-0 310 Accounting
$-1%01-00%0 - 00} (General) 145




Form UNITED N/ _NS RELIEF AND REHABILITATION /... NISTRATION

sRevised)
7 Mar 45) ; . CROSS REFERENCE SHEET
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CROSS INDEX: 310 (Adm. Property)
——

10: Frederick C. McMillen

FROM: DsB. Vaughan

SUMMARY: Re control and accountability of administrative property.it
- 18 necessary to establish a Property Survey Committee at

Headquarters.

RECORD FIIED: 220 (Propert Survey Committee)

TYPIST: LAS
DATE: 10/1/45
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l. Airmailing admimstrative orﬂ.er comnodity accountlng. Con=
densation provisions applioable ERO follows:

(A) Accounts Div:!.aibn to receive from Supply signed copies
: such documentation for commodities procured by ERO &s
required to support commodity accounts to be maintain-
ed by ‘Accounts ‘Division, . Those accounts to:be céntrol
accounts for Commodity Acquisition réflecting invoide
price 'comuodf§iégifor each of ten standard commodity
classifications .ith twe additional control eccounts
for accessorial ehsrges ond gcean freight ‘undistriduted
by comaodity cdlassification. Accounts to be supported
by rile of aigned docuaants in Accounts Division.
(B) Where aotual ooau net 1madiate-1.y ‘nveilable quply
to furnish Acoounts Division with. estimates. .Such
estimates b be charpd.to Commodity Acquisition ‘angd
credited to suspense’accounts. . Subseguent adjust-
ments. when actual costs available to be to Price 'Ad-
justment account in lump sums only undiatri‘buted to
commodity clessifications, 5
(C) Any eventual distribution acgessorial charges and
ocean freight and clearing Price Ad justment account
to be at Headquarters level.

(D) For commodi.ties proocured by Headquartera and sﬁhped
to ERO field of.1ces for direct delivery io reéipient
countries, UNRRA operations, or to warehouses main-
tained for transshipment purposes only, Hesdquarters

will jw_bit Advice to ERO fo be taken up in
XA)A [(Va ... )7MOTICE: |NFORMATION COPY omLY. . _ ‘
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(G)
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Commo di ty Acquistion accounts im ERO only and not
passed on to ficld offices. Debits to be for in=
voice price by ten com.odity classifications and -
totals only for accessgorial charges and ooaanfre:ght.
He .d- uarters will-send memoranduym copies such Debit
Advices direft to field offices to which they will
attach 'signed coiies appnop:iatawreceipted documents
evidencing 'déYivery of shipment end ‘trensmit to CRO.
Field offices to maintain no formal aecounting for
such memo' Deﬁii‘ndthOI.- ,
NITLA GYERETLYCH PTOU
For commoditiés’ prucuren by ‘ERO and ahipped to its
rield officés es inc({D) ERO will hold charges in its
Commodity Acgaisitioniaceounts but will send memoren-
dum Dedbit Advices to field offices which will ba
treated by’ f!&ld ortilla as in {D). }

: 5
!"';4
? ]\
11l

Control acecounts tbr oommodity distribution at ERO to
be charged on basis of above returns from field offices
and to be aupported by file receipted documents.

For commodities procured eitﬁer by ERO or Headquarters
and shipped, to.ERO field office "stockpiles, ERO will
igsue rormai Debit Adyices to field otficea ‘for ‘invoice
prica.of comiodities By’ ten standard -comniodity ‘cldssifi-
ctigns with memorandum ertries of total accesidnfal
charges. and océan ::;}gh ‘Field offices wiif’“ up
1nvoica pride of ¢ ities only in ‘its formal

counts for inventory control purposcs, For such ahip-
ments Headquarters will attach to Debit Advice to ERO
covering Hegqdquerters procurement with copy to field
office detatledi statement of actual or estimated -
value all invoices in shipment and ERO ahall do like-
wise for ERO - proourannnt.. _ (T EEPL]

"Operatione 'Hanual" 13 addptad as ofrici'al procedura
to cover physical movement of commodities which is
function of Supply.. For inventories of stockpiled
commodities, Accounts Division in field office will
price its copies of Transfer Requisitions and Delivery
Orders on basis detailed list of prices attached to

Debit Advices and record therefrom monthly stmmary

entries in controlling =zccounts,



2,

3o

4,

(I) Charges for distribution of comrodities warehoused
for transshipment to be made on ERO accounts on
bnsis shipping documents to he transmitted to IRO
sovering reshipment.

(J) Subsequent instructions will be issued on acquisition
military surplus stocks.

(K) Jorld average prices not to be used.

Procedure to be effective immediately and ERO should undertake
at once establishing documentation and accounts for backlog
of ERO procurement and shipments. For accounting purposes

we agree Jackson's suggestion receipt from government on docu-
ments certifying to receipt subject to normal shortagzes would
be satisfactory to us, Headquarters will forward earliest
possible Debit Advices covering shipments of Headquarters pro-
curenent, Iield offices maintaining «toekpiles should set up
stock cards for current inventorics and instructions will be
issued on method accounting for past operations,

Bellows will proceed London about 1llth QOctober for purpose
consultativn and to proceed Rome 20th October meeting.

Andrew Allott of Headcuarters now working out of ERO should
be mude available for Rome meeting and to render assistance
in installation of "Operations Manual".

Drafted by: -
FMBellows (Accounts)
21 September 1945
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:gg"HaAREu—?&?l COMMUN ICATIONS SECTION
DIVISION OF ADMINISTRATIVE SERVICES

UNRRA

L=

OUTGOING TELEGRAM

-

IULIBER: L8775

T0s ' London .

RECEIVID: 24 Septarber 1945 - 5215 Pollo

DISPATCHID: 24 Soptaber 14,5 = 6:30 p,J;-_u
Clony h

Reur 3979 recuesting our Erazilian Hepresentative furnmish you
conplete informticn on Brozildans poing direct to Landoa,

o Information availabls here.

Draftod bys

Cozad/ ilatkins

(Personnel & Training Division)
22, September 1945
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Form

UNITED FATIONS RELIEF AI'D REHABILITATION ADMINISTRATION

(Revised)
(7 Mar 45)

451932

DATE:

CROSS INDEX:

FROM:

SUMIARY :

RECORD FILED:

TYPIST:

DATE:

CROSS REFERENCE SHEET

21 September 1945 Incoming telegram
310 (Commodity)

London 814

Cairo 891 dated Z1 September 1945
(re Washington)

Understand instructions for commodity accounting L&
being prepared. In view certain accounting pre-

blems here, would be grateful if above instructions
can be expedited.

M. E. C. 310 (Commodity)

mar

10/17/45



)

£l September 1945

Tos Mr, Lewrence J. Lismer
TFronms Corrington mu'

Wouldn't it be rell to ndd & find poregragh on your
susnery Adeinistrative Urder re commodity sccounting,
requesting trensmittel o Jom Lloyd? London should
know where he is,

WL e
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UNRRA

COMMUM ICATIONS SECTION
DIVISION OF ADMINISTRATIVE SERVICES

F

OUTGOING TELEGRAM

NUMBER:
TO:
RECEIVEﬁ:
D ISPATCIILD:

4791

London

21 September 1945 - 2:30 p.m.
21 September 1945 - 3:00 p.m,

Clear

To Division of Accounts:-and Audits

Inforn:tion required returning personnel

1. Philippeville = George Chester Collison travel authorization

. F1 =« 23.

Claims deposited ;3200 Algiers for transfer. Confirm.

2, Greece - Peter E, Kamunchey, L{Ilian Aronstein, ‘illiem T. Jone:
. Electra Venetsonos, Gordon 8. Rich:rds, Oscar L. Schiller,.

leonard V. Von Spach, Leon H. Brown. Claim personal accounts.
Airmail transeripts,

3, Rome - Gemma Barzilal PHS return Naples travel authorization

FI - 23,

.ere cash' advance $479.10 made lleadjuarters repaid

Rome, Headquartera FI = 23 showed only 186.23 advanced.
- Gwendelyn Newton:PHS ¢laims théck No. 6095931 $217 last Naples.

Confirm.

Eugene Forcione PHS claims per diem July unpaid,

FI « 23 shows payment made.
4. MEO = Sadie Tennenbaum return. Ruvo claim personal agcount

RE 67,915,

Confirm.

5. Belgrade = Robert Fiahbadk, lijaurice Kamp PHS claim personal

accounts,

- Forward transcriptas

6. ERO = Jilliam A. Shaplar ?I - 23e

MOTICE: INFORMATION COPY ONLY.



Travel authorization FI-23 and cOrtlried transcrlpts personal
accounts for all paraanne], including PHS, Voluntary * ency -
necessary . berore any paymcntn -oan -be mdeo

o8 _'| !
2 Drafted by: (it
FlLeriviers (Accts)
19 September 1945
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. i Deptesber 1945

Tos Corringben GLIL
Froms Lewrenee J., Lismer
Subjectt Commodity Aceounting - Proposed Draft

Attached ip ¢ draft adninistrative order for the
propoged new srocedure om Commodity Aceounting.
This hes beew arrived st efter digoussisng with
Hr. Punkhouser's offiee uud my office. Delsitte,
Plender, Griffiths & Co. have been mdvised &t all
steges sad have been prezent st sll discussions.
Coples of this procedure bave besa sent to Nr.

In view of the urgency of the situstion I hope,
that 211 belng in asreement, to condense this
in eable forg and send it tu BERO for trengsitt-
al to the misulons can Homday.

4 detelleéd procedure covering routing of decu-
wents, ete., is et present beiny written by Wr.

-, i

Attachment

¢c: Hendriekson
Weintraud



rorn AD-UBD COMMUN ICATIONS SECTION
Y21-MARGH 1945) VISION OF ADMINISTRATIVE SERVICES

UNRRA
OUTGOING TELEGRAM

NUMBER 3 4063

FROMs _ London

DATED: 20 September 1945

RECETVED s 20 September 1945 = 4315 p.m.
Clear

Presiding

Pass to Hendrickson and Gill aa soon as recsived.
SUBJECT: Commodity accounting your 4518,
1o Jackeon will ‘discuss by ‘telephone on Friday 2lsts @'

2: Noted that policy set out in your 4518, ia a reversal of previous
policy. However ERO will fully co-operate provided that

(A) Detailed procedure laid down takes due mccount of the
practicel problems arising in European region.

(B) Schems can be operated with the limited staff we have
or can get.

(C) Back-log of sccounting for Tiestern Hemlsphere shipments
is dealt with in Washington.

3, For elear sppreciation of responsibility to be assumed by FRO

more detailed information on procedure envisaged essential. Urgently
request this by 24 September.

NMOTICE:- INFORMATION COPY ONLY.
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4o Clear that the fundamental principles of procedure must be determined
in Washington to be uniform in all regions. Some flexibility nevertheless
necessary to meet special problems of particular offices. Earliest
possible indication of extent to which detailed procedures may be
developed 1om11y will help to get new scheme away to a quick start.

On receipt of fuller details ERO will comment immediately raising any
special problems.

5. When principles agreed FRO, will immediately instruct lHissions.
6. Following points particularly need clarification -

(A) Division of responsibility between accounts division and
supply department. FRO experience is that standard of
documentation by Goverument departments very poor and
therefore inevitable that supply bear mejor responsibility
for interpreting documents and presenting intelligibly to
accounts, Also to be considered are the need for avoiding
duplication of work between supply and accounts, having
regard to operating records required by former and
desirability of perallel procedure in Headquarters,
regional and mission offices. As a principle we consider
accounts end audit divieion in FRO to be responsible only
for playing down supply accounting polioy and internal audit
of supply accounting records. Supply department would then
initiate end maintain the nesessary accocunting procedures and
records to implement policy of accounts and sudits division.

(B) Notify propoasd effective starting date, -~ - - = -~ -

(C) Presume that system envisages, in addition to ocutward flow
of documents relating to Western Hemisphere shipments, a
reverse flow of periodic summary accounts supported by
detailed schedules and, where neceassary, documents relating
to ERO procurement and shipping activities so that Head-
quarters fully informed on overall picture and provided with
all operating detail they need on supply and shipping matters.

(D) Assume that goods procured by Headquarters in Eastern Hemisphere
but shipped by ERO, would be accounted for by ERO to Head-
quarters by credit note.



-3

(E) Accounting for US surpluses in European theatre presumably to
remein a Hesdquarter responsildlity. If FRO required to render
eny essistancs to Headquarteris mission in this comnection
this should be deslt with as a distinct problem.

(F) Assume that FRO should establish in Cairo and Caserta pro-
cedures perallel to those to te adopted im ERO,

(G) Assume lHission chief to send formal receipt all shipments to
ERO as well 22 to Headquarters.

() Assume Mission shief to secure and hold valid receipts for
goods hended to Governments.

{I) Mission recsipts to ERO presumably to be supported by out-
turn reports ghowing underage, overage and damage or by
certificate as suggested telegram No., 3757. Shortages %o
be covered by a claim for credit raised by liission chief.
For VWestern Hemisphere shipments claim to go direect to
WHashington, and copy with accounting credit note to pass
via FRO.

7. Transmit zix coples world average prices earliest.

8, Accounts divigion organization chart will be sir-mailed about one
wosk hence, with reason for delay.

DISTRIBUTTON
DG ~ 2
SDDG - 1
OCM - 2
WFA - 2
Supply - 15
FILES - 2

(FREE BOOKS)
54
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frow =~ 9321 a.m,



fggu"ﬁgﬂ-igg ' COMMUN I CAT | ONS- SECTI0ON
: DIVISION OF ADMINISTRATIVE SERVICES

UNRRA

INCOMING TELEGRAM ;
23/0 [ (. Hram -2l ({7)

RUMBER$ o 4063
FROMs London
DATED« 20 September 1945
RECEIVED 3 20 September 1945 - 4115 p.m.
Glear
FPresiding arhs} S i £ TR ST e o 5 i et lepi <

Pess to Hendrickson and Gill as soon as received.
SUBJECT: Commodity accounting your 4518,
1. Jaokson will discuss by telephons on Friday 2lst.

2. Noted that policy set out in your 4518, ia e reverssl of previous
policy. However FRO will fully ec-operate provided that :

“(A) Detailed procadure laid down takes due account of the
practical poblens arising in Buropean region,

(B) Scheme can be operated with the limited staff we have
or can geat.

(C) Back=log of accounting for Tiestern Hemlsphere shipments
is deslt with in Washington.

3, Por elear esppreciation of responsibility to be sssumed by FRO

more deteiled informstion on procedure enviseged essential. Urgently
request this by 24 September.

NOTICE: |NFORMATION COPY ONLY. ACTION TO BE TAKEN ON ACTION CQPY |N HANDS OF PERSON INDICATED BY {'} ASTERISK.



Ao GClear that the fundsmental principles of procedure must be determined
in Weshington to be uniform in all regions. Some flexibility nevertheless
necessary to meet special problems of particular offices, Earliest
posgible indication of extent to which detailed procedures may be
developed locally will help to get new scheme away to a quick start.

On receipt of fuller details ERC will comment immediately relsing any -
special problems. ,

5, When principles sgreed FRO, will immediately instruct Missions.
6. Following points part.ict{larly nesd elarification -

(A) Division of responsibility between accounts division and
supply depertment. ERO expsrience is that standayd of
documentativn by Goverument departments very poor and '
therefore inevitable that supply bear major responsibility
for interpreting documents and presenting intelligibly to
accounts, Also to be considered are the need for avoiding
duplicaticn of work between supply and accounts, heving
regard to operating records required by fornmer and
desirebility of parallel procedure in Headquarters,
regional and mission offices. As a principle we consider
accounts and audit division in FRO to be respcensible only
for playing down supply eccounting polioy and internsl audit
of supply sccounting records. Supply department would then
initiate and maintain the nesessary accounting procedures and
records to implement policy of accounts and audits division.

{B) Rotify proposed effective starting date.

(C) Presume that system envisages, in addition to outward flow
of documents relating to Western Hemisphere sghipments, a
reveras flos of pericdle summary accounts supported by
detailed schedules and, where necessary, documents relating
to ERO procurement and ghipping activities so that Head-
quarters fully informed on overall picture and provided with
all operating detall they need on supply and shipping matters.

(D) Assume that goods procured by Hoadquartors in Eastern Iiomisphon,
but shipped by ERO, would be accounted for by FRO t.o Head- :
quarters by credit notoo
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(E) Accounting for US surpluses in European theatre presumably to
remain a Hesdquarter responsibility. If FRO required to render
any assistance to Headquarter’s mission in this connection
this should bte dealt with as a dlstinct problenm,

(F) Assume that ERO should establish in Cairc and Caserta pro-
cedures parallel to those to be adopted in ERO.

(G) Assume IHigsion chief to send formal receipt all shipmente to
ERO as well as to Headquarters.

(H) Assume Mission chief to secure and hold valid receipts for
goods hended tc Governments.

{I) Mission recsipts to ERO presumably to be supported by out-
turn reports showing underage, overapge and damage or by
certificate as suggested telegram No. 3757. Shortages to
be covered Ly a claim for credit raised by Mission chief,
For Western Hemisphere shipments claim to go direct to
Wiashington, and copy with accounting credit note to pass
via FRO.

7. Tranamit six coples world average prices earliest.

8, Acoounts division organization chart will be air-mailed about one
week hence, with reason for delay.

DI ON
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(FREE BOOKS)
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g;““ﬂ‘?“'}-‘g?g - COMMUNICATIONS SECTION
VISION OF ADMINISTRATIVE SERVICES

UNRRA
INCIJMING TELEGRAM

& ,:*)

NUMBER: | 3979

FROM: London

DATED: 19 September 1945

RECEIVED: : 19 September 1945 - 5:00 a.m.
| Clear

Braziliens arriving without FI23, travel authorization, personal
detalls. Forward urgently for thoge arrived. IEnsure future
arrivale bring documents with them.

NOTICE: |NFORMATION ﬁ&_‘mﬁqﬂcﬁ%ﬁ%o BE TAKEN ON ACTION COPY |N HANDS OF PERSON INDICATED BY (*) ASTERISK.



To: Celconel Burten E. Pelumer

From: Lavrence J. Lismer

Subject: Proposed Supply Order

Reference propesed Supply Order for accounting further

receipt of UNRRA supplies for fileld missions, I have
f,ho following comments to makes

1. This relates closely to the digcussions at present .

between Accounts Division, Buresu of Supply, snd
Deloitte, Plender, Lriffiths & Co.

4e Certain provisions e tre Operations Meanuel are
insppropriate and should be amended. I question-
ed the suthority of the Bureau of Supply to pess
or to approve recerds sad documents relsting to
accounting records as set forth in the Gpuraum
Menuel.

Ia view of the above, I would sppreeiste it if it would
be possible to postpone this Order until such & revised
prucedure iz agreed upon by all parties ecncerned.

-



UNI TED NATIONS RELIEF AND REHABILITATION ADNMINISTRATION

Form AD-=B87
(Revisen) CROSS REFERENCE SHEET
(7 MarR 45)

DATE s 17 September 1945

CROSS INDEX;

310 - ;

321 - (xm)
T0:

The Hon. Sec'y of State, Washington, D, C,
FROM:

Herbert H. Lehman, Director General.

SUMM&RY:

Requests for permission to examine accounts

RECORD FILED:

030 = Comptroller Gen o £ US

TYPIST: gy

DATES 26 April 1946

451932






Form UNITED NA. RELIEF AND REHABILITATION A”STRATION

(Revised)
(7 Mar 45)

DATE:

CROSS INDEX:

TO:

FROM:

SUMMARY :

RECORD FILED:

151932

CROSS REFERENCE SHEET

14 September 1945

790
310

Corrington Gili
(Do Ds Gs )

L.W. A'Hearn
(Asste Adme - FEA)

Concerning the system of recording the value of transfer
receipts at a figure identical with the net expenditure
by Treasury to the vendor.

It has been the position of FEA from the begining that

supplies transferred to UNRRA must be reported by the
procuring agency on a realistic basis.

L

270 (Treasury Procurement Div.)

LAS

10/1/45
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CROSS INDEX:

TROM:

SULMARY :

RECORD FILED:

TYPIST:
DATE:

151932

NS RELIEF AND REHABILITATION /....NISTRATION
CROSS REFERENCE SHEET

26 September 1945

310 (Adm. Property)
( perty

Law?ence Je. Lismer

D. Be. Vaugh&n

Regarding control and accountability of administrative
property, it is necessary to establish a Propert Survey
Committee at Headquarterse.

220(Property Servey Committee)

LAS

10/1/45



o AD-U6a ' COMMUNICAT|ONS SECTION
TReRARG 2730 VIVISION OF ADMINISTRATIVE SERVICES

UNRRA Ik
LA A (‘—* i -
-'.k."./

| 2 / 0 '{f;ﬁi
INCOMING TELEGRA

KUMHER 3 3669
FROM3 I London
DATEDs ¢ Septembar 1945
" 9 Seytember 1945 - 1120 pom.

RECTTVED:s
Clear

Pregiding

Subjects Commodity accounting.

1, Our summsry interprstation of Gill memorandum 26 July is as followss
® (I) Purposs, To dsfinite responsibilities for supply accounting as
between Headquarters, Eurcopean Regional Office, liissions and field
offices. : _

(I1) General principles. Supplies will, in general, bs shipped direct
to recipient countries, warehousing by UNRRA being kept to absolute
minimum,
Headquarters is responsible for accounting for supplies and for issue of
deteiled procedural instructions covering sll offices where commodity
accounting is unavoidable.
Where supplies are shipped direct to reciplent countries, bills of lading,
receipted by representative of country concerned, will be transmitted
to Headquarters and will constituts voucher for write off action.

(I71) Division of responsibility.

A, Bureau of Su_ply, Headquarters, will be responsible fors

NOTICF. INEARMAT INN ~NPY ONLY. ACTION TN RF TAKEN NN ACTTON COPY IN HANNS NE PEDSNN INRICATER BY {*\ aeTcDlicwK
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Recording of transactions invelving commcdity procurement,
(1n0luding eccessorial charpes and ocean freight).

Dstermination of beses on walch cost of sgency purchases
end of purchases from :4l1itary nurpluau shell be calculated.

Preparation for subni:zsion to Burean of Finance and Adndnistration
Headquarters, of a ccrsolidated monthly report of commodity
procuranent, reflecting totals hy commedity classification of
divect purchases, Governmental agency pumlnaes and purehuu

from Miitery surpluees.

Preparation of e monthly report for submission to Bureau of
Finance and Adminristration of distribution valus of all commoditie

- distributad to veciplent countrieas, utilized on UNRRA cpsrations,

of losses, of commodity invsntories snd of UNRRA commodity loans.

Bo Buresa of Finence snd Adwindstration Hesdquartsrs will be
responsinle for monatary account'ng and reporting of commodity pmcuramnt
at actual or estimeted cost to ra:flect cash disbursements and governmsntal
contributions -

‘1;

20

Za

For direct purchages from detalled accounting maintained in
Bureau of Flaance and ‘dniristration at Headquarters for suach
procursaent ancd from reports from Reglomel, Fleld Offices and
lil sed oneo )

For all other procurement from monthly procurenent reports

recelved from Bureau of Supply, Heedguarters. .

i stribution value of commodities procured reflectiag value of

UNIRA eommodities oa hand after credits for disttihztion described in (4)

A aDoVEee

Co Supply 0f8ices in Regicral, Field ofﬁ.cu md uiuimal will be
ruponsibla for furnishing to Bureau of Supply, Hesdquartsrs, such monthly
and other periodical raturns anc reports of procurement and distribution
ag mey bs prescribed by Heedquerters.

Do Division of Accounis and Audit, ERO, end I.H.asiun and Fiald
Accouating Offices will be responsible for maintaining momtnry accounts
and records for trassactionz reflecting direet purchases.”



-3¢-

2. It is assumed that, in consequence of above interpretation,
Division of Accounts and Audit, “R0O; will be responsible for
Internal Audit only of monetary accounting records masintained in

ERO or mission bocks relative to direct purchases and for periodical
check of inventories of commoditiss held in warehouses or stockpiles.

3. We assume that you will consider it essential that before
implementation of above plan Headquarters should request formal
concurrence from suditors in writing and, if auditors disagree, their
reason for so doing, in order that the administration, if it decides
in spite of auditors disagreement to maintain its own plan, ma; prepare
reasoned statement for committee on financiel control.

4o In any event, most urgent that policy be determined at earliest
possible moment and that necesssry implementing orders be issued to
enable ERO and miasions to fulfil their part in meeting commitment to
Comni ttee on Minancial Contrel bty 1 November, Already it is unlikely
that necessary actions can be completed in time.

5. Brief observations follow in separate telegram about recent
instructions on shortages and overages.

6. Turner and Sampson of Deloittes present at latest discussions hers.
Endeavouring to expedits latter's return to US this weekend. He hopes
to disouas with Headquarters and Lismer early next week.

DISTRIBUTION
DG - 2
SDDG - 1
OCH - 2
FA - 2
Swpply - 15
FILES - 2
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Uo J.T o R I‘.‘R.I. ‘A_.-
European Regional Office / e ——
- ; , Bl i W [ e
Series: Finance and Administration ) No. Ae b
Subject: Accounting Procedure in the Field - Date L September, 1945

Pacilities to be extended to Auditors
of the Administration

-

Purpose: To emphasise the importance of, and to establish regulations for,
granting the maximum facilities to representatives of the auditors
of the Administration in the course of their duties in all offices and
in any place where the Administration operates. .

The Auditors of the Administration, llessrs. Deloitte, Plender, Griffiths
and Co., were appointed under Resolution No, 4 of the Council of the Administration.

The Auditors have to report to the Council of the Administration on all phases
of the accounts of the Administration and the system of accounting employed by the
Administration and generally on any matters of substance which arise in the course
of their examination.

+ In order to carry out thelr examination in accordance with these very wide
terms of reference, the Representatives of the Auditors are authorized to call for
the production of accounts, records and files of the Administration in all offices
and in any place where the Administration operates. The term records and files
is of wide application and is not confined to records, etecs of a financial nature.

Ty General Pacilities

It is the policy of the Administration to render every assistance to the
auditors in carrying out their duties. All facilities which the Administration
can command in comnection with transportation, commmications, accommodation and
messing and canteen supplies should be extended to the representatives of the
auditors. ' In areas in which the Administration is granted special Tacilities
by the military authorities the same facilities should be extended to the
representatives of the auditors.who, for this purpose, should be graded as
comissioned off'icers.

24 Commmunications

Commmications addressed to or accepted from representatives of the auditors
for transmission must be treated as strictly confidential to them and cables and
letters received in any UNRRA office addressed to representatives of
Messrs. Deloitte, Flender, Criffiths and Co., must on no account be opened and
should be handed without delay to the addressee. If the addressce has left the
office at which the communication is received it should be forwarded to him
unopened at such address as he may have indicated prior to his departure. If
no forwarding address has becn given the camunication should be returned unopened
to Messrs. Deloitte, Plender, Griffiths and Co., 5 London Wall Buildings,
Pinsbury Circus, London, E.C.Z2.

By Identific:atiq}

For purposes of identification. cach representative of the auditors will
carry an UNRRA ident:u_ty card as well as his po.ssport and the usual travel papers.

ke Einance
Representatives of the auditorg arc not subjuct to UWIRRA regulations
regarding subsistence and incidental expenses,.znd expense claims will not be

submitted by them for reimbursement by UTIRA Finance Officers in the field.

g /Pend ing
UQN- a'2609 .
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Pending the lssue of further instructions, advances to be made to
representatives of the Auditors for the purpose of their subsistence and
incidental expenses will be expresscd in tems of per diem limits indicated on
the Travel Authorization Form. Vhere quarters sud/or food are provided fron
UNRRA facilities, the local value thereof as detemined by UNRRA shall be showm
on the Travel Authorization form, snd the per diem limits shall be reduced
accordingly. Finance officers of UWIRRA vwill meke such advances to the
representatives of the Auditors as may be requested provided the total adveances
s0 nade are within the limibs indicated on the Travel Authorization Form.

When any representative of the Auditors is leaving a country and wishes
to refund surplus leocal currency previously advenced to him by the UNRRA office
located in that country, the inance Officer of the UIRRL office in question
should accept the refund.

Any advances and refunds madc by an UNRRA office to a representative of the
Auditors should be noted on the back of the Travel Authorization Form carried by
the representative of the Auditors, and treansferred to E.R.O. by Debit or Credit

Adv:l.oe .

At E.R.O. advances should be debited to an account entitled "Deloitte and
Cos = Expensecidvances" in the Accounts Neceivable Ledger. Any refunds of
advances should be credited to the same =ccount. At a later date E,R.O, will
authorize suitable disposition of the balance standing on this Advance Account.

s Life and Accident Insurances

Group Life amd Accident policies have been tclen out to cover all
representatives of the Auditors in the ficld of operations,

In the event of a representative of the Auditors being taken ill or being
dnvolved in an accident which prevents him cammwnicating with his employers, the
circumstances and 21l particulars should be reported immediztely to lessrs. Deloitte,
Plender, Criffiths and Co., 5 London Wall Buildings, Finsbury Circus, London, E.C.2e
and also to the Director of Accounts, E.R.O. '

A1l medical and other expenses paid by UNRRA in such circumstances should be
debited to an account entitled "Deloitte and Co. - Hedical Expenses" in the
Accounts Rececivable Ledger.

G. S. MOCNEY
Chief Executive 0fficer

MN.B. "This Order is being distributed to I‘mut y Dircctors General, Assistant
Deputy Directors General, Division Directors, Heads of Branches and
Field Units responsible to E,R.O. Heads of Branches and Field Units
are responsible for ciroculation within their forﬂmtlmm Orders should
be retained for future reference, i




Form UNITED N# S RELIEF AND REHABILITATION A_...NISTRATION

(Revised)
(? Mar 45)

DATE:

CROSS INDEX:

103

FROM:

SULMARY :

RECORD FILED:

TYPIST:
PATE:

1L&1Q32

CROSS R™ERENCE SHEET

31.&ugust 1945 Incoming telegram

310 (Fi-23)

London No. 33469 dated 31 August 1945

Forward F. I. 23 immecdiately for following
Brazilian personnel; Balbina Vieira: Dorival
Arruda: etc..

400 .= Brazildan.

© mar

9/12/45
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k3% ks
Froms RICHARD R+ BROWN O A
SuBJECT: CHANG ING OF ADMINISTRATIVE ORDER

———

IT HAS BEEN CALLED TO MY ATTENTION THAT A PROPOSED ADMINISTRATIVE
ORDER NOW BEING CIRCULATED, ENTITLED "PROCEDURE FOR COMMODITY
ACCOUNTING FOR UNRRA SUPPLIES FROM OFFLOADING OVERSEAS TO POINT
OF TITLED TRANSFER OR CONSUMPTION IN AN UNRRA Operation™. |IN
THIS ORDER, SECOND PARAGRAPH OF POINT ONE STATES "wivHin THE
MEANING OF THIS ORDER UNRRA OWNERSHIP SHALL BE CONSIDERED AS
TERMINATED (A) AT THE TIME OF TRANSFER OF TITLE OF THE COMMODITY
BY UNRRA 10 A RECIPIENT: COUNTRYsssss OR (B) AT THE TIME THE
COMMODITIES ARE DELIVERED TO AN UNRRA OPERATION, 1+4E. AN

ASSEMBLY CENTER, A CAMP, ETCsssess"s

WHILE | AM AWARE THIS I8 A MATTER BETWEEN YOUR DIVISION AND THE
BUREAU OF SUFPPLY, | AM CONCERNED OVER THE WORDING IN THIS PARA=
GRAPH IN VIEW OF THE REPORT OF THE AUDIT SUBCOMMITTEE TO THE
COMMITTEE OnN FINANCIAL ConTROL, DATED 17 JuLy 1945, wHicH HAS
JUST BEEN CIRCULATED. On PAGE %, THE LAST PARAGRAPH STATES

"IN NOTE 2, IT WILL BE SEEN THAT THE ADMINISTRAT |ON CONS | DERS
AS '"DISTRIBUTED' ALL COMMODITIES DELIVERED TO CAMPS. THE AuDIT
SUBCOMMITTEE I8 NOT CONVINCED THAT THIS I8 A PRUDENT POLIOY.
YHE SUBCOMMITTEE CONSIDERS THAT SUFPLIES DELIVERED TO CAMPS
SHOULD BE UNDER SOME FORM OF ACCOUNTING CONTROL UNTIL THEY ARE
FINALLY DISTRIBUTED" .

IN VIEW OF THE DIFFICULTIES THAT ARE NOW ENCOUNTERED, BOTH AT
PHILIPPEVILLE AND IN THE MIDOLE EAST, | FEEL THE STATEMENT
 QUOTED ABOVE, 'QNRRA OWNERSHIP SHALL BE CONSIDERED AS TERMINATED"
18 TOO BROAD A STATEMENT AND SHOULD PERHAPS BE NARROWED TO THE
RESPONSIBILITY OF THE BUREAU OF SUPPLY, AS THAT 1S THE INTENT

OF THE PROPOSED ORDER,

RLBrRowN/AEM




Form UNITED !
(Revised)
(7 Mar 45)

DATE:

CROSS INDEX:

TO:

FROM:

SUMIARY :

RECCRD FILED:

TYPIST

DATE:

1.51932

ONS RELIEF AND REHABILITATION  [INISTRATION

CROSS REFERENCE SHEET

26 July 1945
456
310 (F1 - 23)

Colonel A. G. Katzin, Deputy Director General for
Finanece and Administration, UNRRA

G. E, Lukas, Chief Acecountant

Please refer to our letter of 27 April rollowod.by
letter of 26 June requesting confirmation of a clain
for per diem submitted by James T. Patterson. The
Headquarters office has been subjected to severe

eritieism, some of it publie, because of the time

. required to settle claims of UNRRA employees return-

ing to Hoadquértora after service abroad., ete...

400 - Patterson, James T.

mar
8/18/45



UNITED NATIONS RELIEF AND REHABILITATION ADMINIS TRA TION

Form AD=B87
(Revisep)
(7 MAaR 45)

DATE:

CROSS INDEX:

CROSS REFERENCE SHEET

28 July 1945
310 Commodity Accounting

T0:

FROM 2

SUMM%RY:

RECORD FILED:

TYPIS T}

DATE:

451932

050 Deloitte, Plender Griffiths and Co,

Malcolm B. Catlin

Esbert D. McRae

Your memo 20 July 1945 re allotments for contributed commodities

- [N

12 M ag 46



roru AD-87

125 FEB 1946)

CROSS REFERENCE SHEET

UNRRA

DATE
20 Jul 1945

CROSS INDEX
310 (B-23)

T0
Mr. Benjamin H, Kizer, Dir. China Office TUNRRA
c/o American Eﬁbassy, Chungking, China

FROM
G. E. Lukas Chief Accountant

SUMMARY

Regarding pay salary of Francis A Nixon etc.....

RECORD FILED

400 VNixon, Francis-H.

TYPIST

vb

DATE

17 June 1946




Form UNITED N )NS RELIEF AN, REHABILITATION = _ [NISTRATION

(Revised)
(7 Mar 45)

DATE:
CROSS INDEX:

TO:

FROM:

SUMMARY :

RECORD FILED:

TYPIST:
DATE:

151932

CROSS REFERENCE SHEET

20 July 1945

310 f
olish Mission 467

Mr, Malcolm Catlin

Irving Posner

POLISH DELEGATION

The stated purpose of the Delegation is to
discuss and work out arrangements for UNRRA
assistance to the Polish people,

L]

Polish Mission 140

L4s
9/10/45
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Tot Deloitte, Plender, Griffiths % Co.

From: Corrington Gill

- L
Purposes

It hes boen edministratively deterwined thet

UNHEA'z cccountebility for coamodities purchused

for relief and &hbmtatlon purposes ends with

the delivery to and receipt for such commodities by

an aceredited representotive of the receiving

governaent.



FORM AU—40
(14. MARCH 19M45) COMMUN ICATIONS SECTION

UNRRA 310 (bupebley ) 19
INCOMING MESSABE / |

3% QT BPTT PIp o
Loxugpyor cohyee (u blLocesa

Vi ot ¥l R -

NUMBER s 510
FROMs « - Caserta to Washington
REPEATED: London 366 Yot
DATED: 19 July 1945 Y17
RECETVEDs 20 July 1945 - 9300 aeme

[2 34

Clear

1. Re telephone request Borders for Bonnell. Complete accounting
supply transfer Military to UNREA not yet available Caserta. UNRRA

owes for followings

a. Mlitary civilien relief supplies in Balkan countries
undistributed on takeover date;

be Deliveries of ML consigned supplies from sources other than
Balkan stockpile after takeover date; . 1

¢. Deliveries from Balkan stockpile after takeover dates;
d. Supplies in Balkan stockpile at 31 May 1945;

e. Certain installations still in m'litary possession which
may eventually be transferred UNRRA.

2. Re la, am informed by Major Heldsingen of MHQ Balkan Greece date
completed and avallable Athens. Will forward. HNo stocks taken over
Yugoslavia. Negligible stocks Albania. -
3. Re 1b, airmailing detalls obtained ARHQ.

A ummmn-um-inmw;. um'm-uz

BLTI0R LY

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




5. Re 1ld, have requested Cairo airmail Washington copies stock:
mtu::'ofl.l.mstoﬁpihctnwlm’nmﬂm

meeting. Rulf airmailed Feonov only copy. ' Summary available
YAG 330.

6.. Re le, Heldzingen sugrests need early consideration.

7 Premstiing Mhme Suly 193 Bust mol Suigeads Aot July 242
mwummﬁ. aodm-ubmm.lntsa

ADVANCE ACTTON COPY: Information copies in process
or digtribution.



:glusﬁ!c)“-%gg COMMUNICATIONS SECTION _
-IVISION OF ADMINISTRATIVE SERVICE

ll " I‘ I‘ “ ' ” f(D If P QLLL .
INCOMING TELEGRAM || </

NUMBER 510

FROM: Caserta to Washington

REPEATEDs Londen 356

DATED: 12 July 1945

RECETVED s 20 July 1945 - 9:00 a.m.
Clear |

1. Re telephone request Borders for Bonnell. Complete accounting
supply transfer Militery to UNRKA not yet available Caserta. UNRRA
owes for followings:

8., Hilitary civilian relief supplies in Balkan cnuntrlea
~ undistributed on takeover date;

b. Deliveries of ML conslgned supplies from scurces other than
Balkan stockpile after takeover dalej

c¢e Deliveries from Balkan stockpile after takeover dates;
ds Supplies in Balkan stockplile at 31 Hay 1945;

e. Certsin installations still in m’ litary possession which
may eventually be trenaferred UNKRA.

2. Re la, em informed by Major lleldzingen of IHQ Balkan Greece date
completed and availshle Athens. Will forward. No stocks taken over
Yugoslavia. Negligibie stocks Albanis.

3 Re 1b, aimmailing details obtained AVHQ,

4e Re ley, informed missicns maintaining records. Will forward.

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



-2—

5. Re 1d, have requested Cairo airmail Washington copies stock
statement of M.E. Balkan stockpile at 31 May 1945 presented Rome
meeting. Rulf airmailed Feonov only copy. Summary available
YAG 330. i [

6. Re le, Heldzingen sugrests need early consideration.

7. Proceeding Athens July 19; Bari and Belgrade about July 24;
return Washington August 1. Good prospects obtain full set SS
34 requirements.

DI STRI BUTT ON
DG = 2

SDDG - 1

OCM - 2

FA - 2
#Su.ply - 15
FILES - 3

(FRTE BOOKS)

55



rorw AD=4BD

(21 MARCH 1945) : COMMUN ICATIONS SECTION

u N R R A flVlslol oF anumsrn.rm SERVICES
OUTGOING TELEGRAM

NUMBER s 2405

TO: London

D/ TED: 12 July 1945

DISF/TCHED: 12 July 1945 - 6:00 p.m.
Clear

Do not understand in what respect FI-Z3 is inadequate and misleading
your 19C1l, Date of appointment and balances of annual and sick leave
are shown. Specific detes and amounts leave previously taken will not
be included until justification is received.

Drafted by:
Iukas (Accounts)
9 July 1945

DISTRIBUTION:
DG-2

SDDG=1

OCHi=2

FA-2

PT=l,

Servel,
FILES=4,

(FRisE ECCKS)

49

NOTICE: INFORMATION COPY ONLY.



FORM AD-H‘Gb

(21 MARCH 1945) - COMMUN ICATIONS SECTION

u N R R A DIVISION OF nmnisnm‘vs SERVICES
OUTGOING TELEGRAM

NUMBER 3 2405

TO: London

D/ TZD: 12 July 1945

DISFLTCHED: 12 July 1945 - 6:00 p.m,
Clear

Do not understand in what respect FI-Z3 is inadequate and misleading
your 19C1l. Dete of appointment and balances of cnnual and sick leave
are shown. Specific dotes and amounts leave previously taken will not
be included until justification is received,

Drafted by:
Lukas (Accounts)

9 July 1945

DISTRIBUTION:
DG-2

SDDG=1

OCli=2

FA=2

FT=l

Servel,
FI1ES=L

(FRLE E.CKS)

L9
mlb

MOTICE: INFORMATION COPY ONLY.



roru AD=NBD

(21 wmRCH 1945) COMMUM ICATIONS SECTION

u N R R A | DIVISION OF ADMINISTRATIVE SERVICES
OUTGOING TELEGRAM

NUMBER 3 2405

TO: London

D/ TZD: 12 July 1945

DISF/TCHED: 12 July 1945 ~ 6:00 p.m,
Clear

Do not. understand in what respect FI-Z3 is inadequate and misleading
your 19C1, Date of appointment and balances of annual and sick leuve
are shown., Specific dotes and amounts leave previocusly taken will not
be included until justification is received,

Drafted by:
Lukas (Accounts)
9 July 1945

DISTRIBUTION:
DG-2

SDDG=1

OCli=2

FA-2

Fl=l

Servel
FILES=,

(FRiE E.CKS)

. 49
mlb

NMOTICE: INFORMATION COPY ONLY.



RIVISIOU CF ADIIUISTRATIVE SURVICES
LGOI TELeGRAL
NULBER s 1901
FROLs Loﬁdon
DATED: 5 July 1945
RECEIVED: 5 July 1945 - 11145 a.m,
Clear

Find leave record as given on forn Fl-23 inadequate and npisleading.
Suggest that in future form should give date of appointment and
dates of all leave teken-annual, sick, or special with or without

pay .

2G - 2
SDDG - 1
0Cll - 2
%FA - 2
B -2
FPILIS - 2

(FRLE BOOKS)

fr\
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10 July 1945

“In their y the Auditors oriticise the manner in which the
Administration discharzed 1ts sccounting and suditing responsibili-
t’l. "

A new Tirector Generai, Buresu of Finance end Administra-
tion ot s Mre Corrington Gill, was appointed.

in independent Division of Acoounts snd iudit at Hesdquarters
wes establisheds “ :



The plan of reorganizetion orm-nmmw&mnthn
than plenning was acnounced. This plen del:gated te ihe European
Regionel Office complete operating suthority over UNERA activities
"in Buropa, Noril Africa and the Middle East Office end sispliried
headquarter organization. ;

Colonel Burton Ee Palser, formerly with the Oflice of the Fiscal
Director of the U, 5. Army, was uppointed ar Assistsnt to the
Deputy Director Gemeral, Bureau of Finence wad Administretion, st
Hesdquarters.

The detailed reorgenisetion plen for the Bureau of Finence and
Administraticn, sssuring among other chjectives the independence
of sgoounts swd audit witila ihe entire Administration, wmus
developed,

Colonel As G. Eatumin wes sppointed es Deputy Director Gemeral for
Finmnce and Administration et ihe Burcpean Rezlomal Q0ffice.

June 1945

Jomn E. Lloyd, Chartered Accountant, -I Canada, was eppointed as
Special Assistent te Mr. Gill, to draft em internal audit program.
This progren wes accepted by the Administration after heving been
submitted to the Administrationts Auditers. The andit staff at
hesdquarters is now working under thiapmm.

ﬁcnﬁnﬂﬁdﬁmﬁngm.wwmm
quertera’ Procedural Accountant, and based on his field experience
mm«,mwmmwmmwh
effective 1 July.



Comuittee cn Fluanca.al Coutrol
Page Three
10 July 1945

Palmer was sent to London to arrenge Yor the establishment
of & end adeinistretion orgenisation in the Buropean
Reglonal Office and Missions, parallel instructure te that belng
ootablished et Headquarters, including establishment of ¢ Director
of Accounts and Audit at the Burcpesn Regilonal Office with full =nd
couplete suthority over all matters relating to sccounting and
internal suddit.

The Neasdquerters Fisance sad Administrstion reorganization plsn was
edopted aud made effective at ERD and a fully qualified Dirsctor
of Accounts snd Audita for ERO appointed,

July 1943,

The respensible accounting peraonnel from country alsalons uander the
Buropeen Regional Office were convened at Rome to be instructed on
the revised sccountin: procedures.

The sbove chronologicel secuence indicates the direction in whieh sction
bas been teken by the Administration to correct the situsticn polanted out
by the Administration?s Anditors.

numm%ﬂ:twtmtmm&MtﬁnﬂﬂMot
Agcounts and Aulit was en actual separation of previcusly joined func-
tions, nmmt&-mmmmumsﬁnauunmu
Management and Budget, a Divieion of Accounts end Audit, snd a Division of
Finence and Financial Service, all on equel status, und to staff such
Divisions, prior to the separation of functiona whiies previocusly were under
the now sbolished OIiice of ihe Treasurer.

Sincerely yours

Roy F¥. Hendrickson
Acting Director General



STATEMENT OF POV.TCY WITH RESPECT TO COMMODITY ACCOUNTABILITY

Effoctive immodiauu¢y the fellowing policy sho..l apply to, a nd be
the basgis on which i1s deteormined the Administraticon's proccdures
with rospect to commecdity accountability, ;:/{g

‘{a) Rocords with rcgpoct to comaoditics owned by the Administratio
shall be maintained from the time UNRRA takes titlo thorcto to
tho time that such commoditics arc transferred to a recipicnt
governuient or arc consumpd in UNRRA's oporations,

(b) The cost or cstimated cost »f all comacditics acquirecd by or
transforred to UNRRA shall be recorded in the fiscal accounts
as an cxpenditurc. Such costs shall not be usced as inventory
controlling figurces, T

(g) Monotary vduss gshall not be usced in rzcording the flow of
commoditics from the timec title is trgnsfprrﬁd to UNRRA to the
time declivery is made to recipient governments or tho
commoditiazs arc consumod in UNRRA's operaticns,

(d) Adegquate records rmust be mintained in accordance with procod=
urcs to be determined by the Burcau of Supnly of all commod=
itics acquired by cor delivered to UNRRA on a perpetual invent-
ory basis, Such rccords must rofloct the physical quamtity and
kind of commoditics:

1) acquired by or transferred to UNRRA,

2) in transiy,

3) on hanmd in warehouscs or at projects operated by UNRRA,

4) delivered to recipicnt governments or consumed in the
operation of UNRRA projects,

5) lost in transit, destroyed or unaccounted for,

(e) All documents supporting perpetual inventory records must be
readily available for oxamination by internal and administrat-
ion auditoers.

(f) For the purpcse of translating physical quantitics into moncte
ary values, wecrld average valucs shall be establisbod and
roviged from time to tlne by the Bureau of Supnly basod upon
purchase prices plus accossorial charges.

(g) Budgetary c-ntrol of commodity acauisition shall be maintainac
(h) "While it. is the rosponsibility of the Bureay of Finance and
Administra ti-n to account for all rescurces of the Administr
ation, the Burecau 6f Finance gnd Administration will depend
on tho Bé#rcau of Sup-ly for commodity accountability date,
APPROVED:
Weintra ub i 3 July 1945

Gill
M-3U3 -F



Form UNITED NA___NS RELIEF AND REHABILITATION AwsaiNISTRATION

(Revised) .
(7 War 45) : . CROSS REFERENCE SHEET
DATE: 27 June 1945

CROSS INDEX: 310

S -

TOs H, W. Knight
. FROM: J. J., Polak

SUMMARY ¢ Personal Accounts

RECORD FILED: 492

TYPIST: mar:
" DATE: 8/28/45

L1022
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UNHRA
COMLUNICATICONS SECTION
DIVISION OF ALL INISTRATIVE SERVICES
OUTGUING THLEGILAN
NU. ekt s 1985
TO: London
DAL wue 23 June 1945
DISP. TCHuD: 23 June 1945 -~ 3:00 p.m,

Clear

1. In re discussions on gupply aceounting with Coohran Bellows and
othurs, following ocutline supply records and reportis headquarters may
asclst.

2, tollowing records and file are maintained by Statistical Records
and ueports branch on prom:remént. end shipping handled by headquarters:

(a) Files of wor!dng draits and s:.p,ned action copies of Requests
to supply.

(b) dequest to vupply Value Control forms, made up in quadrup-
licate at time working draft of .lpquest Lo tupply is receieved at
‘Request Control Uesk to .showwvalue in net US dollars of dequest to
supply by cammediby division and by carmodity class together with
budpet balances after deducting this request. One copy of form
kept in serial number order. One copy filed in folders by cormodity
division and cne copy by camrodity class. (ne copy attached working
drait, then to action copy of Request to Supply for informetion of
persons reviewing and recording document. Those forms also used to
make up monthly feguest to Supply feport, showing budget allotments
and balances after deducting all Requests to S‘upply cleared during
month.

(¢) Hail Control idegister. All inemning documents requiring
entries for Hequest, quuis:ltion, Contract, Available or Shipping s
stages entered in Liail Control Register and attached to pre-numbered
four-part Transaction Control Forms., Register provides cheek=list
2]l documents received chronological order and shows type document,
two or more numbers to identify documenh, commodity division which
initiated original Request to Supply, mmber copies received, and d
date receipt. Used to make sure all documents received are entered
and trace missing documents.

(d) Transaction Cortrol Form. [lorms attached documents and
routed to Transaction Records. &Lach form then marked b Transsction
Recorders 1:ith codes to indicate following information: date of



=2

document, document mumber, country of commodity, country of funds,
camodity division, commodity code, type of transaction, quantity
in unit of meusure, value in net US dollars distributed by one digit
classs Four copies Transaction Control Form used zs follows: (1)
Fourth copy clipped to document and filed with it: (2) Third copy
filed serial rucber crder; (3) Second copy distributed in folders
by country of funds, commodity division and type of transaction,
providing information for cumulative totzls of dollar value by cone
modity classes within country of funds, commodity division and type
of transaction; (4) Uriginal copy used as code sheet to key punch IBH
cards.

(e) Kardex records posted at abcut same tiie entries on Trans-
action Control Forms. One Kardex record maintained for each detailed
commodity, arranped according to commodity code. These filed in
visible books, ecch containing approximately one hugdred records.
Zach Kardex record consists of over-lapping inserts, having visible
edge showing cumlative quentity. OSeparate series these inserts used
for cech stags of procurement.

(£) Indexes to commodity codes maintained in visible form in
alphabetical and numerical order so as to determine rapidly code for
any desired cammodity already coded, or to establish new code for
commogity which has not previously been coded. rhen new codes est-
ablished information is supplied to key punch operators on special
forms so that master rase cerds, giving exact nomenclature and unit
of measure for spscific commodity code, can be punched.

(g) Documents prior shipping stage filed by requisition number
in czse of US documents and by request ru.bsr in case of Canadian
documents. Starting shipping stage all documents {iled by Forwarding
Authorization Serial number shown on ocecan bills of lading and assigned
by war Shipping Administration. ihere necessary to make conwersions
Canadian to US doilars or gross value figures to net value fimures,
conversion rates and converted valuee marked with red pencil on doe-
uments.

3. Following reports are prefaared by above Branch:

(a) Daily Report of Requests to Supply Cleared by UNRRA, Issued
daily to show commodity description, quantitiés and values of
Requests to Supply clezred each day. Fipures on this daily report not
necessarily balance final totals for month because difference of
difficulty showing exsct figures on current basis,

(b) Yonthly deport of Requests to Supply. Designated to give
cunulative picture of value dequests to Supply cleared as well as
value of clearances during current month, total budget, and per-
centage of budget actually obligeted by idequests to Supply. This
report based on values shown on lequest to Supply Value Control Forms.
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(e¢) Procurement Progress Heport, Consists of two parts. Part
one shows in terms of net US dollars value of supplies requested
according cormodity divisions and commodity class for fX
stapes of procurement: Requested, Requisitioned, Contracted, Received
for Shipment, and Shipped., Ueparate table used for US and for Canada.
Part two consists detailed listing of various commodities in procure-
ment arranged in order by commodity division and commodity code. Sep~
arate colunn shows quantity in unit of measure which has reached
each of five stages of procurement. Part one typed from summary tab-
ulations prepared fram punch cards, Part two listed in detail from
punch cards onto multilith duplimat paper plates., This procedure °
found to conserve typing and printing tiue.

(d) Reports on shipments. Once month summary of shipping
reports prepared by Ocean Shipping EBranch compiled showing tonnzges
shipping by country of consiynment broken down into detailed
cam . dities with totals by one digit commodity classes., Planned
in near future this report be prepared from machine tabulations of
punch curds made up from Teansaction Control Forms, Uhen done, it
will be possible to show for each detailed commodity the camodity
code, description, unit of measure, quantity, value in net US dollars,
gross pounds and shipping ch:rges.,

(e). Transaction Zeport, Detailed listing of information ine
cluded in punch cards together with name cards giving deseriptions
each comuodity. Prepered once month and supplied each cormodity
division to show status of procurement in detail on commodities re-
quested b respective divisions.

Lo Inother ccble follows outlining policies on accounts and sta-
tistical records on commodities delivered,

Dyefted Bys
RLPynkhouser (Supply)
22 June 1945

DISTRIBUTI
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Form UNITED M ONS RELIEF AND REHABILITATION INISTRATION

(Revised)
(7 Mar L5) CPOSS REFERENCE SHERT
DATE; June 13, 1945 Cutgoing telegram

CROSS INDEX: 310

T0: London No. A~73 dated June 13, 1945

FROM: Iukas (Accounts)
SUMMARY Re: debit notes which should be issued by London covering

shipments from ERO supply sources.

No. 360 fram Rome to Washington (re: London 156)
No. 350 to Rome (res London 1345)

RECORD FJLED: Italian Mission - 310

TYPIST 4 VBH

DATE: August 6, 1945

451932



12:June 1945
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GELukas/pc
Copy toz Gill '
- Sampson
Sullivan
JUNT 31945p
W UN.RRA. /:
MAIL & RECORDS /




/
FOREIGN ECONOMIC ADMINISTRATION /1
Office of Finance

o WASHINGTON 25, D. C.

In reply refer to:
FI-501-LWA

MAY 11 1980

F 4 = Jir. Corrington Gill
‘Deputy Director General
United Nations Relief and
Rehabilitation Administration
1344 Connecticut Avenue, N. W.
Washington 25, D. C.

Dear Nr, Gill:

On May 9 T discussed with Mr. Bartelt, Fiscal Assistant
Secretary, Treasury Department, general problems involved
in connection with UNERA accounts. We are both convinced
that it is essential that every effort be made to maintain
Treasury records in a manner that will permit furnishing
FEA sufficient detailed information to meet the UNRRA
audit requirements. During the discussion it was agreed
that lMr. Barrett, Chief of FEA UNRRA Fiscal Division, would
participate with Treasury representatives in planning a

o i S

system that would meet all réguirements. In this connection,
Wr. Bartelt suggested , and I agreed, that it would be very
desirable if UNRRA could furnish an accountant to partici-
pate in the survey. 1f this procedure meets with your
approval, I would appreciate being furnished the name of

the person whom you may designate for this assignment.

Very trdy yours,

A earn

¢ L. W. A'Hearn
Assistant Administrator

31108






Albert Keller 8 June 1945

Corrington Gill
Aid in Closing 1944 Accounts

As you doubtless ‘uow, this Adeinletration is faced wiln ihe necessity of

J closing the 1944 accounis promptly in order that proper certification of

’ such accounts mey be made Loth by the Administration aud the Council auditors,
A series of meetinys have bLeen held at which tises decisions have been mede
with respect tc ell items in conlroversy. The accounts of the Administration
will have to be =2 usted in accordance with those decisions.

Mr. Lukas has depended upon Mr. Bamerman Clark to make the necessary adjust-
ments in the accounts. Unfortunately, Hr. Clark was sent to the hospital

today. It im impossible for Mr. Lukas to make these adjustments in the

accounts without =ssistance of & gualified accountent. It is therefore re-
quested that you aid him during the next week, at leasst, In making the adjust-
ments decided upon and in accordance with Mr. Lukas' asoistence and instructions.

e

BEP: mim



Form UNITED NAT. 3} RELIEF AND REHABILI™...ION ADlL__.ISTRATION

(Revised)
(7 Mar 45)

DATE:
CRCSS INDEX:

TO:

" FROM:

SUMMARY 2

RECORD FILED:

TYPIST:

DATE:

421932

CROSS REFERENCE SHEET

2l April 1945

310

Frank Weisl

G. E. Lukas

Note from ERO concerning accounting for supplies in Poland,

Poland - 700

amj
16/V1/45
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Form ~ UNITED NAT 1uNS RELIEF AND REHABILITATION ALw..NISTRATION

(Revised)
(7 Mar 45)

DATE:

CROSS INDEX:

TOs

FROL:

SUMMEARY ¢

RECORD FILED:

TYPIST:
"DATE:

451932

CROSS REFERENCE SHEET

19 Ap rii, 1945
310

—

G.’ E, Luka's

Harry W. Knight

Inclusion in our accounts for 1944 of the contri-
bution of Mr, Julio Cesar Patino, Bogota, Colombia,
which was acknowledged by UNRRA Receipt No. 51
.Dated December 1944,

304 Patino, Julio Cesar

mar

8/27/45



Form UNITED NATIGwS RELIEF AND REHABILITATION ADMInISTRATION

(Revised)
(7 Mar 45)

DATE:

CROSS INDEX:

TOs

FROM s

SUMMARY ¢

RECORD FIILED:

TYPIST:
DATE:

. 451932

CROSS REFERENCE SHEET

4 April 1945

400 - Harris, Walter

Kenneth Dayton

Harry W. Knight

Engagement, of Public Administration Service to Render
Technical Assistance Relative to Financial Accounting
and Reporting Procedures; suggest that Public Adminis=-
tration Service make available the services of Mr,
Walter Harris,

440 - Finance & Administration

amj

2/V1/45
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28 Mereh 1945

To lorry Knight
Froms Ge Bo Lukne
Subjests Cencellation off Cheaks Held for Non-delivery ™ TOVFell®

A procedure was recompended 3 Hareh for the disposition of
¢heeks held by the Flusnoe Division beonuse the psyee's ade
dress wos unknown or the eaployee had instrueted the check
te be held. -

As & result of operating under the above progedurs, we find
u:m-mum. Therefore, we have revised the prosedure
as follows;

meens of & &chedule of sencelistion the ressen of
esnsellation ne "non-dellvery of check®, sehodule will
shus the nase of payee, check number, dete snd the net amount

Upon recaipt of the pogister of cheek ouncellstlonms for
delivery items, the General iAcoounts Sseetion will debi
snd eredit sceocunts puyeble.

1

socounts paysble zoccunt will be mainteined by the Jeneral
Aecoounts Gection,

DaSuliivan/af
\ ce: Kegel, Clerk, Bellows
B
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19 March 1945

Mr. George Cuchrene

Deloitte, Plender, Griffiths & Co.
49 Wall Street

New York 5, N. Y.

Dear Mr. Cochraneg

This is to inform you that om 17 March 1945, I sddressed the following
statement to Mr. G. F. Lukas, Chief Accountants

®As & general policy, commodities will be considered as

for financial ststement purposes, at the time that the Bureau of
Supply or its representstive surrenders custody and trensfers
accountzbility to the country mission representing the Buresu of
Aress (Distribution Division). An exception to the general
policy will be necessary in cases where sup lies are delivered
in & country for stockpiling ageinst future distribution reguire-
ments. In cuch ceses accounting for the expenditure of supplies
would necesserily be deferred until issued from stockpiles either
directly to a benericiary government or UNRRA camps., In these
exceptional casec commodities will continue to be reflected as
assets in our finaneial st:tements until transhipped, delivered
to UNRRA camps, to the beneficiary country or transferred teo
UNRR: warshouses where supplies are stored temporsrily pending
delivery to & beneficiary country or UNRRA camps.®

I have asked Mr. Lukas to draft an administrative order outlining the
basic principles and assignments of responsibility in connection with
accounting for ecommodities distributed. The policy stated above will
be inecorporated into the administrative order.

Sincerely yours,

John J. Corson
Bureau of Finance and

GELukes/pe




14 Mareh 1945

Tos Eenneth Dayton
From: John J. Corsen

I have reviewed Mr. Lukas' memorandum of 12 March
which was sent to both you and me. In this
memorandum he recommends essentially that the
budgetary accounts be eliminated from the sscount-
ing system. This he would aceomplish by setting
up the summary budgetary accounts in a separate
ledger and maintaining in the general ledger only
summaries of substantive transactions. I am in-
elined to agree with his recommendation. If you
agree I would suggest that you authorige him to
make this ohange.

JJcorson/ojm



3 Mereh 1945
Tos Harry Laight
Froms . E. Lukas
Subjest: Cancellation of Chesks Held for Non-deldvery

¥r. Teidemsnn of Deloitte, Plender and Griffith hus invited our
attention to migned ehecks held by the Fimamee Division becsuse
either the payoe's nddress iz usknows or the empioyes hes imstruct-
ed the Pinsnce Divisicn to hold the cheek.

I think you will .gree that the prectice of holding checks beyond
n period of 30 deys is not desirable. Tuersfore, we re recomsend-
fing the following procedures

Upon determinaticn by the Finsnce Divieton that a cheek csanot be
delivered to 2 payee or whemever s chec: is held 30 duye from issu-
ante date, the cheoi will be by me:ns of & schedule of
tlum-mmmrwmm“m
ery of cheek", 2

Upon receipt of schedule of cheek camcellation for non-delivery ltems,
mmmm«m,mwmunmumu-
era! Ledger & debit to =n scoount entitied “Checks held for nun-deiive
ery® with an off getting eredit to Accounts Peyeble.

At suer time when it is pozsible to fssus the cheek to the payee the
unulm&o&umhmwm&ﬁﬂndmh&n

Finance Divisicn for the issuence of o new  The Genersl Ledger
entries sbove will be reversed for the amount of checks reissued.

If this system meets with your spprowal plesse instruet your
to esncell the checks now on hand whieh have been held more then 30
deye or other cheeks whiech you fesire to be cancelled nnd our Cener—

#l Ledger secticn will process sccordingly.

 DGSullivan/mf

cer ﬂu%ﬂn. Deloitte, Plender and Griffith

r.n.miy{l( n‘v‘t‘

" C/J



11 November 1044

To: Mr, Prank Velasl
From: Hilton P, Siegel

Subject: Your Memorandum of 6 November 19%4 re. Accounting Procedural
Instructions Neo. 3 as affecting UHERA's utilization of Postal
Checking Accounts in Huropean Relief Areas Operations,

A broad interpretation of the wording of the chapter oa Banking Accounte
Procedural Instructions Ne, 3
your memorandum, would appear not

:
5
i

with one bank, placing upon the respective UNRRA offices the obligation
of segregating the various entries on their own beoks while operating
under oaly one bank account, There appears to be no intent to limit the
banking facllities of the UNERA field missions to any greater extent than
Justified by that motivation, and the utiliszation of all useful bank
facilities of vhatever nature does not appear to be restricted.

In our discussions with representatives of governments in whose territories
UNRREA may be expected to operate in the near future, we have given consider-
ation to the pdvisability of meintaining & number of banking accounts, ine-
cluding sceounts with the postal danking systems of such countries where
their use would be particularly advantegeous, such as for example the F.K,O,
(Pocttows Kasa Oszezednosel,- the Pestal Savings aystem of Peland,
vhere distinet advantages in its utilization would acerue to UNERA, partic-
vlarly in fleld and camp operations.

NTafloveils



11 Augaust 1944

(1) Svecimen sheet of the Allotment Ledger used for detailed adminie-

trative accounts.

).

used for our

Cosh

) Specimen sheets {(2) 3 colummer and (d) 6 co
Ledger,
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Frederick A. Hunt 2 11 Augnst 1944

The tremsactions relating to the latter are recorded as follows:

(1) Money veted by for relief through UNRRA
is recorded by a t to Comnitments Due and a credit %o
Reserve for Commitment.

(2) Monmey sllotted by the Budjet OFf1ce# of UNNRA for
individual programs is recoréed by a debit te Allctments
end & credit to Unodligated Balance of 4dllotments.

(3) Obligations imcurred during the month as per the Trisl
Balance of tae Allotment Ledger referred to sbove are debited
to Administrative Expense - Unliguidated Obligations and
credited to Other Reserves - Unligquidated Obligations.
Concurrently, a deli t is to the Unobligated Balamce
of Allotment by a credit to Obligations Incurred.

(4) oOvligatioms ligquidated during the month as per the
same Trial Balance are debited to Other Reserves, Unliqui~
dated Obligations and credited to Administrative Expenses,
Unliquidated Obligations.

Te faeilitate my working at Wasbingbon I should be glad if you would
mxmwmmmmmmtwmucuhu

supplied:

(1)

(4)

(5)

Bank Statemenis -~ eacl. bank account
Receipts showing secount to be credited and if
in the case of refunded advances, the name of the indi

List of umpaid obligations at end of moxth, including amounts
to be set aside for all future expenditures incurred, even if
en estimate only of some cam be made, a8 il the case of travel
or the purchase of equipment and supplies.
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Ky dear lr. Sehmidt:

Thank Myourhthretlnl!ﬂﬂhuuhm.nw
-mt;".romumu. 7 to the ascounts of United
States cltizens employed by this Adminiotration,

umummm our persomnel will be advised
mtmummmaorexmcmmmansu
msmmmmwwnmu‘ e

: 9 be operated in the manner deserided in

774 while such citigens are withis any

gié course of thelr employwent by UNRRA.
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- UNITED NATIOM
RELIEF AND REHABILITATION AuUMINISTRATION

28 July 1oL,

.

0: Mr. Caydtin — < /¢
FROM: Mildred Dunkleberger W

This was eddressed to my attention,
evidently, because I was formerly
employed in Foreign Funds Control
end Mr, Schmidt wished to meke sure
thet it reached the proper person.

It should I am sure have been
addressed to your atten tion.

M~ deton [loTe. (4"‘7 ey ?)

M'\ ﬁ-@wm

B it e



FOREIGN FUNDS CONTROL

TREASURY DEPARTMENT

WASHINGTON
25

In reply please JUL 295 19‘4
refer to: 74231

Q.

W=2239

Attention: Mrs. Ihmkleberg_e_lz

My dear Governor Lehman:

The question has been raised as to the applicability
of this Department's General License No. 37 to the accounts of
United States citizens who are within blocked countries in the
course of their employment by the United Nations Relief and
Rehabilitation Administration. Although General License No. 37
does not by its terms apply to the accounts of such persons,
the Department is prepared to permit their accounts to be oper-
ated in the manner described in such General ILicense.

Accordingly, accounts in the names of citizens of the
United States are hereby authorized under Executive Order No.
8389, as amended, to be operated in the manner described in
General License No. 37, while such citizens are within any for-
eign country in the course of their employment by the United
Nations Relief and Rehabilitation Administration.

A copy of General License No. 37 is enclosed for your
information.

You may wish to advise your personnel going abroad of
this authorization.

Sincerely yours,

/ hmidt

mg Director

Honorable Herbert H. Lehman, 4 ?51 4
Director General,
United Nations Relief and

Rehabilitation Administration,

Washington, D. C.

Encluosure



TREASURY DEPARTMENT
Office of the Secretary
As amended November 25, 1942,

GENERAL LICENSE NO. 37, AS AMENDED, UNDER EXECUTIVE ORDER NO. 8389, AS
AMENDED, EXECUTIVE ORDER NO, 9193, SECTIONS 3(a) AND 5(b) OF THE TRADING
WITH THE ENEMY ACT, AS AMENDED BY THE FIRST WAR POWERS ACT, 1941, RE-

LATING TO FOREIGN FUNDS CONTROL. *

A general license is hereby granted authorizing banking institu-
tions within the United States to make all payments, transfers and with-
drawals from accounts in the name of citizens of the United States while
such citizens are within any foreign country in the course of their em-

ployment by the Government of the United States.

RANDOLPH PAUL
Acting Secretary of the Treasury

* Part 131;-Sec., 5(b), 40 Stat., 415 and 966; Sec. 2, 48 Stat. 1; 54 Stat. 179; Public No.
354, 77th Congress, 55 Stat. 838; Ex. Order 8389, April 10, 1940, as amended by Ex. Or-
der 8785, June 14, 1941; Ex. Order 8832, July 26, 1941; Ex. Order 8963, December 9, 1941,
and Bx, Order 8998, December 26, 1941; Ex. Order 9193, July 6, 1942; Regulations, April 10,
1940, as amended June 14, 1041, and July 26, 1941,

47514

Deletion

Nov. 25, 1042,
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3 July 1944

Richard Furkhouser
Hilton Siegel

m

A

A

14

28a

am

Ium.umltmt 2 colvam be provided on the form for

The Division

will obligate the
in the Division of

8o that
the order
spece
Sapp)
com
and
from
ies
%
the
When
in the
of the
hAccoumbs
to the camp.
ce
confirmeticnal copy of the erder,

] E.MM m.___ﬁm.__ﬁ.
it i



3 July 1944

Richard
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CRGANIZATION AND OPERATING PROCEDURE OF THE COMMODITY ACCOUNTING
SECTION OF THE DIVISION OF ACCOUNTS AND AUDITS WITH RISPECT

Section

e

1.2

Section

2.1

TO MAINTENANCE OF ACCOUNTS RTZFLECTING DZSPATCH OF VZSSELS .

1. DOCUMENT CONTROL UNIT —

The responsibility of the Document Control Unit is to exercise the
necessary control over documents in the Commodity Accounting Sec-
tion, which will provide an orderly system of receotion, examination,
follow-up for missing documents, vreparation of data necessary for
posting to the accounts, and routing of documents for posting in the
Commedity Accounting Section.

The functions of that unit shall be:
1.21 to keep currently informed as to the clearance of vessels:

1.22 +to maintain a register of documents which will provide a
record of the status of documentation and accounting as to
specific vessels and as to the over-all position of the
work of the Commodity Accounting Section;

1.283 to receive all documents;
1.24 to expedite and be responsible for the receiont of required
documents and for that purpose to act as liaispn between the

Commodity Accounting Section snd the various divisions of the
Bureau of Supply:

1.25 to examine all documents as to their completeness and as to
their adequacy as vproper accounting documents;

1.26 to prepare routing and posting instructions including vprepa-
ration of the entries to be posted to the accounts, and to
transmit such instructions to the Posting Unit;

1.27 to examine ths routing and posting instructions after the
postirg as to the completion of the required processing;

1.28 to control the loan of documents to the Bureau of Supvly as
may be required, and to be responsible for their return;

1.29 to be responsible for the custedy and filing of all documents.

2. DCCUMENT CONTROL REGISTER

As provided in Section 1.22, the Document Control Unit shall main-
tain a Document Control Register, Form FI-111, to provide a complete
record of the documentation of each vessel cleared. That register
shall be desigred to record the following information:
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Name of Vessel, Voyage Number end Vessel Account Number

Date and Port of Clearance

Date Notice of Clearance Received by Document Control Unit

Date Preliminary Manifest Received

Number of Buresu of Supply Shipping Report and Date Received

Mumbers of Bills of Lading and Dates Recelved

Dates Received for Invoices or Estimates for Related Bills of
Lading

Remarks as to Follow-Up Action

Date of Completion of Full Documentation

Dates of Routing of Documents to Posting Unit

Date of Completion of Posting of Voyage Account’

Dates and Numbers of Debit Advices

Pate Documents Loaned to Bureau of Supvly

Date Docunents Returned from Bureau of Supply.

2.2 A separate sheet of the Document Control Register shall be kept for

2.3

Secticon

3.1

3.2

3.3

each consignee of commodities on a vesgel.

Bills of Ladinz shall e registered in the Document Contreol Register
in numerical sequence.

3. REICEPTION AND EXAMINATION OF DOCUMENTS

Signed copies of on-board bills of lading are required to support the
acccunts in ihe Commodity Accounting Section. Each bill of lading
must be suppcsiel by an invoice or =n estimate if it is impossible to
cbtain an invoice.

The Ocesn Shipping Division of the Bureau of Supply receives first
information as to the clearance cf vessels. Sets of the shipping
decuments are transmitted by shiv forwarding agents to the Records
and Reports Divisicn of the Bureau of Supply after the despatch of
the vessel. &4 signed set is transmitted by that division to the
Ocezn Shipping Divisicn for the preparation of the Shipping Report
covering the vesgel. The signed set of documents shall be trans-
mitted promptly by the Ocezn Shipping Diviesion of the Bureau of
Supply to the Division of Aceounts and Audits after the preparation
cf the Shipping Repcrt. These documents will be subsequentiy
returned on loan to the Ocean Shipping Divisicn for the checking of
freight rates after they have been processed by the Commodity Account-
ing Section of the Division of Accounts =nd Audits.

The Document Control Unit shall keep currently informed a2s to the
clearance of vessels 2nd upcn such information shall immediately
establish an acecount in the Deocument Contrel Register cn Form FI-111,
It shall assign the next number in =2 numerical seguence to designate
the Vegsel Accrunt Mumber which shall henceforth be used to identify
that vessel and which shall ccrrespond to the Sheet Number of the
Voyage Account - Summary Sheet, Form FI-107-4, described in Section
8.3 It shall expedite the rcceipt of documents, shall examine then
as to their cnmpleteness and adequacy, end take all steps necessary



3.5

3.6

3.7

3.8

B

to complete them. Debit Advices, after preparation by the Posting
Unit, shall be routed through the Document Control Unit for initial-
ing and appropriate recording in the Document Control Register.

A folder shall be established for each vessel by the Document Control
Unit immediately upon notice of the vessel's clearance in which shall
be filed 211 documents pertaining to the vessel, including:

Bureau of Supply Shipping Repert (Section 3.6);

Requests to Supply;

Bills of lLading;

Invoices; :

Pro Forma Estimates, Form FI-115 (Section 3.8);

Request for Documents, Form FI-113 (Section 3.7);

Shipping Document Posting Voucher, Form FI-112 (Section 4);
Posting Voucher Transmittal Slips, Form FI-112-A (Section 5);
Receipt for Loaned Documents, Form FI-114 (Section 7).

Vegssel folders shall remain in files in the custody of the Document
Control Unit.

The Document Control Unit will receive from the Bureau of Supply a
Shipping Report covering each vessel cleared showing the bills of
lading numbers and consignees of commodities on the vessel, and will
nake the appropriate recording in the Document Control Register.

When shipping documentation is received from the Bureau of Supply
and it is found to be incomplete, the Document Control Unit shall
prepare Request for Documents, Form FI-113, in triplicate and sub-
nit two copies to the Bureau of Supply. Missing bills of lading
shall be indicated by the number of the bill of lading, ascertain-
able from the listing in the Shipping Repcort, and by check mark.
Missing invcices shall be indicated by check mark opposite the
related bill of lading. Necessary information for identification
and tracing by the Bureau of Supply shall be shown with respect to
the Request No.,, F.A.S. No., and Commodity Division. Receipt of
documentation and necessary follow-up for missing documents will be
recorded in the Document Control Register.

When the Bureau of Supply is unable to furnish a missing invoice
because of the fact that the document is not in the offices of the
Administration and cannot be expeditiously obtained, and notes that
fact on the Request for Documents, it shall be the responsgibility

of the Document Control Unit to prepare a reasonable estimate for

the commodities. Such an estimate may be prepared from the Hequest

to Supply, from the last previous invoice covering the same commedity,
from egtablished price lists, and/or from consultation with the Bureau
of Supply. The estimate shall be prepared on Pro Forma EZstimate,

Form FI-115, which shall be attached to the related bill of lading.
The basis and justificaticn for the estidate must be shown on the Pro
Forma Estimate. ' '



Section

4.1

4.2

v

4, SHIPPING DOCUMENT POSTING VOUCHER

When the documentation fer each bill of lading is in order, the Docu-
ment Control Unit shall prepare a Shipping Docurent Posting Voucher,
Form FI-112, covering the bill of lading. When the documentatiocn

of a vessel ie complete, the Shipping Decument Posting Vouchers

shall be transmitted by the Docuzent Control Unit tc the Pasting Unit
of the Commodity Accounting Section, attached to a Posting Voucher
Trensmittal Slip, Form FI-112-4 (See Section 5). It shall be the
general principle that Shipping Document Posting Veouchers shall not
be transmitted for posting by the Document Control Unit to the Post-
ing Unit of the Commodity Acecocunting Section until the documentation
for a vessel is complete. If, in unusual cases, it is imposesible

to complete the docunentation within a reascnable time which weould
cause undue delay in the issuance of Debit Advicee, the Shipving
Dncument P~sting Vouchers shall be routed to the Posting Unit in an
orderly manner. After preparation, each Shipping Document Prsting
Voucher shall be checked for correctness against the nriginal decu-
nent by another nember of the staff of the Dlocument Contrel Unit and
it shall be signed both by the verson who prepared it and by the per-
scn who verified it., Transmittal to the Pegting Unit shall be
recorded in the Document Control Register,

The Shipping Doecument Posting Voucher, Form FI-112, shall be pre-
vared as follows:

4.21 TFor completion of capticns and for such cther identification
as may be required in the apnropriate registers and accounts
of the Posting Unit, the fellowing infermation sghall be
inserted as indicated:

Vessel snd Veyage Nuaber
Date and Port of Clearsance
Consignee and Country

FPort of Discharge

4.22 Tor identification of the supporting document =zs required in
the avorcoriate registers and accounts of the Posting Unit,
the fellewing infrrnation shall be inserted as indicated:

Bill of Lading Nunber
Request to Supvly Nunmber
F.A.S. Nunmber

4.23 TFnr prevaratiocn in the Prsting Unit of the approvriate sheet
nf the register of V-yage Account - Detail of Value and con-~
nletion of cacvtione, a check-nark shall be nade against the
ageroepriate deserictive itenm below. The required infeormation
shall be obtaired by examinaticn ¢f the supporting documents
in acernrdance with definitions contzined in Seeticn 4.24 to
4.27.



4.24

Source:

Shipside Transfer
Free Funds

Working Fund

Private Contributions

Warehouse Transfer
Trang-shinoment
Other (Specify)

Purpose:

Direct Delivery
Stockpiling
Adnministrative Material
UNRRA R. and R. Equivoment
Loan. Equipment

Centeen Anenity Suprlies
Other (Swecify)

Debit:

Name of Rezicnal or Field Office
Commodity Acouisition

Credit:

Name of Ccntributing Member Country
Private Crntributions (Nane ¢f Contributor)
Commadity Acquisition

Scurce! The source of commedities indicates how the commodi-
ties being shipned were acquired. The source shall be indi-
cated in accordence with the following classifications:

.

Shinside Tranefer: This refers to crmmadities to which
title is transferred to the Adnministration at shicside
for loadine.

Free Funds: This indicates that the commodities were
purchesed from free funds directly available to the
Adninistration.

Workinz Fund: This indicates conmodities which were vur-
chaged for cash from the Administrztionts "werking fund'.

Private Contributicng: This indicates commodities that
were ccentribute? to the Administraticn by orivate indi-
viduals or agencies.

Werehcuse Trangsfer: This indicates stockniled commedities
title to which had been transferred to the Administration
by & contributineg country vrevicus tc loading on brard shiv.



4.25

4.26
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f. Trans-shipment: This indicates commodities title to which
had been transferred previously to the Administration and
delivered at a port vending trans-shipment.

Purpoge: The purvose indicates the use to which the commodities
being shipped are to be placed. Separate Debit Advices must be
orevared for the various vurpose categories. The purpose will

be indicated on the form ir accordance with the following classi-
fications: '

a. Direct Delivery: This indicates that the commodities are
to be delivered directly to a recipient country on off-
loading.

b. Stockpiling: This indicates that the commodities are to
be shivpped to an UNRRA stockpile for which monetary com-
modity accounts must be maintained in accordance with
Administrative Order No. 76

c. Adnministrative Supplies and Zquipment: This indicates
that the commodities are to be used by an UNRRA office
for administrative purposes and that with resmect to
equivient property reeords of the value of commodities
must be maintained in accordance with orovisions of
Administrative Order No. 76.

d. UNREA Relief and Rehabilitetion ZTguioment: This indi-
cates that the commodities shippe? are to be used by an
UNRRA office for relief and rehabilitation operations 2nd
that title tc the commodities is to remain with the Admini-
stration. In =ccoriance with Administrative Order No. 76
vroverty records must be mainteined for the value of such
comnodities.

e. Loan Commoftties: This indicates that the commodities
shipned are to be loaned to recivnient governments, the
title remaining with tre Administration, and that oron-
erty records must be mainteined in accordance with
Adninistrative Order No. 76.

f. QCeanteen Amenity Sunnlies: This indicates that the com-
nodities eare amenity commodities for the use of UNFRRA
field offices.

Debit: The nane of the general ledger account in the
accounts of the office originating the shipnent that is
affected by the transsction will be indicated. The fol-
lowing are the general ledger accounts which will be
debited as indiczted below:

a. Reglonal Office: TFor shivments by Heazdquarters or by a
Regional Office to Field Offices under a2 Regional Office,
the Current Account of that Regional Office will be

debited.
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4.28

s

b. Headguarters: A Regional Office will debit shiuments to
offices revorting to Headquarters to the Headquartere Cur-
rent Account maintained in its accounts.

c. Field Office: An office (Headquarters or a Regional Office)
making shioments for stockpiling by an office reporting
to it will debit the Current Account of that Field Office
on its accounts.

d. Commodity Acauisition: 4n office (Headquarters or a Regional
Office) meking shipments of commodities acquired by shipside
transfer as defined in Section 4.25(a) to Field Offices
reporting to it will charge the shipment to the Commodity
Acquisition account on its accounts.

Credit! The name of the general ledger account in the accounts
of the office originating the shivment that is affected by the
transaction will be indicated. The following are the general
ledger accounts which will be credited 2s indicated below:

a, Menber Country Contribution: Contributions from a member
governnent revresenting shivside transfers as defined in
Section 4.25(a) above shall be credited to the revenue
account revresenting the member govermment's contributions
for commodities.

b. Private Contributions: Commodities received by contribu-
‘tion from wrivate individuales and agencies shall be
credited to the approoriate revenue account reflecting
such contributions.

¢. Conmodity Acauisition: Commodities to which title was
transferred to the Administration previous to shivment,
and which were therefore oreviously charged on the accounts
to the Commodity Acquisition zccount shall be credited to
that account as a result of the shiopment.

It shall be the responsibility of the Document Contrcl Unit

to compute and enter on the Shircing Docuient Fosting Voucher,
Form FI-112, in the section for Posting Data, the necessary
entries to be made in the registers and accounts of the Fost-
ing Unit. Thus, the work of the latter unit is limited to
posting and requires no internretation or cecmputation of dacu-
ments. The basis of value, whether from a oriced inveoice or
from & tro forma estimate shall be indicated by check-nmark asg
Actual or Zstimete rescectively for the nurvese of posting to
the Agency Account - Feconciliation and Adjustment. ZEntries
in the comnedity accounts shall be in U.S. Dollars only. The
following definiticns nrovide the basis for computing the docu-
ments for entry in the accounts.
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a. Ocean Freight: The ocean freight applicable to each bill
of lading ie the amount to be shown as indicated on the
Shipping Document Posting Voucher and in the corresponding
account in the registers and accounts maintained by the
Posting Unit. Where actual ocean freight is not available
en estimate should be used.

b. F.O0 B. Plant Cost: The F.0.B Plant Cost eliminates all
accessorial costs, either included in the total invoice
vrice of invoices such as those covering vrocurement through
the Department of Agriculture, or added to the invoice price
in the form of 2 fixed percentege. When the accrssorial
costs are ineluded in the invoice ovrice, it will be neces-
sary to meke computations to adjust the invoices to an
F.0.B. Plant Cost basis. .

¢. Accessorial Costs: The accessorial cost included in the
total invoice price of invoices such as those covering pro-
cur