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rorw AD-87

' 7 UNRRA
(25 FEB 1946) CROSS REFERENCE SHEET

DATE

- I |
CROSS INDEY

313 (Procedure)

TO

C - V - May'ﬂe
FROM

R, R. Boyer
SUMMARY

Proposed accounting procedure for surplus property sales,

RECORD FILED

777 (sales)

TYPAST DATE

kw 15 November 1946




FORM AD—8‘7j A
(25 FEB 1946 CROSS REFERENCE SHEET

DATE

8 November 1045
CROSS INDEX

313 (Procedure)
TO

R. R. Boyer
FROM

Nathan Taflove
SUMMARY

Accounting procedure for surplus property sales draft 1, 4
November 1946,

RECORD FILED

777 (sales)

TYPIST DATE

kw 14 November 1946




5 November 1946

703 H. E. Howell
FROM: Le J+ Lismerx
SUBJECT: Accounting Procedure for Surplus Property Ssles

Inatmmmmiuﬂehmadrﬁtaf::om
on the above subject. It is intended that this procedure be issued

for internal accounting use at Headquarters.

I would suggest that its provisions be incorporated in a Mnanecisl
Control Order which would supplement the instructions with instructions
on reporting these transactions to Headquarters and would amend any
provisions in Headquarters Administrative Order No. 91 and Field
AModnistrative Order lio. 93 that are inconsistent therewith. I wounld
suggest also that such a Financial Control Order be transmitted to

EX0 with a sugsestion that a comparable 6rder be issued to the missions
under ERO's juriediction.

In connection with the relation of these instructions %o Heasdquarters
Administrative Order Ho. 91 and Tield Adminiestrative Order No. 93,

1 am not quite clear as to the status of those Orders. You will recall
that you wished various changes made in the system prescribed in those
Orders and that we prepared a draft incorporating those changes which
you were to teke to London for a comsultetion there. Will you plsase
inform me as to what method of accounting for gemeral squipment is
being used by 5RO and what instructions have been issued by 250 to the
missions.
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LEDRANDUK - 26 september 1946
T0» Ralph R. Boyer
FROM; Nathan Taflove % .

SUBJECT: Accounts and Finance lanual

This is in reference to Mr. Thompson's memorsadum of September L
with the attached copy of the Receipts and Disbursements chapter
of the Accounts and Finance Manual,

In reviewing the first five pages which relate to this branch, the
following comments are mades On pege 2 (110.2) entitled, *Other
Contributions of Goverameants," the statement is made that condi.
tional contributions are fwrther defined in detail under Section
111.4. The reference (111.}) has not been completed; however, the
procedure to be followed is outlined in Administirative Order #85,
which is current as to procedure regarding contributions of non-
member governments excepts regarding paregreph 2 1 (a) formal
acknowledgment of governmentel (non-member) contributions is prope
erly the responsibility of the 0ffice of the Diplomatic Advisor
rather then the Bureau of Supply.

hmingmhlnnormanrnnttum. we note the pen-
¢illed correetions and additions made by Henry Koller which are
ineorporated belows

1. Referring to Section 131.1 (a), entitled "Letters of
Credit"--all charges other than comuissions must be
billed direetly to UilR%A ead paid separately. These
charges cannot be drawn from the Administration's
Federal Reserve Banking Ascount No. 5.

2. Referring to Seetion 131.1 (¢)--an additional comment
is needed to the effect that the Disbursing eand Banke
ing Branch preparcs an office woucher (form FI 125) in
duplicate to cover the payment after eniry hes been

S AB Ll e

RBCrowl/fms
26 September 1946
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September 6, 1946 H
;:/ /'r*___/“/,u,« al )
Tos B, B, Agher, Divector Lok
Pivieion of Procedural Coordination
Attention: Joseph Cooper
From: Richard ¥, Turner, Chief
Insurance and Claims Branch
Sabject: Insurance Provisions of Finance Mamual

I'“l mm«mnmnmma

(5) Omit second sentence in Section 6.28.

Yo are attaching copies of both orders with the forms used in commection
vith them.
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Comp squipment, trucks, and other physicsl property of UNERA through-
cut the world is subjeet to loss or dammge through theft, fire, windstorm,
and relsted hasards. Such property is widely sesttered, with emly o small
percentage in any ome location. Accordingly, the Admisistration has not
purchased any insursnce to cover these risks. It will absord these losses
2o they oscur., It is the policy of the Admimistration to prosecute claims
against persons responsibdle for loss of or damege to UNKRA proverty. However,
the best protect cm is,0f course, sdequate policing of UNREA supplies.

5. BANINE LOSSES.

Shipe sad cargo sre exposed %o 2 wide variety of hazerds during & voysge
manmunmuu‘auﬂmmmm
cergo, sad csrgo and esrgo. hmmdmmmum
in this field with respect to direct loss or damage to UNERA ecarge. This mesns
that a1l such loss or dsmege will be Dorme by the Administration. It is De-
lieved that the large volume of shipments has spread the risks as effectively
&8 the purchase of insuramce. It may be expected, however, that aa occasionsl
loss of = entire cange will hawve to be taken. Fartisl losses to carge are
ummlph“l—-—ldw.

The progras of self-insursace has been supslemented by the megotistion of
an sgreement with the United States iar Shipping Administration, which is the
prineipal United States shipowmer, whereby claims of the ship and governmemtal
mwm“axth-ﬂ“m@hnhm
Hbmmm“mmmlhnnwhﬁ
Yar Shipping Administration. Thie "washing out® of claims will reduce the '
necessity for defending the prosecuting claims to @ minimum,

" domimsat in the shipping field, the mecessity of sresseuting snd defesding
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for the suceesaful preseention of claime, it s mecessary to follew closely
the procedure with reference to giving retice of claim end obtsining sarveys
ss st forth in Buresu of Supply Field Mpmorsnidum No. 30, Supplement Ne. 1.
1% is the responsibility of the field offices to follow these procsdures in

¥ith respect to both privetely owmed ships and ‘er Shipping Administration
ﬂﬂﬂ.lth“hﬂh”*“dm
report procedure sz set forth in Suresu of Supply Memorendem ¥o. 30,

#ith respeet to claime against the Administration arising out of the
Muinistretion’s use of privately operated ships as dlstingaiched from Vay
Shipping Adsinistration epereted shivs, such ne claims Dy shipe or other carge
ownsrs for gemere)l average contridutica or claims for sslvege services, the
Adninistration’s bssis poliey of self-insursace has not deen followsd. Since
sach elsims frequently take maay years %o settle sad since the servieing of
such claius presents & substantis]l sdmigistrative problem it wes deemed sd~
visadle te treasfer this risk to sleinsarance casrier sanéd insurence for this
parpose hae been purchesed, shipmeante from the “esters hemisphere being covered
by U. 5. underwriters end shipments from the Esstern hemisphere by Londom
undervriters. h.mmwﬂ”mm-m.
Nuu_ﬂwlﬂﬂmm guerantess nre farnlished
by Underwriters so that there msy be mo delay in the Afischarge of UNNRA eargoes
through the mesertion of liems, ete.

hnmhh.hﬂnﬂllﬂknmimiﬂhmwnm
Muhm. T™his would appesr to be = sound policy eines it is goods
'hﬂvlillhlut. ¥ith sapplies short, no deviee com be counted on to re-
place them. A peserve of ome milliem dollers ($1,000,000.00) has heen os-
M“WMMMWBGI‘.M.

6. GROUP LIVE INSURANOE.

o The purchese of greup life insurence by UNRNA smployees ss individusle
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4 June 1946

T0: L. J. Lismer

FROM: ¥. L. Parnell

Reference is made to your memorandum, dated 31 May 1946, and
menorandum from W. J. Cole to you, dated 28 May 1946, regard-
ing Administrative Property Accountability Mamual.

The facte as indicated in the above memoranda are true that
purchase orders were written combining non-expendable and ex-
pendable items and information was not furnished to the Prop-
erty Control Unit with any regularity. However, that was only
up to and including the month of December, eince this time the
purchase procedures as set forth in the Property Accountability
Manual have been adherred to. There have been several instances
as in the case of emergencies that necessary papers were not
processed in time due to the emergency need of such equipment
and that sometimes documents are routed im error. However, I
wish to report that there is very close cooperation between the
- Purchase Unit and the Property Control Unit in obtaining the
necessary informationm for property accountability and the cendi-
tions as outlined in these memoranda have been corrected.

PVEreh/ce
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Prosit L.J, Lismer AN N
Subjeet: Administrstive Froperty Accountability Mamual

I am sttaching hereto & report which I have recelved from Mr. ¥.J.
Cole on how the provisions of the above mentioned mamusl are being
carried out.

!uwulnhthi in Parsgrephs & and 4 he brings to our attention
two procedures that should be improved. W¥ill you therefore de kind
encugh to have these two matters attended to as soon as vosgidle! |

In due course we shall have completed our audit of your records to
. 81 Vecember 1945, and at that time we shall submit a complete report.

Nr. W.Jd. Cole
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rorv AD-UBD DIVISION OF ADMINISTRATIVE SERVICES
(27 NOV 1945) IMUNICATIONS BRANCH

u N R R A CABLE SECTION

NUMBER :
RECEIVED CABI SECTIO j ! 12 4 1
- = A OO o . - 5 - -
DISPATCHED: [/5/46 16 p.m.
suws Crride
Reur 5705
a ~ -, — - o 19 3 T g |
Eager celve your comments. | ld r [ until 22 May
! -
she nistratior
5 =R 3
r

STANDARD D
..|:‘ 4
2d: 2t
* 4
Th: Ll
ofcC

NOTICE: INFORMATION COPY oONLY



rorn AD-UBa [ 5ION OF ADMINISTRATIVE SERVICES
A23 NeN 13951 2 COMMUN1 CATIONS BRANCH

u N R R A z) 2 . o tjl:_BLE sEc{‘.rJIOIIr
INCOMING CABLEGRAM

J : /_'.
-7#- et A

NUMAER3 6336

FROM: London

DATED 3 23/5/46

HECEIVED ¢ 23/5/46 = 5349 eeme
Tour 649¢

Our comments on part ITI administrative services and controls
bazie fleld manual now completed and despetched by alrmail
today. Hope you will be able to hold publication until
their receipt. -

STANDARD DI STRIBUITON

#CBA
ed:sr 908
tpsfow 215
Tle

MOTICE: INFORMATION COPY ONLY. ACTION TO BE TAKEN ON ACTION cOPY |IN HANDS OF PERSON INDICATED BY (®) ASTERISK.



rorn AD-UBa DIVISION OF ADMINISTRATIVE ‘SERVICES
(27 NOV 1945 COMMUN | CATIONS BRANCH

u N R B A | g | CABLE schtol
INCOMING CABLEGRAM

NUMBER: 5785

?ROHS london

DATED: 11/5/46

FECEIVED: 11/5/46 ~ 3224 pom:

Following for Palmer,

Your letter to Lewis 29 april subject part III idministrative
Services &nd Controls of the Basic Fleld Manual,

Regret we cannot forward our comments by 1l May. Matter is
receiving close examination and we will do our best to let you
have our comments within next 10 days.

STANDARD DISTRIBUTIONS
#*CBA )

edstuc 715
tpian 209
Tle

MOTICE: INFORMATION COPY ONLY. ACTION TO BE TAKEN ON ACTION COPY IN HANDS OF PERSON INDICATED BY (*) ASTERISK.
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(14 MARCH 1945) : : COMMUNICATIONS SECTION
A

ﬂ N R R A DI\'ISIOI‘ OF ADMINISTRATIVE SERVICES
INCOMING MESSAGE

NUMBER: 5785

FROM: London

DATED: 11/5/46

RECEIVED: 11/5/46 = 3124 pem.

Following for Palmer.

Your letter to Lewis 29 April subject part III Administrative
Services and Controls of the Basic Field Manual,

Regret we cannot forward our comments by 1l May. Matter is ( /
recelving close examination and we will do our best to let you \
have our comments within next 10 days. — £

STANDARD DOSTRIBUTION:
#DBA ;

IO GOPY

NOTE: RECIPIENT OF THIS COPY SHOULD TAKE ACTION IMMEDIATELY. |IF NO ACTION REQUIRED INDICATE 1 NO ACTION
AND RETURN TO COMMUNICATIONS SECTION. IF THIS ACTION COPY IS MISDIRECTED FORWARD IMMEDIATELY BY HAND TO
PROPER PERSON OR RETURN TO COMMUNICAT IONS SECT ION.



rorv AD-87 g
(25 FEB 1946) CROSS REFERENCE SHEET

oUTCOTNG
DATE
2% Aprilk, 1946,
CROSS INDEX
030 = Var Depte
— N
030 = USFA
TO
Vieana
FROM
Var Dept. Washington
SUMMARY

Instructions re ascounting procedure for supplies turned
over by USFA to UNARA for your guidance fellow; etCeseee

RECORD FILED

TYPIST : DATE

mhs 15/L6
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125 FEB 19461

CROSS REFERENCE SHEET

UNRRA

PATE " 15 March 1946

CROSS INDEX

313 (Procedure)

TO
D. Bannerman Clark

i B, T Y

SUMMARY

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

RECORD FILED

307 - (Petty Cash) Discrepancy

ELPIST

DATE
gmt April 6, 1946




C I

ol

rorw AD-87

(25 FEB 19461

CROSS REFERENCE SHEET

DATE

UNRRA

11 March 1946

CROSS INDEX

212 (Procurement)

TO

Mr. B. B, Greidinger

FROM

Harry E. Hazell

SUMMARY

Concerning procedure for handling letters of credit.

RECORD FILED

303.1

TYPIST

DATE

kw

6 April 1946




12 February 1946

TO: E. A. Macklow
FROM: B. B. ﬁ'ommgf" 3)
SUBJECT: Field Manual of ¥Finance - Revisions

1. Current issues of the Field Manual for Finance should be modified
as follows., Page references are given for both the Manual for
officers reporting to the Buropean Regionmal Office, and the
Manual for officers reporting to other than the HRO.

LBC OTHER
Page 13 13 FI 40 (revised) should be FI40 and 404

" 29 30 gignature card should be FI-36

. 35 26 F1-19 ghould be revised in accordance with
recommendation now under review by Mr. Bellows

" 59 61 FI1-56 (reverse) this nomenclature is confusing
because FI-5 (reverse) is a form separate from °
F1-5

W % T PI-63 (revised) should be ¥I-90
The following changes affect the sections devoted to insurance:

(a) For the section on Group Life Insurance substitute the text
of Administrative Order No. 78. Page 2 of Administrative Order
No. 76 has a typographical error, namely in section 3.1, the
reference to Form No. G 10630 should read "Form No. 10639. This
error should be corrected before inserting in the Manual,

(b) For the section on Baggage Insurance substitute the text of
"Adminietrative Order No. 83, to which should be added the Terums of
Baggage Insurance Policy as set forth in paragraph (a), starting
' on page 117 in the Manual for Field Officers other than those

reporting to ERO.
J’Grcenhnlghzmﬁ.-\’
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roru AD-87

(25 FEB 1946) CROSS REFERENCE SHEET
OUTGO ING

UNRRA

DATE
6 February, 19.6.

CROSS INDEX
313 (Procedure)

.-"'"""-"-_-.——-—_-_-—-‘-_"

TO
London

|95
L
}..l

FROM

REAsher (Me.B)

SUMMARY

Presiding Your 922 &f 25 Jamuary and our 10472 and 26 Tanuar
Administrative Orders etcCeee £

RECORD FILED
310 (Commodity)

TYPIST PElE

mh8

15/3/46
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rorw AD-87

(25 FEB 19461

CROSS REFERENCE SHEET

UNRRA

DATE
5 February 1946
CROSS INDEX
313 (Procedures) T
TO
Miss Jane Woolfitt, San Francisco, Calif,
FROM
E. VWatkins
SUMMARY

Petty cash imprest fund

RECORD FILED

San Francisco Office 307 (Petty cash)

TYPIST

DATE




rorw AD-UBD COMMUN ICAT1ONS SECTION
(%1 WARCH 1945 DIVISION OF ADMINISTRATIVE SERVICES

UNRRA
OUTGOING TELEGRAM

—————

NUMBER» 1532

02 London

RECEIVED CABLE SECTIONS 27/2/%6 - 11320 a.m.
DISPATOEED: __ 27/2/56 - 2:80 p.m.

Falot Orimond to G111 reguestinz distribution informaticn A.C,
22, Baployses Coupgusation Plan., 1300 eoples distributcd as

follown:
Bgions
Jtaly 50
Groece 50
Yugoslavia 30 ,
Cgechonlovaltia ' 20
Polend 30
Austris : © 30
Albenis 20
Riddls Rast 0ffiee 30
Byslorussian 10
Ukralnes : 10
.Bthiopis 10
Dodaenaress Isl: M 10
Finlan{‘i 10
- Lisison Mizmeigna
France - 20
Betleium ° B 10,
Roli«nd S
membeurg 5
Norway 5
Donmark 5

"NOTICE: INFORMATION COPY ONLY.
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FE}RM AD_B? UNRRA
i Sl CROSS REFERENCE SHEET

OUTGOING

DATE

TS Tamnaryy 1946,
204,53 (order-Adme #76
313 (procedure) .

YR ys— W‘—*’*#m -

TO
London 10472, repcated shanghal 577; Sydney 1204; Mndia 232; Manila 255

FROM i
Lismer (DAA)

SUMMARY

Your 992, Reference Administrative Ordex No. 76 revision No. 1,
paras 6422 authority for write-off of commodities is heroly suspondod.otCesseces

RECORD FILED

310 (Commodity)

TYPIST m i ——




FORM AD
(REvisE
(7 mar

451932

UNJTED NATIONS RELIEF AND REHABILITATION ADMINISTRATION

=87
o) CROSS REFERENCE SHEET
45)
OUTGOING
DATE:
CROSS INDEX:
7 - iy
M85y Bashe - TI.L (jeines)
e .:E-yé o ‘:5:?‘.‘:'1 re )
TThe3
T0:
“1’ repeated Rome W' London 10299
FROM 3 wrls
sever (3)
SUMMARY 3
rprop 219

Surprop Paris and Caserta fallure to fellowi instructions and
operating procedure covering pricing and subsission of priced tLrensfer
invoices to this Headquarters creating serious difficulties and
cannot be permitied to continmue, olCeyjseecccces

RECORD FILED:

Aol P Mo, Paris = 790,1 (prices)

TYFIST:

DATE:



rorw AD-UBD

(21 MARCH 1945 COMMUMN ICATIONS SECTION

u N R R A SION OF ADMINISTRATIVE SERVICES
OUTGOING TELEGRAM

_..__'_’_...-'—"'_'
4 ]
WONMEBER s 1055
TO: Cairo
REPEATED: Sydney 1112; Shanghai 353; Bogota 5k;
Montsviéso 2; Rio De Janeiro 249; Havana;
Mexico City B'r
RECEIVEL CABLE SECYION: 20/1/46 - 1:39 pem.

DISPATCHED: 10/1/46 - %:00 p.m.

As prescribed by property accountablility mammal, priced inventory
of 21l non-expendabls adminlstrative property your office and
each branch office should be taken ag of December 31, 1945. Mail
two copiea to administrative services, Washington.

Drafted by:
JRKolan
9 January 1946

Cleared by:
FlLParnell

STANDARD DISTRIBUTION:
FA

ed:er

tp:an £
Gzc NOTICE: |NFORMATION COPY ONLY. /c ‘)



roru AD-UBD COMMUN ICATIONS SECTION
(21 MARCH 1945! [ }10M OF ADMINISTRATIVE SERVICES

UNRRA

OUTGOING TELEGRAM

NUMBER3 9205

TO: London

RECEIVED GABLE SECTION: 5/1/46 = 13136 p.m.
DISPATCHED: 6/1/46 ~ 5325 p.m.

Lismer %o Legros

Regqusst you cable following urgently all officee as present unsatis-
factory documentation and methods making final settlements creating
serious condition. FPleese confirm issuance instructions. mlt:;
ycm. lapu'atol.y gomral mbject currency conversions. v

1. J‘lo:l.d offices shell Dot request home -tnuom mks tuuhn funds
repromtinq ell or in part final jssttlements, 65§

3. Tinal settlements to be meds enly by home stations and not.in any
form by field Office. Specifically, settlements shall not be mede to
employes in local currency and practice of making such settlements and
employees utilizing army exchange facilities for conversion. mist cease.
Please refer parsgraphs 1(d) and 2 ceble aumber (insert here reference
to cable danpatchsd to each mission guoted your cable 3480 to head-
quarters).’

3, Minal settlement to be made by home station only after rucaipt from
field office of certified transcript personsl account with complato
description and justification items subject to doubt. ;

4, Travel suthorization issued by field office for returning traviler

must state cesh advances that may be drawn enroute end must be endorsed
to show any cash advance glven after certification final settlement.

NOTICE: INFORMATION COPY ONLY.



® 2 =

5. Any office making cash advance to returning travelsr enrcute must
endorse amount on original Travel Authorization and asccount will not
be settled with traveler excapting on presentation such original.

" C2ll to your attention case Jund Gordon Gresk Miesion given fifty thousand
drachms - in curremcy by Gresk Mlssion partial final settlement, She
exchanged local currency for dollars US Army Finance Office, This
contrary your imstructions your cable 3480, Italy. Rome office advanced
hepr additional one hundred fifty dollars but made no record on her Travel
Authorization or personal sccount passbook. Had she not voluntarily
notified us we would have made final settlement without deductions such
advances which we would not have been advised of until much late on
receipt debit advice.

Drafted bys3 :
Bellows (Procedures)

4 Jamary 1946

Cleared byt
Llismer
CV¥Nayne
BTaflove



rorn AD-87

125 FEB 1546)

UNRRA
CROSS REFERENCE SHEET

DATE

28 April 1947

CROSS INDE
313 (Procedure)

695 (Child feeding)
030 - State Dept.

Mr. H. E. Howell

FROM

G. W. Tellier

SUMMARY

Emergency Food Collection Funds and child feeding project

RECORD FILED

Il

/”‘ - Emergency Food Collection

TYPIST

DATE

' 15 May 1947




-

&. The setting up of numerous bank accomts risks the injection of

some confusion into a simple system which is operating smoothly.

be. The bank sccounts would be opened with deposiis estimated by
. another Division.

¢. $Still snother Division would select the bank sccownts on which
checks were to be drawn.

" These factors,(b and ¢) meent thet the Division of Finance would be
- responsible for & resulting bank balance over which it hsd mo control
whatever.

d. iny mistskes in original estimates or in the drawing of checks
would be reflected both in the bocks of the n and
in the bank statements. The plan as projected frankly recognizes
that corrections will be required and mskes provision for adjust-~
ments for this as well ss other reasons.



26 Peb 1947
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Nr. Nalph Sheapaen o) 26 ¥eb. 1947

2. Thet Pedersl Ressrve #5 Aecount be econtinued for use im disbursiag Cunde
under letter of credit comaitments. Hersafier, deposits to this Accownt
vill be frem the spjrojriste speeisl acecunt.

3 htthmmmm&mmmmh
' opensd in the Riggs Katiomal Bank, Dupcut Cilrele Branch,

4L« That they de given nusbers beginning with, say, 21 in order to distinguish
thez from esscunts beering the lower mumbers heretofore used.

5« That the existing Piggs Account 1l for payroll and fecount #2 for siscel-
lepecus disbursesents be malntaised &3 one-signuture lmprest seeounts.
They might bo ooversd by setual sllotments of $400,500 ench.

Thst all checks other tham letter of eredit, Frovident Fund, smployers
1isbility, bomd ceccunt, eto., be relessed through these teo scoounts

snd that they be relsbursed as requived from the mewly clessified
sceomts, Thisz would ellow the new sccouwnts to be opened cs two-gignature
&asounts but svoid the necesslty of drawing muserous cheeks

!

*

That speeclal prosurssent socownts, suoh as the Speoisl Italisn Bheat
Procurement and the Oreek Progursment iccounte,be reteined in the
imericsn Seeurily snd Trust Cospsny. If the Esploper's Licbility Bamk
focount wers transforred ¢ the Rigge, the intended segregation of
these zpeclel wmt%ﬂhm

It ie 2lso dezired %o note thet the proposed srocedwre sets ) Nereh »s the
dete after which sithdrawale abould be mede the new secounts. The

; FRBoyerieen
26 Febe 1947

ce. Howell
Heyne
Burgess
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e 8 aw 1847
Mr, Leo J. Richards

Controller

World Health Organization

63rd Floor, Empire State Bldg.

New York, New York

Dear ¥r. Richards:

Sorry I missed you before you left yesterday. 1 am enclosing the following
material which should be of assistsnce in setting wp your procedurss.

Administrative Property Accountability Manual which includes form for reguisi-
tioning equipment, supplies snd service, inventory record, receipt for property
issued, progerty record card, job order, equipment centrol and property survey
report. While these are not strickly accounting documents, I think you will
find it wise in the early days of WHO to preseribe all of the contrel procedures
thuﬂhhm&udﬁ.ﬂnhoﬁuhum&om&lmiﬂ
of proper documsnts in the sccounts section.

I am alsc enclosing & copy of the statement on policy eand organizstion which
includes statemsnt of the principles of this accounting plan and definition of
terms.

As for finanecizl reports from the field, I am enclosing our financial control
orders Numberz 1 and 2 which are of rather recent issue and report the best we
have been able to developy after seversl years of trial and error. It msy be

that you will want cable reports of expenditures for funding purposes so I 4m
attaching & copy of the proposed field procedure for reporting expenditures by

I am attaching copy of a proposed plan on travel advances which we were never
able to put into effect in UNRRA as we were too far comiiltted on the

Iimm;uumuihlndﬂ.mmmhﬁthhﬂunmm
days.
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Transnitisl Nemorspdun for Revisions
in Finenes Nanual for Offices Jig§ Fecortine ¢ ERO

1. The changes indieated Below moply only %o the Hamual for Officss nas
reporting to ERO.

2. The following pages are to be destroyed, snd repleced by the attached
phges with like manbers whish bBear the inte 1 Hovember 1845. They are
of follows:

111 - IV 35 -5 64 - 65
VeetVl M- a7 - 88
. - . " - ‘. "‘. '.
23 - 24 54 - 85 1A - 122
29 - 0 58 - 89 129 <1
8 - 32 62 - 63 13 18

3. Pages 125 = 126 are to be destreyed snd reylaced By Form ¥T - 96,
sttsched. '

4. Mministretive Order #23, Second Hevislon, tteshed, is %o be
Lneerted after page 132, Pages 135, 134, 135 snd 176 are %o e renoved
and destroyed. Page 137, 138, ebe., vill follov after Administrative
Order #22, second revielon. '

(s1onED) nuw BOYER

ACTING DIRECTOR OF FINANCE

LAY, R RE r&_\

11 Decesber 1848 : |

-



5 December 1845

MEMORANDUM
»

!.' xrl LI J - mm,

From: Mr. Maleolm Catlin

Subjeet: Accounting Manusal

¥We have sent to Mr. Bellows for clearance on behalf of your Division

a copy of 2 Headouarters personnel menual and a field personnel mamual.
Thies week we will also send for clearance by your Division 2 copy of
an administrative services manual, aiz chapter of vhich will be a
codification of all material pertaining to travel. These manuals are
designed as parts of a Headquarters series of manuals and a corres-
ponding series of field manuals. These mamuals are being set wp

under Administrative Order No. 84 which calls for a uniform system

of issuing policy and procedural instructions.

I understand that you now have under preparation an acecounting mamual.
I am particularly pleased to know of this bDecause such a projeet will
help us round out the two series of memuals. It would be helpful if
we could coordinate with your Division in the early stages of prepara-
tion so that the final copy might be prepared to correspond with the
organization, numbering and necessary erose referencing of the other
parts of the Hesdquarters amnd field memuals. Mr, Asher, Chief of

our Procedural Control Branch, or Mr. Cooper, hié assistant, would

be glad to render any assistance possible.

Jileereriged

¥t

-



UNI TED NATIONS RELIEF AND REHABILITATION ADMINISTRATION

Form AD=87
(ReviseD) CROSS REFERENCE SHEET
(7 Mar 45) '
DATE: 79 Novenmber 1945 Incoming Teleéj;ram
CROSS INDEX:s 13
— 3
T0: Repeated London - 1921
FROW : Athens to “ashington 1751
SUMMARY 3 ‘ Imperative new commodity accounting procedu e that at least
2 sets of bills of lading each shipment be recsived Greece
Mission....&tc
RECORD FILED: Greere - 852.1
AIP.
TYEIS T2
DA TE: 2/1/]-8

-

451932
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:gi"uePc;li?&: MMUNICATIONS SECTION

UNRRA "
INCOMING TELEGRAM

[_ \L S il‘| ) I F i IRl {.. ) ! LAAA \ C{ { . 4

/—|| A LA 0L ( X |
NUMBER 1736
TROM: Athens
DATED: 27/11/45
RECEIVED: 28/11/45 - 3:00 a.n.
Admanage .

Attention Adminiatrative Services.

Please forward earliest 12 additiomal copies (Administrative Property
Accountebility Anmual)

DISTRIBUTION:
6 - 2
sIDG - 1

) DDG(Hendrickson) - 1
*DDG(G111) - 1
oo - 2
AS - 2
FILES - 2

(FRE® BOOES)
%] ( A0 N DAL A . |
Dist. ’:15 a.m. ‘ f / ( \ b /
m - 12:25 p.lt {’? ] \ \ 1 k "..\ t L "\_. i /"_.'4 f ( { ':-— "
3) 3 (( Qon anak- [
NOTICE: INFORMATION COPY oNLY. ACTION TO BE TAKEN ON ACTION cOPY |N HANDS OF PERSON INDICATED BY (®) ASTERISK.
A X | £.aa |
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UNITED NATIONS

: RELIEF AND REHABILITATION ADMINISTRATION passes =75
1344 CONNECTICUT AVENUE ATl - 't
. WASHINGTON 25, D. C. : 5T
Vi T Yo e i
_ff" 2
November 23, 1945 :

Z 3\ {‘i{“ -
_ st

H. H. Lehman, Esq.,

Director General

United Nations Relief and
Rehabilitation Administration.

Dear Governor Lehman,

On the 9th instant you kindly afforded the
Audit Subcommittee an opportunity for discussing with
you some of the problems which confront the Adminis-
tration in regard™ Zecounting operations and procedures.
We were happy to find THEt OUF views-coincidedr =

Following upon that discussion we had the advan-
tage of a further discussion of the same subject with
Commander Jackson and were happy to find unanimity of
opinion again.

Accordingly and in fulfilment of our under-
taking I attach 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,

A.T. Brennan
Chairman
Audit Subcommittee.

DIRECTOR GENERAL

NOV 23 1945 |
|
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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 COMMITMENTS AND AS AF) ﬁFFECTING 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 Adﬁinistration, 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 in the obligation of funds under
the control of the 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 the several lists of existing

25800
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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 reguest 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 feel that the officers of the many de-
partments of the Administration 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. I 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 thg/accounts
of the Administration being submitted to the Administration's Auditors
who, in duty bound, will report adversely on such a situation to the
discredit and the embarrassment of the Administration and incidentally

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

25800
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agreements immediately upon their receipt and he should be authorized
to request copies of any agreements which are not contained in his
files. BSuch 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. Information on Current Negotiations
A1l officers of the Administration at Headquarters and in

the field should be instructed to make immediate provision for in-
forming the Deputy 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
negotiations or for other purposes, which, in his estimation, will

require him to provide for the implementation of fiscal programs.

3. Approval of Future Agreements.
The Deputy Director General for Finance and Administration,

or his designate, should be given authority immediately to review,

and approve from the fiscal standpoint, agreements proposed to be made

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

for the acquisition of surplus military stores and other agreements
which will result in the obligation of funds under the control of the
Administrﬁtion. It should be directed that in future no agreement may
be finalized by any officer or organizational unit of the Administration

prior to sueh review and approval save in cases of exceptional

25800
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who have conscientiously and meticulously carried out what 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 Administration in general and the Director of Accounts and
Audits in particular. He cannot produce an accurate financial state-
ment of the state of the Administration unless he has the whole-
hearted support and co-operation of all the individuals and component

parts of the Administration.

Washington,
November 20, 1945.

25800



rorn AD-UBD
o i o COMMUNACATIONS SECTION

UNRRA
OUTGOING TELEGRAM
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NUMBER ¢ 7209
TO:z London
RECEIVE CABLE SECTTION: 21/11/45 = 1320 p.m.
DISPATCHED: 21/11/4,5 - 2355 p.m.

Following for Division of Orgenization and Management.,
Provisional draft of Classification lManmial has been
reviewed by Headcuarters Classification Section and is
approved as proposed, '

Drafted by:

Buell B, Randolph
(Mgt & Budget)

19 November 1945

DISTRIBUTION:

G =2

SDDG = 1

DDG (Hendrickson) = 1
DDG (Gill) - 1

OCH = 2

B =2

FILES - 2

(FREE BOOXS)

-

)

L

NOTICE: INFORMATION COPY ONLY.

| SION OF ADMINISTRATIVE SERVICES
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R, G, A, Jeckson, Senior Deputy Director General
Herbert H, Lehman, Director General
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UNITED NATIONS RELIEF AND REHABILITATION ADMINISTRATION

ForRM AD-87
(REVISED) CROSS REFERENCE SHEET
(7 MAR 45)

DATE: 16 November 1845

CROSS INDEX: 313 (Procedure Petty Cash)

paa
103 Deloitte, Plender, Griffiths and Co.
FROM: Harry W. Knight
SUMMARY s Petty cash account-31 Octoher 1945

RECORD FILED: 307 [Petty Cash)

TYRIS T: ¥

DATE: 23 Jan 46

451932



UNITED NATIONS RELIEF AND REHABILITATION ADWMINISTRATION

FORM AD=E7
(REViSED) CROSS REFERENCE SHEET
(7 mar 45)
DATE : 14 Nov 45
CROSS INDEX: 313 (Petty Cach Procedure)
TO: Col. B.B. Greidinger
FROW : F, S. Clark
SUMMARY 3 This 1= a reminder that vou wiesh to review the retty

cash procedvre with Mr, Burgecs and Mr, Kirkley on
Thnrs. 15 Nov.

RECORD FILED: 307 (Petty Cach)

TYFIST: hve

DATE; 12/6/45

451932
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26 VYctober 1946

T0s Coerrington G111
FROM; L. J. Lismer w‘

SUBJECT: PFinance Manual

The Finance Manual for all missions other than FRO and
vhich hae recently been revieed by Mr, Tenner has now
been matiefactorily agreed with by the Accounts Division,

It can therefore be issued to the miseions so far ss this
office is concerned,

LJLismer/mf

ce: Catlin
Knight
Cooper



UNITED NATIONS RELIEF AND REHABILITATION ADKINISTRATION

Form AD-87
(REVISED) CROSS REFEKENCE SHEET
(7 Nar 45)
DATE: 23 October 1945.
CROSS INDEX: 302
303
313
.- _'-",_#
T0: Governor Herbert H. Lehman

FROW 2 Corrington Gill

SUMLARY:

RECURD FILED:

TYPIST:

'v DATE:

451932

Status of Letters of Credit and Bank Accounts
Controlied by Headquarters Office.

303.1

MEP

1 Nov. 1945.
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roru AD-UBa COMMUNICATI0NS SECTION
T ; DIVISION OF ADMINISTRATIVE SERVICES

UNRRA 44
| INCOMING TELEGRAM

A AN VAL, /] /)

FUMBER: 4972

FROM: London

DATED: 11/10/45

RECEIVED: 15/10/45 = 2.40 p.m.

Gill from P. A. L. Hovbell,

1l, Conference LeGros, Bellows, Palmer, clarified agreeably commodity
accounting for conference Rome purpcses and agreement on surplus property
accounting procedure basis prior correspondence and your cable 5553.
LeGree roporting internal audit and other progress by letter and cableg:
prior to November 2 mesting. LeCros doss not want Yourstoun (sic) ERO,

2. Personpel recommend immediste appointment Roy Jackobson in staff
capacity temporarily on Washington Budget line for handling American
Perscnnel under ERO and as first assgignment the five returmees case.
Also desgire two persons addition for staff assignment with American
personnsl at Frankfurt and Salzubrg. Send soonest China recruitment
ERO allocation left in Washington by Palmer. For Cesad, inform Kremer
when China personnel specifications sent and forward another set next
traveller, Personnel Menual progress satisfactory and will be ready for -
Rome. Clothing meeting later.

3. Jack Lloyd rrturning Vashington direct es miasion appears completed
and no need at Rome meeting,

G - 2
SDDG ~ 2
wA -2

FILES ~ 2

(NO BOOKS)

u
] j " A 1/, f
( . I e ¥

)
’ .
/ f |
NOTICE: INFORMATION COPY OMLY. ACTION TO BE TAKEN ON ACTFON COPY“IN HANDS OF PERSON INDICATED BY (*) ASTERISK.



UNI TED NATIONS RELIEF AND REHABILITATION ADMINISTRATION

FORM AD=87
(REVISED) CR0OSS REFERENCE SHEET
(7 MaR 45)

451932

DATE;
15 Oetober 1948

CROSS INDEX:
400=- LL'rﬂ. Jack
400- Jackobson, Roy

313 (3urpltl property)

Inconing Telegram

sl

T0:

FRON ¢ London 4972

sukvAry: 0811 from P.A.L. Howbell

Corference LeProa, Bellows, Paluer, clarified
s ol agreea”ly commedi
ncoounting for conference Rome purpeses and s recment on ll!rln:’

property aceonmnt rodedure
cable 8883, -.Etef“ P besis prior correspondsnce and your

RECORD FILED: 310 (commodity)

TYPIST: A.P.

1 :
DATE: 1,20,45
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9 QOctober 1945

MEMORAND UM
TO: Joseph D. ‘Cooper
FROM: Porter Neison /2 A

SUBJECT : Revisions in Finance Msnual

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

Item D - The paragraph ofi page 15 should be revised to read as follows;

" With the exception of local currency advances from the pro-
ceeds of sale of commoliities (see page 16, Section 6) the

field finance officerwwill have little to deo with contribu-
tions from member covernments, Similarly, finance officers are
not concerned with conmodities or services contributed. If,
however, UNRRA is to pay for the shipment of the commodities to
the point of distribution, the finance officer may be called
upon to 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 incerporate these changes in the
Manual together with the changes to be made in the preface,

WPNelson:sh

cc: Knight
Lismer



UNITED NATIONS RELIEF AND REHABILITATION ADMINIS TRATION

Form AD=87
(REVisED) CROSS REFERENCE SHEET
(7 MAR 45)
DATE: 24 September 1945 Outgoing Telegram
CROSS INDEX: 313 (Proaedure)
mmm
London 4870
T0: :
FRD s F.M. Bellows (accounss)
SUMMARY 3

Airmailing administrative order commodity accounting. Con-
densation provisiona applicable ERO follows:

Accounts Division to receive from Supply signed copies

such documentation for commodities procured by ERO as

required to support commodity accoutns to be maintained
by Accounts Division....Btc.

RECORD FILED; 310~ (COmmodity)

AP
EYPISTs

DATE: 11/19/4 5

451932



fgg"uﬁ%—mﬁ _ _ COMMUNICATIONS SECTION
DIVISION OF ADMINISTRATIVE SERVICES

UNRRA

f/")’ LAY
rm; Y <G ' con
FROI: o _ London
D.TLD: ‘. is 6/10/1:5
LGETD: i# 6/10/45 = 7:15 a.n, |

F‘c_w_Lismr, for Knight, from Bellova,
1, “egarding Tincnce Ilenual for LIRO Cfficcos

(A} Feal coverin: stabement csuenidal _-ﬂmt.. local ecuivalents may be
used for all gpocificd forns; as I oxplained Tonner, sutisfictory
local ecuivalents arc in uses There should be no obligzetion use
specific forms -

(B) an, provicions reprosent obvidzuly-deslmbid principles and as
. such.am idealistic but,recornition. of dnpassibility absolute.
obuervance in npractice under local conditions should be Btt!b\)d.

(C) Doubt strict complicnce poscible icot sentonce qoct.ion 6 ape
b ovring lindted perccrmnel many placess - .. . o CEN GRE

.(D) Inforviod. Tainey firol parpgsorh poge 15 one of Pinunco Officerts

importont, ‘functions. t.ramactiona Anvolving mmntpl local
currmcy contr’lbuu:ma vhich is wﬁ;to " ¢

(2) Section 6 page 42, Informed Temner bulance sheet ito.r:e only, not
c}qmu.a', are tronsferred by debit advice, '

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



o Bp-48 ) Al

. L14% MARCH 1945) COMMUN ICATIONS SECTION

DIVISION OF ADMINISTRATIVE SERVICES
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INCOMING MESSAGE ¥

E Pegl statement essential that local emivalents may be
P BT e o 03 eosaiind Swing %8 B egietosd satisfactory
( Mmmhmhmh. use

pou " S
i m:mwmm and as
are idealistic but recognition of absolute
observance in practice umder local be stated,
Y (C) Doubt strict compliance ble last sentence section 6 page
Y £/ - many places.

,"‘.-- W—Mﬂm AT RO i A i,
-/ T(p) Informed Temmer first ; of Pinamce
w paragrarh page 15 one ¢ Officerts

. “\_‘ ?mmﬁm&. Informed Temner balance sheet items only, not )
I expenscs, are transferred by debit adviee, — .
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RECIPIENT OF THIS COPY SHOULD TAKE ACTION IMMEDIATELY. IF NO ACT ION REQUIRED INDICATE
AND RETURN TO COMMUNICAT IONS SECTION. |F THIS ACTION COPY IS MISDIRECTED FORWARD IMMEDIATELY BY HAND TO
PROPER PERSON OR RETURN TO COMMUNICAT IONS SECTION.
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SPRCIAL DELIVERY 2 Getober 1945

In accoerdance with cur phone conversatiom, I have sent by alr meil a set
of the Finance ¥amuals en? will appreciate your checking the Par Eastern
Mamual page by page indicating how it differs from the one to de released
- by ERD. Alsg 1t would be very helpful to have & memorandum cutlining
the principal differences in the muymal to be used by all offices other
than those under the supervision of TPO,

%¥e are alsc sending two complete zets of the menusls in binders to ym
in Chdenge for yosur reference,.

I am very glad that you are keepdng In toush with me in comnection with
your schedule and shall advise yomu if there are further projects to be
undertaken here,

With bect wishes,

fncerely yours,

Harry ¥. Knight
BUEnd chtshg




TO: Roy F. Hendrickson
FROM David Weintraubd
SUBJECT: Revision of Allotmentes of Convertible Credits (Free Funds)

for Overdrafts on Account of Bank Charges

It is reconmended that the following adjustments be made to the al-
lotments authorized from Convertible Credits to provide for over-
drafts against previous allotments as shown below, due to bank
charges as reported by our Finance Division:

Allotment FPF-S5~Code Country & Allotment
Adyice No. _Number &u Jalue _  Increase
5=250 07 $1,200,000 - §1,500,00
5=206 06 and 6 Cottonseed leal 355,000 443,75
" 011 Coffee 2,000,000 2,500,00
w 08 Cottonseed 04l 5,000,000 5,750.00
. 010 Fish 720,000 900,00
- 09 Soap 200,000 250.00
» 05 Textiles 1,750,000 2,187.50
H
5-281 018, 7, 7-a N tes 1,450,000 1,812.50
~=000==
Concurred: Recommended :
o .
| / Gorrington Gill A0 David Weintraub
\ | A,GOURVITCH:CH®L ~ 26 September 1945
\ |/
| Weintraub
Knight

/ -—
Grntiiss N

Hendrickson



rorn AD-87 UNRRA
Ven R AR CROSS REFERENCE SHEET
DATE .
24 September 1946
CROSS [INDEX
3\ i'rocadures)
TO a
r. "aleolm B, Catlin-

My, Lawrence J. Lismer

FROM

“r. Corrington Gill

SUMMARY

L

Sole reponsibility of the Director of Accounts and Audit for Accounting
Procedures and I"le'pt:l rts.. .E,tc

RECORD FILED
; 140 - ( Account s & Audit Divison)

TYPIST “K.F.

DATE 4/8/46
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You will be interested in knowing that the Property Accountability
mmm-mmmuatumct
being printed. It will be distributed with

to all



Helen Jeter 3\% tg-*—‘-\r\ \'1. LA A ELY .l\
{ | .
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Harry W. Knight
Fleld Manual of Finance
Attached are two copies of the "Field Manual of Finance” to be used

E



Form UNITED MATIONS RELIEF AID REFABILITATION ADMINISTRAT ION
Revised) : /
E? Mar 45) CROSS REFERENCE SHEET

451932

DATE: 20 September 1945 Outgeing telegram
CROSS INDEX: 313

—

TO: Lenden 4751 dated 20 September 1945
FROM: Palmer, F&A
SUMMARY s

New Commodity Accounting procedure to be in your
hande within one week affording opportunity
misgion accountants to study and question Bellows
and La Grou at 20 October meeting.

RICORD FILZD: 1¢alian Mission 290

TYPIST: mar

DaTE: 10/12/45



’
orv AD-UBa
21 MARCH 1945) COMMUNICATIONS SECTION

u N R R A VISION OF ADMINISTRATIVE SERVICES

o |

INCOMING TELEGRAM |

NUMETRs 3478

FROMs London

DATFD3 5 September 1945

RECEIVED: 5 September 1945 ~ 9300 a.m.
Clear

Reference letter 9 August. Future sugcested procedure agree first
paragraph but not second. Continue payroll breekdown.

DISTRIBUTION
DG - 2

SDDG - 1
oCH - 2

FA = 2
FIIFS - 2

(FREE BOOKS)
40

Dist. 10230 a.i.
fow = 11320 gomio

NOTICE: INFORMAT ION COPY ONLY. ACTION TO BE TAKEN ON ACTION CGPY |N HANDS OF PERSON |NDICATED BY (*) ASTERISK.
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& D
J« C. Goodwin . 19“1}1%5.
Harry W. Enight
There is at |

tached hereto a procedure to be followed in adminjistering !
Will you please put this into effect.

It is understood that you are arranging the purchase of a proper cash
bex for use in the cashier's office and also that the shortage amounting

to §1.70 reported by Deloitte, Plender, Griffiths & Company under date
of 17 July 1945 will be made up by the cashier of the funds in question

ATTACHMENT ,
A RBoyer/HL
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Deleitte, Plender, Griffiths & Oo, -2~ lj Augnst 1945

We agree that a delay in the distribution of salary checks until 5 or 7 days
after the pay period will decrease Headquarters salary overpayments, However,
to change the present system will create hardship and impair morale of Head-
quarters personnel, The present system for paying on the lgt and 16th was
instituted because the practice of paying three days after the pay period aid
cause mmerous requests from employees for advances against salary because of
personal financial difficulties,

Although the U, 8, Government agencies follow the practice of establishing pay
days several days after the close of the pay perioed, we do not have the same
compelling reasons for similar delays, In U, §, Government agencies, the agency
prepares the payroll but does not issue the checks, Therefore, it is necessary
that payrolls first be sent to a Treasury Disbursing Officer vhere the payroll
i¢ examined and checks written, The checks then must be sent back to the Agency
for distribution, Here in UNHRA we prepare the rolls, write the checks and
deliver them without the intervention of another agency, Alse, U, 8, Government
agencies are not permitted to set off overpayments against equities in the
pension fund,

Under the present system of distributing checks on the lst and 16th prior te
complete verification of attendance records we may have uncollectable Headquarters
salary overpayments of $500 to $1000 each calendar year, We believe this is &
reasonable price to pay for employee satisfaction resulting from {.""‘ payment
for services rendered, Overpayments of salary are not likely to excessive for
the following reasons;

(1) Payments for periods of ﬁum will be discovered within 3 or 4 days

after the pay period, Prompt discovery makes recovery of overpayment
almost certain,

(2) If the employee does mot return to duty, overpayment may be set off
against accrued ennual leave or employee's share of Provident Fund,

Attendenos Olerks! Reports,

We agree that the manner in which attendance records are maintained by some offices
is a serious matter, To cCorrect this situation the Internal Audit Branch has been
ingtructed to frecuently check the method by which attendance clerks are

the attendance record, and to report to me any office which has not diligently
carried out its responsibility,

Attechment 'i\
mﬁi:nhc HL’/

Copy to3 Keller
Sullivan
Fairchild



- MEMORANDUM

T0: Mr. Kenneth Dayton

FROM:  Mr. Harry W Knight— M

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

This manual has been drafted by Mr. Irv:mg Tenner, Consultant for the
Division of Finance.

/

and deletiohs may be made to Mr. Temner in order that he may make up
a second draft for further release here at Headgquarters and to the
European Regional Office.

It is suggested that approximately 25 copies of the second draft be for-
warded to London for review there, and by each of the Coudtry Missions
in the European area. Draft copies of the manual will also be sent out
to the other Country Missions and to such offices as Sydney, Rio, Bogota
ete.

After each Country Mission and Regional Office has been given an oppor-
tunity to make suggestions for changes, the final draft of the manual

will then be prepared by Mr. Tenner.

Attachment:
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Form UNITED i..rTIONS RELIEF AND REHABILITATION AIMINISTRATION

(Revised) :
(7 Mar 45) CROSS REFERENCE SHEET
DATE: 14 June 1945

CROSS INDEX: 313

TO: Harry W. Knight

FROM: Loda lae Davis
SUMMARY : lMaking currency conversion rates available to country
. mission feor purposes of estimated landed prices of
commodities,

RECORD FILED: 305

TYPIST: amj
DATE: 27/V1/L5

151932



4 June 1945

T0; Deloitte, Flendex, Griffiths & Co,

FROK; Corrington G111
SUBJECT; Accounting Principles and Practices of UNERA

A number of questions relating to the accounting practices of UNRRA
have been raised in various memorsnda received from your firm, Addi-
tional questions have been raised through the submission of adjusting
Journal entries in connection with the 1944 accounts, A

number of these gquestions have been presented to me by the Chief
Accountant for decision, The attached document sets forth my decisions
on these guestions,

The Chief Accountant has been instructed to post to the 1944 accounts

any adjusting entries which in his opinion would be inconsistent with
ny decisions, Final decisions in such iastances will be made by me,

The Chief Accountant informs me that on the basig of his preliminary
examination of the entries you submitted, it sppears that there is a
substantial measure of agreement in our views,
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&

Nr, J. B. m. dre

Agsistant Director

Divigion of Lend-Lesse Procurement
War Shipping Administration -

'.Smm 25, D. C.

. Dear Mr. Dixson:

We are returning the draft of & proposed WSA Fiscal
Regulation to Covér Procedure and Accounting on UNRRA
Shipments.

The procedure as drafted is approved by this office.

Sincerely yours,

/5T Ghset ooomatent

e Attachment

<

DGSulliven/mf.
29 May 1945

ce: Dominick, Supply

5 /3



Form UNITED ..../IONS RELIEF AND REHABILITATION ADMINISTRATION
(Revised)
(7 Mar 45) CROSS REFERENCE SHEET

DATE: 28 May 1945
CROSS INDEX: 434

T0:  Harry W, Knight

FROM: W, Porter MNelson

SUMMARY : Consolidation of Headquarters' Bank Accounts

RECORD FILED: 303

TYPIST:

DATE; 7/25/1'5

451932



26 May 1945

708 Burton E, Palmer
FROM: ¥, Bokolowski |\ -
SUBJBCT: Memorsnde by Y. E, Lukas of 11 May and A. Roseman

of 14 Kay on "Aecounting rfor Commodity Procurement
and Distribution®

I um with the opinion expressed in Rosemen's memorandum that
the aecco nting in the field should be quantitative only, =ith

the mc%:ica of evses of direet proou t by the Fission
against foreigmexchinge, vhich are ikely to be v frequent,
As far as 1 cnow, the tary Lisison has also acee an

sgeount ing systes based on quintities :a:l. - slthough the
militery reliefl i alweys on & | bagis, at least theoreti-

1lys 7The prie of supplies »nd services provided by UNITL
should be done by douarters snd TRQ,

The Misslons should, of ecourse, be informed as to the prices of
commod L{ties sent to thelr several aress - not for accounting
oses, however, but in order te be szhle to discuss witi: the
overnsents local currency cuestiocns arising, €.f+, in Italy
from the provisicns of Seetlion I of Amnex 11t to the Itzlian
Agreement, or connected with dif iculties in fixing distribution
prices for those relief or rehabilitation commodities +hich are.
not produced in the country itseif, ete. Information on bgriecs
of A's supplies may be needed also wherever the establishment
of & lump sum approximetion of future proceeds (e.g., Article IV
parsgraph b of the Yugoslav Agreement) is preferred !o regords of
actual proceeds. ;

FiislBokolowskisCI
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25 Yoy 1945

Haryy W. Enight

Porter lelson
Pinance Officers

SUBJECT:  UNRRA Balances Carrded with the U.S. Amy

m a.

g

Ze

2 A

1)
2 CF

¢ tokoos 2o e F

WPNelson/HL
7’ £ 2 ot

. 7



)
2

1//‘ MEBORANDK

vaOl :

-'tvc)L‘j nhx’“
' T0: Kenneth Dayton

FROM: Harry W. Enight’
SUBJECT: , , . New Procedures for Accounting for Contributions

I wish to report to you the progress which is being made in re-
w-ia:' | ’:._.nc"ﬁw :tm-
vate indiv > n.mummmmmm
Two forms have been and ordered and steps are being
taken to analyze inf presently available in such a man-
ner that these foms may be posted immediately on receipt from
the printer. The forms are:

(2) mmmmwm(m This form constitutes a led-

and Mr, Smith. Iﬂltﬂawhm,%ﬁ.ﬁ
definitions, as soen as it is received from the printer,

Copies to: Mr. Gill
Mr. Pmﬁr
Mr. Lukas
¥Mr. Smith



18 May 1945
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yours,

GElukas/pe
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Copy tog



Form UNITED NATI. .5 RELIEF AND REHABILITATION ADM...ISTRATION

(Revised)
(7 Mar 45)

DATE:

CRCSS INDEX:

TO:

FROL ¢

SUMIMARY :

RECORD FIIED:

TIPS

DATE:

451932

CROSS REFERENCE SHEET

14 May 1945
313

lr, L. We A'Hearn, FEA

G. E. Lukas

Forwarding two copies of the procedure manuals prepared
in connection with the accounting, reperting and aufliting
programs for UNRRA.

els

21 June 1945
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Form AD-1 : y :
(11 Sept 44) UNITED NATIONS RELIEF AND REHABILT TATION ADMINISTRATION
(Revised)

CROSS REFERENCE SHEET

DATE: 30 April 1945
CROSS INDEX NO: 313

James Kilb - Att: Mr, Wilhelm
T0: Paul Kreh - Att: "Mrs, Pope, lirs, Helen Harrow

FROM: Phil W, Jordan

FILED:  774.4



