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Code 5-88-0 

To: Ur. ac.1:ullan 

From: A.E.L. Parnis 

t 

I intercepted this letter on its wa:y from the Registry to ir. Mooney 
for retention because I think that it raises questions of principle 
which we ought 1o consider right away. 

· In the first place, while . Corson no d9ubt wishes to be helpful 
and while his proposals regarding distribution are very suitable in 

ashington where the central registcy system seems rather rudimentary, 
there seems to me eat objection (p him endeavouring to prescribe a 
system for us to use in the E.R.O. in connection with certain categories 
of letters. 

In fact the proposals which he makes cut right across our established 
circulation and distributionsystems and,if they are adopted pill add 
considerably to the work of the Registry. The matters in this burid.le 
of letters concern a mbnber of different Sections of the E.R.O. and1had 
they come in separately in the ordinary wa.y1they would each have received 
an ap opriate circu:l.ation or distribution1in which the officers specified. 
by • Corson would not have ·been overlooked. if the matters were ones whiph 
concerned them. On the other hand, as it is, unless this bundle is broken 
up, the Registry will have to ~ea number of copies for circulation to 
the other people concerned; while if' it is broken up they will have to 
have special covering slips prepared to attach to the various portions 
indicating who they are from and how they came here. 

Accordingly I should like to suggest to Mr. Corson right away that 
his proposals are not convenient from our point of view, and that it would 
be preferable if Washington wo d adhere to the :rule of one letter, one 
subject. If they do not want the trouble of writing a special letter they 
can always send forward memranda etc. W'lder a simple transmittal slip. 

This need not, of course, stop Mr. Corson from having extra oopies 
of letters made and send to Mr. ooney in a bmidle if he so desires, 
provided that it is clear that this is in addition to the normal pz:ooedure, 
ana.· tnat these extra copies are not action copies. 

p, ~If.. I ,~~' 
_. a 

24th January, 19Y,5• 
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• 
Reference A 1/ 3/J., . .. . ... .... . 

To: 
, 

From: A.E.L. Pa.nus 

I attach a brief note of our meeting on Friday with Miss Bowie 
and.Miss Donald,and also all the caroon copies concerning the 
Secretariat which reached me from the 13th February until the end. 
of last week. 

I have looked through these caroon copies and feel that there 
is really nothing worth sending on to Washington. The onl,y papers 
which are of importance to th.em are Miss Cracknell' s Notes on the 
ERO History, and those are being· taken over to Y{ashington by Mr. Mooney. 

So far as the Secretariat is concerned therefore I think that, 
if we bear in mind the importance of keeping Washington inf"bimed, we 
shall ha done all that needs doing. 

As I mentioned to you, however, I ·am less happy a.bout the 
effectiveness of the arrangements made by Establishments and Finance 
Divisions to keep Washington infon:ood and in fact Mr. !Acy when he 
was here specially drew my attention to the desire of Washington to 
be kept fully informed on financial matters. You might therefore 
think it well to ask for a report from Mr. O'Halloran and M. Momange 
on the arrangements which they have actua.]Jzy' in force so that we cap 
judge how far they are effective • . 
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Code 5 J-0 

• 

To: u-. l.~cMullan 

Fran: A.E. L. rnis 

4-. 
Reference ....... 8.1f o/J.---······· ......... . 

.' IVtF ~.-,v.1i5- ,. 

I have now somewhat belatedly I fear had time to go through the 
minutes, memoranda, etc. emanating fran the Secretariat during the month 

. of :arch; and I attach a election which, if you agree, we might send 
to Hr. Lacy under cover of the attached letter • . 

This sel ction represents aoout a quarter of what actually reached 
me and I think that it may perhaps be of interest to 11.r. Lacy, showing 
the type of problems v,i th wh · ch we are coping. 

11th April, 1945 • 

• 

• 



To: • Ful t011 

• 00 

23rd A il, 1945. 
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Reference ............................. ·--·--···· .. ·--··············-· .. . , 
To: Sir George Reid 

From: J. A. Willis 

Yod1 oeJ :Svm1netipn encl Am>ra:lel ot Y0l,untN7 Soai,otx remmol 
\ 

T~ ~•tion haa :not hitherto arisen in the cue ot British 
Voiuntary Society personnel.. Those who were act out to the 
Balkans were . selected am mec11oall1' exam1 ned b;r the Soaietiu 
tbsaselves ( or CBSRA.) and 1JNRRA ,.. not oonaulted at all, ex­
cept, I believe, in the case of dootore and nuraea whs a rep­
reaentatiYe ot the Health Division sat OA tu Selection Boar«. 
I have bad a word with Kr. Hogarth about the matter and Iii.a 
reaftion is that the Sooieti• would atronalY ob~oct to 8lfT 
acheme which would take u,q trom th.a the reapcmaibility tor . 
deoicti.na whether their maabera a.re peraonaJ.J.y anc1 ~ 
suited for relief' work ab.road. · .. 
Tbe c1raft wrandla on OODditicma ot aerrice tor the poat Jlilitar., 
period atatea that "each voluntary worker ahal1 be aeleotecl iD 
aooorclance with peracmne1 atandarda apeed trca tiae to tiaa 
between tJNJmA and the appropriate oo-ordinatiJII boc\J' ot Voluntary 
Societies, where such exlata.• This need require ao mre t1ua ' 
agremaent cm the type .a. qualifications ot t wol'ken oal.184 
tor, am cm acae pneral atan4ard ot pel'IIOILal and pqa:l.oal tit­
neu wh1ob i• a;peotecl ot workera aoina into the field, l•'fill& 
it to tlae Societies to aee to it that the peracma cboHll by tlla 
aeaaure up to apeoit1cat1on. ne reapouibilit;r tor this .,ul.4 
perllapa be pl.aced, in this ~untr,r, ca CBSBA. 

To JIii' Jliad an elaborate qatea ot appa1aa1 ia h&l"Clq uoeaR17 
1D the oaae ot Voluntar., Soaiet;y peracmllel. reoruite4 llere or oa 
the Ooatmant tor 1IOlit 1a IJ."O'lpa or t--. It w cl,n '-- a 
abon intmaiTe oourae ot tre1 ui n1 in Lcmdoll or Gnmille 
( th1a ia cme ot tlae poiata to 'be ti.aouuec1 ap1 • w1. CBSB&.), 
UV &l&rtDI oue ot unaui tabil1 t7 tBat 08III t;c, lipt, 00\114 'be 
the 1Nlt3eot ot ad boo repreaea.tati,maa. 
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To: r. l a 'ullan INDEXED -Fro.: A.E.L. Pa.nus 

ith the establishment of the nell Reports Section, I think 
that some thought should be given to the future of the arrange t 
hereby we send carbon co ies of selected documents to the Office 

of Regional Liaison in ashington for their inf tion. 

There are various uoints uhich nerhans des rve to be considered:-- . . 
1. The O.R.L. seems virtually to have ceased to exist. 

2. e 11ave never had the slightest indication from the 
O.R.L. either that they have received these copies, or 
that they are of a:ny value. 

pl..., 
3. Even ill 90}o of the co ies has been weeded, the 
remaining 1~., mnlre a pretty dreary collect ion ,and are 
probably of no articular value to a.IliYOne not • rsed 
in the day to day running of the • 0. 

4. I have no doubt that lliss Jeter' s ection, men it 
gets into its stride, will keep 'ashington and eve one 
else fully infonned of all that is going on. 

In these circumstances I venture to sugr;est that the despatch 
of co ies should now be di continued; and in the attached letter 
mi.ch I propo e to send to Mr. Iacy, if you agree, I have warned 

him that this lot will be the last. I have :uggested that if, 
after the new arrangements 1iave been TU.nning a fe. eks, he finds 
that he is not getting what he wants, he should let us know. 

A~ . . [Z, 
4. 7. 45. 

t,-.\/\1 · lf 5 . 
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Cpi' b 208 

(REGIM!a:AN) 

<'co< 5-3:J•0 

To: • G •• Moc:,ney. 

Fro: G.P.Haydon. 

In conn ction t h 
follo points:-

1( ). 

l(b). 

2(a. 

Reference ..................................................................... . 

aho ld 1~ to r a 

for 19 5 

tt 

G. F. HI"\ Y1.. ON. 
> y.. 

27th il, 19 • 



-. 
• 

B • ( c). The Training C nt mentioned, I presl.mle, is in 
France ( if · t is in U • • or U.K. this comm nt rould not appl - . 
In event , the locat.:.on of the raining Cent e" should be 
desi t ) ithout on elaborate syst o ch cld.i1~ by 
o· j ctiv test , no real evaluation of fitn as can tak _ ace. 
It is di icult to stablish p rson ' s 'llllfitn ss for a job 
before he perf'o ed any of the ties. Gross examples of 
unfitn ss in hy ical condition should have been cleared in the 
first physic examinatio so, certainly o indication 
of otional stab · ity and general maturity could be certain d 

;i.•ef' enc s at the tim of cceptance of application. 

~ dg . 

/ 
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l. :&1or British Voluntary society workera - if it has not 
al:ready been done, an undet-standing should be reached · th lJ 

~ 
as to standard of health and emotional fitness to be expected of 
workers going into the fiel This standard should be applied 
by v.u-.,».\.A before workers leave Gt. Britain. 

2. Any changes taking pl ce before a -worker takes up his duties 
would be the responsibility of CB for treat t ana/or 
repatriation. 

on 
3. Final decision in country of operation/health or fitness 
otherwise, would be d.etennined, in consultation, by Chief of 
elfare and Health Divisions and representative of voluntary 

society in country. Final decision on health matters to rest 
nth · her voluntary society doctor or Director or Health 
Divisio 

erience in • • indicated that voluntary societies 
take 1.~e onsibility for health and fitness of th ir o 

peo_ but that the situation is c · icated 1en obvi,:msly 
unsuitable _ ople arrive. Reconmen strongly that control 
in Gt. Britain by B be established and that res nsibili ty 
be placed fi y on that body. 

A. ~ d.dge 
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UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION- ..... ~-L-

1344 CONNECTICUT AVENUE 

WASHINGTON 25, 0 . C . 

17 APR ;945 

F. & A. eekly 

2 6 MAR 1 
• George S. Mooney 

Executive Secretary 
European Regional Office, 
llA Portland Place 
London Wl, Engl and 

. N. R. h./,. (h:GY.) I -. 
Dear George: 

• 

If'/ 
tter o. 6 

Thi will be the last colll!llunication which I will prepare to yous nee 
I am leaving UNRRA this week to return to the newspaper field as 
Director of Research for the ashington Post. ill you please extend 
to my colleagues in the RO my best wishes and my appreciation for the 
courtesi s they extended to me "! hen I as in London during November 
and December. My interest in UNRRA and my expectation that it will 
make a large contribution to the relief and rehabilitation of liberated 
areas continue and I hope my new ork will permit me to see many of 
you again. At any rate, I shall make the best contribution I can in 
my new position to the public understanding of • 

In preparing to leave the Bureau of Finance & dministration one of the 
things I have done is review with each Division Chief the progress which 
he has made to date on the Operating Program which he planned and sub­
m.i tt d to me in December for the period January - June 1945. Because 
the summaries of these discussions give a pretty good picture of the 
kinds and types of projects we are working on in these Divisions, I am 
attaching copies of them for your information. 

Other matters transmitted with this letter ar : 

A copy of the Corson memorandum of 5 March distributing a revis d 
statement for the Distribution D~vision which should be substituted 
in our basic document nDivision of Responsibility as between Head-
quarters and the ERO". 

Corson memorandwn of 6 March advising that a short sturnnary is being 
made of the Bureau of Finance & Administration onthly eport. 
This started with the report for February, a typed copy of which 
is attached. 

Administrative rder o. 49 "R quirements which Field Service Personnel 
st eet prior to ssignment to the Field". In our F. & A. Letter 

No. 4 we sent a draft of this Order and invited • Fulton's comments 
on it. e would still very much like to have his suggestions, even 
though the Or er as be n iss od for use at Headquarters, and also 
to kno what similar roe dure is bing used in London. 



- 2 - F. & A. Letter No. 6 

4. For the consideration of Mr. 0 1Halloran and interested members of 
his staf'f and the Department of Operations, I am at taching a memo­
randum of 23 February ~Country ission B.ldgets - ERO" prepared by 
Mr. Posner, who is the Head of Classification Section. It points 
out the desirability of having reasonable uniformity in classific­
ation standards and principles in these missions, and submits a 
possible budget recruiting schedule for the Holland Mission. This 
matter was discussed in some detail with Mr. Bailey who took with 
him suggested materials. e are very eager to receive from Mr. 0 1Halloran 
his rea · to these iropos sin order that we can work out any 

1 fereiw~ o~ pl"1,n f:U1Y points in question and achieve as quickly 
as possibl a common underst~ing. 

5. Audit Subcommittee appointed pursuant to Resolution No. 44. The 
membership of this Subcommittee, nominated by the Governments is: 

A. T. Brennan, Chairman 
·Arthur endraf, Czechoslovakia 
A. T. Brennan, Union of South L~ica 
M. Gourikov, )(. Union of Soviet ocialist Republios 
P. G. ite, United Kingdom 
L •• A'Hea.rn, United States. 

This Subcommittee is scheduled to begin its meetings the week of 
19 March and Kenneth Dayton will see that you receive full informa­
tion concerning their activity. 

6. Development of general policy concerning exchanges or commissaries 
in UNRRA'• Missions. e will send forward within the week, draft 
material concerning P.X.s. In general, this material will establish 
general principles including such points as the establishment of ex­
change• in Field Missions will be dependent upon the recommendation 
of the Chief of ·ssion to the Supervisory Office; the basic prin­
ciples will be quite general but there will be specific accounting 
requirements and inventory controls to be observed. 

7. Readjustment:in organization of the Fiscal Divisions. Following analysis 
of the Fiscal Divisions and recommendations made by the external auditors 
and outside consultants the following adjustments are being made and a 
revision of Administrative der No. 44 will be released shortly to cover 
them: 

(a) The Treasurer directs and is responsible to the De~uty Director 
General for the organization, administration, and performance of 
the functions of the Divisions of Finance and Budget, in addition 
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- 3 - F. & A. eekly Letter No. 6 

to the other responsibilities listed in dministrative Order 
No. 44. 

(b) Th Chief Accountant directs and is responsible to the Deputy 
Director General for the organization, administration and 
performance of the functions of ith Divisions of Accounts 
and Internal Audit in addition to the othor responsibilities 
outlined in the Administrative Order. The attached draft 
will give you a picture of what is involved in this readjust­
ment. Subsequently you wil l receive the final material. 

our~ 

dministration 

y~ /4 
~ .. 

~ .t ~ 
• ~ 

G ~ .. 
L 

,._(, ,~/4, , -
~A 

• - ..... ,, 
/ 

. ,µp.,..~ 



1 "IJLJ.f f 5 · 
-=-

• 
• 

• 

• 

, . 

• 

' 



• 

• 

1 • 

• 

• 

,. 
• 

• 

• 

• 

• 

1. 

- -

' •• 

; 

• 

t 



. -
• 

• Yi, 

•• 
• 

• 

• 

• tt1oe 

, . 
• 

• 

ll. 



- . 

• 

• 

• 

• 



• 

• 

• 



a. To • 
Finance and ................... .. 
dministr ti 

polici of 

21 

TIVE 0 

1945 

(1) To erve c tar.r or th Council C 
inancial Control. 

o. 44 

Page 2 

b. To di ct and to be re ponsible to the D puty Di ct r 
General tor Fin c d Adminietrati tor th or ani­
z tion, adminiatrati and perto ·c• or t tunctima 
o th Divisions o 1nance and udget. 

c. 

d • 

•• 

t. o appr yst , procedu , to , and 
etary and financial CM.11.l~uistr -

g. To pre crib the gul.a.tiona for t 
tion ot depo itori • 

h. 

1. To re pen i le for takin 
activitiea aa will---~ 
r.aource p 
8UperT111 
rti • 



2. 

ATIVE ORD O. 44 

21 arch 1945 Pag 3 

1st.ant T urer 

a. ty r directing 

b. To awr d pro at y-.t , procedures, to , 

c. 

and instructio re arding tiacal admini.tratiob and 
operatie11s o tar as tlwy relate to th int mal &d-
minietrati d peratim or th inane and 
Divi ion do not have eneral lie licatim ; 

d 1n all other • to review d rec\all.lj.-,,d th tor 
approval. _.._.,,ation by the Tre surer. 

perfomance 
powers ot 



c. 

21 945 

o. 44 

9 

1. Chief ccOW1tant 

a. To b r ponsibl.e tor d vel.oping, cri.bin , inat ....... - 16 
d for maint ........... 66 a unified ayst ot inte t 

accoonts and records tor Headquarter, R• ional Ottic 
d for all Field Otticee incl ng ield and pply 
sion • 

b. 

c. To devi.a , 1n tall or arr tor t e i allatio:i t 
p acri.bed accomitin and financial record in th re­
giai&l otfices an in field office • 

d. To dense and acri standardized y_.._ry and d tailed 
account report. tonu tor Headquarter, re cnal ottic 
and field ottic , includin supp and field misaicn 

d re pan ible tor the consolldati al.ya! 
or ch port. • 

• To be spon ibl tor the preparati d riodic 
issuance or tat nta retle th financial CCl'ldi-
tion of the QldniatratiC11. 

t. To b eponsible for th pl.&nnin m&in.._,_.ce ot a 
ccntinu intemal audit of the t cial booko, ac­
counts and record d ot t • re ti ve o n.ti opera­
tin statue or every unit haring fiduciary ■po 
billtiea, inc-.--.-~ th Headquarters attic•, the ianaJ. 
ot!ioea and th• • ral. tield and au mi a1 • 

g. To direct an rNpon■ibl• lo the ».puty Dir.etc.-
General tor J'inance and Adminiat.r t.iC11, tor the ani­
zaticn, adminiatration and perto1m111c .. or the function■ 
ot the D1Tia1one ot Account and Intemal udit.. 

2. Divisian o Accmnta 

a. Omer 1 

(l) 
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UNITED NATIONS RELIEF AND REHABILITATION ADMINIS1'RATION 

FOR rnLEASE TO AM PAPERS 
FRIDAY, HARCH 16, 1945 

i'ashi ngton, D. C. 
No . 28 
15 March 1945 

Herbert H. Lehman, Director Ger'"'ral of the United Nati ons Relief 
and Rehabilitation Administration, today announced the appointment of 
Corri~~ton Gill, of the United States, as Deputy Director General in 
charge of finance and administration . 

Mr. Gill succeeds Mr. John J . Cor&on, who has served since May , 191+4, 
in this post . Mr. Corson is resigning to join the staff of the 1fashington 
POST as Director of Research . In accepting Mr. C rson I s resignation from 
rn. RA, 1' r . Lehman a1Cpressed appreciation for the great progress accom­
plished by Mr. Corson in developing the financial and administrative 
phases of the ori;anization . 

The incoming Deputy Director Gener11l was recently Director of the 
P1·csident 1s Conr:1ittee for Congested Production Arec.s , v.hich op;;ratcd in 
th0 .Executive O fice of the President before its dissolution . Mr. Gill 
v.:is Dil·ector of this Corr1nittee frol"'l its formation in 1943 . Prior to 
tho.t time he had been consulta.nt to the .Secrut ry of 1/ar and Deputy 
Diructor of th Office of Civilinn Def ens. in ch2.rgc of Operations . 

A rasident of :ashington, D. C., 1:r. Gill hns be ,n closely associ:1.tcd 
with federal reJ.icf agencies . In 1933 he rns :.ppointed as Dir~ctor of 
R8so:i.rch Jtntistics nHd FinJ.nce for the Fed1;;ral clnurgcncy Relief Adminis­
tr·tion . Subsequ~ntly h0 served as Assist'1nt Conm1issioner of that org.:m­
ization, the Civil Vlorks Administrc:.tiun , mid the · !orks Projects A1 'linistrc.tion. 

A nati vc of Gr-md Rapids , Michigan, Mr. Gill is a gradu-'ltu of the 
Univursity of ~Viscon :in . Following his gr duation, Mr. Gill was ::1ctiv0 
in in op dent econo;nic resec'.l.rch nd wns for some ya .rs Bu::.:irn.Jss M.-mag0r 
end Corr~spondent f the Nnshington (D . C. ) P1·css Service . 

He h:is be n a memb1.;r of the dvi::iory Committee for Aoron".utics , the 
C 1tr·t l. Jt::i.tisticol Bo.1r.i, c.n::l th ..... Nationc1l R1.;:sourcc::-; Plnnning Bon.rct I s 
Cornmitt.!es 01 "public rorks" and 11 long - 1·cng1., orgQilization .::nd r..:lief 
policitis . 11 H ... hns written many 1-:conomic ~rticles end ''.. book, "Wastt.:d 
un Pow~r: ThJ Challenge of Uncmploym...-,r,t . 11 He served in thv Navy during 

th ... first ·;orld ,for. Hu is a munb0r of th'-' Cosnos Club of \'i:l.shington, D. c. 
d suvcr~ proi' •ssion~l org.::niz.~tions • 

.. 037 
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m TED , TIC' Ts IE!? AIID REHABILITATIO ADl •r T TIO i 

FR RELEA. T0 P ashington, D. C. 
o. 28 F Inti..Y, ' CI 16, 1945 

15 • :.arch 1 945 

erb rt·. Le , Director General of the United Nations Relief 
and ehabilitation Adm"nistration, today annotmced the appointment of 
Corrington Gill, of the United states, as Deputy Director General in 
charge of finance and dministration • 

• Gill succeeds' • John F. Corson, ,ho has served sibce ~Y, 1944, 
in this post. 1r. Corson is resigning o join th, staff of the ashington 
POST as Director of Research. In accepting fr. Corson's resignation fro 

, ,:,. Lehman expressed annreciation for the gr at progress accom­
plished by ~. Corson in developing the financial and administrative 
phase of th organization. 

The incoming puty Director a., neral was recently Director of the 
President's Ccr.rnittee for Congested Production Areas, hich ope ... ated in 
the cutive Office of the esident before its dissolution. Jr. Gill 

Director of this Co ittee from its formation in 1943. Prior to 
that time he had been consult t to the Secretary of ar and I:eputy 
Director of the Office of Civilian Defense in charge of Operations. 

re ident of ashington, D. C. r. Gill has been closel.J associated 
1ith federal relief enci • In 1933 he ,as a)pointed as Director of 
esearch Statistics and Finance for the Federal ergency Relief dminis­

tration. u sequently he erved s Asoistant Co issioner o that organ-
iz tion, t e Civil ork Administration, and the orks oject Administration, 

A native of Grand Rapids, ichigan. ;:r. Gill is a gr duate of the 
Uni r ity of i consin. ollowirlJ his raduation, !['. ill was ctiv 
in ind endent economic r s arch and , s for "ome years Business rana_ger 
and Correspondent for the ashington (D. C.) Press Service. 

dvisorf Ccm~ittee for Aeronautics, the 
e •ational e ources Planning Board' 
'lon -rang organization and relief 

e has vritt n ec nomic article~ and a book, " sted 
he Challenge of Un 'Oloyment." He erved in the a during 

ar. I a ember of the Cosmos Club of ashington, D. C. 
ro io iz t·ons. 
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10: Harry Herwitz 

FROM: John J. Corson 

SUBJECT: St atus of progress under the Operating Program of the 
Administrative Analysis Division. 

It developed from our discussion on 12 March that the Operating 
Program projected by you in December for the Administrative Analysis 
Division has been pretty well effectuated to date, both as to the 
projects undertaken and the time schedule by which it was anticipated 
ttey would be completed. I run listing below for necessary ction 
on your part those points which were brought out in the discussion 
for special consideration or action: 

1. Item 9 a. It was understood Administrative Order No. 44 coverin 
the functions of the Bureau of F. & A. will need review and 
revision in the light of pending changes concerning the reasurer's 
Office and Finance Divisions. 

It was understood that you would, in the near future, rel ease the 
draft functional statements which you have prepared covering the 
three functional divisions.( Public Information, General Counsel, 
Diplomatic Adviser, Office of Regional Liaison and the Financial 
dviser, for necessary review and comment. 

It was further understood that you 
tions now underway wlth respect to 
Department of Areas, concerning the 
the Staff Services Division. 

ould proceed with the ne~otia­
the Administrative Order on the 
Coordination Studies Division and 

It is hoped that these functional statements can be completed and released 
by the end of April. 

2. Item 9 b. It was agreed the delegation of functions to the Regional 
Office has been taken care of. It was your opinion that the directive• 
which had been released for the area offices in Sydney and Chin take 
care of the remainder of the project. 

3. Item 9 c. concerning relation of organizational units of this Bureau 
has not been completed as scheduled. It w s understood you would spell 
out this prodect more fully in order to more clearly describe what i 
int nded. It was further understood that it will be completed in this 
more comprehen ive form by 30 June. 
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4. Item 9 d. In discussing this review of directives for field missions 
you made the point that there had not been an opportunity in the 
past for you to review them. It was agre d that you would now pro­
ceed to review all the djrectives which have been issued and prepare 
a memorandum to the Bureau of Areas identifying those provisions 
which are of primary significance to this Bureau and sug esting any 
revisions which any of the top staff of this Bureau believe should 
be done; and at the same time point out to the Bureau of Areas why 
it is important for the Administrative Analysis Division to review 
these directives in advance of their release for the purpose of 
insuring consistency with Administr9tive OrdeBa and other established 
policy. 

5. Item 9 r. his project deals with the identification of UNRRA's ob­
jectives and development of periodic reports against thos objectives. 
It was pointed out the recent March report released by Mr. Funkhauser 
is useful in the area of Supply, but additional areas need to be 
covered. It is understood t hat you are working with Linton Smith and 
others to complete the overall picture and that it is now expected 
this project will be completed by 1 June. 

6. Item 9 • It was understood in connection with this item on the 
distribution of material at Headquarters that you would complete the 
analysis of distribution being handled by the Secretariat and get the 
complet d communications report out in the very near future. 

7. Item 9 h. You ere requested to make a two weeks analysis o material 
transmitted by Headquarters to the regional and field offices for their 
information and on the basis o~ that analysis, pose questions which 
will stimulate a more positive effort on the part of eadquarters div­
isions to keep the field informed. 

8. Item 9 j. In connection with the procedure on supplies for liberated areas we 
discussed the guide which had been prepared by the Bureau of Supply to 
determine the allocations. It was understood you would prepare this 
week memorandum to the Bureau of Supply summarizing the critical 
comments received. fFom the other divisions, particularly the functional 
divisions, concerning this proposal. Reference was also made to my 
memorandum of 2 March to the cting Deputy Director General for the 
Bureau of upply, "Development, Analysis and Adj ustment of Supply 
programs in Liber ted Areas" to which I hope tor eceiv an early 
rely hich will provide a basis for further discussion of this matter. 

9. Item 9 k. ith the compl tion of the two memoranda you are now fini hing 
up on the Headgu~rters Bud et rocedure and the Missions Budget Procedure 
this roject is essentially completed. 

10. Item 9 1. I sugg~sted that this project concerning mass feeding might 
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well be indefinitely postponed in the light of developments since 
your Operating Program was prepared. 

In recapitulating your anticipated progra..~ for the remainder of this six 
months period e agreed upon the following: 

1. ith the present division staff of 3 professionals, 1 research 
assistant, and 3 secretarial-clerical members, you will be able to 
complete the Operating l'rogram as scheduled. 

2. You plan to emphasize during the remainder of the period, the 
following: 

(a) general review ofvhat is actually being done in the variou1 
organizational units at liaadquarters. You will initia ly 
review the material developed by the Bud et Division in 
connection with their analysis of the 1945 Budget bequests, 

(b) Analyze the proposed plan of or anization for the Middle 
East Mission and submit com.~ents. 

(c) Develop a system for the control of the issu nee of orms. 

(d) Complete the analysis of the respective functions of th 
taff Services Division in the Bureau of Areas and the 

Administrative Services Division to avoid unnecessary dup­
lication. 

(e) Dev•lop a proposal covering he responsibility for the 
interpretation of Administrative Orders. 



Q. 
' 

FROM: 

SUBJEC 

Joseph P. Harris 

John J. Corson 

13 March 1945 

Conclusions reached at Review of Operating Pro ram for the 
Division of Personnel and raining on 13 March. 

I think you will agree with me that the discussion this mornin with you 
and members of your staff indicated that full use has not been made of this 
operating program as an administrative tool in the division. It does not 
seem to have been serving fully even those major purposes outlined in my 
memorandum to you of 14 November. For example. in initiating a new staff 
member to a job it would be desirable as one of the first steps to review 
with him the operating program for not only his unit but for the division 
as a hole; while in fact the new chief of one of your important sections 
had not known that the operating program existed until he last day or so. 

Nevertheless, he discussion this morning revealed that the anticipated 
pro ress had been made in many areas along the lines planned for in the 
program. In order to assist in moving the division'o operations ahead 
during the coming months I am listin below some points made at the 
meeting which you will wish to take action upon or keep in mind in connec­
tion with tu ure planning: 

(1) he project• numbered land 2 for the Classification Section were re­
ported as not to be completed by 15 arch as originally scheduled. This 
is primarily due tote fact that a change has been made in the staff of 
this section since the progrBJD was prepared and emphasis has been placed on 
developing a broader plan and program for the section. Hereafter it is 
expected that one professional staff member will devote full time to tho »t 
development of specifications and it is hoped that the revised project in 
place of the present No l will be completed by the end of May. _ tipi, ~-

It is contemplated tha the chapter in the Manual on clas,sification will r~ V 
cover to a large extent the ground indicated by Project No. 2. I was ~ ~ 
indicated that as soon as this chapter is released an administrative order )u'- ~­
on the procedures to implement the classification pro ram will be developed ~~;.r,>·~~~­
and released. Do you think this can b accomplished by the end o May also?lp'' 

(2) I was agreed that a basic need in the classification fi ld is agreement 
on UNRRA grades with a salary ran e for each one which can be followed 
throu hout the organization. Some work has been done i h lr. Bailey on 
this and the Classification Section should take necesaary st ps to push toward 
a meeting of minds with the ERO. I was further agreed that the Classification 
Section should aaaume that r sponsibility fort i les whicl ar descriptive of the 
functions classified in specified positions, reats with the Classification Section. 
AffirmatiTe action should b aken to provide proposals to the funotioning divisions 
which ill assist them in clearing up questions in this area. 
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(3) The written report of progress in the memorandum from Ur. Cramer dated 13 
March cover.ing the placement responsibilities was very helpful. I plan to 
discuss further at the r e~ular weekly meeting with your staff tomorrow the 
question of new resources for future recruitment. 

(4) It was understood you would, prior to leaving for your trip to the field, get 
agreement on a general plan with the appropriate army officials here covering 
a procedure for getting men out of the U.S. Army abroad. Please let me have 
a status report on this matter ty 20 March. 

(5) After a brief discussion of the position control being rr.air.tained in th 
Personnel ~nd ~raining Division, it was agreed that the Headquarters position 
control should. remain in the Budget Office, et least for the first six months 
of this fiscal year. This situation should be reviewed by the Personn~l & 
Training Di vision in June to determine whether any steps should be -taken at that 
time to combine the position control records, in the light of the budget system 
for Headquarters that is to be fellowed for the second half of the fiscal year, 
i.e. Line Item vs. Lump Sum Budget Control. 

(6) It was gratifyin to learn that the necessary arrangements have be~n made to 
insure the security of records in the Investigation Section as contemplated 
in Project No. 3. 

(7) In reviewing tl-io work of the Utilization Section it was reported that the 
meetings to train supervisors to make the mployee Progress Reports are to 
begin before the end of March in order to have the ratings completed by 
the end of April. It was agreed that as soon as it v as known when he 
printed forms would be ready Miss Von Goeckingk would prepare a memorandum 
for release to all officials concerned outlinin the plan for trainine and 
giving of the ratings, together with a time schedule. 

(8) Every effort should be made to expedite the printin of the cBee cards 
inasmuch as lack of them is holding up the whole system so far as the field 
is concerned. 

(9) Among the n d velopments which were not fully anticipat d at the time the 
operating program was prepared are: 

a) The procedure whereby the Investigation Unit furnishes promptly to 
the Health Division the medical factors which are obtained. 

b) ~he determination of dependency status has become a regular and somewhat 
time-consuming job of the Investigation Section. In this connection I asked 
to se the file and t he recommendation made by the Personnel and ra1n1ng 
Division on the payment of dependency allowances in he case of a Smily 
living in a non-liberated area. Could I see this by 19 arch please? 

(JD) It was pointed out hat the major parts of the op rating pro ram for this 
six-months period were based on the estimates of an over-all recruiting load 
of 950, of which 400 would be for ~urope. the recruitment for Europe 
which has been allocated to us up to this time totals approximately 442. 
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Ha ing in mind that the operatin pro ram also provided for 100 positions 
for "unanticipated demands", there does not appear to be any reason at this 
time to readjust the operating pro ram. It wes agreed that the emphasis in 
the next s ver 1 months would be upon: 

a) Com letin the recruitment for tr.e Displaced Persons Pro ram in 
Germany now allotted to us. and 

b) Developine a backlog of applicants which can be used quickly to 
fill any additional r cruiting allocations placed upon us by the 
ERO • . 
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.A..D?ITNIST111.TIVE ORDSR 1,;0 . 49 
RELIEF l~ID R"EHJJ3ILITATION . n: :rIJISTRATION R I •• 

13 llarch 1945 

SUBJECT : RE~IREMENTS ·.'JHICH FIELD SERVICE PER30m:EL 
!\':UST !-.GET PRIOR TO ASSIG 1!'1E1lT 'ro TIIB FI3LD 

1 . PURPOSE : This order supplements Administrative Order No . 14 and 
prescribes the steps necessary to insure that all persons assigned to 
overseas service will be physically and otherwise Qualified to meet condi­
tions which may arise in the field . It applieo to voluntary relief workers 
as vrnll as to employ~.os of the J~drninistration . 

• 

2 . PHYSICAL EXtJ:INt.TION J'.ND TR.;.INING: 

a . In order to insure adequ.J.te standards of physical fi tnoss i'or 
field work, a ::JGcond physical chock-up tJill be ror,_uircd of 
all fiuld ocrvice employees prior to their nssignm0nt to 
fiold duty . This applios both to persons assigned to the 
Trnining Center and to porsons cssigncd to He~dqucrtcrn . 

b . 

The physical check- up r:ill be given to pcr.:;on'"" nssignod to 
Hct.dquRrtora nt n time otipulr.tcd by tho H..,,.l th Divioion . 
J.t tho Trcining Center the physical cx~minr tion ,-,ill be 
taken b.::forJ the completion of the trcdnin.g c~sirnmont . 
This cx:1minc.tion will s..,rvu , in pnrticul~ .:-, to est ,blish 
whether ny chcngu:, h vc tckon plrco in thl,; p 1y.,icr-l str.tus 
of tho individual concorn0d since tho origin~1 mcdicrl 
0x::..'1liru:tion wr.s tr.ken , r:nd in G,:m..,rr.l, to ~saur th1.t t.11 
p1;;r:Jons being t,\.mt to t' G field r.ro qu"lifLd for fiold 
s rvicc . 

The Heel th Division shall direct c physic• l fit oss progrrm 
r.t tho Trcining Contvr to condition -.::mployoos in trc.ining 
for field ~ssigrununts . ;,. sp Jcir_l phyaicnl fi tn ss rocord 
for ur•ch tri:inoo will bo fill..,d 01.it by tho modiccl officer 
ropresonting tho 1: .... rl th rn.vis ion nnd kept in r. conf idcnticl 
fil0 in his office • 

On trrnsf'-'r of the trdnco from tho Trr..ining Cc..ntor p-:::-tinont 
inform(: tion ,;ill bo tr ken from th,:; er rd end ~dd1.,,d to tho 
record of pl0 ysic,.l c.xGillinr tion on filc. r.~ Eocdquc.rtcrs . 
If tho {cc.1th Division finds thrt tho condition of r, tr-..in .o 
is not fully up to field 'stnnd,,rd it \,ill communic: to tr.in 
f~ ct to tho Director of Trr.ining . 

c . Tho mcdicr,l chock-up ~;ill b r:dministorcd by tho E .,.1th 
Di vision of u;•m .. 01 r.hich ,:i 11 -.Lo ,.,r;t,.,blinh .a..,nc.1.·~ 1 str:nd:- rds 
,..,nd rocudu .. ·cs rcgulr.t ing it. No fi ld s~rvico employee 
shc.11 be r-ssigncd to field scr ;i.co until !'lo is ~L..rtificd by 
tho H rlth Division to bo physicrJ.ly qurlificd for tho type 
of c.<Jsignmont for ·,:hich he cs :•_ pointed . 

✓ 
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3 . SATISFACTORY COLiPI.ETION OF THE TRAINH:G COUTISE : All field service 
personnel shall be required to follow a prescribed probram designed to 
prepare tl".em for overseas service . Typically this training program.is 
conducted at the UNRRA Training Center at College Park . Not later than 
five days before the completion of each course , the Director of Training 
shall certify to the Director of Personnel , the Bureau of .Aroas , end tho 
functional Bur~au or Division concerµe;d , tho names of all p0rsons who havo 
satisfactorily completed t110 course of training and \7h,o aro judged to be 
sui tublo for Field assignments . This cortificction slir.11 be cccomP.£,mh;d 
by the Training B~anch evaluation of each person certified . 

4 . REVIr;:l CONMITI'EE : All full - time memb0rs of tho faculty c.t the 
Trr.ining Center shall cons-ti tute e. Cormni tt00 of Review , which shall moct 
at regulcr intervals , sep€:.rt. to from other stnff m-.1ctings , end· sho.11 
rovi::;w the work end 1unlificr.tions of field se:rvico omploycos in trc..in­
ing . Tho Director of Treining or in his cbsonco n mc;mbcr of the strff 
of tho Trnining Brnnch dcsiBnr.tcd by him shr,11 sorvo r.s chn.irm~n , Roports 
of tho connni t t oo shell be fih,d with tho Director of Trc.ining not lr..tor 
thr.n ono week prior to the complotion of or.ch trn.ining course . 

5 . PROCEDURE FOR SEPA':i.ATION OR R:Gl.SSIGNML"'I-IT' OF P.C.<30N!1EL ··,Ro 00 NOT 

c . If r-ny f'iuld se;r\·ico anploy~.c do..::s not =ntisfc.ctorily pr ss 
tho physicr.l cx~.minr. tion for ovors~:- s , :Jsignmont, tho modi eel 
officer of thu HJ·l th Divinion sh:.11 noti ✓-'y the, c:nploy-.,c con­
ce;rncd ·md the Di roe tor of •rr·. ining . The Director of 
Tr['ining shrll notify the function"l divinion or bur"cu con­
corned , the Bur--r.u of J.;:-c:-.s, , nd the Dir,:,,ctor oi' Purconn81 . 
T•ic functionr.-.1 division or burc,:,u nhr 11 forthwith .ini ti~.to 
n t0rmin"'tion r ct ion L~S providc..d in S.;_ction 6 . 

b . If r.ny fi old sorvicc omploycc do s not riu~ lify for .ov ... rs.:,r s 
r.ssigru.n0nt h0the:r i;hroue;h ft ilu:re, to cor:1plcto the course 
srtisfrctorily or is d0torrnih"d to bo unqurlifiod or un­
sui tcd ror ov ... r::;Gc s nsoignmcnt , tha Diroct ~r of ':J.':::-, ining 
shr 11 notify tho Diroctor of Pursonnol, the i'unction""l divi­
sion or bur"r.u conc0rn.Jd, <nd th•J Burvu of J..rors •.ith ( 
r0commcndrtion for diDp ' sition of th<.; c<:.s; . 

c . On r,:icoipt of en u. :t vorrblo report, tho functii.:,nr 1 di ·:ision 
or burccu zh:11 commlt with tho ur.ploy;c c.::-nc ... rn'-'d , 'nd 
v.i th tho Diructor of P ~rsonnol :- nd tho Bur,:,c:u of .'.rv s 
ccnc~rning TThrt rction is t bo tr~on, nd sh:11 initictc 
tho ncccss· ry pcrsonnol :- ct ion . I1 no r gr ....... r,1ont is ,r., ched 
tho Dir~ct~r of P~rsonne:l shrll rJf.,r thG c~sL t~ the Du:uty 
Director Gunc,:::-r..l of Finr nco : rd .\dministr- ti::,n J.-.'r d ~ci~:101 . • 
L.s s0~n ~. s r decision hrs bco:i. re~ chod tht:- p...,rscn c ·nccrnc,d 
will bu notified r.nd sh:.11 be inf 0rra ... d of the r ... ~_sons for 
tho docision. 
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d. 3mployees v:ho o.re qualified for service at IIead ,:uarters will 
be considered for any uvailable suitable positions, if' · they 
desire such assignment, and shall be transferrod if the 

. inte:rest..of . . the employ.ea and .. tho Administ..rat-ion-- wou--ld be .. 
scrvod thorc- y. 

e. I£1 tho cnso of voluntary ...uge.ncy. po.rso.nn~l no-t -to be sent to 
the fi old tho or-ency concc.rnod ·will be notifi td and consult "l d 
with et the earliest possible tini~. · · " 

.... ' . . ' 

t. All records in the ca~c shb11 · bo JGfu~~natod "Copfid~ntinltt 
and fornardod directly ' to tho hoad of tho Appointments · 
S ction of tho P~~sonntil &nd Troining Divisibn, to be plqcGd 
in th~ confidential St;Ction of tho omploy o 's filo. Every_ 
effort sh~U be made to onsuro thct tho ,,rittcn r0cord docs 
full justice to tho omploycc. 

6. SPECIAL PROVISIO.S APPLICABIJ~ TO EH?LUYEES .'HO J}:! JJ?PO.lN'IE ..• rr IS 
TER! ·rw,.:r_,D BY TH .... i-.If:r.-rrs"°i'RLTIO T PRIOR Tctir:;L~TL'sfo:i"flfii;ir":--A-l;:,,-U,'Tlploy'c:"c 
hose eppointmvnt is ton~inatod boc~~·-failurc to qu°7.lify for. over­

sot.s cppointmGnt on the: grounds Svt out in St ction 5 shr.11 ·be pc.id c.l'l 
sc.lr.ry duo hir1, cny , ccrucd , nnu-:1 lo vc, --no •Jhcll bo pr..id c Svvcr·.n·ce 
a.llo\;cncc of 30 dr.ys' -·,l ·ry , which shell be in liuu of dv~nco notice, 
excopt thr.t until 1 Aor il 1940, cny Gnlploycc ,:hose nppoint1,11.,nt is tGrmin­
r.tod bee us of f Huro to prss the phyoic'cl JXcminr.tion, unLss such 
fcilurc wns due to frets in his mcdicrl history ,hich ho f~ilcd to ~isclos~ 
in his originr.l ox .minr•tion; ohcll bo c..ntitL,d to r ccciv-c .t\,o months' 
s~v~rrnco p~y. In ~ny cr.sw, h~ shrll clco be rcturn?d his contributions 
oo the Provident Fund "'Ild p id th~ r0turn trrn.,portr tion chr.rgcs for 

.. . . 

himself to his plr c of' r1.,sidcnco ct tho tir.io of hi.'3 oppointmunt to tho A 
Administr tion. • 
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Jonn J . Corson u ,,J ,, \- ,. ___ 2 t 

SUEJ CT: Inquiry from • rnis concerning S . ary of fonthly 
~eport oft e Bureau of ·nance & aministration. 

Toaay iir . Lacey of the Office of egional iaison discussed with 
us your problem of distributing copies of the onth y eport of 
the Bureau of Finance and dministration, due to its length. 
You will b glad to lmo t t e ave under ay now a plan for 
preparing a much briefer edition of this uonthl eport forte 
Director General . This briefer edition will contain only the 
most significant items . 

It is proba le t the staff in general int e O would secure 
from ·s brief or SUillli'.,ary edition, all t e in ormation ey wish, 
and t erefore you may decide to duplicate for distribution, tis 
report . It inl-: it is probable tat the ·n nee, er o el and 
ervices staff ill want to see tne full report because t ey re 

more concerned wi tn the det ils of the work being done in tt1e 
ureau of Finance & inistration. 

e hope to be able to prepare this briefer report in connection wit 
our ebruary report, but it may be tnat e will not get it into 
operation until the re report . In any event e rill sen tote 

0 a copy of ot tne full mont ly report and t e briefer one . 
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NOTE OF 4EETING HEID ON FRIDAY, MARCH 2nd, 194-5, m 

MR. MACMULIAN I S ROW., PORTWID PIA.CE. 

PRESENT: Mr. acHullan 
Miss Bowie 

ss Donald 
:Mr. Pa.mis 

• 

The Meeting was called by Mr. a ullan to discuss the system of sending 
irifozmation to Washington. 

Miss Bowie explained that in the Supply Department arrangements had been 
made for an extra copy of everything to be taken, collected together by the 
Di visions, and sent to Miss Bowie o Where a copy of an outgoing letter was not 
self-explanatory a copy of the inccming letter was attachedo Miss Bowie then 
proceeding to look t ....... ,.,u.=t.1.. these copies and to eJimjnate those things which were 
of mere'.cy local or ephe interest. The rest she then sent to ashingtono 

Miss Bowie stated that this arrangement was found to work smoothly and 
satisfactorily; in general what went to ashington consisted of copies of 
outgoing letters and of important memoranda rather than trivial minutes of no 
particular importance outside the Offioe. 

Miss Donald stated that the reorganisation of the Department of Operations 
had prevented 8n3' similar system being put into force; on the other hand, by 
the vigilance of the Classification Branch and the Action Officers concerned, 
copies of reports, etco were increasingly being forwarded to Washington • . 

r. a.cMullan stated that he bad been infomed by the Establishments and 
Organisation Division and by the Finance Division that they had made satisfactory 
aIT8Ilgements themselves to keep ashington informed. The arrangements adopted 
for that pu:xpose by the Infomation Division and the ~gal Liaison Section re 
not known. 

So far as the Secretariat was concerned, 4ro Pa.mis stated that he had 
received copies of minutes, letters, etc., but ex.amjnation of these disclosed 
very little that could· possibly be of interest to Washington. They consisted 
for the most part of notes and minutes dealing with various minor problems of 
office organisation in the ERO. In the nature of things the Secretariat was 
in very close touch with the Office of Regional Liaison in ashi.ngton and he 
thought that there was little or nothing of importance to Washington which did 
not get through in the noxma.l course of events. 

After a general discussion it was agreed to keep the question of keeping 
ashington infomed under continuous consideration in the three Departments 

concemed so as to facilitate the adoption for each Department of the syst 
best suited to its requirements 0 
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It 
-:?' r R 10~;:s~ED-I 

l U.N .. R.A. (•-- Y.) I 
BELIEF AND R :HABD ITATION ADIDITSTRATION 

lrlr. George s. }fooney 
.Ellceoutive Secretary, 
Euro ean Regional Office, UNRRA 
11 A Portland. Place 
I.A:>ndon 1 , England 

Dear George: 

---
F.& A.Weekly Letter No. 5 

24 FEB 1945 

1 .. 

As I write this letter it seems likely that ,both Hugh Jackson and George 
Bailey will be leaving here the end of this week for the ERO. The staff' 
here in t~Bureau of F. & A. have profited a great deal fran George Bailey's 
visit and in a discussion with him this morning I was gratified to be told 
that he feels it has been a very profitable trip for him also. While I 
realize lf.r. @'Halloran has been handioapped during his absence I am hopeful 
that in the long run the time sp<-nt here will prove to have been beneficial 
f'rom the point of view of the ERO. 

Since starting this letter I have received your canmunication of 2 February 
giving us the benefit o y__rur views concerning these weekly F. & A. letters. 
You are correct in assuming that the primary purpose of these letters is 
to infonn the staff members there. You are also correct in understanding 
that I will clearly request action in connection with an item when I wish 
to hear f'ran you concerning it. Thank you very much f'or the consideration 
you gave to this matter and to your he]pful oonments. 

This letter covers the follovling points of infonnation and inquiry, soma 
of which are implemented by attachnents as indicat~d: 

1. Your attention is directed to Administrative Order o. 44, releasei 
12 F bruary "Functions of the Bureau of' Finan.oe & Administration", 
and forwarded previously to the ERO. In my opinion this doounent 
will be very helpful in supplementing info:rniation contained in th 
Division of Responsibilities statement insofar as the functions 
perfonned by the Bureau of Finance and Administration a 1, Headqu·1rters 
are concerned. I hope copies will be made available there to all 
members of the staff in the Establ-Lsbnents & Organization Division, 
and to all those concerned in the Depar12nent of Administration. 

Members of the staffs of the above offices also will be interested in 
General Bulletin 120 released on 16 February and forwarded at that time 
to the ERO "Designation of Ralph R. Boyer as Chief of the Insurance & 
Cla:ims Section, Division of' Finance" setting forth specifically the 
functions perfonned by this Section. 

2. The following two Administrative Orders recently released at Headquarters 
and sent to you will be of particular interest to the recipients of this 
letter: Administrative Order No . 42, "Within-Grade Salary Increases 
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for tncreased Value to the Administra tion"; and Administrative Order 
No. 4,6, "Procurement of Administrative Supplies for Field Missions and 
Area Offices". 

3. Administrat ive B.ldget for the ERO for the year 194-5. 

In my discuss ion with George Bailey this morning I ref erred to the letter · 
to George Mooney of 9 February and asked him to review it with Messrs. 
Mooney, O'Halloran and JA:orhange upon his return to London for the purpose 
of expddi ting a reply if one was not already on the W83' • It is my belief 
that there must be a mi sing "ohapter" of inf'onnntion between the two 
offioes which explains the situation. In other words, I am quite sure 
there was a meeting of minds when the Director General and I were in 
London, that the a570, 720 would be the limitation of the ERO budget in 
accordance with the Montreal action. 

Ma~ters to be taken up by Mr. Jackson ,men in London. 

The attached copy of my memorandum of 20 February to Hugh Jackson will 
furnish you with inf'onnation of some matter s he expects to discuss with 
you. 

• 
5. Inf'onnation requested f:ran the Finance Division. 

The attached memorandun dat ed 20 February is a reminder of a request for 
action on the part of Mr. :V.orhange with respect to accounting delays which 
had been registered in my 31 January memorandum. Please note that on the 
contrary, it requests that no acti on be taken with respect to the Yugoslav 
contribution. 

6. Teh attached brief memorandum dated 20 Februazy gives you inf'onnation 
concerning nationality in the recruitment of UNRRA personnel. 

7. The attached memorandtm dated 26 February acknowledges receipt of the 
revised budgets for ti.n:imun Liaison Missions and Displaced Persons 
Operations in Germarzy- and inf'onns you of steps being taken here on them. 

8. "Division of Responsibility Between Headquarters and the ERO". 

George Bailey is br:i.nging back with him a letter from the Director General 
transmitting the final Headquarters revision of this statement, which it 
is hoped can now serve as the guide to the staff at both Headquarters and 
the ERO until experience with it reveals necessary changes and i~provements. 

Sincerely yours, 

John J. Corson 
Deputy Director General 

Inclosures. :atreau of Finance & Administration 
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•• 20 February 1945 

. 
TO: Hugh Jackson 

FROM: John J. Corson .. 
SUBJECT: Matters for attention in London. 

In a.ccordanOIJ with yaur memorandum of 13 February we would appreciate it if 
you would give the necessary attention in I.ondon to the following matters. 
Before the end of this week I expect to _forvvard to you certa:in additional 
matters for attention in London: 

1. Training plans being made in London and the :importance of keeping Head­
quarters cUITently infoimed. 

2. Baggage insurance. 

3. Infonnation concerning dependency status of Rufus Sheppard and James J. 
Patterson. 

4. Information on group life insw.·ance. 

In addition to the above I understand Mr. Cramer is furnishing you directly 
questions concerning the Displaced Persons recruiting schedule. A:3 yau know 
Mr. Bailey is now leaving for the ERO about the same time as yourself and we 
have discussed with him in some detail the pending questions ooncerming recruit­
ing for the Displaced Persons Program. Therefore, he may be of assistance to 
you in I.ondon on this matter. 

• 

~. 
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20 February 1945 

li'RO\I: John J. Corson 

SUBJECT:Material requested from the Finance Division. 

Thia msnorandun is in the way of a remimer and a wi. thdrmral.,...conoern­
ing materials which were requested from Mr. Morhange which mey be en 
route but have not as yet been received: 

1. Report on Accounting delqs in the ERO. 

You will recall JIG" msnorandt.m of' 31 January, transmitted with 
F'.· & A. weekly letter No. 3, listing 5 peints which were giving 
oonoern to the auditors of the finn of Deloitte, Pl.ender Griffi~hs 
~. In that nanorandtm I asked that • Morbange dispatch 
as of 10 February a report giving the progress which had been 
made up to that time on each of the tour points which were still 
outstanding. It was understood that in the meantime we would 
receive in:f onnation as of' 1 February via the weekly telephone 
oonversation on that dq. Please let me have a c rent report. 

2". !'Ugoalav Administrative Contribution. 

In another memorandun dated 31 Januar,y transmitted with the F. & A. 
weekly letter No. 3 I inquired whether the ERO would assist Head­
quarters in approaching the Yugoslav Government concerning their 
Administrative Contributions for both 1944 and 1 ~5. In the 
meantme we have decided to handle this matter from here ·1n the 
usual manner. Conaequently you need' not give at\Y attention there 
to this oontribution unless we so request later on • 

• 

, 
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JELIEF AND REHABILITATION All . ITSTRAT ON 

20 February 1945 

FR01 : John J. Corson 

SUBJEor: Status of statement "General Principles Conoeming Nationality 
in the Recruitment of UNRRA Personnel". / 

I thought you would be interested in knowing that the cormnents received 
from the European Regional Office on an earlier draft of the above 
statement ave proved very helpful in revising it. A revision has 
now gone fonrard to the lJjxeetor General for his approval which was 
reviewed here by Mr. Bailey of the ERO and in which he concurred. 

Accompan.ying this subnittal to the Director General was a letter to 
George Mooney transmit ting a copy o'f the final statement. Consequently 
the approval of the statement by the Director General will be followed 
imnediately by the release of that letter to you for your infonnation. 
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FROM: 

UNITED NATIONS . 

RELIEF' AND REHABILITATION All1IIrITSTRATION 

20 February 1945 

John J. Corson 

SUBJEOT: Receipt of Revised Budgets for European Operations 

, 

This is just to advise you t at we received a few deys ago the following 
revised budgets which were sent by Mrm :Morhange: 

1. Minimum Liaison Missions Budgets as approved by the Budget Control 
Corwni ttee on 20 January 1945, which supersede all previous Minimun 
Liaison Missions fudgets • ... 

2. Displaced Persons Operations - Germruw., budget as approved by the 
Budget Control Comni ttee on 1 9 Janua;cy 1945, which supersedes all 

revious Displaced Persons Budgets. · 

They are now in process of review by the interested offices here and I 
expect the Budget Officer will have his proposals ready for me to con­
sider by the end of this week. The recan .endations should go forward 
to the Director General shortly thereafter and I hope we can cable you 
the results pr·or to the end of February. 

-
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• reekly Lett r o. 4 

J;r. Georges. 'ooney 
Executive Secretary ~O EB 1945 
Euro ean Regional Office, Ui 
11 A Tortland Place 
London · 1 , England 

Dear George: 

- CE:1\/E 
~ MAR 1945 

U. . ·"•~· (REGY i_J 
I was interested in seeing this week, a copy of the . dministrativ Order 
No. fr001 London "Organiz· tion of the"' uropean egionn.l Office 11

• This 
was particularly loo e inasmuch as I had just a day or two before dis­
cussed with '.l'. Fabricant so e matters and he had infonned me that he had 
not known before he left London of the new organiz tonal setup. In the 
meantime ,e have learned of the ap ointment of' ' atigan as De uty Director 
General for the artment of rations and ,ish to take this opporttU1ity 
to express our ·congratul tions and S"'ure him that the eau of inance & 
dministr tion wants to assist him in ev ry way possible in getting the n 

department operat · in te orl· at th earliest ossible date. 

I am listing belo the items cov red i~ this letter, including those for hich 
there are attachnents: 

1. Plan for additional u-oply ld.s"ions in La.tin erica. ( emorand attached) 

2. ·e v Head u rter procedure 11A'o raisal of overs as Field rson l" hich 
has been developed to help us rd ce the nunbcr of misfits or physically 
or psychologically unprepared individuals fran o st f before they ar 
transported overseas. A copy of this dministrative Order as draft a and 
as now in effect at Head uarters ic attached to the copy of this letter 
from • uJ. ton. I ould appreciate very much if he would revi this 

- ~ aterial and let me have his c ents and suggestions concerning it . 
~~~ ... 

~ .(,.4~~ Procedure for handling rcporti from the field . ( e orand attached) 

~ ~ ,. . Travel to the •ield by ead ters staff: 

(a) Roy ·end.ric.son and Geor 
sev ral days to visit t 

~edi terranean area for th 
other onerating probl s. 

Zanthr-ky are leaving m.thin the next 
·ssion and other oints in th 

ose of handling certain Su.,...pl and 

{b) 'il ton Siegel, Assistant Treasurer is le ving vi thin th 1ext sev ral 
day also, for C iro and subseque tly probably other points in the 
editerr ean area nr:iI aril to see th t nee ss ste s are t en to 
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10 ebruary 1945 

he 31 ·an ssions and 

There will b ithin the next couple of days a letter 
c v ring our re raisal o- t e O Adm.:!listrative Budget 
or 1° 5 ,hie as submitted by rr . orhange in hiu letter of 17 January. 

In the li ht of the Db ·,or G eral',. stat ents while in London and 
the eetings en Dayton and I had ~it the ud ct Control Co ittee 
it as surprisin to receive a budget above the ru ount indicated by 
the Council at ontreal and ap · roxirnatel :in the sar e sha e as it had 
been prior to our discussions in London. 

S:incercl. yotµ"s 

.Tohn J . Corson 
Deputy Director General 
Bureau of :inance Administration 

Inclosur s. 
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21st February, 1945. 

There are a fer, points which will interest you in lfir. Corson' a 

Weekly Letter to Mr. Mooney No. 3. 

Attachment 1. Paragraph 4. 

Would you like me to approach the Yugoslav Government about 

its contribution for 1944 and 1945 or will you be taking this up? 

Attachment 2, 

You may be interested in the NJ.inute dealing with the Adminis­

trative Budget for 1945. 

Attachment 4. 
, 

Replies to most of the points raised in this Mirtute on the 

Report from the Audi tors were made by Mr. Mooney in the weekly 

telephone conversation on 1st February, but I am preparing a :f'ull 

statement on this subject for Mr. Corso 
• 

Proposed Administrative Order No. 36 on Living Allowances: 

The scheme proposed in this Order seems satisfactory, but I 

am discussing it with Mr. O'Halloran and suggesting one or two 

verbal amendments. 

Sir Frederick/4th-Ross. v 

lk. ~~~ ­~, 

I 

)-
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UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

1344 CONNECTICUT AVENUE 

WASHINGTON 25, D . C. 

VIA AIR MAIL F. & • eekly Letter o. 4 

Mr. George S. Mooney 
Executive Secretary 
European Regional Office, 
11A. Portland Place 
London Wl, England 

Dear George: 

UNRRA 

.. 

1 0 FEB 194 

RECEIVED 
2 _ MAR 1945 

I was interested in seeing this week, a copy of the ~•~~~~~"'~·~(~~~.J 
No. A from London "Organization of the European Regional Office". 
was particularly welcome inasmuch as I had just a day or two before dis­
cussed with Mr. Fabricant some matters and he had informed me that he had 
not known before he left London of tne new organizational setup. In the 
meantime we have learned of the appointment of Ed Rhatigan as Deputy Director 
General for the Department of Operations and wish to take this opportunity 
to express our congratulations and assure him that the Bureau of Finance & 
Administration wants to assist him in every way possible in getting the new · 
department operating in teamwork at the earliest possible date. 

I am listing below the items covered in this letter, including those for which 
there are attachments: 

l. Plan for additional Supply ·ssions in Latin America. (Memorandum attached) 

2. New Headquarters procedure 11Appraisal of overseas Field Personnel" lfhich 
has been developed to help us reduce the number of misfits or physically 
or psychologically unprepared individuals from our staff before they are 
transported overseas. copy 9f this dministrative Order as drafted arxi 
as now in effect at tieadquarters, is attached to the copy of this letter 
for • Fulton. I would appreciate very much if he would review this 
material and let me have his comments and suggest.ions concerning it. 

3. Procedure for handling reporting from the field. (memorandum attached) 

4. Travel to the Field by Headquarters staff: 

(a) Roy Hendrickson and George Xanthaky are leaving "Within the next 
several days to visit the Balkan Missions and other points in the 
Mediterranean area for the purpose of handling certain Supply and 
other operating problems. 

(b) Milton Siegel, Assistant Treasurer is leaving within the next several 
days also, for Cairo and subsequently probably other points in the 

editerranean area primarily to see that necessary steps are taken to 



VIA AIR MAIL 

UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

1344 CONNECTICUT AVENUE 

WASHINGTON 2~, D . C . 

-2 /I February 1945 

improve the accounting reporting from the Balkan Missions and 
to handle certain related matters. 

There will be forwarded to you within the next couple of days a letter 
covering our review and appraisal of the ERO Administrative Budget 
for 1945 which was submitted by Mr• Morhange in his letter of 17 January. 
In the light of the Director General's statements while in London and 
the meetings ~en Dayton and I had with the Budget Control Committee 
it was surprising to receive a budget above the amount indicated by 
the Council at ontreal and approximately in the same shape as it had 
been prior to our discussions in London. 

J. Corson 
uty Director General 
eau of Finance & dministration 

Inolosures 



UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

VIA AIR MAIL 

FRO: 

1344 CONNECTICUT AVENUE 

WASHINGTON ~ . 0 . C. 

8 February 1945 

John J . Corson 

RECEIVED 
t MAR 1945 

U.N. R. R.A. (REGY.) 

SUBJECT: Additional Supply Missions in Latin erica. 

The Bureau of Supply has submitted a budget request which 

would cover supply missions in Santiago, Chile; Bogata, 

Colombia; and Mexico City, Mexico, in addition to the 

Supply ·ssion now located in Rio De Janeiro, Brazil . 

Their plan eontemplates that three members of the staff 

in each of these offices would be regular U employees whose 

salaries would be met from the category of dministrative 

Expenses . The remaining staff members which preferably 

would be recruited in the countries themselves and would 

consist mainly of secretaries, would be paid through the 

contribution of the country involved. 



UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

1344 CONNECTICUT AVENUE 

WASHINGTON 25, D. C. 

VIA AIR MAIL 

FROM: John J. Corson 

SUBJECT: Procedure for sending instructions 
Mission Reports to Headquarters. 

7 February 19',r~::"":'.:----­
R,~CEJ\/EQ ,· 

'-· MAR 1945 

. ~-N. R. R.A. (REGY.)ji 
concerning Country -

There has been some cable communicatione concerning the drat Administrative 
Order providing a system of reporting from tne country missions. Your last 
cable was No. 189 and we have asked 11r. Jackson in his weekly telephone 
conversation on 8 February to explain more fully the factors involved. 
Since the reporting system should be a product of the best thinking of 
Headquarters, European Regional Office, and the Country Lussions, com­
piled into an dministrative Order which is applicable throughout the 
Administration, any changes in instructions would be released only after 
there had been agreement between the European Regional Office and Head­
quarters. ~ you know we follow that procedure in connection v1ith Admin­
istrative Orders and secure an understanding between Headquarters and the 
European Regional Office before releasing an dministrative Order which 
comprehends the European Regional Office. Since only approved instructions 
therefore will be sent to the Missions, it is contemplated they will be 
sent simultaneously to the regional or area office to which the Mission 
reports as well as to the Mission itself. There would be no advantage, 
after final approval of instructions by Headquarters in agreement with the 
ERO, in having such instructions sent to London for redistribution to the 
Missions. 

you know Miss Helen Jeter who has been carrying responsibility for 
development of the reporting system will shortly proceed to the ERO and 
the Field Missions to assist in establishing the reporting system and to 
secure the thinking there with respect to the procedural details. 



'. 
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UNITED NATIONS //, /3/ /91/c. dd 

RELIEF AND REHABILITATION ADMINISTRATION / / 

1344 CONNECTICUT AVENUE 

WASHINGTON 25, D . C. 

VIA AIR MAIL 

N.r . George s. rooney 
Executive Secretary 
European Regional Office, UNRRA 
llA ortland Place 
London i'fi, En~land 

Dear George : 

F. & •• eekly Letter No . 3 

·. e are very glad to nave George Bailey here and expect to make good use 
of his services for tne next couple of weeks . He had~ quick trip over 
here and we hope the information about our activities and plans here will 
prove useful to him and other members of the staff in Lon on, upon his 
return. 

Contents of this Letter: 

1 . Steps being taken at Headquarters to encourage receipt of the 1945 
Administrative Contributions from mber Governments . 

2. Analysic of dministrative Budget for 1945 . 

3. Decision of the Director General concerning policy relati:1g to 
the use of Local Currency derived from the sale of U Supplies . 

4. Report from uditing firm concerning delays in ERO . 

5. Registry of il at ERO and Headquarters . 

6. Developments concerning field allowances, within- grade promotions , 
and employee progress reports . 

With best wishes , 

Sincerely yours 

• Corson 
Dep Director General 
Bureau of Finance & dministrafun 



UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

1344 CONNECTICUT AVENUE 

WASHINGTON 2!5, D. C. 

31 January 1945 
VIA AIR MAIL 

mo : John J . Corson 

SuBJ T: St ps bein t ken at Headq_u"l.rters to encourage receipt of the 
1945 dministrative Contributions from ember overrunents . 

In order th t you will be kept current in our activities here on the above subject 
I am se ti ting forth belo1· t e proe am e have developed he e to encourage and f o­
:i.li tate the submittal of contributions by me;JJber governments . .s ycm ·.vill see 
ar graph 3 relat s to outstanding contributions for 1944 also . 

In addition,. e would like to have yo11r reaction to the question posed in paragraph 
4 concerning the contribution from Yugoslavia . 

1 . Letters will be dispatched by 3 February to the follon.ng governments , indic­
ating t eir respective allocations and requesting payment at an early date . 

( 

(b) 

icaracua, anama. , eru. 

2. Special letters will go out by 10 February to the followil'lt; ountries w ose 
general contributions have been authorized : 
razil , Icel nd , Liberia, exico , Union of South rica, Venezuela . 

3. Special letters covering dministr tive Contributions outs t anding for 1944 as 
well as for 1945 will be dispatc ed by 28 February to : 
Bolivia, Costa Rica, Ir n, Iraq, Chile , cuador , aragua~ , Uruguay . (Individual 
treatment in each case vn.11 be given as all these countries di fer in their 
general contribution status . 

4. p ci 1 handlinB is indicated for ustralia , w1ose adwJnistrative contribution 
is a part of its general cor.t~ibution already autnorized. Yugoslavia owes 

65, 000 for 1944 plas 52 , 500 for 1945 . ould O assist us in approachi ry 

Yugos v overn."Il nt in t ·· s matter? 

5. t ' s contribut·on is being referred to Cairo by c ble . 

6. The contrib~tion oft e u.s .S .R. i~ handled by Mr . Ccr~on. 

? . The US. contrlbution has been covered already by a letter to Mr . Cro ley. 

8. Canad rs dministr tive contribution is ~v il~ble in t..~e operati ng account in 
Ne~ York and ic bclng transferred to the administrative account . 

9 . The 1945 dministrative contributions oft c Dominican Republ ic , New Zealand, 
nd the United Kingdom have alre:i.dy been paid. 

_,_,_~ ~~--- --~~-~-~---~~--------------



UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

VIA AIR MAIL 

FROM: John J. Corson 

1344 CONNECTICUT AVENUE 

WASHINGTON 2!5, D. C. 

31 January 1945 

SUBJECT: Analysis of Administrative Budget for 1945. 

At the weekly ecutive Staff Meeting of the Director General held on 
23 Janua~ t~e Director General said he wished it to be understood by all 
Heads of Buree.us and Di visions that they should budget for the development 
of their ad...~inistrative units within the figures approved at ontre~l . He 
stated that while consideration would be given to any legitimate request 
for expansion beyond that, the presumption should be tnat every Division 
would plan its work within the allowances originally foreseen and there 
should be no general expectation that larger expenditures would be met . 

t the meeting it was pointed out that while the Montreal Conference had 
approved an eleven and a half million dollar budget, it was probable that 
no more than ten and three-quarters million would be available because of 
delay or default on the part of contributing governments . Never eless, 
administrative expenses continue and some new obligations , such as the 
administration oft e Sanitary greements, are being placed upon the dmin­
istration. To avoid asKing the Council for a supplementary budget it is 
essential that all parts of the dministration continue wit in the preeent 
budget allotments at least forte first half of 1945 . ·1e it was recog-
nized that in an emergency use could be made of the Co tin ency Reserve it 
was t..he Director General t s view that it would be undesirable to draw on this 
too early in the year . Reference was made to the fact tat there is already 
provision for the expansion of the Headquarters staff from 750 to 925 posi­
tions witP.in the framework of the 1945 budget . The Director General said 
that in view of expansion whl.ch is being requested by some parts of the 
organization he hoped that the maxir.ium use would be made of present personnel 
by transferring them from overstaffed offices and divisions to those which 
are understaffed , before any new employees are added . 

It is expected that the detailed workload analysis being made by t~c st~ff 
of the Budget Divicion at Headquarters of each Bureau and Divisio ·11 have 
been completed and the reports on them written by th end of Janua:cy . T is 
is a collaborative endeavor which is performed by the people actually doing 
the work in the various Divisions in cooper~tion with fue sta f members of the 
Budget Division. orkload figures are used to the greatest e.tent possible in 
order to develop objective d ta for apprising the budbet requests . 

It is hoped a si.'11ilar objective technique is being used int e .O in orderto 
insure equity and the ~ost effective use of a ninistrative funds . 



UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION I 
1344 CONNECTICUT AVENUE 

WASHINGTON 25, D . C . 

31 January 1945 
VIA AIR MAIL 

FRO.!: John • Corson 

SUBJECT: Decision of the Director General concerning UNR.i:1.. 9olicy relating 
to the uce o; Local Currency derived from the sale of Ui Supplies. 

In thls note I just rant to bring to your attention,· ashington Cable 
to London Nucber 142 of 23 January ~utGing forth tne principal po·nts 
of the policy ich t e Director General is follov~ng nth respect 
to the use by ~ recipient gover~~ent of 9roceeds derived from the 
sale of UN!t supplies in a. country. s you will notice from the 
cablegram e DirectQr General is advising the members of the Central 
Committee of this policy. 

copy oft e Director General's memorandum to the Central Committee 
s been sent to you b; pouch. 



UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

VIA AIR MAIL 

FROM: John J . Corson 

1344 CONNECTICUT AVENUE 

WASHINGTON 25, 0. C. 

31 January 1945 

SU-.t0ECT: Report from uditing firm concerning delays in ERO . 

/7 /SJ'o 

In a telephone conversation with Mr. Cochrane of Deloitte, Plender, Griffiths 
& Company he referred to his "disheartening nev;s from London11 which had been 
forwarded in a communfoation dated about the 2nd of January . A cable from 
here has already gone forward to you on this matter but I am setting forth 
below the points which were presented to us . I would a~preciate naving a 
reply dispatched to me im.~ediately by Mr . Morhange with respect to points 
1, 2, 3 and 5. 

1 . That although they had agreed when lu- . Cochrane and yourself were in 
London that approximately 14 additional employees would be added to the 
accounting staff of the ERO office , only 4 additional employees had 
been employed to that time . 

2. That although complete agreement had been reac ed on making changes in 
the payroll processes no action had been ttken to give effect to the 
recommended changes . 

3. That the work of the office was getting further behind rather than any 
progress being made to get current. 

4. That he did not know wnen the November 30th Financial Statement would 
be completed (the November 30th Report from London was actually received 
in ashington about the 19th of January). 

5. There was considerable doubt as to just when t e report as of 31 December 
would be completed . 

Could I look forward to having this rep:cy dispatched by 10 February. In the 
meantime I hope to receive via the weekly telephone conversation on l February, 
such immediate inforrr~tion as is available . 



UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

1344 CONNECTICUT AVENUE 

WASHINGTON 2!5, D. C. 

VIA AIR MAIL 31 January 1945 

. I 

TO: 0 

FRO~: John J . Corson 

UE<,;.uCT: egist:-y of • ail at O and . eadquarters 

In accord nee nth request from • Jackson I have instructed 
a1l embers oft.est ff of tne Bureau of inance dministration 
,:ho m y tr vel between Headquarters and the O or the country 
mission to hav a mail which ti e T car ersonall , pasccJ 
t. ough tie egi tr-J for suitable classification and routing to 
all the interested offici ls . 

e re of cour e eager to ave a sirrilar proceaure dhered to 
at uarters and rill appreciate tne f ct fall me~bers 

Ost ff .ho bring matJrials to eadquarters will see 
is prnper routed and controlled here before dispatching 

it to the individual concerned . 



UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

VIA AIR MAIL 

1344 CONNECTICUT AVENUE 

WASHINGTON 2!5, D. C. 

FROM: John J . Corson 

31 January 1945 

SUBJECT : Statements on status of allowanoe policy, within-grade salary 
increases and employee progress reports for incorporation 
in London letter . ' 

(a) The proposed allowance policy has been drafted in the form of 
an dministrative Order and has been given to field service 
employees for their consideration • • co-py is attach~d . 

(b) plan for 1vithin- grade salary increases is being developed 
wlioh provides that all employees shall be considered for a 
salary increase at the end of each 12 month period of service 
with the dministration during which they have received no salary 
advance . :&iployecs who are certified as being of increasing 
value to the organization will be granted increases. Preliminary 
draft of dministrative Order is attached. 

(c) system of employee progress reports is planned to be ready to 
inaugurate in Headquarters by 1 March. The attached drafts of 
dministrative Order , forms and instructions i:iave cleared div­

isions and are waiting final approval . 

These three proposals will be discussed with 
at Headquarters . 

ttachment,s 

• Bailey while he is 



'ITT I ED ATIO S I ;IST tATIV~ ORDER NO. 

l O JANUARY 1945 
,.,ELIEF .AND P.EHUILIT.A.TIO 

I IST TIO! 

SUBJECT: EMPLOYEE PROGRESS REPORTS 

1. PURPOSE; This order shall state the purpose and use of Employee 
Progress Reports for u~LUUL employees, headquarters, regional offices, and 
field, and shall prescribe the procedur for employees stationed in Washington. 

2. PURPOSE _], 1l§! Ql :FM'LOYEE ~BOGP.).5S REPORTS: Employee Progress 
Reports serve at o-fold purpose: 

(a) To give a continuou written record of an employee's work 
performance througr..out his employment with UMRRA. These 
progress reports may be discussed by the immediate supel'­
visor with employees who request 0.n evaluation of their 
work performance. By effective discussion with the employees, 
supervisors are able to use these progress reports as a 
training pool in developing employees to their highest 
potenti lities. 

(b) To be used administratively whenever personnel actions, 
such as transfer, promotion, lay-off, etc., are contemolated. 
The weight which Employee Progress Reports shall carry- in the 
final decision of contemplated perso el actions shall vary 
with the circumstances of each case. 

Copies of pl~yee Progress eports shall be available to the 
receiv ng supervisor in all cases of transfer from one 
organization unit to another. 

3. p OCEDURE: Employee Progress Reports shall be written on all 
UURRA employees through Grade 12, head4ua.rters, regional offices, and field, 
regularly once a year on l arch. 

On or about 15 February, blank Employee Progress Reports 
sho ing only the name and division of each employee, shall be sent to the 
bureau or division chief for distribution to the proper supervisors. They 
shall be completed and forwarded by the immediate supervisor in accordance 
with "Instructions for :Employee Progress Reports II form *---'• 



WHY bAVE 
PROGBESS 
P.EPORTS? 

HO ILL 
1Y BE 

lJ ED? 

OU WHOM 
ILL 

GRE.SS 
ORTS 

BE WRIT­
TEN? 

IUSTRUCTIOUS FOR »APLOYEE PBOGBESS REPORTS 

Employee progress reports are appraisals of an employee's work performance. 
It is important that supervisors periodically take stock of the work 
performance of their employees and that employees be informed about their 
progress if they wish • .AJ.though it is recognized that no one system will 
be satisfactory to all, the establishment of a plan such as this provides 
for periodic appraisels of work performance throughout an employee's 
employment period, and for uniformity in the methods and approach used. 
Employees want to know how well they are doing and it is the responsibility of 
each supervisor to be aole to discuss this intelligently with his subordinates . 

Well prepared progress reports also serve as an administrative tool throughout 
the orgenization, available to supervisors for consideration when personnel 
actions such as promotions, reclassifications, transfers, etc., are contemplated. 
They point up training needs for individual employees or groups of employees. 
And they serve to acquaint supervisors with the IDTRRA work histroy of any new 
employees assigned to them. 

Periodic reports of an employee's rk history will be helpful when p9r£onnel 
action is contemplated but the consideration given to such progress reports 
and the weight which they shall carry in the final decision of anticipated 
action will vary. 

Copies of progress reports shall be sent to the field from headquarters or 
from one country mission to another prior to or at the time of the transfer of 
a field employee. Progress reports for employees stationed at headquarters 
or in the regional offices shall be available to the receiving supervisor 
in case of transfer between organizational units. 

Employee progress reports should be used in discussing with an employee his 
work performance and his standing within the division. Through effective 
discussion with the employee, the supervisor can use progress reports as a 
training tool to improve the work record of the entire unit. 

All UNBRA. employees through graae 12, headquarters, regional offices, and field, 
shall be evaluated regule.rly once a year on-------------• 

Individual voluntary society personnel shall be evaluated as U1rnRA. employees, 
but volunteer society units shall not. 

An employee who transfers fm m one o rgani zat ion unit to a.no ther shall be 
evaluated by his supervisor prior to his leaving his position. 

Employees who complete their training assignment at the Training Center at the 
University of Maryland shall be evaluated on forms used for such specific 
evaluation by the Training Branch. 



WHO ILL 
TRITE 

PBOGRESS 
F.EPORTS'? 

HO IS 
EPORT 

WRITTEN'? 

INSTRUCTIO ·s FOR EMPLOYEE PROGRESS REPORTS (Continued) 

Progress reports shall be made out by an employee's immediate supervisor. 
If an employee div i des his time between tvo supervisors a progress report 
shall be completed by each supervisor. 

If a supervisor feels that an employee has been under his supervision for too 
short a time to warrant a full progress report, he may comment on those 
factors with which he is familiar and indicate that further co~~ent is not 

poss ible. 

A supervisor who transfers from one organization unit to another shall be 
required to make out progress reports on his employees prior to his leaving 
his position. 

ithin eacn division, progress reports completed by immediate supervisors 
shall be reviewed by the bureau or division chief and any of the intermediate 
supervisors designated by him. It shall be the responsibility of the division 
chief to review the progress re rts from an over-all organizational point of 
view in order to eliminate any trends among his sunerviors toward generally too 
high or too low work performance standards. Comments by intermediate super­
visors or the division head should be written in on the form. Should the 
division chief or ai:ry of the intermetiate supervisors wish to discuss any of 
the progress reports with the immedis.te supervisor who is responsible for 
them, he should do so at this time. After review by the division chief, 
progress reports are to be forwarded to the employee utilization officer, 
Personnel and Training Division. 

Pagel 

ee.d the entire form through ci>refully before writing any comments. 

Consider carefully the employee's position, grade, and work assignment. 
Refresh your memory of the position's intended scope, duties,. and responsibilitieE> 
by re-reading the job description on the basis of which it was a11ocatea. by 
the Classification Section. Determine also whether the employee should be 
included under supervisors, professional or technical employees. or clerical-
cecretarial employees. 

The suggested factors listed on Page 1 of the employee progress report form 
should be considered thoroughly. Oormnent in your own words on all things 
pertinent to the work of the employee being appraised, and add also comm,mts 
on other points whichh~lp to give a more complete ~icture of the employee's 
work performance. It is important to bear in mind that this is an evaluation 
of the employee's work uerformance, not of the employee himself. The work 
performance is me 0 sured by ·the yardstick of reasonable job requirements. and 
these job requirements must be related to activities found in the position. 

Page 2 

For purposes of effective operation within your own division and for the 
purpose of so'Wld employee utilization throughout the organization full 
comment is needed in the first group of questions on page 2. Think in 
terms of the employee 1 s maximum skills and abilities. Are they being 



WHAT HAP­
PENS TO THE 
REPORT? 

PBOGBESS 
REPORTS FOR 
PBO". IONARY 
PER . ..J. 

INSTRUCTIONS FOR ll2PLOYEE PROG~~ss REPORTS (Continued) 

used effectively on his present assignment? can he best serve the 
organization on his present assignment? Has he developed new skills and 
abilities since assignment to his present work, which make him of greater 
potential value on another job? Is he now able to carry greater responsi­
bilities? Is he not completely satisfactory here but potentially satis­
factory on a job more suited to his individual abilities? Comment fully on 
the employee's place within your organizational unit and on any possible 
general future action such as promotion, reclassification, transfer. 
dismissal, etc. 

When you have compl°eted the progress re ort form, sign and forward it to 
your ir.unediate supervisor who will add any necessary comments and forward 
it to his supervisor, etc. 

Most employees are anxious to know how they are evaluated by their supervisors 
and it becomes a supervisors responsibility periodically to evaluate an 
employee's work performance to him. Supervisors are encouraged to discuss 
progress reports with all employees, but shall be required to discuss progress 
reports only with those employees considered unsatisfactory or those 
requesting a discus@ion of their work. An effective progress report interview 
helps both the supervisor and the employee. Allow sufficient time for full 
discussion. Let the employee speak freely, ask questions, and make 
suggestions. Answer all of his questions directly and fully. Discuss his 
job and his work performance, giving praise where deserved, and criticize 
straight-forwardly and constructively. Help him analyze his problems, 
suggest various possible solutions, and offer to help him in carrying them out. 

Progress reports should be discussed with employees not later than two weeks 
after the date of the report. 

Completed progress reports shall be forwarded by the bureau or division chief 
to the employee utilization officer, Personnel and Training Division. 

Progress reports shall be made on all new employees uuon comnletion of the 
three months probationary period on the first assignm~nt. The purpose of 
the probationary period progress report is an evaluation of the employee in 
terms of his desirability for permanent employment with mru..1. Although it 
is recognized that the' evaluation will of necessity be general, as detailed 
comments as possible will be helpful, and it is important that' the questions 
on page 2 of the form be ans ered fully. 



Ul.BRA. E !PLOY E PBOGEE S REPORT 

DA.TE. __________ _ 

rune ________________________ Hdqtrs. ____________ _ 
Position & Grade Unit ______________ _ 
How long has employee orked on present job? Eow long under you? --------

Please read entire form through c refully before writing any comments. · ee also 
Instructions for loyee Progress Reports, Form #_. 

I STRUCTIO S: Give a concise statement on the work errormance of this employee 
during the past 12 months , or fraction thereof, while under your supervision. The 
following f ctors are suggested for consideration. Include also comments on his 
strongest and weakest traits, his ca city for growth with UNRRA., and any unu.sual 
--. cumstances, health, special. as ignments, etc., which may h':1.ve affected his per--

,rmanc • Consider: 

Quantity of 1'0rk accomplished in a given ::'.)eriod of time. 
Ability to plan work and go ahead with a job without being told every 
detail, and bility to make con tru.ctive sug estions. 
Interest and versatility in various types of work. 
Success in cooperating and working effectively with others, including 
co-workers, those exercising greater authority, m d outside contacts. 

SUP ERV ISO BS 
Ability to outline work clearly, delegate responsibilit , and secure 

dequate results promptly. 
Leadership bility and respect of subordinates. 

PROFES::iIOi lL OR TECffiUCA.L .iPIOYE 
Competence, lmowledge, and j\td.gment in the subject matter of his field. 

S C ET.ARli!.rCLERI~ :EMPLOYEES 
Accuracy, thoroughness, and. dependability of work results. 

FIELD E LOYE 
Ade.pta.bili ty to worlrlnP.: in a foreign country, under new and quickly 
changing conditions, political situations, foreign languages, etc. 

STATEMENT BY SUPERVISQR: 



Has this employee the assignment which best utilizes his skills and abilities? 

What different kind of assignment would you recommend? 

Comment: 

If this progress report is on employee's probationary period, com.~ent on 
his desirability for per~anent employment. 

Has the gist of this report been discussed witn the employee? Yes No --
Reported by ___ --:::-----------------------------Name Position Title 

Comments, if any, by intermediate supervisor (Please sign and date): 

Comments, if any, by Bureau or Division Chief (Please sign and date): 
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UlHTED NATIONS 
RELIEF .AND R~.A'.BILITATION 
ADMINISTRATION 

Preliminary 
Draft 

.ADMINISTRATIVE ORDER NO. 36 
(Revised) 
24 January 1945 Page 1 

SUBJECT: LIVING .ALLOWANCES PAID TO EMPLOYEES SERVING ABROAD. 

1. PURPOSE: The purpose of this order is to provide the bases for determi­
nation qf living allowances paid to UNRRA employees when assigned to posts 
of duty in a country other than the country in which their hom~ stations ere 
located. This order shall apply to all UNRRA and voluntary agency personnel 
serving.with tnr.R.RA who aro stationed outside their own country. It super­
sedes Administrative Order No. 36, issued 13 November 1944, which is hereby 
r◊voked. 

.• 

' ' . 

• 
: 

2. 11:PPLICATION: Tho rates prescribed in this order slia.11 apply not later A 
than April 1, 1945 to all employoos serving at a post of duty in a country • 
o~her than tho country in which their homo station is located. 

3. DELEGATIOU OF AUTHORITY: i'ho authority heroin granted to tho Chief of 
Mission can be exorcised by tho officor in charge of a fiold mission or 
offico rogru;dless of his title. Tho living {l).lowanco for hoad.4uarters will 
be established by tho Doputy Director General for Finance and Administration, 
and for E.R.o. by tho Administrative Co'tlllcil. 

4. DEFUHTIOU OF HOME ST.ATIOM: Tho homo station of an employee is the city 
to which ho will be returned at the t orminn.tion of his omploym:rnt. It shall 
be determined at the time of his appointment by tho Personnel Division of 
tho office by which ho is recruited as follows: 

( a) If tho .Administration has nn office in the co'tllltry of which the 
employee is a national, his homo stn.tion shnll normally be· the 
city in which tho principal office of tho Ad.ministration in that 
country is located, oxcopt that in tho cnse of an employee who 
doos not reside in the country.of which he is a national, the 
Personnel Division may dosignnte a city in tho country in which 
ho resides as hie home stRtion. 

(b) If tho .Administration has no office in the country of which tho 
eoployce is a national, tho home ~tation shall be the city designated 
at the tine of appointment, which ordinnrily will be a city in the 
country of which he is a national. 

5 • GENER.AL PRU CIPLES: 

(n) Living allownnces shall be paid to eMployoes serving outside of 
their own co'tllltry (as defined in pnrng.rnph 3). This nllownnce 
shall cover in both low and hi1h cost areas the n.d.ditional 
living costs which enployee in~ure by reason of foreign service. 
It s h.i.11 bo prod in locnl currency at the oost f avorablo rate 
of exchnngo i:tvmlable to tnTRRA. 
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(b) The living allowance shaJ.l 't.Je composed of.: 

( 1) An allowance to . cover .. the . addi~ional cost of food 
and lodgine. · · ·. · ·, 

. ( 2) A flat allowance of $1. 50 pe_r _p.ay to cover the . 
incr8n.sed cost of :i;ncidentals.. · .. : 

( c) Sinca thr- living allowance sho.11 cover the extra 06.st .of liv.ing . 
, abroat'i, it ~~•il 1 v1.• ry : ,° .',.: . ' ... 

• #,. .. •· • ' . - ~- .' .... , ... , 
(1) According to the cbst · of _f.ood a.nd ~oo.g~ng ['lt the 

different ~tations as. d te;rmined by the Chief· o-f ·Mission. 
' : . . ,- .• . . . ~-

(2) According to the de-penclency stRhl.S and. s::tlflry level 
of 1he empl<?j,·ee as ~xul:lined 'ih paragraph 7 _- . . . ··, ·: 

' ,•,. 

(d) SinGe emp:\,oy ees of the Administm.t-ion.rµny ch.-i:.i.).i?;~ their: stn.tus · · 
~requently 11.nd at il·rer;ulnr inteJ;vals·; n.llowi:;nce g will be • pa:i. d on 

.. a per (liem basis to permit •r~ndy; .ndJu.stment. in:'th'e · n:1loivance ro.te . 
... f ' ~ • ' • • • • 

• I' .• ; 

6 . ESTAJ3LISH,!~Nr OF SCALES OF LIVING :"G.Lo·•A::JCES •. 

(a) Tne Chief of \11ission , n,ftPr coHsultn.tion with the loca.l government , 
sr.n.11 · edn.bli sh the s ci.1le or scnlen, of :fiving alt~.ynn-ces · inchded in T:.ibl e I 
of t.u s order whicn sh:i.11 t1.pply to the o:.·ea. ::.s . n. whole , or to pr-rticulnr . 
locnliti·e s as circui1:.stahce s warrr~nt . These seal ·s sl a1J.' ·b e rtvised from ·. 
tit1e to time to take into t>. ccount -ch .... nges. i .n ·the ·co,;,t of living. · - · 

' . ' 

(b) The SC[~l es of living allowances e·stn.blished -by the Chi ef of Mi~f i .oi::i 
- 11: 11 LH.' subject to the n.pproval or revicion by the Deputy Director Gen erni 
fo1· Finn.nee nnd Adr.1ini .., trntion. The Chief of l ission , ho"•ev er , m:"Jy .estnblish 
provision:1.l scales of n.lloy:['.nces which r-hall be put into operntion' vn. thout 
vmi ting for the approval of the Deputy Director Genern.l for Finance E>nd 
Admini s tration , but the .:1pproved scales when estub Ushed '"'hnll apply to the 
entire period. 

( c ) Chiefs of Missions s hnll f orwo.rd to hen.dqmrtr>rs or to the 1:1pproprio.te 
regional offic e their rec01Tu.--:1e11dnti ens for the esta.blisbmen t of scn.les of 
living ullowances , together vri th infornnt ion indicn.ting ( 1) the cost ot 
living in encl. a.rea for \:hic:C individuru rntt,e nre estn.blished; ( 2) the 
actual living co s ts of employees of the Ac'h":1ini:..tr::1.tion; and (3) compnrable 
r <>.. t ,s used by othnr n~ •ncies . The Ei:iropean P.egi.onn,l Office '"holl review 
a,nd for,m.rd to hen.cqmrters ···ith it. comr.1cnts nnd recormnend.ations such 
reports received from miscion3 und~r itf juri sdiction. 
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7. MI:THODS FOR D:ETERMIHIHG SCAL:JS OF LIVIlTG ALLOWAUC:ES. 

( a) Tho Chief of Mission shall, in consul,tation with the locnl govern­
oent, deternine the Dvcrage reasonable per dieo cost of food and lo:lging. 
If oi ther of these i tcina is 'Provided to employees wi tho,it charge or at 
roduced rates not goncr:uly.~pplicable in tho area, t~o n.ctuul cost shall 
be used t.l'deternining tho cost; if both of these it ens arc provided without 
clln:rgo, · the cost will be nil. . · 

\. 

(b) A fl(.1,t n.llowance of $1.50 per dien· shall be paid to rul eo_ployees 
to cover incron.sed cos.ts of incidentals other than necls and lodgings . 

. ' 

(c) Employees with dependents shnll receive a living nllowance which 
covers the full cost of r.ieals l'.lld lodgines, plus $1 . 50 per diem. The Chief 
of !-:ission sh::.11 detornine which of the sever:tl scRles of living allownnces 
cont~ned iz:,. Tnblo I shnll be npplicn.ble , selecting the lowest scale which 
provides for er.iployees 'With dependents on ollowrmce sufficient to cover 
these itens . 

(d) Eoployoes without dependents shnll receive a living n.llowence which 
cov'"'.rs the full c9st of non.ls o.n.d loc1.gings, loss the a.nount which they 
r.orr.i~.11~• spend for those i tc_ns in their hone co,mtry , plus the flat nllowance 
of $1.50 per c1-ien. ~he ro.tes n.p:plico.ble for enpioyees without o.ependents 
UJ1.dcr ench living nllownnce scnlo , r.nd acpording to saln.ry received nre 
indic~tcd in Table I . 

8 . J\LLO If .AJ. CE To· TWO OR ~RE !i:E:1IB:sRS OF A FAMILY. Tr.e tot al of n.11 allow::-.ncos 
prdc. to· two or nore nenbors of tho sro:ie f nrJily enployed. 1?Y UlTRRA who are 
liv-ing together and cnti tled to receive a living and q_ Uc-'U'ters ru.lowance shnll 
not exceed the nllownnco for nn er.rplovee with dependents . 

9 . VARIAT!Ol"S IH SC .. !.1:"JS OF .ALLOWNTCES , . 

( n) lTornnl:ly tho ecru.e · of Allowonc0n estn.blishod for the area ar for a 
particular locr>lity will be ~r,plicablo to ru.1 enployocs in the nroa who nre 
cntitlocl. to nllown.."lces , but if one or nore cnployees nre _provided fron· 
official sources with food one. lodging or both without c!1n:rge or nt reduced 
rates , the stnndard scale of tllownnce fo~ the locnli ty will not apply to 
such onploy9es , anct the Chief of Mission shall estei,blish. the n:ppropriate 
scnl.es applicable in tho individucl cnses . 

( b) lTornfilly n single scale of nllownnces shall npply ~ike to on:ployees 
o: ..,11 gr:1.des , but if the C:iief of 1issior- finds that in f::1.et the cost of 
food and locgin s differs suost::1nti~lly for (1) secretarial And clericru. 
on:ployeos , (2) executive , ndhinistrative , r.nd professionr1.l cnployoes , and (3) 
tr:.o chief officers of the nission , inclu<.UP-G the directors of the several 
f ctionr+ divisions , he nciy estub;I.ish a.ifferont s~l'l.los for en.ch of these 

roupo in n.ccordx1.cc with the nvern.ge reasoncible co st s of enployeos within 
the group . 

• 

-
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( c) If tbt:.: Chief of Mission finds that • the scales of allowances contained 
in Table I are insufficient or for other reasons inapplicable ., he may recom11cnd 
the esti.iblishment of other scales of allow~nces to meet the siturltion, follov-,ing 
as closely as pos-sible ~he· essential fe· tures of the scr,1._les included :i.n Table I. 

10. ,'.LJ.,OTANCES TO /; l ,;:?,.1PLOYE:E IN TR .. NSIENT .ST.'.TUS: V:hile in transient stc.ltus, 
i . 1:.;., tr·iveling awi.,y fro1:, his post of duty, an employee will not be Emtitled to 
recd Ve t~e living ,!nq. quarters allow1nce p::i.yc1ble under this order in addition 
to · the r at,0s established 'lflor tran~i•8nt or casual travelers. Such &n employee, 
hovvevor, mo.y receive fln allowe.nce. at n r cte fixt:d by the Chief of Mission to 
compensate him ·for any continuing_ expenses of lo~ging at his post of duty. 

11. ,\RR,',t!GE!i'TIJTS FOH Bi'..RDSEIPS:. In exception~i hc.rdship cases, where the pay­
ment of a l lowances fixed oh tho above bases woµld cause undue hardship to the 
employee, because of JXceptional conditions wnich obtain in the field, the 

a Deputy Dinctor G1::mclral for Finance ,:ind 1\dministr· ,tion or the Chief of Mission 
• may npprove of a pay.i10nt other than the rate of allov-; m ce prescribed in accor­

dance with this order. The Chief of Mission will report any authorization of 
chLmge in rate of allovrnnce made by him to the Deputy Director General for 
Finance ;J.nd i,drninl.strb. tion. 

12. 1\LLOV"!.NCES FOR VOLUNT,JiY ,.GH.:iCY PERSONNEL: i- living allowance will be paid 
to employees of voluntary ::1.gencies assocbted with UNRH.,,, on the same basis 
as other employees of the r,dministrution, except that volunt'iry .::1ge •1cy personnel 
rect:::iving salari"s of less than .,.,1000 annually will be paid at the r :..te estab­
lished for einploy-::es with dependents, reg ,. rdless of their dependency status. 

13. Dt:T':h~II NnION OF D:::Fr,,ND:>rCY: For the purpose of determining the amounts of 
a lov1 t nces to be paid to e1aployees stntioned at a post of duty: 

(a) ;.n employee will be considered as an "employee with depeudents 11 if 
( 1) he ,naint.1ined a common domicile with the persons whom he claiJns 
as depe:1dents prior to his cmployme:nt by the J•,dministration ~nd th'.lt 
during his employment away from his home station he continues to 
m::i.i 1ttln a do;nicile for such dependents, 11nd (2) he contribute s 
curr<.;ritly rnore than 50% of tbe support of such dependents. 

(b) ~.n employee will be considered as an "employee without dependents" 
if h,~ does not ,n ::: d tht:: conditions for <.m,ployees with dep r1dents 
given in paragraph (a). 

14. ;.PPh.OV 1.L BY THT.i; DEPUTY DihECTOB. GENER1'.L FOH FHJ..'.i NCE .'.ND ;,DMINISTR! TI ON: The 
rate established by the Chief of Mission shall be subject to approval by the 
Deputy Director General for Finance :md i dministr tion on the recommendation 
of th regional office. Tht.l Chief of \fission m~y est ·,blish a rate without 
waiting for approv'll of the Deputy Cirector Genern.l for Fin-mce E .. nd ndministra­
tion, but the approved rt1t0 when e t- tablished will apply to the entire period. 

15.. RSVISION: This order is subject to amendment without prior notification 
to c:mployees and should not be reg.•rded as p·-irt of the ~mployment contract. 
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-.:xplr w,ti.9_1:!: The scale of r ates appiicable to each station is dGterm:ined by the • 
ChLf of .JissionJ with the approvc:.l of the Deputy Director General for F" tmce &n 
;,c.!minis r~.tion. Living allo-.mnces are d0signed to cover· the increased cost of 
living w ich employs:Jes incur by reason of their service abroad . Since cost of 
l:ivL.g st tistics indic·ate. that persons with dependents spend at the,ir homes only 
a n.,gligih e amount of _th,'? ir incomes for food and lodgings, c1part ft-om E::Xpendi­
tur,.,s for rn · ,1taining thair estcblisb ., nts, the full cost of food and lodging 
is pdd Amplo · ..:es with dc:i:• Jndents . · · ~mployc-as with out depenr.ents/recei ve the full 
cost of food a, ct lodging l ~ss the amount v,' .1c_h thl;iJy normully s end on these itc,ns 
in th3ir home c ntry · s ddte;r::-i,i.ne.d by oost of -living stc,tis. cs.. It -will be 
noL.d that bwer- ~.L ried er. ployec.s receive ~-'L .. rger_ ·r..tilowa . e than higher - salaried 
employees . This i b"-c:i.'usc er._1ploy,>.es in the higher. bracke s noriM11-y ~pend a . 
l3rg,Jr a.mount for f od 'Jld lodging in · thdr ovm country, d hehc·e their Gxtra 
costs v:hile ser-ving l,,road -are ·1es·s than those. of emp;l.oy es in the lower brack~ts. 
,·.11 .mployeGS receiv--: :1lso r;rl.50 per diem ·for i.ncrea-se.d,::ost of incidentttls, 
irr1:.'S1Jecti ve of depe•1,.e cy sti:tu.s·. · Th.c:. r~;!.te-s /in the ta,Lfe"_:includG, this allowance. 
,.11 , .•1plJ,Y<.)t➔ s who' 'U'G p v:i:d.ed 1,ith boa.rdi .:md lodging ithout charg·e··.are- p&id 
this ~111011:mce of ~l. 50 p r diem . · · · · 

-'.::c .le lu,.,ber 1 -.~ 2. 6 8 2 10 

1::rn r 'ecs v.ith DeEendents,. 
For ·:ill 
s,il· rius 't'i'l.50 .:.2 .00 2 . 5 3 ,00 J . 50- .-i+ .oci · 4.50_ 5:·00 5 .·50 · 6.00 

ents 

,.,1200 - 1799· 1.50 1.50 l_ . ;o 2 . 50 3 .00 3,50 (i.,00 . ·4 ,50 
1 00 - 23 1 l.50 1.50 1 . 50. 2 ,00 2 . 50 3 .00 3 ,50 I 4,00 
2 .... 00 - 2999 . 50 1. 50 · : . 50 2 .00 2·. 50 J .QO 3 . 50 
3000 - J,99 1.50 1. 50 . 1 . 50 i . 50 2 .00 2 . 56 3.00 . 
40 0 - 4'799 l.S0 1.50 1 , 50 1.50 1.-50 · ·J:.50 2.00 ; .' 50 

5000 ·nd ov•r 1.50 1 . 50 ·1 . 50 1.5·0 1.50 1.50 1. 50 · 2.0Q 

C'Cc. l Ju .. 1b r 11 · .12 13 14 15 17 18 12 20 - .. -··-•-·- -, 

For all :._.!P.lOyGE:S with Deoendent 
sale t·ies ., 6 . 50 7 .00 7 ,50: 8 .00 8 , )0 9 .00 9 -:50 ·· ·10 . QO_ 10. 50 11.00 

... 
. , .. , 

1-;oo - 17'")9 5.00 5. 50 6.00 6 . 50 ? .00 7.50 8- .00 · -a . 50 9 .00 9 . 50 
1800 - 23)9 4.50 5 .00 6 .00 6 . 50 7 .00 ·.7 . 50: 8 . 50 9 .00 
2400 - 2J99 4 .00 4 . 50 5. 50· c.. .00 6 . 50 7 .oo. 8 .00 8 . 50 
3000 - 3999 3 , 50 4 .·00 5.00 5. 50 6 .00 6.:;,., 7 . 50 8 ,00 
400u - L.-999 J .00 3 .50 4 , 5J 5.00 5.50 6 ,00 ? .00 7 . 50 

5000 11 over 2 . 50 'J 0 4 .0u ,\ . 50 5.00 5 . 50 6 . 50 7.00 ..I • 

. .... 

-

\ 
,I 

-



TABLE I 

s OF PER DI , LIVI G ALLO :A.NOES TO ,1PLOYUS S"'RVIHG .illRO.AD 

xolanation: The scale of living allowances applicable at each station is established by the Chief of 
Mission, and is subject to change as costs of living cnange. To ascertain the rate applicable to an in-
divi emplovee, consult the scale anplicable to station. For exanrole, if Sca,le No. 10 is in effect, 
the per diem rate for an empl,yee with d~pendents is $8.00, while the rate for an employee without de­
pendents whose sal y is over $5,000 is $4-.00. The rates establish the total living allowance, includr 
ing food and lodging, and 1.50 per die:n for increased cost df incidentals. 

The scales of rates included in the table do not apply in the following circumstances: Employees who are 
provided with food and lodging without charge receive a flat allo ance of $1.50 per day for· the inc ased 
cost of incidentals. If food and lodging are provided from fficial sources at reduced rates costing 
less than 2.00 per day for both items, the rate for employees with dependents will be the actual cost of 
food and lodging plus $1.5(); the rate for employees without dependents will be $1.50 per day. 

Sc e umber l. 4 1 ll 

Employees .,..Ua Dependents 

For all 
Salaries 

3.50 4.oo 4.-5() 5.00 5.50 b.oo oJ50 7.00 7.50 8.oo 8.50 9.00 9.50 10.00 10.50 11.00 

$1200,...1799 2.00 

1800-2399· 1.50 

2 2999 1.50 

300 3999 1.50 

4ooo--4999 1.50 

2.50 

2.00 

1.50 

1.50 

1.50 

Emolo7ees ithout Dependent~ 

3.00 3.50 4.oo t1.50 5.00 5.50 b.oo b.50 7.00 7.50 s.oo 8.50 9.oo 9.50 

2.50 3.00 3.50 4.oo 4.50 5.00 5.50 b.oo 6.50 7.00 7.50 B.oo s.50 9.00 

2.00 2.50 3. o 3.50 4.oo 4.50 5.00 5.50 b.oo 6.50 7.00 7.50 s.oo s.50 

1.50 2.00 2.50 3.00 3.50 4.oo 4.50 5.00 5.50 6.oo 6.50 7.00 7.50 s.oo 

1.50 1.50 2.00 2.50 3.00 3.50 4.oo 4.50 5.00 5.50 b.oo 6.50 7.00 7.50 

5000 & over 1.50 1.50 1.50 1.50 1.50 2.00 2.50 3.00 3.50 4.oo 4.50 5.00 5.50 6.oo b.50 7.00 
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9 nft Letter from the Director Generc.1.l to /, ll Employees Explaining the 
Nt.0w System of Li vi.ng f,llownnces 

l'O JJ,L Ui'TRR/, 1-,-:HPLOYE"SS : 

The present system of living ~1lloV1cJnces to employees serving in the field 
or ,.,utside their ov,n country hs.s proved 11nsatisfactory in several respects, 
cmd it ha.J b._,coine n.c;C,·)SS«ry to revise it . Th'" plc.tn V1orkod satisfactorily in 
sor:-1c r1r0as, but it is apparent th0 t fi.x.ed allov,ances would be insufficiont 
in crt.nS ,~ith c.xtre.ncly high cost of living . The practice of paying difft::ri;:nt 
r.?t0s to nation::ils of diff,;rent countries , which has been followed in some 
.;'reas, is also· unsc:.tisf actory . ,.s a result of incorrect interpretation of 
tho presant system, sc .. md tJmployees in cnmps who were provided with free 
,ft~als r~nd lodging havG .::tlso been given substantial per diem allowances which 
in effect provide a supvlemc:nt to th,~ir salary . The .. dministrr,tion c,.,nnot 
justify this fJractict/L under the specific mandate issued by the Council at 
the ;Jontreal sus sion , which r0quires the most cdref ul attention to operating 
costs in the inte:;nst of 0conomicc:l lldministr.:.ition . For these reasons the 
system of living allownncos has been revised in order to es t ablish a pl~n 
1:pplicabie to .::11 stl tions, in ver~, high cost areas as well as low cost· ar~as, 
·: il.i. to E.Jr,ploy0es of :-i.11 nitiom:lities . 

ndrninistrat ive Order N~ . 36 issu,.,d on 13 N-.,ve,nber 1944 has been withdr&wn 
:ind '~ revised ordc,r issued . The: r8vised system of living c::.llow,.tnCl"S for 
e111ploye,_s sk .. tioned c:..brc:,,d j_ncludi::;s the following major fe:1tures·: 

t l) The Chief of Tif.ission, viith the ·•pprov8.l of the Deputy Director Genc.ral 
.fc,r Finance e.nd 'd,ninistr· tion , will deter.nine \,hat .the· current actual 
· v· r£.ge c ,sts of b", r .l ana lodging are at s t 0,tions und.er his juris­
diction . 

( 2) "'.aploy ~_es who have dependents will be paid this full' amount . 

(3) :'rn[)h,yees with )Ut dependents will be paid this rim-.>unt less the am•Junt 
which they W)rmally sp-:-:nd frJr b:)ord ~~nd lodging· in their own c JUnt ry, 
,:s nrrived at b:,r the use A sch,n;Ufic cost of living data . 

(/+) In additi0n , :J.11 e;npl..;y~.:..s will receive a fl&t sui:1 of ;,1.50 per diem. 
t_, cover increased cvst £'. incidt:,1tn1s whilt. st 0'.ti 1med abroad . 

(5) all c;npl,)yt;,JS in camps , irrcsp~ctivc ;)f depi:::ndency stat us or s:::.lary , 
v,i.ll rec,..i Ve the above allu.,-,a_ncc (,f , 1 . 50 f vr · if1crec1.sed c0st · of 
:~nciat.ntals . 

. . 
B~cause; th::n'e h" s be.en s::ime ,nisunaerl't,.:mJing n.b ... ,ut th~ f 1:ir1ner .system of 
alLJv. .... ncGs , :ind pcrticul;-,rly t\e S,..>-C .. .c.ler.I 11 ..; ,p--r~ti.m" ,. lh wsnc0 , I fael 
th~: t it is n0cess,1ry t ., cle,~r up thesu ,nisunL,erstandings . Under the f Jrmer 
S?ste;. thJre wns ri l':iCk _;.f unifvr.rli ty , Ffo ld allowances in 1'.hMt:: are'.ls were 
c -~ v ided into two p.:.rts : 

( 1) " pt.:1' dii0i11 all..>,,ance which MlS the <ii:l unt pnid L ci single p-:rsvn _,ta­
ti .,nod L. 1,he field . l'his ·.:.in ,unt Vtas designed n•.;t t:, c 0ver the cintire 
c ~st of .•. c:.i:itenanca , but ~,nly U1d addi tion:.l c )St which the single 
t:J iµloybe incurr ,J by rcas0n uf his s1::rvice ...,utside his JWn c Juntry . 
It was estimated that this am_.,unt sh)uld n.mnally be sufficient to 
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cov r bo.rd, lodging, ~nd incidjnt· ls less 

iem v;hich the er.1ployve ,~D.s .3.sswn~ to pay 
th..:;se it ms . 

approximately ·4.00 per 
in his horn country for 

(2) ;; "s '-llm,ance of \V4 ,00 to be paid to employees with dep""ndents. 
This allo-;,,3rice was established in recognition of the fc1.ct trwt employees 
v,ith depe, dents normally sp ,nd on themselves for food and lodging hiLe 
residing with thC:ir d pendents only a negligibl.J e.mount, and consequ,;;ntly 
should be reinbursed in .(ull for these ·items wh: le servi~g <--broad . . The 
p_r diem allowanc-3 plus the, "separ- tion 11 r.llowancc.: WBre designed to cover 
the incr1::, sed .cost of living abro;_d for. employe.3s with dependents and, 
in efft:.Ct, runounted pract_;_c~lly to ful m::iinten-... nce . 

Th(.; 11 stlparation" · low·1nce u;if.ortunatE;)ly hns b en regarded by' many· employ.:.~s 
as -~ supplement to their salaries , to be sent to their homes··to support· th~ir 
f·1mi Lies or dt:pcnd~.,ts . It w~.s never so intended . Employ.:cs who l'b.ve joined 
th~ stoff of UNRR~ h:ve ordinarily been paid salaries eaual to those which 
they pr viously received; : d consequontly the 1.dministr tion -cannot justify 

ri i1 to the erh lay-" s · n iJ.d ition 1 sum for the .support of their f · · li-Js 
tot· lling .1460 •r y ~r . 

The. 1,drninistr·.tior will continue to deal fp.irly ith its amployee's . Evidence 
of this is indicated by its provision for medical. C[,re in the field , provision 
for il ess and accidents, wi tb Dllowances to the dep,:mdents of employees in 
such cases, nd a provid nt fund which µrovides the employee with a s·:bstantial 
sum ·t tt- term:n~tion of his e. ployment . Simil;rl.y , the r vis d living 
~llov,:mc:1.1 syste: i esi nt:: to provide · fair n d equit· bl , llowance to .111 

loy .., who re stuti<.med o ·tside their m-.n country . To-...y are ,.ssured th· t 
thu , · n· st:rr..tion v,ill bt!'lr the ad :tional cost which tl ey incur by reason of 
this servic , irres ective of v,hcre they nay be assigned, or how high thG 
living cost , :1y be · th.J .urea . If ther · are employees who h,lVe joined the 
staff ·ta subst~ntial r•duction in s-l~ry on the ass~~ption that the difference 
would be ·de up by the living ~llowance in the field , t sir cases will be 

~· 

r vi w1::d on t ltiir , erits, , nd v,herever possible , indi victual adjus t ::ients 1.ill A 
to avoid · ny h rd ships or in qui ties . W 



ADMINISTRA.TIVE ORDER NO. 
19 Januacy: 1945 

ITHIN-GRA.DE SALA.RY INCREA.SES FOR INC :EASED VALUE Tq THE JJI.UNISTRA.TION 

l. PURPOSE: This order, effective l January 1945, states the policy 

governing within-grade salary increases and prescribes the procedure for the 

completion of such increases for employees statiorled in ashington. 

2. DEFINITION: A within-grade salary increase is an advancement in sal ry, 

invol,,;ing no change in duties, from one increment level within a salary grade 

to a higher increment level within the same salary grade. Increment levels are 

established graduations of salary within each salary range. (See Administrative 

Ord"!' #37) • 

3. POLICY: ithin-grade salary increases are paid to employees in recognition 

of their incr eased value to the Ad.ministration after the prescribed period of 

satisfactory service. Indefinite employees whose services are certified by 

their supervisor to have been satisfactory and to have increased in value, shall 

upon the approval of the division or bureau chief be given a one-3tep within,.o 

grade salary increase at the end of each full year of service since the last 

previous salary advancement. Empl::>yees for whom the supervisor contemplates 

reassignment or termination for unsatisfactory work performance shall not be 

~ertified for within-grade increases. In such cases where reassignment results 

in satisfactory performance, the supervisor may recommend that the previously 

withheld within-grade salary increase be given. In cases of unusually meritorious 

service, a within-grade salary increase may, upon recom::iend.ation of the bureau 

or division head, and with the approval of the Deputy Director General for 

Finance and Ad.ministration for ash1ngton, the Deputy Director General for 

J.dm1nistration for London, or the Chief of Mission, be given after six roonths 

of service at the same salary rate. 

ithin-grade salary increases shall be made at increment levels, 'll!ltil the 

maximum level of the grade is roached. In cases of unusually meritorious 
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service, the within-grade sala increase may be for more than one increment 

step. 

An employee receiving a salary not in accordance with authorized increment 

levels sball, at the time of the first within-grade increase, be given an increase 

to the amount necess ry to bring his salary to an authorized increment level, 

even though this may be the second increment level above his present salary, i.e., 

an employee receiving $5300 would be advanced to $5600. 

If the a.IOOunt of salary inc:-ement for any grade bas not been determined. 

within-grade adv ces for loyees within that grade will not be made until the 

ou.nt has been determined and increment levels within the grade established. 

4. ELIGIBILITY FOR WITHIN-0 E SW.RY INCREA.S.,.S: The provisions of this 

ord r shall apply to indefinite employees, but not to employees ho+ding other 

types of appointments. Temporary employees who later receive indefinite apuoint­

ments without a break in service shall have the period of service in the temporary 

appointment credited s indefinite appointment service in detennining the eligibility 

for a within-grade increase. 

A 1 ve of absence without pay shall not be credit d as service in determining 

the effective date of the within-grade salary increase. 

Part-time employees shall be eliuible for within-grade salary increases when 

they have worked a period of time equivalent to that required for full time employees, 

i.e., 52 full time weeks. 

5. PROCEDURE - ma.DQUART 
ot later than the fifteenth of each npnth, 

the Personnel and Training Division shall send to each ::sureau and Division Chief the 

nues and anniversary dates of employees who become eligible for within-grade 

salary increases during the following month, The list shall contain the date of the 

last selary inceease received and a notation as to any period of employment which 

is not counted in determining eligioility, such as le~ve without pay. 



-3-

Each bureau or division shall review the list and within ten ~s after 

its receipt, shall transmit to Appointment and Records Section, Personnel and 

Training Division, for each employee for whom a salary increase is recommended, 

a Form P-2 which shall contain a statement certifying that the employee's work 

performance has been satisfactory and that his value to the Administration has 

increased. • 

If a Bureau or Division Chief does not recommend a within-grade salary 

increase for an employee whose work performance is unsatisfactory, he shall 

send a memorandum to that effect to the Appointments and Records Section, 

Personnel and Training Division, for filing in the employee 1s personnel 

folder. 

PROCED ERO AND FIELD: The Deputy Director Gener~l for Administration 

in the European Regional Office and chiefs of missions for field missions shall 

develop procedure for effectuating the provisions of this order for the 

employees under their j(risdiction. 



1'he attached re'ri.sed Administrative Order 

Noo36 on Living Allowances Paid to Employees 

Serving A.broad, am the explanatory letter, are 

being circulated in this preliminary draft form 

tor comnent and suggestion. Both are subject 

to revision before final issuance. 

Any camnents or suggestions should be 

sent to Joseph P.Harris, Director of Personnel. 

24 January 1945 



UNITED NATIONS 
RELIEF AND REHABILITATION 
ADMINISTRATION 

Preliminary 
Draft 

SUBJECT LIVING ALLO,ANCES PAID TO 

AllIDITSTRATIVE ORDER O. 36 
(Revised) 
24- January 1945 Page 1 

lo PURPOSE: The purpose of this order is to provide the bases for 
determination of living allowances paid to UNRRA employees when assigned to posts 
or duty in a country other than the country in hich their bane stations are 
located. This order shall apply to all UNRRA and voluntary agency personnel 
serving with UNRRA who are stationed outside their own country. It 
supersede Administrative Order No. 36, issued 13 November 1944, which is 
hereby revoked. 

20 CATION: The rates prescribed in this order shall apply not later 
than April l, 194-5 to all employees serving at a post of duty in a country 
other than the country in which their bane station is located. 

3. DELID-ATI N OF AIJTHORITY: The authority herein granted to the Chief of 
:Mission can be exercised by the officer in charge of a field mission or 
office regardless of his title. The living allowance for headquarters will 
be established by the Deputy Director General tor Finance and .Administration, 
and for E.R.O. by the Administrative Council. 

4. IEFINITION OF HCME STATION: The bane station of an employee is the city 
to which will b returned at the termination of his employmento It shall 
be determined at the time of his appointment by the Personnel Division of 
the office by which he is recruited as folloni 

(a) If the Administration has an office in the country of which the 
employee is a national, his bane station shall normally be the 
city in which the principal office of the Administration in that 
country is located, except that in the case of an employee who 
does not reside in the country of which he is a national, the 
Personnel Division~ designate a city in the country in which 
he resides a.s his home stationo 

(b) It the ~nistration has no office in the country of which the 
employ e is a. national, the hem station shall be the city designated 
at the time of appointment, which ordinarily will be a city in the 
country of which he is a national. 

5o GENERAL PRINCIPLES: 

(a) Living allowances shall be paid to employees erving outside of '7 
their own country ( a.s defined in paragraph 3) o This allowance 
shall cover in both low am high cost areas he additiona1 
living costs which employee incurs by reason of foreign serviceo 
It shall be paid in local CUITency at the most favorable rate 
of exchange available to UNRRAo 
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.................. STRATIVE ORDER NOo 36 
{Revised) _______ l945 

The living allowance shall be composed of: 

(1) An allowance to cover the additional cost of food 
and lodging. 

( 2) A flat allowance of i1. 50 per d~ to cover the 
increased cost of incidentals. 

{c) Since the living allowance shall cover the extra cost of living 
abroad, it will vary: 

(1) According to the cost of food am lodging at the 
different stations as determined by the Chief of Mission. 

(2) According to the deperrlency status am salary level 
of the employee a.a explained in paragraph 7. 

(d) Since employees of the Administration m83' change their status 
frequently am t irregular intervals, allowances will be pa.id 
on a per diem basis to permit ready adjustment in the 
allowance rate. 

ESTABLISHMENT O , SC OF LIVING ALLO ANCES. 

{a) The Chief of Mission, after consultation ith the local 
government, shall establish the scale or scales of living allowances incluied 
in Table I ot this order which shall apply to the area a.a a whole, or to particular 
localities as circumstances arrant. These scales shall be revised fran 
tjme to time to take into account changes in the cost of living. 

(b) The scales of living allowances established by the Chief' of 
lUssion shall be subject to the approval or revision by the Deputy 
Director General for Finance and Administration. The Chief of Kission, 

I 
however, ma.y stablish provisional scales of allowances which shall be 
put into aper tion without waiting for the approval of the Deputy Director 
General for Finance an:i Administration, but the approved scales when established 
shall a.pplJ' to the entire pericxl. 

{ c) Chi fa of llissions shall forvrard to headquarters or to the 
appropriate regional office their recanmendations for the establishment of 
scales of living allowances, together with information in:licating (1) the 
cost ot living in each area for hich in:iividual rates are established; (2) 

l the actual living costs of employees of the Administration; am. (3) comparable 
? rates used by other agencies. The European Regional Off'ic shall review 

am forward to headquarters with its caiaments and recamnen:iations such 
reports received fr001 missions under ts jurisdiction. 
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ADNINISTRATIVE ORDER NOo 36 
(Revised) 24 January, 1945 

7 • METHODS FOR DETERMINING SCALES OF LIVING ALLO CES. 

(a) The Chief or :Mission shall, in consultation with the local 
government, determine the average rQi:>onable per di cost of food and 
lodging• If either of these itei .. s is provided to employee without charge or at 
reduced rates not generally applicable in the area, the actual cost shall 
be used in determining the cost; if both of these items are provided without 
charge, the co~ will be nil. 

(b) A flat allowance or ilo.50 per diem shall be pa.id to all employees 
to cover increased costs ot incidentals other than meals and lodgingso 

(c) Employees with depements shall receive a living allowance which 
covers the t\111 cost of meals and lodgings, plus jlo 50 per diem. The Chief' 
of ission shall detennine which of the several scales of living allowances 
contained in Table I shall be applicable, selecting the lowest scale which 
provides for employees with depements an allo ance sufficient to cover 
these items. 

(d) Employees without depenients shall receive a living allowance which 
covers the tun cost of meals and lodgings, less the ount which they 
nonnally spem for these items in their bane country, plus the flat allowance 
or ,81. 50 per dieme> The rates applicable for employees without depements 
under each living allowance scale, and according to salary received a.re 
Wicated in Table I. 

8. J.Ll.() ANOE TO T O OR FAMILY. The total of all 
allowances pa.id to two or more members of the s e family employed by UNRRA who 
are living together and entitled to receive a living and quarters allowance 
shall not exceed the allowance for an employee with dependents. 

~. Variations in Scales of Allowances. 

( a) Nomally the scale or allowances established for the area or for a 
particular locality will be applicable to all employees in the area who are 
entitled to allowances, but if one or more employees are provided fran 
official sources with food and lodging or ith without charge or at reduced 
rates, the standard scale of allowance for the locality will not apply to 
such employees, am the Chief of :Mission shall establish the appropriate 
scales applicable in the in:lividual cases. 

(b) Nonnally a single scale or allowances shall apply alike to 
employees of all grades, but if' the Chief or llission finis that in fact the cost 
of :food an:i lodgings differs substantially for (1) secretarial and clerical 
employees, (2) executive, admini;:u,.L•~ 1,J. ve, and professional employees, and (3) 
the chief officers or the mission, including the directors of the several 
functional divisions, he may establish different scales for each of these 
groups in accordance with the average reasonable costs of employees within 
the group. 
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(c) I£ the Chief of 1'i.ssion fin:is that the scales of allowances contained 
in Table I are insuf'ticient or for other reasons inapplicable, he ~ 
recoumend the establishnent of other scales of allowances to meet the situation, 
followi~ as closely as possible the essential features of the scales included in 
Table I. 

10. J.UJJ/1. CE TO AN EMPLOYEE Ilf TRANSIENT T TUS: 'lhile in transient status, 
i.eo, traveling awq fran his post of duty, an employee will not be entitled to 
receive the living am quarters allowance pqable under this order in addition 
to the rates established for transient or casual travelerso Such an employee 
however, JD.13" receive an allowance at a rate fixed by the Chief of Mission to 
ccmpensate him for~ continuing expenses of lodging at his post of duty~ 

11. ARRANGDLENl' FOR HARDSHIPS: In exceptional hardship cases, where the 
p~nt of allowances :fixed on the above bases would cause un:iue hardship to the 
employee, because of exceptional conditions which obtain in the field, the 
Deputy Director General for Finance and Administration or the Chief of :Mission 
:m.q approve of a pQ1118nt other than the rate of allowance prescribed in 
accordance with this order. The Chief of Mission will report aey authorization 
ot change in rate of allowance made by him to the Deputy Director General for 
Pina.nee and Administration. 

12. AU,O ANCES R)R VOLUNTARY AGENCY PERSONNKL: A living allowance will • 
paid to employees of voluntary agencies associated with UNRRA, on the same ' 
aa other employees of the administration, except that voluntary agency pers, 
receiving salaries of less than tlCXX) annually will be paid at the rate 
e tabliahed for employees with depeo:ients, regardless of their depen:iency s 

13. DETERlONATION O DEPENDENCY: Por the purpose of determining the : 
ot allowances to be paid to employees stationed at a post of duty: 

(a) 

(b) 

An employee will be considered as an •employee with depen:iei nts• if 
( 1) he maintained a comnon danicile with the persons whcm h1 ~ claims 
as depenients prior to his employment by the Administration and that 
during his employment awa:J' fran his heme station he oontinrAes to 
maintain a danicile for such dependents, and (2) he contri .butes 
currently more than SOJ' of the support of such depen:ients, , 

An employee will be considered as an •employee without dopendenta• 
if he does not me the con:iitiona for employees with de;ipendents 
given in paragraph (a). 

14. 4fPROYAL BI THE m:EUTY DIRECTOR GENERAL FOR FINANCE AND ADlaNisT 'l' ; 
The rate established by the Chief of ·asion shall be subject to approval 

by the Deputy Director General for Finance and Mministration on the 
recMa..zldation or the regional office. The Chief of Mission JUY' establish a r• 
without waiting tor approval of the Deputy Director General for Finance and 
Administration, but the approved rate when established will apply to the entire 
period. 

5., REVISIClh This order is subject to amendment without prior 
notification to employees and should not be regarded as part of the emplo~· 
contract. 



TABLE I 

SCALES 01!, PER DIEM LIVING ALLOwlANCE TO EMPLOYEES SERVING- ABROAD 

Explanation: The scale of living allowances applicable at each station is established by the Chief of Mission am is 
Subject to change as cost of living change. To ascertain the rate applicable to an individual employee, consult the 
scale applicable to station. For example, if Scale No.10 is in effect, the per diem rate for an employee with depenients is 
ia.oo, while the rate for an employee without depem.ents whose salary is over ~5,0CX) is j4.00. The rates establ ish the total living 
allowance, including food and lodging, and ~lo50 per diem for increased cost of incidentals. 

The seal.es of rates included in the table do not appl,y in the following circumstances; Employees who are provided with food and 
lodging without charge receive a flat allowance of i1. 50 per day for the increased cost of incident also If food am. lodging are provided 
from official sources at reduced rates costing less than J2.oo per day for both items, the rate for employees with depenients will be the 
actual cost of food and lodging plus ~l.50; the rate for employees without dependents will be ~1.50 per day. 

Scale Number 1 2. 6 I a 
Employees with Dependents 

For all j3.50 5.00 5.50 6.00 6.;P 7.00 7o50 8.00 8.50 9.00 9.50 10.00 10.50 lloOO 

Salaries 
Employees without Dep ndents 

~1200-1799 2.00 2.50 3.00 3.50 4.00 4.50 5.00 5.50 6.00 6o50 7.00 7.50 8.00 a.so 9.00 9o50 

1800-2399 1.50 2.00 2.50 3.00 CS. 50 4o 00 4,. 50 5. 00 5.50 6oOO 6.50 1.00 7.;IJ a.oo a.50 9.00 

24-00-2999 1.50 1.50 2.00 2.50 3.00 3.50 4.00 4.50 5 .. 00 5o50 6.oo 6.50 1.00 7.50 8000 B.50 

3000-3999 1.50 1.50 lo50 2.00 2.50 3.00 3.50 4.00 4.50 5.00 5o50 6.oo 6.50 7.00 1. 50 a.oo 

4000-4999 1.50 lo50 1.50 lo.50 2o00 2.50 3o00 3o50 4.00 4.50 5o00 5.50 6.00 6.50 1.00 7.50 

5000-& over lo50 1.50 1.50 1.50 1.5() 2.00 2.50 3o00 3o50 4.00 4.50 5.00 5.50 6.oo 6.50 7.00 



24 January 1945 

Draft Letter from the Director General to All Employees Explaining the 
New System of Living Allowances 

TO ALL UNRR1 EMPLOYEES: 

The present systElll of living a.llowances to employees serving in the field 
or outside their own country has proved unsatisfactory in several respects9 

and it has becane necessary to revise ito The plan worked satisfactorily in 
sCDe areas, but it is apparent that fix«l allowances would be insufficient 
in areas with extremely high cost of living. The practice of p83'ing different 
rates to nationals of di:t'f erent countries, which has been :followed in sane 
areas, is also unsatisfactory, as a result of incorrect interpretation at 
the present system, sane employees in camps who were provided with free 
meals am lodging have also been given substantial per diem allowances which 
in effect provide a supplement to their salary. The Administration canrot 
justify this practice umer the specific mandate issued by the Council at 
the Montreal session, which requires the most careful attention to 
operating costs in the interest of econanical administration. For these 
reasons the system of living allowances has been revised in order to 
establish a plan applicable to all stations, in very high cost areas as well as 
low cost areas, and to employees of all nationalitieso 

Administra.tive Order No.36 issued on 13 November 1944 has been with:lrawn 
am a revised order issued. The revised system of living allowances for 
employees stationed abroad includes the following major features: 

(1) The Chief' ot llission, with the approval of the Deputy Director 
General tor Finance and .Admi ntstration, will determine what the current 
actual average costs of board and lodging are at stations unier his 
jurisdiction. 

(2) Employees who have depe:rxlents will be paid this full amount. 

(3) Employees without depe:rxlenta will be paid this amount less the 
amount which they nomally spe:rxl for board am lodging in their own 
country, as arrived at by the use of scientific cost of living data. 

(4) In addition, all employees will receive a flat sum of i1.50 
per diem to cover increased cost of incidentals while stationid abroad. 

(5) All employees in camps, irrespective of depemency status or 
salary, will receive the above allowance of jlo50 for increased cost of 
incidentalso 

Because there has been sane misunderstaming a)()ut the former system of 
allowances, am particularly the so-called •separation• allowance, I feel 
that it is necessary to clear up these misun:lerstarnings. Under the former 
system there was a lack of uniformity. Pield allowances in some areas were 
divided into two parts, 

(1) A per diem a.llowance which was the amount paid to a single 
person stationed in the field.. This amount was designed not to cover 
the entire cost of maintenance, but only the additional cost which the 
single employee incurred by reason of his service outside his own country. 
It was estimated that this amount should DOllllally be sufficient to 



cover board, .lodging, and incidentals less approx te y ~.00 per 
diem wi11ch the employee was assumed to pay in his bane country for 
these items_, 

(2) A •separation• allowance of Aooo to be paid to employees with 
depe:rrlents. This allowance was established in recognition of the fact that 
employees with depenients normally spend on themselves for food and lodging 
while residing with their deperrlents only a negligible amount, and 
consequently should be reimbursed in full for these items while serving abroado 
The per diem allowance plus the •separation• allowance were designed to 
cover the increased cost of living abroad for employees with depenients and, 
in effect, amounted practically to full maintenance. 

The •separation• allowance unfortunately has been regarded by maey 
employees as a supplement to their salaries, to be sent to their banes to support 
their families or depenients. It was never so inte:rrledc Employees who have 
joined the staff of UNRRA have ordinarily been paid salaries equal to those 
which they previously received, and consequently the Administration cannot 
justify pa.ying to the employees an additional sum for the support of their 
families totalling $1460 per year. 

The Administration will continue to deal f rly with its employees. 
Evidence of this is iniicated by its provision for medical care in the field, 
provision for illness arrl accidents, with allowances to the dependents of 
employees in such cases, am a provident funi which provides the employee 
ith a substantial sum at the termination of his employmento Similarly, the 

revised living allowance system is designed to provide a fair and equitable 
allowance to all employees who are stationed outside their own country.. They 
are assured that the Administration rill bear the additional cost which they 
incur by reason of this service, irres ... ective of ~ 1 re t ey may be as i n ! ,r 
how high the livin cost may be in the areao If there are employees tho ha 
joined the staff at a sub~tantial reduction in salary on the assumption that 
the difference would be made up by the living allowance in the field, their 
cases Will be reviewed on their merits, and wherever possible, individual 
adjustments will be made to avoid any hanlships or inequities0 
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2/2/45. 

For the attention of John J. Corson. 

the Director neral 

U.N.R.R • • , Dear John, 

ashington. Thank you very i..ruch for your lette of the 

9th J. :uary 1945 being the first of yolr proposed 

gular ekly letters on matters of finance nnd 

administr tion. I read this lett r with con-

siderable interest and I need not say or.v much 

we elco any arrangements which will keep us 

in close touch with the tre d of events a your 

end. 

t tl1e same tine your letter asked for 

sugge tions regarding these weekly letters and I 

hope, therefore, that you will not think me un­

grateful if I offer the fo lowing observations. 

In the first place, if your object in sending 

th ~e letters is to end. with t1'..em documents which 

suggest that it would be administratively more 

conveni nt at this end if those ocuments were 

sent to us singly in the ordinar-.r way instead of 

( or s well as) "t>eing sent in a bundle for me and 

the persons you mention. The reason for this is 
,.,,... 

that, as you may remember, our filing system here 

is organised broaclly speald.ng on t e principle 

'one subject (or group of subjects) - one file", 

and th refore, if a letter is received d aling 

'th variety of' different subjects, the Registry 

here has to make a number of' extra copies in ord. r 

toe ure that all the various files are kep p­

to-date. 

Furthermore, all documents coming into the 

scrutinized ocated to partiou­

lett 



deal with ore than one subject , s ecial arrangements 

have to be ma.de to co-ordinat~ t ie action of t 

various action officers concerned and organise a 

reply. So your F, and ,Weekly letter No. 1 . 

presents us with~ slight problem
1
since had to 

have good deal of it copie for departments 

( such as the department of Operations) hich were 

not included in your covering letter; and it contains 

matter affecting se eral action officers who will 

have~ be conoulted befoi;-e a reply is nrepared. 

If on the other hand these ekly :l&tters are 

intended to give ¥self and the three ot er people 

you mention ( or such oth r per ;ons as we may deem 

appropriate) a general conspectus, in one document, 
' 

of matter which are being currently hand.led through 

the no l 1 channels, then these letters will be most 

valuable
1
provided it is clear that they are for our 

infonnation only and ar not a substitute for action . . . 
in the ordinary Y• 

In other wo:-ds we should like to see these 

letters regarded rather in the nature of reports 

than documents requiring actio I in any case 

action is needed on the \keld.y tter perhaps you . 
~ ... ;uld indicate the fact specially and rre will make 

special nts accordingly. 

I hope that you will not feel from this t t we 

are making he vy ther of ,hat is really a most 

useful innovation. The f ct is that, wi h the 

growing volume of material coID.Lng into th office, 

·tis eosential to adopt simple and stand. ·zed pro-

ce urea ~or dealing with it, and not to depart from the 

without good. re son. 

~..:-- ~tu~ ' Yours sine-rely, 

-
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,000,1101) 2/H 
JLd,l.td 
Cp736/201! 

( REOIMEAN) 

Code 5-33-0 

31st January, 1945. 

I do not think there is anything of special importance 

in F. & A. Weekly Letter No.1. with the exception of the 

"Conment with respect to the responsibility for Internal 

Audi ting" which you have al.ready seen. 

Sir Frederick Lei4ss 
il 
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UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

1344 CONNECTICUT AVENUE 

WASHINGTON 25, D. C. 

F. & • eekly Letter No. 2 

• George • ooney 
ecutive Secretary 

European egional Office, UNHP 
1 Portland Place 
London , ngland 

Dear Ccor e: 

~ECEIVED 
t-tH 1l4 

U:.N, ~-R."• ( E y .) 

1945 

s sometimes appens •the best laid plans, etc. 1
• This is tne second of tne 

series of letters hich I had optt":listically hoped we would send to you weekly 
from the Bureau of Finance & .d!'linistration. Despite the delay I· ope this 
information will be of interest and useful to you and other members of the 
ERO staff. ill you ple se see tnat it is properly aistributed or circulated 
in accordance ith rey- request of 9 January in F. & • eekly Letter No. 1. 

' e contents of t is letter: 

1. Progrc:;::; on the statement 11Proposed Division of Respon.'3ibili ty as 
bet een eadquarters and the ER011

• 

2. Highlights of the eeting of the Committee on Financial Control 
on 24 Januaryo 

3. uestions concerning UNRI uniforms. 

4. Information which nas been tr nsmitted from tne Bureau of Finance 
P,c dministration to the ERO in recent weeks, in ""ddition to regular 
reports. 

bout t e 23 of January, Dave Vaughan sent forward for Mr. 0 1Halloran1s attention, 
/two communications concerning facilitating travel arrangements and the handling 

of employe:es r baggage. e hope that t9ie specific steps which have been talc n 
here in t.e last few weeks will prove • be of real help not only to the 
employees w o are traveling but also tote members of your staff there v.o 

and.le travel and baggage probl ms atfuat point. If your people feel there 
re ddition l steps ich es ould take at this end please l,t us know. 

Both Dave Vaughan, ho is the Director of Division of • dn1inistrative ervices 
a~d orace G. Cr ddock ho is the Travel Officer on his staff are most desirous 
of eliminatinJ every difficulty that we possibly can. 

ith all good wishes. 

Inclosures 

I 

' 

hn J. Cor~on 
puty Director General 

Bureau of Finance & dministration 
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UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

FROM: John J. Corson 

/ 

~ 1344 CONNECTlcyf AVENUE 

WASHINGTO 2!5, D. C. 

25 January 1945 

SUBJECT: Progress Report on "Proposed Division of -Responsibility as 
Between Headquarters and the ER.0 11 • 

A series of discussions have been held on the 18 December statement which was 
developed in the ERO and which I brought back to Headquarters. These havecon­
sisted of meetings within the Bureaus and Functional Divisions of the taff 
members concerned as well as conferences with me for consideration of state­
ments in the memorandum which might not have been clearly understood or con­
cerning which there was some difference of opinion; and on Tuesday, 23 January 
the Director General met with the executive staff at eadquarters to revie 
the suggested revisions or c anges to achieve a clearer statement, which have 
been presented by the staff here. 

As you can see we have been moving forward continuously to reach a Meeting of 
minds concerning this statement and I hope it will be possible for us to have 
ready for you a final draft including our suggestions by the end of this month. 

In general, the staff over here have been able to move forward and build upon 
the materials developedcy- you in the .o. In one or two instances suggestions 
have been ma.de vm.ich would either shift the emphasis somewhat or modify a 
delegation that seemed implied in your statement. 

Of course we are all aware that a very important area was not covered in the 18 
December statement , namely t e responsibilities of the Chief of Mission and the 
relationship of tne mission to the ERO and eadquarters . ile at the moment it 
is not contemplated that our revisions will spell out the responsibility at the 
mission level with respect to t1e functions covered in this document, nevertheless 
many of the offices over here have put doYm on paper their thinking With respect 
tote mis ion responsibilities at the same time the~ have been analyzing the 
statement to cleur4i" set forth the responsibilities for Headquarters and the 
Regional Office . Consequently considerable progrcsc has been made on this asp ct 
of our operating relationship~ and that will be used as a basis for supplem nting 
this current statement. In the meantime it is likely that yourpeople there 
have been doing a similar ana4i"sis and if tbat i the case it should not take 
us too long after completing this statement to expand it to cover the field 
missions . 



UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

VIA AIR MAIL 

1344 CONNECTICUT AVENUE 

WASHINGTON 2!5, D . C. 

FROM: John J. Corson 

25 January 1945 

SUBJECT: 24 January Meeting of Committee en Financial Control. 

You have already" been advised by Cable Number 157 that the Committee 
on Financial Control approved the appointment of a 5 man udit Sub­
committee to be composed of representatives of 11 special technical compet­
ence from 5 Member Government, pursuant to Council Resolution No. 44. 
The countries which will nominate these members who are to serve them­
selves and not have alter ates are: Czechoslovakia, Union oi South 
Africa, USSR, United Kingdom and United States. The udit Subcommittee 
will commence to function as soon as tnree of these countries have 
nominated their representatives. 

In addition, the members of the Committee had before them for consider-
ation the ett ~aterials relating to our budget outlook for the 
year 1945 · ·oh e identifie CFC (45) 

The fact tnat there has not been a complete payment of the 1944 dmin­
istrative Contribution, forecasts the probability that there will not 
be available in 1945 the total of ll, 500,000 budgeted by the Council 
at ntreal. This fact was brought to the Committee ' s attention. There 
was some discussion of the necessity that the dministration should 
curtail its administrative expendjtures proportionately but no action 
vas taken. 

ttaohments 
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• 
Comittee on Financial Control 
Ac;endo./14 

CFC(45)1 
Attached: CFC(45)2 
16 January 1945 

IDHTED NATIOHS RELIEF A.N:O RElIAJILITATION AJ7-1I1U STRATION 

COMMITT~ OU FINANCIAL COUTROL 

l1!r. Milton l?. Sicr;cl, Acting SccrotP.ry of the Cor:mittce on 
i?innncial Control, hr.s the honour, on boho.lf of Mr. Doc.n Acheson, 
Chn.irnan of the Con.r:ii tteo, to inforr.1 tho Menbors of the Coi:mi ttoo 
thn.t the next noeting will bo held on the 24th of Jenuary, c.t 
2:30 p.n. , in Roon 525, UNRRA Hoadqunrtors, 1344 Connecticut 
/.venue, i•fo.shington, D. c. 

PliOVISIOWAL AGENDA 

I. Call to Order by the Chairoan 

II• Roll Call 

III. Approval of Minutes of tho Followin6 Meetings: 

(a.) 9th Meotine;, held 19 Scptenber 
('b) 10th Mooting, hold 20 Soptenbor 
(c) 11th Meeting, hold 21 Septeobcr 
(d) 12th Meeting, held 22 Septoobcr 
(e) 13th Meeting, hold 23 Septor.:ibcr 

IV. Appointnent of the iudit Subconnittoe 

v. :Dudbet Outlook for 1945 (Docunent CFC(45)2 attn.ched) 

VI. Other Ilusinoss 

VII. Adjournuont 

I 



-

•Co□□ittee on Financial Control 
Agenda/14 

CFC(45)2 
16 January 1945 
COi-JFI:U:S:'NT I.AL 

UNITED NATIOUS :aELIEF Al~ REH.iillILITATION ADMUTISTBATION 

COMi•lITTEE ON FIN.ANCIAL CONTROL 

Ilud,;et Outlook for the Year 1945 

I. Allocations and Resources for 1945 

Appropriated by Council for 1945 

Less: J: ot specifice,lly Allocated 

Less: Allocated Ilut lfot A.11ticipated 

Anticipated Availe.ble for 1945 

Plil.s Esti~nted Carry-Over fro□ 1944 

DstioD.ted Puncls Available for 19~.t5 

II. Pro.jected J~d:.1inistrr1.t1ve Dudgot for 19►15 

:endquarters Office 

Special Missions 

Europec.n Re ional Office 

South\·rcst ?acific ~\roa Office 

Jnlkc.ns Missions Office 

Liaison Office Moditcrrp..ncn.n A.F.H.~. 

Council Meetings, Auditors & Ilolntod Costs 

Tieservc for Unforeseen Needs 

Totnl 

tud5ot :Uivision 

9 Jt'nu;,.r;v 1945 

$7,500,000 

375,000 

361,250 

6,763,750 

4.021.761,31 

$10.785.511.31 

$ 5,175,000 

400,000 

2,300,000 

250,000 

600,000 

75,000 

500,000 

1,485,511.31 

$10,785, 511,.31 



.. ... ' . 
CFC (45)2 

• 16 January 1945 

m;ITED NATIONS P.ELIEF AND REHABILITATION bDMINISTRATION 

Comparative J..nalysis of ... §~s of_lQpitions for 1944 and 194.2 

In the Headquarters Office 

Organizational Unit Eositions Filled Tqn~ntive Distribution 
11 Dec~- 191+4 Y!i thin 1245 Budget 

No.!. Pos. Salaries No. Pos. So.lc.ries 

Director General 7 c::: 36,780 9 :r 41,020 ,t 

Diploma.tic Ldviser 14 65,700 17 87,400 
Fino.ncio.l ~dvicer 4 22,200 6 36,200 
Public .Information 22 98,460 26 125,200 
Gcnernl Counsel 13 60,060 20 91,500 

Sr. Deputy Director General 4 26,000 
Secretnric.t 28 99,580 35 132,640 - Regiono.l Lia.ison 6 30,300 6 32,000 
Nelfo.rc 19 8L,, 160 23 114,900 
Displaced Persons 12 59,200 12 58,600 
H00.lth 29 82 ,100 22 114,900 
Liaison with American Republics 1 w .o .c. 1 N.o.c. 

:!2.uroo.u of Finance & 1.dministrc.tion 2/J_ .'.Z..5;3,410 ;316 11049,910 
Office of Deputy Director General 6 38,200 6 37,250 
Trensurer & J.ssisto.nt Trco.swer 5 27,200 6 30,400 
Fino.nee 9 33,060 12 49,200 
Budgot 7 30,060 8 34,300 
i.ccounts ~ 26 79,580 38 121,200 
Internal ./,udit 9 47,160 40 182,000 
:.dministrc.tivo .i.no.lysis 4 20,400 6 25,600 
Personnel & Training 72 228,010 76 280,000 
Ldministrc.tivo Services 109 249,740 124 289,960 

- Buroo.u of Su·f)ply 202 goc,112•22 g21 b.Q95, 752 
Office of Deputy Director General 21 82,280 16 61,620 
Office of .L~ssistc.nt Chiuf of Bur. 6 2L,, 560 8 34,500 

Req. & llloc. Coord. Bro.nch· 9 31,,.,600 17 8.3,500 
Procurement Coord. Branch 18 88,560 18 88,740 
St~tistico.l Records&: Reports 23 71,900 23 77,000 
Contributed Supplies Bro.nch 5 24,100 6 30,000 
Ocor.n Shipping BrLnch 17 59,760 22 82,000 

Industrial Rehr.bili tc. tion 21 92,920 36 189,500 
;.griculturo.1 Rohnbili tr.tion 32 126,220 40 167,100 
Food 22 89,35.3 .36 30 129,400 
Medical & Snnitntion Supplies 7 22,160 7 31,700 
Clothing 21 91,700 28 120,692 

Burcc.u of J..roc.s 104 421,220 122 §15.178 
Office of Deputy Director Goncro.l 8 34,300 9 33,360 
Camps Division 12 50,500 15 58,700 
Southern Europo~n Jivision 13 62,360 21 92,610 
-.fostern & Northern Europoo.n Div. 9 50,100 12 52,760 
Ccntrnl & En.stern Europoon Div. 11 45,760 12 57,000 
F~'.r Ellstcrn Division 13 49,450 25 94,200 
Distribution 8 32,660 15 52,460 
Lio.ison &. Coordinr.tion 5 19,300 12 41,,448 
Ste.ff Services ~ 772500 -12 122,640 

208 t2 1621 1993.36 904 (.~ ,623 1200 --Budget Division 
.2 Jc.nunry 1245 



FROM: 

UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

Jolm J. Corson 

1344 CONNECTICUT AVENUE 

WASHINGTON 25, D. C. 

25 Jc.nuary 1945 

SU-:Hv1ECT: Policy questions concerning U uniforms. 

T ere has been a great deal of consideration by the Bureau of reas in recent 
weeks to questions concerning the wearing of U uniforms and what should 
constitute the U uniform vihich is to be worn in the field, both summer 
and winter, and who should wear it . s a result of thPir explorations the 
Bureau of Areas discussed at the Director Ge"l..~ral ' s staff meeting on 23 
January, its proposals on the pending policy questions . Final decision 
was not taken with respect to all of them at the time but should be 
forthcoming promptly. 

In order that you will have a picture of what questions are under review 
here , I am attaching a copy of • Brown' s latest memorandum. As you 
probably know, • ·chard R. Brown is Chief of the Staff Services 
Division. 

I 



UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

TO: Th Dir ctor n r 1 

O: Ric rd • Bron 

SUBJ CT: UNRRA Uniform 
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Official UNP.P..A Unifonn. n 

' (Bureau of Areas Reccmm.endations , Jonuary 22 , 1 451 

/iINT 

~ap, olive drab , overseas , distinctive UNR.l.t\., with UNRRA i signia 
~vercoat , bark color , alpacR- pile lining, distinctive IBJRRA , with UNRRA 

shoulder flash . 
*Field j a cket , bar1

<: color, alpaca-pile detachable li.YJ.ing, distinctive 01 
with UH Wt.A. shoulder flash 

--'Tunic or dress jacket, official UN?..11.A , 'lith shoulder and pocket flash 1/ 
,!Trousers , olive drab, rool 
1,Shirt , olive drab , worsted, with shoulder straps , and 111.th ocket flash 
-~Shoes , tan , low- quarter , •·ith leather or composition soles 
Socks , tan , light i7eight wool 
Overshoes , all rubber , nrtic style (or rubbers , lo~, all rubber) 
1-e cktie, black, cot ton , n.oha:i.r 
Gloves , dress , tan , leather or wool ,ii t'1 leatr..er pa.Jm 
Belt , olive drab 
Sweater , sleeveless , olive drab 
:fuffl er , rool , olive drab 

.,-:~:-Raincoat , resin coated , without belt 
,,'-¾-Cap , service , 1rl.nter 

omen ' s 

Y.) 

~;caps , olive drub , overseas , distinctive UN RA , r.i.th insigniu 
-l:-Overcoat , bark color, alpaca- pile lining, official Ult ,J. , , i.th shoulder flash 
::-Field j acket , bark color , alpaca- pile detachable linin("I' , official UNRRA, 

with shoulder flash 
-r-.11\mic or dress jac.' t , official ill .... , ,;i th shoulder and pocket flash 1/ 
-,,Skirt, olivEl drab , yaol 
-,c ist , woolen, olive drab , with pocket flash 
Stockings, tan 

~-Shoes , tan oxford 
1Iecktie , black, cotton , mohair 
Overshoes , artic type 
Gloves , unlined , leather , dress , or wool 
'Bar,, tan, rectangle shape , with shoulder str ap 
Sweater , sleeveless , olive drab 
'uffler, wool , olive drab 

-lH~Raincoat , resin coated , without belt 
➔~Cap , service , linter 

➔' ne set of 11 ite., s so marked to be provided to tm ield employee 
free by the .cdmi.11istration 

")H.-To be issued free by lRRA in certain areas to meet certa·n eather 
conditions 

JI ':'entative IDATI, P• Il G RESSIO. OF OP:n!IO. ~ J ID 
• 



- 2 -

'en's 

~ap, olive d. b, overseas, official m. , ·th in::;ignia. 
~hirt, khaki color, ri. th shoul er straps, and ·vi t. pocket flash 
,<iirousers, Ir.haki color, cotton, or shoi·ts, kha.id. color 
Socks, cotton, tan 
~ hoes, leat er, or composition soles, tan, low-quarter 

·ec' ie, black, cotto:i, mohair 
Belt, olive drab 

, Raincoat, oil cloth 
il, e et, sun 

's 

ap, olive drab, ove~sea.s, official U! ., rith insignia 
, kirt, tropic mrsted, khaki 

aist, cotton, k..11.aki, ·r.i.th pocket flash 
Stockings, r yon, tan 
Shoes, tan, oxford 
ecktie, black, cotton, mohair 
g, t rectangl shape, ·rith shoulde1· ::;tra_ 

~ · ncoet, oil cloth 
He et, sun 

, •. K CLOT!• y' 

,i.cap, herring one t n.11, oliv r b 
uit, mrk, one-pi ce, herringJone twill, olive drab 
ocks, .eavy, work 
hoes, service 

Gloves, mrk 

,!One set of all it s so rked to be provided to the field employee 
free by the Asi~inistration 

~~o be issued free by in certain oreas to meet certain 1eather 
conditions 

!/ Tentative recornnendation pendin expression of opinion from 
field offices. 



TO: 

FRO 

SUBJ'liCT: 

The Directo Gener 1 

Rich rd R. Bro 

'ork Unif arms o urses 

2 J nu· 1945 

nd L bo to Technici ns 

This is to recom~end that you prove the issu nee o s cial ork unifo 
for nurses nd la or to technic n in th fiel • Th 1th ivision 
h~ submit d nrocurem nt requ sts on nursQs' uniformc to the Division o 
dmini tr tiv ervice , hich · turn h r t.nc0 o the 

Bure u of Ares, nd e are like i e i rec· to e 1th Divi ion's 
request for cle ranee on 1 bo tory technici ns' uniforms. It i our 
belief that th orders for both of uniforms sho db a rov d. 

The question o is uin ~ork uniforms to cia orker 
to be or currently en aged· field activities n c s eci 1 ork 
clothin h s been c refullystudi d by this bur u, and all cone med 

rti h v b n con ulte. At he tis not beli 
speci 1 ork uniform ill be r of 
em loyees other th n the nur e 

It i our r commend tion p rovi 
uniforms for the nurses 
uniforms are not to hecome th 
them, but sh 11 e o ed by UN 
technician for r in th p rform nee o heir technic 
lon s they re UN e~ployees. It is pre n 
duty, these nurse nd technicians ill be eli 
o th re r UNRRA uniform if its e rin 
ission. 

The endir. order for nurses' uniform 
of bet een 2,000 nd 3,000 eer uck r uniforms, wh"ch 
of UNRRA nur es unti th end of c In 
n e tim t d 50 ° HNRRA 

initi 1 i., 
t 

PH mme / 1 

cc: en"hikov 
Corson 
Files 
H mm r 

t 



UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

1344 CONNECTICUT AVENUE 

WASHINGTON 25, D . C . 

~ 

25 January 1945 

VIA AIR MAIL 

FROM: John J. Corson 

SUBJECT: Material forwarded to the ERO by the Bureau of 
Finance & dministration. 

In our efforts to discharge our responsibility for keeping your peoplo 
in.formed of w1at is developing over here, in the expectation that you 
will continue to do everything you can to keep us informed of develop­
ments in the ERO, we have forwarded to you in the last couple of 
weeks the following materials, showing the date of transmittal: 

22 Jan. Memo. 13 Jan. on telephone conversation between Howard I. 
Teaf and L. T. Niggeman, ar Shipping dministration re-
garding Marine Insurance. 

22 Jan. emo. 13 Jan. to Harry • Knight from oward M. Teaf / 
regarding First Six- onths Benefits under dministrative 
Order No. 22, 11E:nployees 1 Compensation Plan11 o 

22 Jan. Memo. 13 Jan. Outline of Procedures - Self-Insurance of 
ine Losses. 

(betw. 7 & 15 Ja 
[emo. Vaughan to Corson 11Travel Section" outlining steps 
recently taken to provide better a~d more expeditious travel 
to employees. 

(betvro 7 & 15 Jan.) 
3 copies of. ea Budget Allotment Order No. 4 dated 11 January, 
China ea Office. 

(betwo 7 & 15 Jan.) 
3 copies of Co.111r.iodity Procurement Allotment Order Noo 2 r:: 
dated 15 January, Revision No. 1, United Kingdom. 

(betw. 7 & 15 Jan.) Draft dministrative Order on Budgets for Field Missions, 
for your com:nent. 
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The attached ··revised Administrative Order 

No . 36 -on Living Allo\.vances Paid to Employees 
1• ', 

Serving 1,b1.:oad, 'i~.:ict,. -fhe explc.natory letter, are 

being circulated in this preliminary draft form 
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tnTITED U.A.TIONS 
RELIEF .AND REHABILITATION 
ADML. I STRATION 

Pr~~iminary 
Draft 

ADMINISTRATIVE ORDER NO~ 36 e 
(Revised) 
24 January 1945 Page 1 

SU:3JECT: LIVING ALL0,'1.l\HCES PAID TO EMPLOY.F';EJS SERVING ABROAD. 

1. PURl'OSE: The purpose of this order is to provide the bases for determi­
nation qf living allowances paid to U?ffiRA employees when assigned to posts 
of dut~r in a country other than the country in which their horn~ stations a-a 
located. This order shall apply to all Ulm.RA and vo11mtary agency personnel 
serving.with UlmRA who are stationed outside thoir own country. It super­
sedes Administrative Order No. 36, issued 13 Move:pber .1944, which is hereby 
r 1woked. · ·. : · · · 

2. liPPLICATIOU: Tho rates prescribed in this order ·shall a:pply not later 
than April 1, 1945 to all cmploycos serving at a post of duty in a country 
o~hor than the country in which their homo 'station is locatod. 

3. DELEGATIOU OF AUTHORITY: . ,:rho authority horci:n.· grru{tod to tho Chief of 
Mission can bo oxorcisod by the officer in charge of a fiol,d mission or 
offico regardless o,f h_is title. : The •living {illownnco 'for hoadquartors will 
be established by tho Deputy Director GcnorBl for Finnnco and Administration, 
and for E.R.o. by tho .Administra:tivo Council. · : · '. ' ' · 

► I 

4. DEFI!ITION OF ~O~G STATION: Tho home st~tion of an omployeo is the city 
to which ho will be returned at the terminntion of his omploynnnt. It shall 
bo determined at , tho. time .of his nppointmcnt by··tho Personnel Division of 
tho office by which he is recruited as follows: e 

( a) If tho Ad.ministration has n.n office in tho country of which the 
employee is a national, his homo stn.tion shnll normally bo· the 
city in which the principal office of tho Administration in that 
co\mtry is located, oxcopt that in tho cnso of an elllJ_)loyoe who 
does not resido in the country. of which ho is a national, the 
Personnel Division mny designate a city in the country in which 
ho resides as his homo stRtion. 

(b) If tho .Adninistration has no office in the cou.~try of which tho 
eoployoe is a national, t~o homo ~tation shall be tho city designated 
at the tine of appointment, which ordinq.rily will be a city in tho 
country of which he is a national. 

5 • GE11ER.AL PRilTCIPI,£:1$ : 

(n) Living ollowroicos shall bo paid to e~ployeos serving outside of 
their own cou.~tr? ( as def in0d in p:u-agrn:ph 3) • This n.llowruico 
shall cover in both low nnd high cost areas the n.ddi tional 
living costs which enployoo inyurs by reason of foreign service. 
rt s h~ll be pnid in locru. currency A.t the nost f avorablo rate 
of oxchn.ngo n.vnilable to mmRA. 
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Graft . ;. ~DHI·~~STR.ATIV:E ffiD:'.m }TO. 36 

}· ~. . . . ': . -~RBvi~ed) · 1945 . ' 

... , . . , 

(b) The living ' ~1i'omince· i~·a1.1 'Se ·G9~1;~sed ~f:··. 
, rl ,., I ' 

· ( 1) .An "u.l~ov,•~nce to co;er the add~tiona:{ -c~s-~ ·:~f- food~~ 
and lodging. 

t .r. 
p ,. ; ,.. _., .:. ~ ~ ~ '. 

(2)" .ti: •fidt a.lJ:01;~n~e ~-f .$1 . 00 .p~r. day; to ~over t _he. ,r,. r • 

i·ncreased coit ·of inci'dentals.-. 
:• r 

,, ., c) Since thP.· l~y:i'.r~g · ·l~ 1f~~~:in~~ .~ ho.11 cover, .the ·.extra cost · of living 
r.. ' . . c1.br'oad, 'it wil,l Vtlry; t !· ' ~- I ' 

,. . ,·· ' ·, ,· 

· ( 1) Accord'i°ng to· the cost of f ooa. and lodging at the 
different stat ions as d E: tennined by the Chief of Mission. 

(2) .According to the dApen<'lency st?.tus a.nd salriry level 
uf ihe employee as e::-::i. 7 rdned in paragraph 7 . 

(d) Sinee emplo;rees of foe Administration may cmnge their status 
fr• 0 quently n.nd at irregub.r intervals , allow['.nCe" will be paid on 
n. 1,er di em basis to perrni t .. ready adjustment in the o.llowance .{c.te~ 

• ,M ... - •-, -• (' -• 

6·;; ·, ;i§~_4.J3iIS1JM:;N[' . OF· SC,UJ:S, OF LIVING ALL(r"A:JCES. 
~... . . . -- .. ·-· • • • ... r-- •• • 

(n) The Chief of rn,.G·::it.ou·, .nfter·~~ltstiltiti~ri -,;{~h t1;e. loc;l gov~rnITlfnt, 
shall ednblish th - ♦ s·c, le ·o: scQle:, of_ living i:!.llo.;.1.11_cE'c;;,:ii1choed- in;-Table I 
of . this 01~der which s};al;l. ·r~pply· td the._p:te. 'fs n. .•tit qle , or to t)[.Hicul~ 
locttlitivs as circumstance~ warr'nnt .: Th. $8 scald "hall be revisea: from 
tiue , to time. ~o .. tnke,.- ia1~:GJ· l~ccount: ch.iri:g_es i_n t4e. co-:; t · 9f living. , . · 

;; I • I•• • J .: (,,,,-,•r ••I :•:~ • • f I•·' ••• • • , I,, • ' • r ••? ai:. • V • 

.~:: {b) )!he ?'~;1·Js: .o":f -li~i~, ai10~•1ftl1Ces· estn.b,ii.~hed by .the Chi"ef• 6"f M1sF ioh 
0--h:' ll be subject to ' the approval or revision by' the Deputy DirGc~or Gy::i. .ra.l 
for Finar,cc and Adr.1ini ~tration. The Chi Ef of 'Mission., howev r 1 r1,1y··es t:'l.bli?h 
provi:: io1ir1 l scul e~, of• :.•.llofu.nces· 'wLi ch £"hall be : put into, opar, t ith :,/i: tii.out 
,10.i:t:_ing ' for th~ ·ap:provnl. of,-tbe ·, De:puty:.Direcit~o-r General f~r -Fii • .:1.21ce_n11,d, 
Admi-nistrat:i.c:m.: but the :ipproved· scnl~~ v~hen: estabJ,.i~_he,d iG.hnlJ. :ippiy· to :the 
entire 'pe ri ~-• < _.. : :._. ;_ ~ -. : ·· ·: : . ·; .. ,, . ·,. . · · 

.. ! I •r ,.,. .J ft : ·- •:,.' : t •• . ) . • •. • ,_ ,. •, • - • ,. 

··,: "Cc) C}rl.efs. 9£. Missi~~-$rbll ·forw0 rd ,to l1cn.dquar.tr,rsr o"· · to the .-,ppr9pr:ia.te 
re-gi"O'i:,n.l· office' th~ir rn COiill".\endnbi.ons' fo'i" 'the. tcs.tnaiisbmen t .of SC!lii'es· . o'f . . ' 
liv,b¥{6.llci,1~1:i,c~.; , ._ t·obr-ther :,1ith infornntion··indicnting (lJ the ,. cQ·st· of .­
living·rn•-. 'n.'ch r..r·ea' for whicc. individu.al r::.t.,s ri.re estn.blii~ed; (2) thE, , 
nctu:11 living co ts of er:11)lo;yee--: oi tl1e Aanini ,t:ration; oi1a. · (q)' cofifpn.rn.ble ... 
r·, tt s _used by __ otl~Er ,"..£;~11ci ee . The E u.-qpo.an. Regional Off iae · ~tl·o 11 revi ~w 
nnd:·.f'orwn.~d tR l...e·1.L1 ·nrtrrB· ··ith it~ -conraents nncl r~corm1entt.'l-:£ions·. such· 
reports ·received from mis,sio'1Jz· ,mder itc:: j·u-isdic.tion. ·.·, 

... ,• . ' . . .... . 
I•• ••• 
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.ADMIUISTRATIVE ORDER TO. 36 
(Revised) 24 January 1945 

7• MJJTHODS FOR D:ETERMIJ IlTG SC.AL:JS OF LIVIlTG .ALLOWAUCES. 

(a) Tho Chief of Mission shn.11, in consultation with the locn.l govern­
~ont, doternino the average roasonnble per dien cost of food ruid lodging. 
If oi ther of those i t(ms is provided to employees without charge or at 
reduced rates not gencrru.ly 0,pplica.ble in tho area, tho n.ctual cost shall 
be used m ·doternining tho coot; if both of these i tons a;ro provided without 
chnrgo, the cost will bo nil. 

(b) A flo.t n.llow:mco of $1.50 per cUen shr>..11 be :pn.id ·to nll eoployces 
to cover ~ncro~sod costs of incidentals other than neals and lodgingo. 

( c) Enployeos with dependents shall receive a living allowance which 
covers the full cost of ne~1s nnd lodgings, plus $1.50 per diem. The Chief 
of Mission shr..11 determine which of the aevernl scales of living n.llownnces 
contr.ri nod i17- Ta.blo I shnll be applicable, selecting the lowest scale which 
provides for or.:rplo~·eeo with dependents l'n nllowance sufficient to cover 
these it ems. 

( d) Eo:ployoes without d.o:pondents shall recei vo a living allowance which 
covers the full c9st of neals oncl loc.gings, less the anount which they 
norr:u,.lly spend for these i tons in their hone country, plus tho flat allowance 
of $1.50 per r.ien. rpie rates applicable for enplo.,roes without a.open.dents 
unr.t.)r e~ch living .n.llowroice scnle, and nccording to oaln.ry received ore 
indic~te in Table I. 

8. ALLOW."1!TCE TO TWO OR l-~ORE ?:EMB:JRS OF A FAMILY• Tl:o tot.<i.l of n.11 al.101:m .. llcos 
:pn.ic1. to two or ooro non"oors of tho snne f noily enployed 1;>:i' UlTRRA who nre 
livin,P,; together 0.::1.d entitled to receive n living and q_unrters rulowfl.nco ohnll 
not exceed tho allownnce for an er:rployee Tith dependents. 

9. VJIRIATIOlTS IN SCJJZS OF ALLOW.AUCES 

( n) Hornnlly tho scnle of ru.lown."lcos established for tho area or for a 
particular locnJ.i ty will be ::t_pplicnblo to fill eoploycos in t:1e nrca who Are 
entitled to n.llownnccs, 'but if one or nore onployees nre provided fron 
officinl sources with food nnd lodging or both without c!1a.rge or nt reduced 
rates, tho stnndn.rd sc0.le of allowonce foz: the locn.lity will not flpply to 
s·,ch cnployoos, nnct tho Chiof of ? ission shP11 ostnblish the awropriate 
sc~cs ,plicnble in the individu,l cases. 

(b) Uornru.ly n sin le scru.o of r.u.lown.nces shnll n:pply nlikc to cnployees 
of 11 1;.;r".des, but if the Chief of .Ussion finds that in fact the cost of 
food and lodgin ~s differs substA..'lltin.lly for (1) socrota.riol and clericru. 
cnployeos, (2) oxoc tive, l'.iL'1inistrative, P.Ild profcssionnl enployoes, ano. (3) 
the chief officers of t~1e riisr.don, incl-1.dill.{; the directors of the several 
functionnl divisions, he ney estc.blish different scales for en.ch of these 
groups ii.· n.ccordn!1ce with the nver;1go rensonnblo co st s of enployecs within 
the roup. 

• .. 

• 
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!ADMINISTR.'.T.IVE. ORDER NO. 36 

· ('Revised) ____ 1945 

(c) If the Chief of M{ssion fir:ids ·that 'th~ scales o:f allo~mncE!s.rcont~ined 
in· T!lb).e I are insuf :ficient or · for· other reasons inapplicable:; ·he may recommend 
the estqb].ishment of oth~r scales of allowar·1ces to meet ·the· •situation, following 
as clo$clly as possible 'the essential fe · ... t'.ures ·.of the scales included in Table I. 

·1 

10. l1LL0:;ANCES TO i,N -;;:.V.PLOYEE IN TR .. :1J.SIENT ST:,TUS: V:hile in transient stc.tus, 
i . e , - tr·1veling awv.y froj his post 01' duty, an employee will not be entitled to 
receive the living 0md quarters allowance payable under this order in addition 
to tho rat~s established 'tt5or transient br. casual trav.e.lers. Such an employee, 
ho\iever, mny ~~c~i ve cl~ .:1ii~~~e.~c·e. a·t· ·v:· rate .. fiX(3d .. by '"the Chief· of Mfi,i'sion to 
comp~ns-ate him far any continuing . expenses of .lodglng .. at hi_s . pqst of . dut,:y • . 

e l.t.. ,';R,\NGE!r·•}JTS FOR !1/~~~~-~PS: I.n e~cBptional h&rdship .ca~~~-,- wh~·;_;· t~· p~y­
ment of allowances fi.xed .on the: ,above bas.es would c.ause undue hardship to the 
employee-, -because of oxceptional..conditions which obt,: in in the field, the 
Deputy Director Gertcral for Finance and .Administr· tion or the Qhief of Mission 
may ll.pprove of a payment other than the r.cte of allowance pr,eseribed -in accor­
dance · with this order . The Chi ef oil Mission will .rep.a.rt any a~1thorizat:i,on of 
change' -in r a te of allommce made py .him to the Deputy· Dir~ctor General for 
Finance and ·1.dministration. · 

12 . 1\LJ.i)~t.;•:.NCES FOR VOLUNT,TtY J.Gr.:;'JCY PERSONNEL:. ,.\ living allowance will qe paid 
to emt,)lOyEJ_es of voluntary ·1genc:ies associated with UNRRn_, on the s:;),m.G basis 
as other employees of the ,,dministration, except that volunta ry age•1cy personnel 
r ec{;Jiving salari.: s of less than \rlOOO annually ,~ill be paid 'at the r a t e estab­
lished fer.· e,nploy;;:es with dependents, reg , rdkss of thdir dependency status . 

\ 
13. Dt::T,..:.RlUNP.TION OF DSPT::ND3NC Y: For the purpose . of determining the amounts of 

e 11ov1ances to be pnid to emp~oy0es stationed at a post of ~uty: 

(a) 1.'n employee will be considered a·s an "employee with depe ~dents II if 
(1) he maintained a common domicile with tne :persons whom he claims 
as dependents prior to his· ernploymGnt by the J,.ctrninistration <1nd th ~t 
during his em~loymcnt, away from, his h me station he continues to 
,11::i.intain a domicile for such dependents, and (2) he contribute s 
curr0ntly more than 50%. of J,il.a ~UPP<?:rt of s~ch ~~pendents . 

(b) ~.n -empl0yae will be. considored - '-' an- '.'employee wi tnout dependents" 
if he does not ineE,t. the conditions for employees with dep 0dents 
g~ven iB paragraph (a). 

14. J,PPROVAL BY · THE DEPUTY DihECTOR GENER1'.L FOR FIN;1NCE l.N D J.DMINJSTRt TI.ill!: The 
rate established• by the Chief of Mission. shall. be subject to approyr 1 by the 
Deputy Director General for Finance ·md i,dministration on the recommendation 
of the: regional office. The Chief' of ,,fission .mny est ·:i.blish a rat~ with out 
waiting for approval of the Deputy Dire.ctor Ge.neral ·:tor Fi'nunce and .ndministra­
tion, but the approved r nto when _8s~~°Qii_shvd .. wil~ . §t.PP~Y ~o the entire period a . . 
15 . Rt.;VISION: This order is subject to a...·nendment without prior notification 
to employees and shou).d not be r:~g~:rq~_d __ C;lS. pa~~- _ <?f_9~e ~~:pl9.yment contract. 



., 
SCr:L~S OF P:<lt -:,I:-'": LIVING i;LLO"·;.NCES TO ?J,.fPLOTI~S S".RVING i~BEO/J) • 

-.:"xplawtion : 'Ihe sc~le of rates applicable to each station is determin~d by the· • 
Chi1c;f of »linsion;· :ith the approvc.l of the Deputy Director General for Finance . d 
/.dministrc:tion . Li v1!1g allo,van~~s ai:-C:¥ 9 signed. to c9vc~· t~e incrf.:ased cost of 
living which employees incur by reason of theirJ sarvice abrond . -Since cost of 
livi:ig st,..tintics indicate that persons with dep.,;ndents -spend· th.:;ir homes only 
a n, ligible mno nt of their incqmes for· food and lodgings, · :i rt· from &xpendi­
turc..s .for maintai ing thdr este.blish;nents , the full cost of ood Lind lodging 
is paid e1, plQycos ith. dependents . Zmployces 1·,i thout de pen nts receive tha full 
cost of food an 19 ing l_ss the-rnnount which .the.y nor.rnnl1 .spend on these itc,ns· 
in thJir home countr.} · s dntermined by cost of living stc.t sties . It v,ill be 
not"'d thnt lowtir-s.-.l;;r d employe~s rec0i ve a Lxger ill.io c.nce than higher- salaried 
~mp.loyc;es . This is b_c S<J e .. ploy,.,es in the higher brn.c ,ets normally spend a 
larger mount for food · n lodging in thsir ovm countr y , and hence their GXtra 
costs v:hile sc:rving ·.1lro· :1re less than those of ernp yees in the lov,er brackets . 
;.11 ,. ploy-::cs recei v,➔ also .1.. 50 per diem for increas d cost of incid~mt als, 
i1 r 'Spectlve of de;.,t.::nc'cncy stritus , Tr:;:; r2tes in the; table include this allowance . A 
, l L e,!lplo. ""'s who ~ire provide ,,i fri"'board ~nd lodgiag \dthout l,;harge- 1.:re p&id • 
this .:.i!.101·,nnco of .;;,1.50 •'r die 1. 

For .:i'll 
sol·,ri- s 

;;1200 -
. 1 00 

1799 
23 9 

2 00 - 299 
)000 - 3999 
4000 - 49 

5000 ~.ct ovor 

c;c< le r,;t .nber 

l 

.,,,1.50 

L.50 
l'.50 
L50 
l.~O 
1 -. 50· 
1.50 

11 · 

-1 . 50 • 50, 
1.50 l'. 50 
1.5◊ , 50 
1.50 - -5Q 
1.50 1.50 
1.50 1.50 
' .. 
12 

. . 
13 

g: 2 .. 10 

5,00· 5, 50 6.00 ... 

2. 50 3 .oo· 3:50 fl, ,'00 4 ,50 
2 .00 2. 50 . 3 .00 3 . 50 4 .00 
l.50 2 ,00 2 . 50 j .00 3:50 
1 !?.0 _1.50 .2 .00 2 . 50- 3:00 
1.50 1.50 I-.50 2.00 2. 50 
1,50· 1.50 1.50 L50 .2 .oo 

1-1 18 1-2 20 • ..... . 
For all pnployl;';es wi~h Depende ts 
sal~ ries 7JJO 

.1200 - 1799 
1800 -.23 9 

. 2400 - ?..C_:9 
3000 - 3999 
4000 - 4199 

50 0 na OVcl-r . 

.. . . 

6:50 

·5 .oo · 
4,50 
4 .00· 
3. 50 
3.00 
2.50 

7. 50 8 .00 8 . 50 

5, 50 · 6 ,00 
;i .DO 5. 50 
4 . 50 · j .00 
4,00 4,50 ) , 50 
3 , 50 4.uo 5 .09 
J .00 3 ,50 ·'+ • 50' 

9. 0 . '1 , 50 10 .00 10 .50 11 .00 

.. - . ··•• - -

7 ,50 8 .50 ·9 .oo 9 , 50 
7 .00 e:oo 8 . 50. 9 .00 
6 . 50 7 . 50 8 .00 8 ,50 
6 ,00 7 .00 7 . 50 8 .00 
5 , 50 6 .50 -7·,00 7', 50 
··s.06 6 .00 6 . 50 '7 .00 
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': 
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Dr.t Lett'v.r from the Director General to i.11 Employees Explaining th\j 
New System of Living tllowances 

.'fC>' /.LL UNftRj, i.-:EPLOYF;_BS: . 

The present systtJm ; '{ living allov.;mces to employees serving in the field 
or ,;utside thoir own c.,:,,untry · has prowd unsatisfactory in several respects, 
and it ha ,, beco1a0 necs..ss',:'ir,',' ·to revise it. The pl[ln v;orked satisfactorily in 

· some ar.Jo.~, bt;it i _t i$. :3,ppcirent th.st fi?<,ed ::1llov,anc0s would be insuffici::nt 
"in c.r8as ·with .;:;xtre.ue1y high cost qf living •.. The ·pra~tic.e of paying diffor":lnt 

".rates to ·m-t~i'.or,1als oi' di.ff-J rerit c_cJU'rjt,ries ,.· whtch· has · be~i1 followed in some 
· _are;is,' i ,s als0 U,/1S&tisf4otory. -. ,._s,. if result·' of·incortect interpreti.!tion of 

the preseh't system,. s~1t1~. · ~n1ploy'ees it1 _c·amp_s. wh9 wer'C, J:-\fovidvd with free 
· JT1eals and lodging \have ctls o btiE:n' g;i.ven substa'ntial pet _di~m . . allowances which 

·;:·'-.. a in ei'.f.ect provide'· &· su_ppl~p.8nt- t'o thG'ir ,.sc.i.lary •. ·· The,:· .. <½finisw"tion c c-nnot 
, • justify tl:iis'- t~ractic'c.<1..d1der {ht? specj__'fic :riandrrt~ ... 'issued , 'bY th$ Council ?.t 

.< 

• the 1fontr'eaT s~ssion, which_ ·r ,::/quires the· most ca reful, ·att.entton to oper 3ting. 
costs in the int~res,t'· of oconomic2.l c;idtnin:i!strc'..ltion . For these . rerwons the 

· systerri vf livin.g aliovmnccs has been r:evis-ed -in o~c:f~r t ·o e_stii.blish ·a _r.l·1n 
. 8pplicablc t _o [tll str. tions , . in ve,r.y t1ig}1_ GO-St. :::t'reas as wel_l. as L:iw c ::;::,t ar':!as, 

:.: :iti to employ0es of all natiqmdities . ·· ·. · . .• , 
~-- • • • lo- ' • \ ~ ~ \, • •• • .• • • • • \ • • t. ' 

ndminist\· ative Oree~ 'No . 36:•issued on 13 No_ve,ftb9r · 1944 ·has ·been wj ·.,r 1:: .:-~wn 
.-:z.nd t. reviseµ .o'rti~r' issued .·.· Th~ reyiso9- sy,..,tem•/tiJf \ivir.ig ··:::.llow, '. 'i.: •~ ,.. , "~ 
·emplOJ'OE.:S stbti.ohed E..bI'CJ l:,'U j.11.cludl::s the. folluw::tng 'rhaJor fo 'lture:: 

• • \ \ _'• I ' ' ·" • ,,,_ ' ... •. I ' ~ \ ' -, \ • , ~ 

(l)'° The,.Chief of Mis .si.o~, viith'.• the ·-,.ipprov_;l .. oi tt·'a Dep1..r.-',v >Lr ·,:-- t or '}ener.'.:l] 
f ,.)/.Finance· 'e.nd : g,ri-1.nistr·. ti o.n, will · aett:r.nih~.' wha r, tne current '.lctw,.l 

.. \ : ,\Vc.; '!'[.ge c .is~ 9 .. :of 'bu )·--! ·;:ind. ~odging are at st; '-t:i ,:rns urC: e-r his ju ~is-
diction: . • ' . ,'. ,. .. 

' '• 
' \... \ \..',.• 

(~) Ti'.1aploy,3es ' ~ho h1.:v~ depcmdents will be paid this full amount. 

(3) T'mploy~&s wi th .)trt dependents will be paid this r-un -Junt less the am•:iunt 
which- lhoy· !1 ',irmally spend f ·)r b11ar rJ :,nd lodging in their own c uuntry ., 

· .. &.s .-?-rriv1Jct ··at, by th"' use .:if scientific- c ost of living data . 

(4) In ~ddit1.0n, all emplJyc ~s ~ill r eceive a fl r t swn of ~l . 5O per diem 
'·t.J c ·over incrc:ased CuSt f incidentals while st~ti •:med abroad . 

(5) nll e;nployees in camps, irre spective of dependency status 0r s.c:.lary, 
v,ill rec;;;;ive the ubove all.:; ,, ncG lf 1.50 fvr ·ncreased cost of 
:c.ncidcntals. 

Because there has b<- en S;)me rnisunaerst~.nding c.b, ut the f 0rrner system of 
allowcnces, and pE.rticulc.rly the 3u-c, _le,_; " .· µ ·· rati on" c.111 wsnc0, I f eel 
thLLt it is necessary L cl<.H"r up thes6 ,nisunc!er..,tandings. Under the f ..;rmar 
system there was a lack 01' uniformity . Field allowances in so,118 areas wc:re 
divi~ed L,to two p,:,rts: 

( 1) ,1 pt.;r clieJn all!Jv,nnca which was the a ;1 unt puid t & single pers0n ..,ta­
ti ;nvd 1. , , the field. lnis :.:in,.,unt was designed n•..;t to c over the ~ntire 
c ...,st of ,nal.1tenance, but "'nly the addi tion;J.l cGst which the singk 
employee incurred by reas .. m uf his s0rvice ,.,utside his ..;Wn c -:-untry . 
!twas estimate.ct that this amount sh.)U-ld nvrmally be suffici£nt to 
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cover board, lodging, and incidentals less approximately ,;;.4 .00 per 
diem v1hich the employee was assumed to pay in his home country for 
these items. 

. • 

• 
(2) h "separation" ,,llo·wance of ~4 .00 to be paid to employees with depand•Jnts . 

This allow:mce was 13st ablish0d in recognition of the fact that employees 
with dependents normally spend on themselves for food and lodging while 
residing with thdr dependents onlJ a negligible amount, and consequ ,ntly 
should be reirnbursed in full for these items while serving librond . The 
P-=r diem Ello,,'lrlCe plus the "separ.'.ltion" e.llowance were designed to cover 
the increased cost of living .::ibroc:1.d for employees with dependents and , 
in effect, amounted practically to full maintenance. 

The "separation" cJllowa.nce unfortun,3 tely hc1s been regarded by many cmploy\jes -
as ::1 supplement to their salaries, to be sent to their homes to support their 
f·,nilics or d8pendents. It was never so intended. Employ~es who have joined 
th~ st~ff of UNR ~ h~ve ordinarily been paid salaries equal to those which 
they prt:;viously received, and consequently the Administration cannot justify 
paying to the employaes an additional sum for the support of their f -1 . .1ilies 
tot1lling ~1460 per yetir. 

Tht.: .hdm.i.!.istr·:tion will continue to deal fairly v,ith its employees . Evidence 
of this is indicated by its provisio,1 for medical care in the field, provision 
for illness and E,ccidents, with allmvances to the dependents of employees in 
such cases, ;_,_nd a provident fund which _f.,: ovides the employee with a substantial 
swn at the termination of his employment . Similarly, the re::vised living 
nllowanco sys te,n is designea to f.•rovide a fair 1:.nd equitable allowance to all 
. ,ployees who are st.:.1tioned outside thE:ir own country. They are ,1ssured that 

thv .dministration will bear the additional cost which they incur by reason of 
this service , irrespective of where they may be assigned, or how high the A 
living cost ma.y be in the area . If there are employees who hc!Ve joined the W 
staff ~1t a substnntial nduction in salary on the assu:nption that the differ1:;nce 
would be Jllllde up by the living allowance in the field, their cases will b e 
r,, viewed on trk ir merits, and wherev0r possible, indi victual adjust!!lents will 
be i:inde to avoid any hardships or inequities. 
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UNITED NATIONS 

RELIEF AND REHABILITATION ADMINISTRATION 

1344 CONNECTICUT AVENUE 

WASHINGTON 25, O. C. 

9 January 1945 
F. & A. eekly Letter 10. 1 

Mr. Georges. ooney 
Executive Secretary 
European Regional Office, UNRRA 
llA. Portland Place 
London n, England 

Dear George: 

As you will see this is the first of wh&t I expect will be regular weekly 
letters from me to the ERO. 

Purposes: 
1. These letters are designed primarily to help keep the staff of the Estab­

lishments and Organization Division, the. Finance Division, and the Training 
Division, in closer touch Yd.th what is •in the mill" at Headquarters in the 
Bureau of Finance & Administration, or of concern to the Bureau of F. & • 

2. It is hoped these letters may serve such other purposes in ERO as you may wish. 

ction at ERO: 
e plan to send four tissue copies of these letters by airbag in order to 

expedite their distribution at tnat point. fill you, therefore; 

l. Issue written instructions to the desk where the Headquarters mail is 
opened to provide that each time a letter in this series "Finance and Admin­
istration .eekly Letter to ER.011 is received, a copy will immediately be 
dispatched by him to each of the following, providing there is material in 
the letter of direct concern to each. In case the material does not oonoern 
one or more of the divisions, the letter need not be sent to those divisions. 
However, in eaoh case a copy should go to the Executive Secretary, 

(a) Executive Secretary 

(b) Director of the Finance Division 

(c) Director of the Establishments and Organization Division 

(d) Director of the Training Divi ion. 

2. I will appreoiate it very much if you will consider, as you read your 
copy of such letters, whether or not they contain items of interest to 
other persons or units in the ERO, and if so, will you see that a copy 
is sent to them. 

3. ill you let me have any suggestions which will improve the 
of these letters. 



I . 

• Georges. Mooney 

Contents of this letter: 

4 January 1945 

1. Proposed plan for overall r Training Program -- comments and 
suggestions of ERO are requested by 20 January, if possible. (4 copies) 

2. Comment with respect to the responsibility for Internal uditing, 
pertinent to your cable o. 1369 and our reply. (four copies) 

3. Materials concerning the Greek Mission as follows:( ttached to 0 1Halloran's) 
(a) Bi-monthly report submitted by Lewis H. Rohrbaugh, Deputy Chief,rl>£.PY 

Finance and dministration. (1 copy) 
(b) onthly report on Mission Personnel requested from each of the 

Balkan ssions. (1 copy) 
(o) Airgram No. -29 to Cairo concerning furnishing staff from 

Headquarters. (1 copy) 
(d) Status of Voluntary genoy personnel as of 13 November. (1 copy) 
(e) The Balkan Missions and the Refugee camps. (1 copy) 
(f) Analysis of Greek personal services budget prepared here for 

consideration. (l copy) 
,g) Ce:Pl'ea,p0ndence between La:i:rd Archer and- Gene!'al Scobie. ,1 eO:PY'T" 

4. Brief report on conference held 4 ·January concerning the accounting 
for local currency received from the sale of U supplies in a 
country. (4 copies) 

5. eed at Headquarters for new Displaced Persons program budget and 
allocation of positions to be recruited at Headquarters. No material 
is attached on this point and in ·Dzy' telephone talk with you yesterday 
I ~mphasized the importance of the ERO getting to us promptly necessary 
information in order not to jeopardize UNRRA 1s ability to meet the 
personnel requests which have been put forward by SHAEF• 

Inolosures 
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October 1:lu.1244, to Dece ber 11:r, _12M 

BU 

1 
Although n erous reports o both i dividua ad groups of ite s 

h ve been made to the Balkan ·ssio ur· g the above p riod, 10 s ry 
report ha been made for the Greece Mission and thi bi- onthl report is 
meant t. serv that purpose. eriod covered by this r port tes from 
the day hen adv ce party of e perso s from th Greece is io, 
·ncludi ~ or resentativ s of the Bureau of ce dmi istr tio , 
left Cairo for THEN. Circumst ces surroundi th opening up of th 
Greece M · ss:l.on a .d its oper tio s d ring the earl y o th ili 

rio, ·ncluding the last te day of civil ar, de it qui e 
to adhere to the u 1 roced of a co lete mo thl report. 

S: 

After a bri f period of being quarter din a do -to hotel 
·i h the Military, the Missie too over 

Hot 1, about one ile from 'litary H • 
in tting t e hotel r ady for occup cy, 
to draw and s erv0 milita_ rations, etc. Th 
able or d 'E plea a tly located. Beca s 
as still in t d th the remai .der of the ission, it as n cess 

to secure o e corpo 1 and to other ranks for e 
hotel . The foo has bee1 excellent, due in large 
of the Greek chef. e hot 1 is used to hous Q 
and staff b longi g to districts hich, beca s 
mu t be transport d irect from E t to th n 
tot di tr·cts. Th sa e tr ns- i et pro es ha be 
ith the volun r ltho h th y are, or ere to be, hou 

separate rters, ts i made for this 
Th bot l has no hat, ith the exception of th 

shad no hot ater, but th staff 

the 
ent 

0 
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space, and the later physical integration of cert i. parts of the Mission 
into uild has ec ssitated plans for again allocating office 
spac • ral plan 1 ve beet uspended during the last ten ca s, but 
if the Mi. sion is o continue in bulk in reece, the possibility of ta.king 
over a ller uilding is ticipated. The building was provided ith 
the s 1 f cilities--elevator service, reception and int rvie rooms, 
conference roo , upply r o, etc. Dur the ear]: part of the llission1 s 
st in Ath tempera office were opene in the sp ce de vailabl by 

tio of Greece. 

e o fie was op no. the s cod day of the civil ar and 01 the 
third day, but it bee nece a to di conti1,ue its use since on Dec. 5th 
h fightin broke out adjace, t to the office. The building s since been 

occupied b tl ini t., o... rino to prevent attack on its office opposite. 
riters and office .upplie were tra. sferred to the hotel the middle of 

ee in order that office could operate from there. 

L: 

s been al to secure ve adeq~ate tran port fro 
t of two 

sev ntee. private cars secured 
eneral transport plan provide 

ilitary 
sp re parts 

otel ,as tak n 

beginning o the civil ar, tran.,port s bee ve 
, the driv rs of all priv te cars not reportin for duty, 

of lets, onl:y t e o e tatio w aon 
and four trips b t ee th hotel 

ou co idi tio ince th throu h 
one with the th rs. 

ine tly o it a d altho 
, no in ivi ha bee d. 
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e ollo _ 
Cai o· 
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conj ction i th the linancial 
sessions oft e Greek co omic 

d ith ta.bilizatio, of c -
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correcved dm.ini -
info tic fro 
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The e~act location of eve individual em loy don the ad · 
trative udget i ho on the att ch·d bu get. 

Thee ploying of Geek nationals wi te pro osition 
as has alre d been the case d th e u will xert • ffort to 
insure that o pet nee is t ken th first st dar nd t t policie 
1 id do by UNRRA shington ill be strictly observed. ec u e of 
mi taken public· ty ( uch as e spap r article t t 1 s to hir 
thirty thou nd p ople in G~eoce) interpretation of our ese t it tion 
has bee diff" cult one. Applications v tre d in but it i b Li v d 
hat the tter h been handled f irly adequately. Th Personn 1 Director 

has en left in Ciro as a r ar r for the i sio, d el 
taff, to ether ith the Personnel Rea'stry hould arri e in Gr c i 

tho next to ee unl s ho tilitics chang h oner 1 pl 
ssion. 

'l' 
in view of the 

ct-

g 
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Info tin 1 - GI - 1 Gener 1 Information 14 Oct. ltJ.44 

Policy GP - 2 Co unic tions bet een He .dquarters 
d Officers in the f eld 

GP - 4 tegr inn of UNRR , ,., Dec. l tJ.44 

A ini. t ative A - 1 
GA - 3 

Is 
tt 

ce of General oranda 
dance ecords and L Ve 

9 Oct. lJ.44 
9 Oct . 

r, 1944 

- 6 
GA - 7 

GA - 8 
GA - 9 

Budget Proposal 
U e of Funds for Op rating 

Ex enses 
eeting 

t Prop::,sals for perating 
Expenses - 3-month eriod 

,.. 
~ . 
2 Dec . ,, Dec . ~-
2 Dec . 

·lilis-
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