ot.i,~rui ltated -urA r t u . · · ~.,. cf th@ pl'OJ;OJ~d 
p TU(U.itl~• a . • .th.-,t- theJ U' ' • . I"~ il 

..m1t.. .U. i• r pl' b o P:17 dup ll-
i ~ ~t4tdtlG ot r . rs of 
u:r-• i:. it . r .zt!olh it, t .t • • . • · i;••~1i ~ • on.ru,l 

·t.o ne'tit ~e4t.i~ t~ir.k.ing h~" ro,nuH,id . •• BtU""g-e s, th(; Cni•f -of 
the D.i i U/.!ff t.n<l »~ rmtc: , who 1i \x...} .,.. ··~eri1t.1 :ttitd cio, 
to 1r~ et!' ~ bu't v: i ~ t6r,n, 'f,Od th eon\wol ~ I- et 
ot ' b. ' • 

1 ¥"i,eo$J1u• ~t li*•Pl••nt 4 er .,t:13.ln.1 t~t1v• o~ie.r i2,, in tl•fiuit.tt the 
., of' th~ Dhi . ..tt , of ,r.lru',i. ct:., • r~el.ud ·• tl,1~ .o<m .. ri!Zl ttcico•J;t;, pl ot •i 

.othe?- D-l • ,~ . .ifn 'f' f(lrPO t.b trl -ootrt'!U"t.ibl• turul C it.rol "" in-
Ml bJ th , ?It ·.u:r-1!'1 ll'J'.WUllf.t·R t"t,.il b .. del -th ?'~ t,~l7 oa1.. tr~ 
t c'\ ... . e of f.u i-. hii le Ol"J.er 1'41$ ~t- t. T the dal.ni.etr~-

"t.1i>n. 

th · · · · •ctic pl ced 
it. g1 t,h~r.1 1oh 

b h t~ · b t4 t,i,Ji 1'>1 . d.& 
puu. ft~ ffill" . . . . ~$. . . .· i#J lOJO/\\t(td l..tf 

. Q.f' 1~&# ti.l ~ctf;. Ol ~ut· in~ ~a .fii,,nk1n,g S:r ~ab could b l•d"t in 
i !i .L trJ~..ne: , or :ti c~ulc b cur· t.l.)t s~ib • o the 
r · 4 ·.co un•~• 

" !t .l u,ra d.,t, r,1.r" tll) -otl" 1· ~•~.t,kl rec~,t~eJ:nld,.t®e a :-;J.~t,.Qtililif th11 pt't1i:>Oe(l-d 
e,l.t1•,gl fle!i tJ.on ot ~- ,M oua;t.ai 

l . t, -..b.e ..,r.,, t · ti i ·· lttt$"" l"f l.l .Aei:to h• , t. to 
f (l:i, foT i lch ip QUie tt~~- ltOC~'Qllt.• nnot. b(; :r.-.i.1d,U7 d l"J:d.ned, 
1\\13¢) tQ hol · ~ NI id'i.olr.,' ! · 1let ot ~,filei1 tild tr: ~n. or- the fiYt» t,J,a.,~ ... -
r \ ~,~ t.ieei~ . 



Mr . .. • 

• 

6. 





r. eo J . c rde 
ontroller 
or · B th 

6Jr Floor, pire 
York, n Yor 

ar r. chards, 

.,_ 

g. 

Sorry I mi ed y-ou efore you l ft e terua. I 
material hicb bould be of aasi nee 1n ettin 

cl th follo ing 
e • 

Adlllini tr tive Pro;erty ccoun ual hich inclu • form for 
tionin • ui nt, aup tl1e an ervice, invent.or'J recor 'J eoeipt for 
1 w , rofert.y reoor c , job oraer, e ui ent c ntrol d ro., rt.1 ur•ey 
r port. ile these are not tricily ccou.ntin a.ocua nt, I thi~ y u •ill 
find 1t wise in. thee l.y 1s or HO to pre cribe lo th control roceuures 
an fonas used by t.b• service vi.alone 1n order to a ·u.r• th Yentual riv 
ot pro~•r ocua911te in the accounts ction . 

I u al.so enclosing a co;rJ or th• s tement on ~olicy n org izstion nicb 
inc u • s t nt of he )rinci le of thi ccounting pl a•finition of 
t•na . 

report from th• · field, I am e11closi.og our financl l control 
orders ber• 1 an 2 which re of rather r ce issue nd re~ort the bet e 

Ye been bl• to deYelo a.tter ever l y ars of tri an error. It y be 
that you will • nt. cable r vort ot ext en Qi turea for t\mdin pur .es o I llm 
attachin a coyy ot t.he pro?() •d fiel. rocedil?'e for re~ortin expan itares by 
cable . 

for tr Tel, 7ou 
I .. attaching co or 
able to put into effect i 
and credit vice. 

you 
is 0: 

the chart o .._....... authori ation nd ouch rs. 
d plan on t ces •hich e ere vver 

a. · · • era .!. t t.eei n the u tt of eb1 t 
&" no reaso uldn 1t ·oyt 1.his n 
kno , the business of ndlin tr vel en 7 in 

counting be dach s ou · ill ncounter. 

A for bandlin receipts and ai buree ent, e no v& nual in rocess which 
I will en 1ou e so it i cl.ar d , Vthich sboulo be it in t e next ten 
aye . 
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As I adv1s d you, Hr. Marsh has alreaqy given • ChiBat a set. ot ,c:n1r oooio 
nu ls . "<b.11• there i no ccountini eotio.n in th basic :iual, you . ay 

find thM bel. i"iu in develo;tn, ot.h•r polieie nd !'orrH. 

l tru t 7011 obt&iu 11 th• Wora&tion you n• ed. on payrolls. Did 700; 
e p :it of th• form you •oul n& eo t e coul ;;u in re;ui ition 

ror \1 ply? 

?leue do not ._it.at.. w ca.11 on • &ny time I c b• of ssistance . 

ielo ures 

R.BThompson/mos 
8 Jan . 1947 

Sincerely, 

ltalph • 'l'hOD,PSOll 

C iet, ►Y t PlannL~g 
Controller'a Of£ie• 
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UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION ~a.H~J. /~in.. f 
1344 CONNECTICUT AVENUE 

WASHING"FON 25, D. C. 

H. H. Lehman, Esq., 
Director General 
United Nations Relief and 
Rehabilitation Administra tion. 

Dear Governor Lehman, 

3/ ~ <> 
· I° November 23, 19 5. 

On the 9th instant you kindly afforded the 
Audit Subcommittee an opportunity for discussing with 
you some of t he problems which confron.t the Adminis-
tration in regar accounting operatlons and procedures. 

W e ere happy to find · crur -vie s incidefi. 

Following upon tha t discussion we had the advan­
t age of a further discussion of the same subject. with 
Commander Jack son and were happy to find unanimity of 
opinion aga in. 

Accordingly and in fulfilment of our under­
taking I a ttach a memorandum which we consider should 
constitute the material for a Directive from yourself to 
the appropriate officers in the Administration. 

On the other subject which you referred to us, 
viz. Letters of Credit, we are hopeful of giving you our 
observations after our next meeting which is set for 
5 December. 

With Compliments, 

DIRECTOR GENERAL 

NOV 231945 

. R . .R. A. 

Yours 

A.~. Brennan 
Chairman 
Audit Subcommittee. 

2 aoo✓ 
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• 
UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

1344 CONNECTICUT AVENUE 

WASHINGTON 25, D. C . 

MEMORANDUM ON CERTAIN OPERATIONS AND PROCEDURES 
RELATING TO FINANCIAL AGREEMENTS, 

NEGOTIATIONS AND CO:MMITMENTS AND AS AFFECTING THE 
DIVISION OF ACCOUNTS AND AUDITS. 

As a further step in the program for improving the account­

ing and auditing methods and procedures of the United Nations Relief 

and Rehabilitation Administration, and with the further view .of elim­

inating the deficiencies pointed out in a report of the Auditors, 

Deloitte, Plender, Griffiths & Co., submitted under date of 10 July, 

1945, the Audit Sub-Committee of the Committee on Financial Control 

recommends that the Director General take the actions outlined below. 

These recommendations were discussed informally at a meeting of the 

Sub-Committee on 9 November, 1945 and approved in principle by the 

Director General at that meeting. 

1. Review of Existing Agreements 

All officers of the Administration at Headquarters and in 

the field should be instructed to prepare within one week a list con­

taining full and adequate descriptions of existing agreements made in 

the name of the Administration for the supply of commodities and for 

the acquisition of surplus military stores and such other agreements 

which have obligated or may result ~n the obligation of funds under 

the control of t he Administration. This list of existing agreements 

should be submitted immediately through the Deputy Director General 

for Finance and Administration to the Director of the Division of Ac­

counts and Audits. The Director of the Division of Accounts and 

Audits should be instructed to review t h e several lists of existing 

2 B 0 
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emergency and in such cases the covering approval of the Deputy 

Director General for Finance and Administration, or his designate, 

must be obtained at the earliest practicable date. 

4. Review of Existing Commitments. 

Authority should be given to the Director of Accounts and 

Audits to request from any officer of the Administration detailed 

information as regards all commitments against the Administration 

on which he considers he is not sufficiently informed and directions 

should be given that such requests must be complied with at the 

earliest possible date. 

5. General Responsibility of the Departments of the Administration 
for accurate and correct financial reporting and accounts. 

The Sub-Committee fe ·el tha t the officers of the many de­

partments of the Administra tion are not fully conscious of the re­

sponsibilities devolving upon the Director of Accounts and Audits and 

of their concomitant duties and responsibilities to him; unless they 

carry out their part to the full, he is unable to carry out his to 

the satisfaction of the Auditors and the Member Governments. It is 

the duty of all the officers of the Administration to keep the 

Director of Accounts and Audits fully posted through the Deputy Dir­

ector General, Finance & Administration, on all matters which affect 

his books of account and record. Failure on their part to do so 

can result in an incomplete or misleading statement of th3/"accounts 

of the Administration being submitted to the Administration's Auditors 

who, in duty bound, will report adversely on such a situati on to the 

discredit and the embarrassment of the Administration and incidentally 

do an injustice to those members of the staff of the Administration 

? BOO 
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agreements immediately upon their receipt and he should be authorized 

to request copies of any agreements ~hich are not contained in his 

files. Such copies of agreements not on file should be submitted forth­

with on the request of the Director of the Division of Accounts and 

Audits. 

2 . I nformation on Current Negotiations 

All officers of the Administration at Head uarters and in 

the field should be instructed to make immediate provision for in­

forming the Deput Director General for Finance and Administration or 

his designate at the earliest possible stage of any negotiations in 

connection with proposed agreements which may result in the obligation 

of funds under control of the Administration. The Deputy Director 

General for Finance and Administration should be required to make plans 

and to provide technical personnel in advance for participation in 

ne otiations or for other purposes, which, in his estimation, will 

require him to provide for the im lementation of fiscal rograms . 

3. Approval of Future Agreements. 

The Deput Director General for Finance and Administration, 

or his designate, should be given authorit i mmediately to review, 

and approve from the fiscal standpoint, agreements· pro osed to be made 

in the name of t he Administration for the su ply of commodities and 

for t he acquisition of surplus militar stores and other a reements 

which will result in the obliga tion of funds under the control of the 

Administration. It should be directed that in future no a reerent ma 

be finalized b an officer or or anizational unit of the Administr tion 

prior to such review and approval save in cases of exceptional 

?, 800 
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who have conscientiously and meticulously carried out wha t they, by 

their training and experience~ know to be their duty to the Adminis­

tration. The Sub-Committee is sympathetic to the problems which con­

front the Administra tion in general and the Director of Accounts and 

Audits in particular . He cannot produce an accurate financial state­

ment of the state of t he Administration unless he has the whole­

hear ted support and co-operation of all t he individuals and component 

parts of the Administration. 

Washington, 

November 20 , 1945. 
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MFliORANDU:U: 

TO: 

FIDM: 

SUBJECT: 

Joseph ~ • . · Cooper 

Porter Nelson ~ /J ~ 

Revisions in Finance Manual 

Regardirtg the ccxnments made by Mr. Bellows in Cable 4611 from London, 
Items D and E, I wish to give you the following information: 

I t em D The paragraph op page 15 should be revised t o read as f ollows: 

11 With the excE;ption of local currency advances from the pro­
ceeds of sale of commotiities (see page 16, Section, 6) the 
field finance officer will have little to do with contribu­
tions from member governn,ents. Simil rly , finance officers are 
not concerned with co~.modities or services contributed . I f, 
however, UNRRA is to pay for the shipment of the cor:.modities to 
the point of distribution, the finance officer may be called 
upon tb help in determining the best way of financing such 
transportation" . 

Item E - I have reviewed this item with Mr . Lismer and he says that it 
is satisfactory as written. He did not understand Mr . Bellows • 
objection. 

It is my understanding that you will incorporate these changes in the 
Manual together with the changes to be made in the preface . 

WPNelson: sh 

cc: Knight 
Lismer 
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FROM: 

Roy F. Hendrickson 

David Weintraub 

. . 

U& C'l': Revision ot llotm.enta ot Convertible Credits (Free Funds) 
tor Overdrafts on ccount ot B;anlc Cbarp• 

It is reco ended that the following adjustments be made to the al­
lotments authorizfld fl'Om Oonvertibl• Credits to provide for over­
draft• a~inlJt previoue allotments as shown below, due to bank 
cbargea aa reported by our Fine.no• D1v1s101u 

Allotment 7- Code 
dvice No. Number 

5•260 07 

5-206 06 and 6 

• 011 

" 08 .. 010 
" 09 
" 05 

5 ... 2a1 018, 7' '1-a 

/ Corrington Gill 

Concurred aD4 App 

country & • lotment 
Comm.oditz Value 
BRAZIL: 
Beall 1,200 ,ooo .- 1,000.00 

Cottonseed eal 355,QOO V 44-3.'15 
Coffee 2 ,ooo ,ooo ✓ 2,500.00 
Cot ton.seed O 11 3,000,000 / 3,750.00 
Fiah 720,000 ✓ 900.00 
Soap 200,000 .,,, 250.00 
Texttlee l, '150 1 000 ✓ 2,187.50 
OHIL£: 
Nitrates 1,450,000 1,812.50 

Davtd Weintraub 

A~GOURVITCH:Cm. .: 26 September 1945 

' 

ROUTING: Swenson// 
Weintraub 
~t~ 
Smith - ~ 
Gill 
Hendrickson 
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RF.GEl'.VED s 

3478 

London 

5 September 1945 

5 Septem er 1945 - 9100 aomo 

Clear · 

COMMUNICATIONS SECTION 
VISION OF ADMINISTRATIVE SERVICES 

Retennce letter 9 Augusto Future sug~ested procedure agree firs·t 
paragrapli but not secondo Continue payroll bree.kdowno 

DISTRIBUTION 
DG - 2 
SDDG - l 
OCM - 2 

*FA ... 2 
FIIF.S - 2 

(FREE BOOK) 

40 

Diato 10130 a ., ·.10 
ftmT = 11,20 eomo 

,· 

NOTICE: INFORMATION COPY ONLY. ACTION TO BE TAKEN ON ACTION CCFY IN HA.NOS OF PERSON INDICATED BY (') ASTERISK. 





FORM AD-1'6b 
121 MARCH 19451 

UNRRA 
\~ 

-f;l. 

COMMUNICATIONS SECTION 
DIVISION OF ADMINISTRATIVE SERVICES 

0 U T G O I N G -· T E L E G R A M 
( r) ( 

,/ 

NUMBER: 3748 

TO: London 

DATED: 25 August 194-5 

fISPATClm>: 25 August 194-5 - 9:50 a.a. 
\ Clear 

Advise Knigbt Tenner c011Lpleted l'inance Marmal ccmtoratns Bellovs 
accountins procedure no. 4. Will ep to press September 1, wu.eaa 

/ advised to contr&r7. 

DISTlUBUTION: 
ro - 2 
SDOO - l 
0CM - 2 
FA - 2 , -
J'ILE9 - 2 

(l'REE BOOIB) 

39 

Dratted. b7: 
BRBo7er(J'inance) 

25 A1J8Wlt 1945 

an - 4:55 P••• 28 August 1945 

NOTICE: INFORMATION COPY ONLY. 



ATl'ACHllENT 

I'\ Boyer/HL ., 

• 



i vs B ha• not1-fie 
cleared '1Y tba 

,etri bu.tloa o:t al checb oa tu 15\.b. ad l•'t d&J' of e h a:mth ,.. 
1n1t1ate4 e-adquanera March 1945. a ot 31Jul.71945 there i.a due ~ 

$11&. 25 a• the re llt of' aal.&l';r OT&rpa,aent.a •1 o. h . ot '1ut 
tl.18.25 of 6. 58 Te d bee.au e terain ted 1 re rte4 

t e e record a.a 1-in& on iek 1 • • 

41\ac!Lad is a 11st1.ng d -.illj,'.a.vJre•• a.re 1ndeb'kd to the .A.d.1dniatra.iion tor 
•aJ.a.r.r provideu f'mtd overpaqmuta as of 31 Jul.7 1945. !his sta\J ea, retleoi a 
$ . 05 due · str Uoa of ch l) '1l . 82 o rp 4 1D 1944 - 5?0. 82 Sa 
hou allot nta ot " rse p rsoanel $144 • .28 to Headquarters er ,onnel; (2) 

21,.5. 95 .-nrp d in 1 45 - 1.34. 1 h e al.lo eta of over•a.• peNOADel 
$118. to Be qu ter-s personnel. Ot total 1.n.deb\edneaa of $968. 05 tM aaoaal 
of ? • 23 OYe cl 1a o-.e al.lo a.en • for OTfl'seaa per OD.rUl la zeconr, le f ftll 
taaa.a a'Y81.l ble to tba Adadn.1 t11ira.ttoa.. 0.-eip •'• f e al.lo '•• ot co ••• 
cmmo'\ c ~lled by est ahlng a dela.Je.4 pa,a •1•,-. 



Wt acr•• that a 4•1• iA the AS.atributloa ot eal.an cheoka '.Wl\il 5 01' ? 48" 
aft•r the Pa.r period vlll deo-.N • Hea4quai-tei·• ulai-1 0Terpa,aent1. Hovever, 
to chan,ge t he present a71t• will crea\e hardlhip and 1apa1r IIOl'ah of Bead­
qU/t'ter• personnel. fhe pn,en.t eystea for pa.VllLBR on the lat and. 16th vu 
1aati iv.tea. beoau.■• the praots.o• of pa;yS. three days at'\ r the Pl-7 period <114 
oau.ae maei•ou• Nqueet, troll uplo1'ff• f or adYancea ~•t ■alary beoanee of 
per1onal financial 4.U'f1cult1••• 

.U\boudl the u. a. Oo•uma•t apnciea tollow the praotioe ot e1ta.blith111t: p., 
d.af'• •••eral da¥• attel' the olo,e ot the pq perlod, we do not ha"f'e the e 
ooapelli reaaon, tor 111111.ar dela,-■• 1 U. I,. Oo•e-mae».\ agenc1••• ~• &8/tfJIIT 
prepare, the ~11 but doe• siot 1aw.e the oheak:1. therefore, 1t 1• ne"•~ 
that pa¥roll1 firtt be tent to a TNU\'117 D1abu.rt1ng Officer en the p~oU 
1a ex-1u4 and. cheoka mtt-.. the cbeoka then. met be .. at ba.ck to the .tceao7 
for diatl'ibu:UOJl. Here 1a UlllllA we p~epare the rolla, write the check■ .a. 
4e11nr the• withnt t~ 1.otenentlon of aaobr agen07. Jlao, u. • GoTel'lllllent 
acco1ee • aot ~l"ld.tte4 to aet off OTerpa,aent• agatn1t equitt.ea 1a the 
,--.en tud. 

Valer ihe pnNn\ 171t• of 41■tr1buUng oheoke Oil the lat 1114. l&'i1 prior w 
coaplete vertflo Uon of •~tn4sa1c• record.■ w ..,- haft \Ut.Oolleotable KeaActuart•r• 
■al.arr OTH•papenta of $500 10 000 e&Gh cale"4ar year. We bel1••• 'hi• 11 a 
reaaona.ble price to pq for •.Pl•T•• ■atidaoticm NaultlA« troa prompt ptli,Yllen.1 
tor ■emcee r dered. OftJ'l)apenta of 1al.al7 are not likely to be ••••e1" tor 
the f ollovln& re eon.ea 

(1) Papat■ for perlod1 ot ab■.-. wlll be ct1aeo..-en4 v1th1a 3 or 4 4q1 
afMr the ,w parloct. roa,, '1900ftl7 au:e1 l'900ft17 ot ow~•• 
alaoat o.r'-ln. 

(2) If the -.,J.e"• ao., not re"1m to dut7, O'YH'p.,..11t •-.r be aet off 
acaS,ne\ aoorue4 emal leave OI' ■11plo7N'• tlb.a:re of Pro'rideat Jam. 

Ail~5!a.nce Olerk~• lfRori,a. 

We agree the.t t e manner 1n which attendance recorda se aaintaind. b7 aoae offio-1 
l• a eerioua ntatter. fo correot this •t.wau-. the Inter.a.al Aud.it Jraaoh bu 'bit.a 
t.n,truo,.a to f»equentl.y Gbe \he ••thod 'bJ' 11biob altendano• olerk1 are pr~ 
tlae a,ten,'lar,eft record, ad. '° npor\ to .. ~ office which haa ao1 411!.gu.'11' 
h.ft'le4 out 1te Ntp0»..S.'blU'7. 

J.ttacmeat 

GEiuku/pc 

Oopy toa Eeller i. 

Sullivan 
Fairch114 



· MEMORA..1-JDUM 

'ID : Mr. 

FROM: Mr . 

Kenneth Dayton - / j 
HaITy w. KnighY-/f # 

15 _June 1945 

Attached is a preliminary draft of the new 11Field Manual of Finance. " 

'Ihis manual has been drafted by Mr. Irving Tenner, Consultant for the 
Division of Finance . 

that a meeting be held in Mr. Dayton's office on Wednesday 
e, to be attended by Messrs . Dayton, Lloyd, Lukas , Palmer, 

er, at which time suggestions for corrections , adqitions 
may be made to Mr. Tenner in order that he may make up 

a second draft for further release here at Headquarters and to the 
European Regional Office. 

It is suggested that approximately 25 copies of the second draft be for­
warded to I.!>ndon for review there, and by each of the Country Missions 
in the European area. Draft copies of the manual will also be sent out 
to the other Country Missions and tD such off ices as Sydney, Rio , Bogota 
etc . 

After each Country Mission and Regional Office has been gi..ven an oppor­
tunity to make suggestions for changes , the final draft of the manual 
will then be prepared by Mr . Tenner . 

Attachment : 

.., 





Form UNITED b,.J.'IONS RELIEF AND REHABILITATION Ar.MINISTRATION 
(Revised) 
(7 Mar 45) CROSS RE~flE!IICE SHEET 

DATE: 14 June 1945 

CROSS INDEX; 

TO: 

FROM: 

SUMMARY: 

RECORD FILED: 

TYPIST; 

DATE: 

313 

Harry vf . Knight 

Loda Mae Davis 

Making currency conversion rates available to country 
mission for purposes of estimated landed prices of 
co~odities . 

305 

a.mj 

27/Vl/45 



,JJllb Corrltagton 0111 

SUJl.iC,a 4cc, Uag Pnaclplea -4 h' 

A DDbv' of ••"•• relaUag to the accouUn& practicea of tllRD. 
ban 'Nea ra1ae4 i • lou aeaoranda reoe1Te4 t.na 70v nm. .t441-
\toaal qu•U•• haft ken rai1N ~ \he nla1sdoa of a4Jua\ing 
Jnraal e:irtrt•• t a conaeo\lon w1 tk u.. 1944 aocouts. A. con.d48rable 
-b• ot ~- que■\lou ~ •• pNaeaffA lo •• b;r tale Chief 
A.ccOlUl,•t for ucldoa. !he atbched docnllleal Mt■ tor\l., aec1s1ou 
ea ib6se quee'1caa. 

!he Chle.f .A.ccou\aal haa lleea 1nstmc:Qd to p<t•'t \o the lt.W accoal• 
the adJ,a,aUng Joanal ent.rie1 1JUlaitted 'b7 your tina to the extent t.bat 
ntDII 84J11aaat.e a."te cena1s\ent. wl\ll the prlacipl•• 01ltllae4 ta ~ 
attached ao .... ,. !he Chief Accoaatant will report to •• and \o 7ft 
aa,- a4Juttng entries wicb 1a h1• optaion would 1- 1ncaadatel:l-\ vl 'ti. 
my declatoa■• 11na1. deciaioaw in nob iawta.nces vf.11 be ~ by •• 

De Chief .Acoouatant 1ltfo1'JH me that on the b al1 of hi• prelt.ain~ 
esaalna.tio of the enb1.ea 7011 nlaltted, it erppe~• that the.re le a 
BU at tial aeasure of agr ... ea, in oar n•wa. 



3 0 MA'f 1 

•r. J.B. Dixson, Jr. 
ssistant Director 

Division of Lend-Lease Procurement 
War Shipping Administration 
Washington 25, D. C. 

, Dear Mr. Dixson: 

We are returning the draft of a proposed ffSA Jiscal 
Regulation to Cover Procedure and Accounting on UNRRA 
Shipments. 

The proc~e as drafted is approved by this offic. 

.Attachment 

DGSullivan/mf. 
29 May 1945 

cc: Dominick, Supply 

Sincerely yours, 

G. E. Lukas 
Chief Accountant 



Fonn 
(Revised) 
(7 Mar 45) 

UNITED ,,_ . .!.'IONS RELIEF AND REHABILITATION AfUINISTRATION 

CROSS REFERENCE SHEET 

DATE: 28 May 1945 

CROSS INDEX: .31.3 

TO: Harry W. Knight 

FROM: W. Porter Nelson 

SUMMARY: Consolidation of Headquarters' Bank Accounts 

. I 

RECORD FIIED: 

TYPIST: . mar 

DATE: 7/25/45 

451932 







., I 

gres whie de re,-, 
or accounti · 
gov rn ent~ r 
Ncl on h s • 
-lgnod and o ere an,c ~ eps are 
r.a · re · :U.able in auo 

s tely c recei 
f' a 

!66) As you. lm<>w, one file folder is in-
1 g()Vemnent, co tt>in cop· es or all corroa-

er ts re ~1;; o ontrib\lt-io • In 
g t al in t ile1 tho inf or.. tion 

• 

briefed and recot-ded on the File 
ll appear 1n the file with the 

acistor FI67) This ro:rm co 3titutes a led-
. ich r.ill ed the .oney a.-nounts or o tribu-

eeor::wie du.e olleoted or mAde available in one 
another.. In your absence# t.his orm., together with 

init1ons go it r ¢1.el".l'cd w r . 
;, • I · ,a, ow to yo et th 

ass is rece1 ed fro r 1 

fa e · des th evelo ot 
1 eal proot or the ba.l-

- 0 ~ 
- le S'Ulilma?~, t, ntq :in 

· , is r·eporting for work on Wednes-
e thi duty toll 
•re ions Re('!' stern 
i 'll b ut wider 

• hi the £' ost a.U infortr\3.tion 
ution gistei-n a.s ihe · ~is tor 

r eontribu.t ons. 



llr. • • 1414n. h.r:r.tt. Oh!.ef 
'Oll.ll ftacal. blrt.S.oa 
.otftce ot ftD.anc• · 
J-orelgn · . ~c Aml1D1•\n.H<ra 
Waahi ""''°A 26, l). G. 

l• \er d t«l 23 .lprll 1945. Obi_ef' o 
flee at Oai:ro 1atom• u that cerhia l t•• of 

provillionall.7 cred1 t ae co tribuU fra th1I 
UJl&_doa • 1.a ~ t ~aae Ptertal•. • 
that theu 1 te•• are to be ad.JG.steel la your wnd.--1 
aeCO"allt• th the rd t..i J'l,wJ t --..-.. •r e 

contributiOlls to 11&UIAA )7 

• would appreciate be1 1ntoaed ot 8ll1' ADh 
co atad or in proo••s• parUC'Ulul,- tho•• wbtch 
to o p r:l.od prior w 1 J aa:a.17 1945· in ora.r t 
114Juataent of our acoo•i• ~ to re 
the raspect1Te con.tr1ba'1on• o • 

-~l.M-1. 



Form UNITED NATL .. . J RELIEF AND REHABILITATION AUJ.u,1,STRATION 
(Revised) 
(7 Ma r 45) CRDSS REFERENCE SHEET 

DATE : 14 May 1945 

CROSS I NDEX : 

FROI.1 : 

SUMJJARY : 

RECORP FIIED i 

DATE: 

451932 

313 

Mr . L. W. A1Hearn, FEA 

G. E. Lukas 

Forwarding two copies of the procedure I:1Unuals prepared 
in connection with the accounting, reporting and auliliting 
programs f or lJNRRA .. 

F . E. A. 

els 

21 June 1945 
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23/V/45 amj 

Form JJ)..,.l 

(11 Sept 44) 
(Revised) 

UNI TED NJ .. TIONS RELIEF JJ,JD REHIJ3ILI 'r1, 1'ION . ADMI NIS'lRh TION 

CHOSS REI-:ER.El'JCE SHEET 

DATE: 

CROSS INDEX NO: 

TO: 

FHOM; 

.LED : 

30 April 1945 

313 

James Kilb - Att: Mr . Wilhelm 
Paul Kr eh - Att: · Mrs . Pope, Mrs . Hel en Harrow 

Phil W. J ordan 

774 .4 


