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Changes in Functional Statements for Steff fices 

The following is an anal.y i of the propoeed changes made in the 
tatements of function• as submitted by th organiz tional unite 

studied. 

Office of the General Counsel 

All the statements as submitted by the Office of the Gen ral Counsel have 
been used with the exception of items 10 and 12. Item 10 (service of 
drafting officers at the Sessions of the RRA Council) ia obviou ly in­
cluded in item 7. Item 12 (comment on UNRRA. 1 a leadership in connection 

1th the general situation in Bulgaria, Rumania and Hungaey) has b en 
omitted since it is not appropriately a function of the O~fice of th General 
Counsel. Thia was a personal assignment to Mr. feller, who has resigned. 

Office of the Diplomatic Ad 1,or 

The statement of functions as submitt d by this Office has not been chang d 
materiall.y,insofar as substance i• concerned. The functions haTe erel.y 
been restated to conform to standard format. 

Ho •ever, item 9 (describing liaison between Director General and Congresa 
of U.S.) has been deleted, since this does not appear to be a primary 
function of this Office. 

Office of the Secretari&t 

A combination and redescription of functions submitted by this Offic has 
been ma.de to conform to standard format, and all the functions as orig nall.y 
set forth by this Office in their description of •Office of the Central 
Office" have been used. 

One organizational change baa been recommended. It is proposed to set up a 
•ev organizational unit (known as Administrative Staff11 ) to coordinate the 
following administrative functions: (1) all houaekeoping functions; (2) 
general aupervision of library staff; (3) arrangements for translation 
service; (4) maintenance of correspondence files; and (5) distribution of 
committee documents, reports and reaolutions. 

Tlie inclusion of the libraey staff in this unit i ■ a departure from present 
practice. However, sine this staff apparently receives little or no super­
viaion from aey one at the present ti , its activities should be coordin ted 
under on specific office. 

It is also proposed to use the designation of "Staff", for each organiz tion 
unit. !his would appear to be an ap ropri te designation, sine there ia such 
a small number of individuals em loyed in each unit. 
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The !unction as aet forth in the at t nt of "Office of Public Information." 
h ve be n r di tributed11 into the various operating uni ts where they 
pres abl7 b lon • All of these f ction have been included. 

w state nt spelling ut specific £unctions of the "Aaaistant Chief• 
has bee wri ten, since none as sub itted by the Office itself. 

On change haa been recommend d. It i propoa to merge the 
St t and rea S rvice staff into one oper ting unit, 

aince their dutiea ar pri arily thee e. !his unit will be composed of 
four info tion sp ciali■ te, each acting as liaison officers for ~ublic 
info tion in specific geographic 1 areas. The Regional Operations Staff 
acts liai o for uropean and ar astern infor ation: th Area staff 
d ale with Canad and the South .American countries. 

The designation of "etaft0 has also been uaed in describing the o~ anizational 
br down. 

Office of Country 1 aion Affairs 

he functi ne of th Director's Offic have been reetated in more general 
and overall terms. 

n the at t ment on th •ottice of Country Mieeion Affairs" item 3 (main­
tainin& liaiaon with Congre s) hae been omitted, aathia function 11 
pre ably included in item 2 ae proposed. It 6 (prepa.,rlng tables o! 
ahi en and ena.ly ee of u nl1 program) was deleted, aa Ite l dee.la 
with procure ent o! uppli s. Iteme 8 and 9 have bee restated ae one 
function. 

In the ■ tate ent on the 1 0ffic f Country ission Reports", the function■ 
have been spelled o tin ore definite tenie and so e elarifyin statements 
hav been included. 
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copy 

Dr. P. r. Kuo 
Room 532 

E. S. Sergeev 

Committee Division 

27 October 1945 

In connection with the revised desc iotion of the Functions of the 
Committee Division, I have t~e fnllowing statement to mµke: 

These revisions, apparen ly being made at six m0nth intervals, seem o 
to us to represent a dup_ication of time and effo,...t inpsrnuch ~s the 
functions o t'1e Com.mi t-tee Di rision fire fuJ J y outl i!"led in Adtti ri st:,...a tive 
Order No. _O and the previous descriptinri 0f t~e duties nf t~e Chief 
of the Committee Division, dated 31 arch 1945, and rematn 11nal ered. 
Therefore, we consider it unneces r-a ry tn take +,he t irre to comna re And 
cornrrent on the revised deRcription, but cubmit our dissapproval of 
any deviation from existing OT'ders and descrirtio~s nf fu~ctirns. 
'e recognize only the Administrative Order No. 30, whic~ out11ries the 

functions of the Committee Division, Pnd desrri.otion of duties <wtJi"'led 
in M~rch 1945. 
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To: 

From: 

• • 
All Bureau and Division Heads, Washington 
The Administrative Council, ERO, London 
All Country Mission and U"ffii1A Office Chiefs 

Herbert H. Lehman, Director General 

I, Introduction 

t S MP..Y 94 

As UNRRA moves rapidly from the planning into the operating stage, 
adjustments in the distribution of responsibility and authority within 
the organization become necessary and desirable. Accordingly, changes 
to increase t; e effectiveness of the organizat ion have been fully con­
sidered and are stated below, and ill take effect as indicated. 

I am moved, in part, to fix the responsibilities as indicated because 
the urgency of our work in cor,i:i.ng mont;1s will necessitate that I be 
personally free to move about as the situation requires, spending part 
of my tir.e at Headquarters, part at ERO, part with the Field i\d.ss ions, 
and VJherever else the need for .1e G.ppaars to be greatest at the time. 
Good administration of an m.:1ergency effort over such 11 vast area as our 
program encompasses necessitates, on t} cone hand, fixed responsibility 
at certain b ses ,;ith provision for adequate continuous administration, 
and on the other hruid, requir s th1t the Director General be in a 
position to concentrate his efforts at the centers of greatest need, 
which arc likdy to ch:mgc from time to tine and at short notice. Such 
arrnngcn cnts Y1ill moraovcr pcrmi mo as Dirt:ctor Genertl to reach those 
overall polic decision:::, ever which I ,1ill r__,tain full control. 

II. J2 legation of responsibili~.Y. nd authority to thu ffiO. 

A. Effective im:1odb.tely the ERO will b~co:!le the focal point for the 
administrr1tion of our rcsponsibili tics in .C:urope nnc th0 1.J.ddle .thst, 
including .c.'thiopi:::., excepting onl:,r Polan& v1hich remains c1 Headquarters 
responsibility pending the: conclusion of an Agreement with th:it country. 

The ERO ill be respon~ible for and will direct Qll country missions• 
oporctions in these ar~as. 

B. Chiefs of a.11 country missions Y,ill ruport to ERO. Tho mo will 
hrwo responsibility for compJ.1.,ting the planning a.nd orgruiizaticn of 
th se missions as required. 

C, The ERO ,ill establish tho tot~l needs for funds required for ad­
mi..--1istrative purposes by these missions und ,,ill request rui alloc.:i.tion 
of such funds from He dquartcrs. The ERO vJill, subject to appropriate 
fisc~l controls established by Hcadqu~rtors, reallocate such admini­
strativo funds runong tho misGions, dcl g· .ting to the Chief of Mission 
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concerned the reapportionment, as far ~s possible, of such funds among 
tho various purposes and units within the mission. 

D. Full responsibility is hereby dolegatc<l to tho ERO for the admini­
stration of o.11 rl,liuf and rohnbili t:i.tion services and progrc.ms in iuropc • 
. ith rospcct to displncod persons servic(.;s ~d progr~.ms, this ,iill in­
clude also responsibility for United 1'b.tions nationa.ls in tho r1d.ddle 
l!ilst, Africa ~nd India. 

E. In thu case of supplibs, the missioru:will, in order to ~xpedite ship­
ping and procurei~ent, state thoir roquiromcnts both to the ERO nnd Head­
quarters, the former comment in~ thl,reon to Hondqua.rt0rs ns necessary . It 
v1ill be tht.;. EliO I s rcsponsibili ty (i) to asccrb.in th" extent to which 
roquircmonts c:m bo mot out of procurcm"'nt in tho nron for \Jhich it has 
procur-..;ment responsibility, nnmely the United Kingdom, British Colonh.s, 
Middl0 mot, nnd the Contino.it of Euro po, '.lnd report this to Hondquo.rtors 
so th::i.t the overa.11 progr2.lll of requirements ma.y be cst.:.blishcd; (ii) to 
execute that portion of the procurumcnt and shipping progr·.ll'll ~s finally 
::i.pprov"''Ci und.:Jr (i) above; (iii) to r 0vi(.;w fro~.1 ti:: to time tho distri­
bution of supplies .'.lctua.lly provided by m~ffiA betv,ccn the V'".rious re­
ceiving countri"s, incluclinJ for this purpo.,o ".d hoc o.rr:-ingem,mts for 
consult..-1.tion .with tho rccc,iv:tng count,rit.,n .~B m'!.y become necess:i..ry from 
time to tir:.e. 

F. To insure prom::,t o.nd effect.:..ve ::i.ction in tht.. udministrn.tion of c.11 
servic8s s.nd progr ms by thl, ERO, i ~m cst~~lishing <:tn office of tho 
Director Gen~ral i,1 Lo.i.1don. I o.m :1ssignine; Co;runa.ndor R. G. A, J:ickson, 
Senio1· De;Juty DirGctor Gt.mera.l, to serve for o. li~.u t"',a ti.no o.s my 
personal rcp:..·esent_tive in crarg1J of this office. To him is hereby 
d0lcg~ted tuJl responsibility, ~s vested in m8, for initicting, review­
ing and directing pl::..ns, progr'.!ms, services .:-.;1d operr..tions, including 
n.uthority to mo.kc such ciu.ng0s in organiz~tion o..nd personnel in respect 
of l!RO op~r:itions ~s 1;iay bccorac necessary from tino to time. I have 
informed hi, of those natters which I desire to bo referred to me 
before n.ction is finclly t ,kl-11 . 

III. - o_'.;ustn~nts in, org.".n1z . . t1· on .... t herr~QU"rtor~ :1 - _ - u • -~'-' -~ .., • 

To insure eff uctivc o.d::linistr:i.tion consirtent ,.-ith th'-' points me.do above, 
cert'"'..in ch::mg"'s in the org:Jnizn.tion ::t • C'1dquc..rtcrs a.re h""roby □'.ldc 
effective '1t one~. 

A. The Burao.u of Arc~s is reconstituted a.s tho Bureau of Sorv1ccs. Mr . 
lv1ich:1il .,icnshikov ,dll be in charge of this Burca.u. 'Iho Directors at 
He:~dqua.rtors of t.rn Divisions of ca.1th, Displaced Pursons ~nd •. olfa.ro 
will r cport to Mr. ·:ionshikov. 

B. The Dividon denling i,~ith Distribution in the Burca.u of Are.:i.s, and 
the p8rsonn"l and records of such Division arc h0roby tr:insforrod to 
tho Bur(;ll.U of Supply. 



• • - 3 -

c. The Division of Staff Services and the personnel o.nd records of such 
Division ~=e hereby tr.::msferred to the Bureau of Fin9.Ilce and Administration. 

D. The responsibility of supervising country missions formerly lodged in 
the Burea.u of Are .::.s has now been delegc.tcd lr.:rgel:r to th.e ii:RO. A sma.11 
unit to serve primarily as n center of reports .:::.nd information relating 
to the countries receiving UNF.RA o.ssist~nce is hereb~ created to be known 
"S the Office of Country 111ission Affairs, \ ·hich ,-:ill report to the Office 
of the Senior Deputy Director Gener"l at He:idquc.rtcrs. 

E. The Fc.r Eastern Division v:ill for th·e time being be in the Bure-iu of 
Services . 

F . The C~mps Division ~ill be ~r~nsferred to the Displaced Persons Di­
vision. 

G. The functions nssi~ed too her Divisions of the Burea.u of Arens 
not serx.rr.tely rcferr<;;d to are ;11.,;rcb;-f tr'lnsforred to the Office of Country 
'.is sion Af f o.irs . 

H. Tho Office of the Fin81cinl Advisor is hcreb/ tr.:msferred to the 
BurtJ::i.u of Finr1.l1co and ,idministr:i.tion . 

I. The follo:.ing uni ts of tl.e He~dqu:-.rt~rs office , ill report to the 
Office of t ho Senior D puty Director Gt:;n,~r ~l, 0ffactive d once ; The 
Buro"'us of Supply, Finru,.ce "nd Administn.ticn, ~.nd of Services; the 
Office of Country :,u.~.,ion Aff";.irs; the Chief of thl- Socrctari.'.\t; the 
Office of Rogiom.l Li~is on; the G1.,;nera.l Counsel; tho Diplomatic Advisor; 
and the Director of Public R~lntions . 

J. I hc.vo dosigna.tl--<l l,;r . Roy F . Hendrickson, Deputy DirGctor General for 
Supply, to be in charge oi' tho Office of tht- Senior Deputy Dir;:;ctor 
Gc.m~ra.l to servo during Com:n...".Ilder a. G. A. J::i.ckson I s abse:nc0 -::s chief 
executive officer ~t He~dqu~rt~rs , 

K. Ho is autlorizcd to issu<.; such dir\.,;ctivcs as a.re n~cessary for the 
opcr~.tion _of th<.; Headquarters o fice, to servG ['.S the princip:il contact 
uith the: O, insurin

0 
thc.t the lvtter .:u1c. spirit of the dclega.tion of 

~uthority to the IBO is obscrvod o.nd sup ort~~ in d:iy to d:iy operations. 

IV. Country I.li~si_Q!}Q. 

The Chiefs of the country missions \ ill, .'.1S n,..,cuss(~ry, rocoive instruc­
tions from ERO, nd in general it is intcndo<l that the r~sponsibility 
r:.nd authority for th0 \Ork of e~ch mission is vested in its Chief . 

V. Gencr";.l Considcr~tions . 

In order to insure orderly and expeditious n~ministra.tion, it is desirable 
to rr."k,.., c<.;rt~in points in the rel tionships of Headquarters, tho ERO c.nd 
Missions cle_rly understood, including: 
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A. The Chief of a ~ussion is responsible for indicating to the ERO 
what personn1;,l is requir,0d for his .iission. Tho ERO ,dll review such 
requasts and act on them, requesting assistance from Headquarters as 
necessary, subject to the m:1inten:mco of o.dequat1;; financial controls 
as required by II.C. above. 

B. Tho ERO will be responsible for cvnlu.1.ting the needs for supervisory 
or advisory visits to field missions ::md no such visits \Jill be made 
without prior cc.,nsultation riith tho ERO. Whilu Hoadqu"rturs is free 
to initiate such visits as m:iy be osscntinl, it will ndvise tho ERO 
in advru"lco of ito plnns in :ill cc.scs 8..nd v•ill keep such visitations to 
n nu..nimurn. In ordGr to insure cornpl~to ~nd coopor~tive consideration 
~ nd communic:..\tions on all matters h,.ving "dministrei.tivo or tcchnica.l 
significc.1co, th0 ERO mc.y designate a rcprosentitivo to join any visit 
initiated by Ho~dqu~rtors • . 

C. Country missions supervised by the &tO ;.ill mc:tl<-..j rugulo.r, o..nd whun 
noccss'1ry speci'21, reports to thC; EI-i.O. 'lho ERO 1;vill specify tho typo 
and content of such reports incorporating such specific needs o.s 
Hoadquurters ~y indic~te. Routino reports as specified by the iliO 
wDl b0 sent simultaneously to H~adqunrters. Any action felt to be 
v;orthy of consid .. m:1ticn~0I'. reflection upon the reports e..t He:1d­
quarters sho.11 b0 communicated to iliO for consideration and possible 
relnying tc thu Chid of 1iissi:::n concerned. ERO will ma.ko p0riodic 
reports to Her1dquarters on its oporc.tions and thl.3 operations of tho 
missions .{'0r which it is responsible. 

D. Tha typo of rcl2.tionship botwec.::n Headquo.rtcrs o..nd ERO cnvis'lgod 
by this order cannot be indicQtGd to the l~st detail. Rather it is my 
purpcsc tho.t the delegation shall be very broc.d, thC1t ERO through the 
a.vailr'-bility of my pcrsc 1.1.l r._,pr.:iscnt:,tive shall be in a position to 
c.ct quickly ~:.nc fir1ally 11ithout more than gcner.11 supervision from 
He~dqun.rters. This goncr:tl supervision \;ill take th0 form cf ERO 
requesting or receiving from 1-ie::.dquurtcrs directions, suggestions, and 
advice, 0spccfo.lly on nuttcrs of broad genora.l pcl~cy; and of Head­
quarters necking to assist .:md give service to ERO without involving 
itsolf in dctnils. 

E. Through my Hc~dquarters office I will retain responsibility for 
UNRRA's policies and op~raticns globnl.ly, cclcgating ~utl ority for 

·, 

opcr .ticns as rapidly c.s pr",cticablc; the vffice ,,ill r eta.in relationships 
v.ith the Council mid the C.J11tr2..l Comm.i.ttoo and 13Xccpt n.s otherv.ise 
::..ssigni.;d, ri:.lr.tionships \,i th contributing ccuntric,s. 
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To: 

From: 

• • 
All Bureau and Division Heads, Washington 
The Administrative Council, ERO, London 
All Country :V,lission and UNRRA Office Chiefs 

Herbert H. Lehman, Director General 

I. Introduction 

9 MAY 1945 

As UNRRA moves rapidly from the planning into the operating stage, 
adjustments in the distrioution of responsibility and authority within 
the organization become necessary and desirable. Accordingly, changes 
to increase tie effectiveness of the organization have been fully con­
sidered and are stated below, and will take effect as indicated. 

I am moved, in part, to fix the responsibilities as indicated because 
the urgency of our work in cor,ling months will necessitate that I be 
personally free to move about as the situation requires, spending part 
of my ti!ne at Headquarters, part at ERO, part with the Field Missions, 
and rherever eJse the need for me appears to be greatest at the time. 
Good administration of an emergency effort over such a vast area as our 
program encompasses necessitates, on tLc one hand, fixed responsibility 
at certain bJ.ses v:ith provision for adequate continuous administration, 
and on the other hnnd, requires th1.t the Director General be in a 
position to concentrate his efforts at the centers of greatest need, 
which are lik._,ly to ch~gc from time to ti:ne and at short notice. Such 
arrangements Y1ill moreover permit mo as Director General to reach those 
ovan.11 policy decisions over which I will r..,tain full control. 

II. Qelegation of responsibilit_y and authority to th0 .iliO. 

A. Effective imnodiately the Ell.O will beco:!le the foco.l point for the 
administrntion of our rcsponsibili tics in .c.'urope nnci the i.liddlc mst, 
including t.thiopi:::., excepting only Poland vihich remains i1 HLadquarters 
responsibility pending the conclusion of rui Agreement with th::i.t country. 

The ERO will be respon~ible for and will direct Qll country missions' 
oper~tions in these are~s. 

B. Chiefs of :J.11 country missions will rGport to ERO. The .illO will 
hc..vo responsibility for completing tho planning ~nd orgruiizaticn of 
these missionG as required. 

c. The ERO ~ill establish tho tot~l needs for funds required for ad­
ministrutiv8 purposes by these missions ~nd vdll request an allocation 
of such funds from Headquarters. The ERO vlill, subject to appropriate 
fiscal controls established by Headquarters, reallocate such admini­
strative funds among tho r:iissions, dclcg .ting to the Chief of Mission 
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concerned the r eapportionment, as f a.r us possible, of such funds among 
the various purposos and units within tho mission. 

D. Full responsibility is her eby dol oga.t(;~ to the ERO for tho admini­
stra.tion of a.11 r ._lic:.:f a.nd r uhc~bili t J.tion s ervices and progr -:-.ms in iuropo . 
11 ith rospoct to dispb.cod persons s ervic "s and progr·:.ms, this ,dll in­
clude also responsibility for United rations no.tionnls in tho foiddle 
@st, Africa ,_nd India . 

E. In thu case of supplies, th.J missiom:will, in ordC; r to 0xpedite ship­
ping and procuroirent, sto.to thoir r oquiromonts both to tho ERO nnd Head­
quarters , tho former comm1..,nting th~roon to Hondqua.rt 0rs a.s necessary . It 
v1ill be thG ERO I s responsibiJ.ity (i) to ascertain th.._ extant to which 
rc..-quir.:.monts c.1n bo mot out of procurc.m"nt in tho a rea for ,,hich it has 
procur..:;ment responsibility, n:llnely th,_ United Kingdom, British Coloni0s, 
J.liddle .chst, and the Continent of Europe, "'nd r eport this to Hoa.dquartcrs 
so that the ovcra.11 progr ::-..m of requirements ma.y be cst 1.:.blish0d; (ii) to 
execute thc.t portion of the procur0moi.1t und shipping progr ·.llll as finally 
a.pprov,xi und,~r (i) o.bovc; (iii) to r 0vi •~H fro ~,1 time, to time tho distri­
bution of supplies actually providGd by UNliliA bctvicon the v··.rious re­
ceiving countri0s , inclucling for this purpo :.. c c.d hoc arr::mgumonts for 
consult .J.tion .~th tho rccoiv:'-ng , couo,t,ri•.JG .c.r, mn.y become nocess:i.ry from 
time to th1e . 

F . To insure prompt cmd effect ~vo action in th(, c.dministration of e.11 
services und progr ms by th~ ERO, I ~m establishing en office of the 
Director Geno.;ral i11 London . I o.m ~ssignine Cor:imo.nder R. G. A. J'lckson , 
Senior Deputy Dir0ctor Gonero.l, to serve for o. lir,lited ti.no as my 
personal rcp:tesent_tivc in cho.rg0 of this office . To him is hereby 
dclcgo.tod full responsibility, as vested in m~, for initi~ting, review­
ing ancl dir ecting pl::.ns, pro6ra.ms , services r.nd operr.tions, including 
~uthori ty to ma.kc such ci1J.I1g8s in organiz-:ttion ~.nd personnel in respect 
of IBO op,~rntions : LS 1;iay bccorao necessary from tino to time. I ho.vc 
informed hi ,-, of those m:itters which I do8ire to be referred to me 
before nction is fin~lly taken . 

To ins,trc eff ucti vc ndministro.tion consistent •: i th tho points ma.do o.bove, 
cert2in ch::w."'lg.._s in tht: orga.niz~tion ..._t h c'.ldqun.rters a.re horoby made 
effective :tt once . 

A. Tho Burao.u of Arc::s is reconstituted as tho Bureo.u of Services . Mr . 
l11ich:1.il ,lcnshikov v,ill bc in charge of this Buroo..u. 'Ihu Directors at 
Ho::i.dquartors of tao Divisions of Health , Displaced Porsons and \1olfo.ro 
will r cport to Mr. ,1cnshikov . 

B. The Dividon dealing with Distribution in the Bureau of Areas, and 
the personnel o..nd records of such Division arc huroby tra.nsfcrrod to 
tho Bureau of Supply . 
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c. The Division of Staff Services end the personnel and records of such 
Division are hereb-J tr~nsferred to the Bureau of Finance and Administration, 

D. The responsibility of supervising country missions formerly lodged in 
the Bureau of Arec.s has now been delegc.tod largel~r to the .mo. A small 
unit to serve primarily '.lS a center of reports ~d informD..tion relating 
to the countries receiving UNR.RA assist1nce is herebj erected to be known 
'!S the Office of Country Mission Affairs, ;,hich will report to the Office 
of the Senior Deputy Director Gener"l at headquarters. 

E. The Fc.r &.stern Division ,~·ill for the time being be in the Bure'1u of 
Services. 

F. The Camps Division will be tr:i.nsferred to the Displaced Persons Di­
vision, 

G. The functions· assigned to other Divisions of the Bureau of Areas 
not sepc.rately referred to are h0rcby tr2nsferred to the Office of Country 
Mission Aff::1.irs, 

H. Th0 Office of the Fin.::.ncinl Adviser is hcreb , tr...,nsferred to the 
BurtJ:1u of Fin[lncc .:md ,idministr::..tion. 

I. The follo-.,ing uni ts of tl.e He'!dqu:'..rtcrs office , ill report to the 
Office of t::e Sonior Deputy Director Gen ff r.l, effective c.t once; The 
Bureaus of Supply, Finmcc nnd Administr::i.tion, .:md of Services; the 
Office of Country : ii.E:,icn Affc.irs; the Chief of th1., Secretariat; the 
Office of Hogional Liaison; the G~ner~1· counsol; the Diploma.tic Adviser; 
and tho Director of Public R~lations. 

J. I hc.ve designated l,.r. Roy F. H0ndrickson, Deputy Director General for 
Supply, to be in charge of the Office of thv Senior Deputy Director 
GoncrJ.l to serve during Commndor :R.. G. A. J~ckson 1 s a.bscncc as chief 
executive officer Qt Hc~dquQrt rs. 

K. He is autlorizcc to issue such diructivos as o.re n1;cessary for the 
opor •. tion of th1; Hcc..dquartors o 'fice, to servo c.s th0 princip'.11 contact 
YJith the IBO, insurin6 tha.t the lutter 3.Ild spirit of tho delegation of 
:!.uthority to the .IBO is observed and supported in d:iy to d'.l.y operations. 

IV. Country Id.ssions. 

The Chiefs of the country missions ;~ill, as n~cossl!.ry, rocoive instruc­
tions from ERO, nd in general it is intendod that the responsibility 
crid nuthority for tht,_; , ·ork of eri.ch mission is vested in its Chief. 

v. Gencr~l Considcr~tions. 

In order to insure orderly and (;Xpcditious n.c1ministration, it is desirable 
to m2k ... c rt~in points in tho rel.tionships of Headqua.rtt.;rs, the ERO end 
l. · ssions clc :!. rly u.>1d rstood, inclu"ling: 

. .. 
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A. The Chief of a ~ussion is responsible for indicating to tho ERO 
what personnel is requir0d for his Mission. Tho ERO will rovimJ such 
requests and act on them, requesting assisto.nce from Headquarters as 
necessary, subject to the m3.intcn:mco of adequat\; fin.'l!lcial controls 
as required by II.C. above. 

B. Tho ERO will bo responsible for cv~lu.ting the ncods for supervisory 
or advisory visits to field missions 3.nd no such visits ,1ill be made 
without prior consultation v1ith the ERO. While Headquc.rturs is free 
to initiate such visits as mo.y bo essential, it will ndviso tho ERO 
in advance of i to plmis in all CC.St;S and v·ill keep such visitations to 
a !Ill.nimum. In ordor to insure complvtc ~nd cooperntivo consideration 
and communic:.1.tions on a.11 matters having administr:1tivc or technical 
significa1cc, th~ ffiO may dcsign~to a reproscnt~tivo to join any visit 
initiated by Houdqu~rtors. 

C. Country missions supervised by the EltO ·,;ill ma.k-.J r · gular, nnd ~ihon 
n0ccss3.ry :::poci:-:.1, r\.,ports to th(.. EIO. Tho ERO will specify tho typo 
:md content of such rcpcrts incorporating such specific needs as 
Headquarters TDIJ.y indic~te. Routin~ reports as specified by the .IBO 
wiU be sent simult:moously to H:::adquarters. Any action felt to be 
v:orthy of cont.idurnticn~vl'. reflection upon the reports et He'.ld­
quartcrs sball b0 communicated to .cno for consideration and possible 
rclnying to tho Chief of Missic:n concerned. ERO will ma.kc p0riodic 
reports to Headquarters on its opor~tions ~nd the operations of the 
missio::is .:or which it is responsible. 

D. The type of ralo.tionship botwcun Headquo.rtcrs o.nd ERO envisaged 
by this ordor cannot be indico.ted to the l~st detail. Rather it is my 
purpcoo that the delegation sh3.ll be very broad, th~t ERO through the 
c..vailr.bility of my pcrscnnl r1..,pr0scnt_ltive shall be in a position to 
act quickly ,'..Ild fir10.lly i'Ji thout more tho..n gcncrJ.l supervision from 
Hc::i.dqunrtors . This gcncr:::.l supervision v;ill ta.kc tho f0rm cf ERO 
requesting or receiving from tte:J.dquurtcrs directions, suggestions, and 
ndvice, spccio.lly on m:J.ttors of bro .id general pclicy; and of Hend­
qu3.rtcrs oeoking tc o..ssist and give service to ffiO without involving 
itsolf in details. 

" . ' .. 

E. Tr.rough my Hc:J.dquarters office I will retain responsibility for 
UNRRA's policius and op~ro.ticns globally, colcgnting ~uthority for 
opcr .ticns as rapidly o..s pr"',cticable; the ,: fficc will r eta.in relationships 
v.ith tht- Council rn1d tho C0ntr::i.l Committee and except 11s othenise 
'lssign0d, rt-1 ".tionships \,i th contributing countries. 
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UNITED NAT IONS 
RELIEF AND REhABILITATION 

BUREAU OF AREAS 
ORDER NO . 10 
30 March 1945 ADMINISTRATION 

I ---
SUBJECT: Area Responsibility for Roumania 

Effective 29 March 1945 responsibility for Area matters 

regarding Roumania is assigned to the Central and Eastern 

European Area Division . 
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TO: Dr• Burnay 

FROM: A. H. Robertson 

SUMMARY: Decision on the question of legal staff for displaced persons 
work in Germany. That the right procedure would be for the E.R.O. to 
approach S.H.A.E.F., expressing the view that certain staff will be 
necessary to deal with legal problems arising among displaced pereon in 
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F!WY: .;ohn J . Corson 

F'ILEI:: l!;H.u - 140 

s . : AI1. Y: arly operations of u .t:iliA will be largely in the r..uro ean area 
and under the res onsibility of the ~Ru . imperative that the 
~Ru will be organized, staffed and geographically located so 
as to perform its activities most effi ciently. 
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?5 Janu- ry 1945 

TO: D. Kuo 

FRO<: Grace E. Fox 

SUBJECT: Statement Concern'ng t~e Historical Re~0rds 
Section 

At t~e su es ion of liss Harrell I am ~ending you here­
' ith a brief statement oft P. objertive and procedures 
of the Historl~a Record~ Sectio~ s I be 1 ieve they should 
bee tablished. 
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direotiTel will be such u to euure l1an with th1 liq.• 
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UNIT D., ATIONS RELIEF AND REHABILITATION ADMINISTRATION 
~ 

10 J\ll.y 194' 

I 
TO: I.nther Gulick 

J'RO : john J. Corson 

Reterence is made to your manorandum ot ~ july in regard to the Admini­
stratiTe Order roTing tor the establishment of the Intelligence Liaison 
Ser-rice. 

(1) The suggestion that Mr. anshikov may d sire to use the service also 
as a research 8.lld intelligence coordinating deTice within his own bureau 
is 8.ll intra-Bureau o Areas matter and I believe should more appropriately 
be coTered in a atat ent ot the internal organization of tke Bureau ot 
Areas issued by • nshikov. 

(2) It is true that the order as drawn creates a .central point of con­
tact but requires nobody to use the Intelligence Liaison Service. Para­
graph (1) ot Section 4 specifically states that the Intelligence Liaison 
Ser-rice shall avoid any action which may intertere with the etfectiTe 
operation of liaison arrangements now in effect or which may subsequently 
be established by organizational units or indiTidual members of the statf 
ot the J.dm.iniatration with outside agencies. The Illtellige ce Liaison 
SerTice is supplanentary to such arre.Dgements and it is expected that the 
organizational uni s of the Administration will use the Intelligence 
Liaison Service to tb.e extent to which the Senice is advantageous to them. 
Therefore, I do not believe it desirable to have a proTision requiring 
organizational units to use the SerTice, especially it they now have what 
ap ears to them satisfactory arrangements. 

(3) I am agre ble to the striking of Section 5. 

•. 

( 4} I understand that Mr. Herri tz discussed brietly w1 th you the matter ot 
Administrative Orders which deal with assignments of t'unctions as between 
the several bureaus and diTisions. Such orders should be developed by the 
D1Tision of Administrative Analy is and issued bJ' the Director General~Ai 

~J)~ ~~ ~ ~ ~JR.~~ ~ ~ 
i~~tAJ)~~v 



• • 
UNITED ,NATIONS RELIEF AND REHABILITATION ADMINISTRATION . 

7 J'une 1944 

To: J'ohn J'. Corson 

From: Harry K. Herwi tz / h lf / 
SUbject: Intelligence Liaison Service 

At the meeting of the Conmittee ot Information held 29 May, I was requested 
to make recommendations With respect to the inmediate establishment of an 
intelligence liaison service between the Administration and agencies of th 
United States Government and of other governments located in ashington, 
and, it such service was established, the organization unit ot the Admini­
stration hich should undertake the responsibility. The subject matter was 
generally discussed at the meeting by representatives of the Bureau ot Areas, 
the Bureau ot SUpply, the Secretariat, and representatives ot the varirus 
functional divisions and I have supplemented this discussion by talks with 
various meni>ers ot the statt. 

Need tor the :Establishment ot an Intelligence or Liaison Service: 

~
I 1. It is clear tram the discussions at the meeting and trom other evi­

dence that a number ot the dirtsions and bureaus in the Administration have 
developed satistactory arr~ements tor the interchange ot intormation with 
various ageDCies located in Washington. These arrangements have been produc­
tive ot much value to the Administration. 

2. In other instances, organization units in the Administration have 
called on certain offices, notably the Studies Coordination Section in the 
Bureau ot Areas and the ottice of the Diplomatic Advisor, to make liaison 
arrangements or to obtain information trom various agencies in the city. The 
ottices which are called upon to provide such liaison and intelligeDCe service 
are not at the present time adequately or appropriately staffed to give this 
ervice to the organization units which make the requests and tor that reason 

f'ind the task burdensane. 

3. Certain ot the national agencies located in ashington which are pro­
ducing or receiving information o:t value to the Administration have indicated 
that tor security or other technical reasons they would greatly prefer a single 
line of contact With the Administration, rather than the present arranganent, 
under which they receive requests trom more than one organization unit in the 
Administration !Dr the same material. The line ot contact which they ould pre­
:ter, they have indicated, ould be a single employee of UNRRl whom they would be 
willing to keep tully informed about their activities and the material ich they 
produce, so that methods can be devised to make as much material available to 
UNRRA as ia possible in view of the restricted character of some ot the material 
and the international cbarac er ot UNRRA. 
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John J. Corson - 2 - 7 June 1944 . 

4. The type of into:rmation hich may be made available to the Admini­
stration by United States Government and foreign government ageIJ:ies located 
in ashington and which is not now available through satisfactory arrange­
ments between an individual bureau, division or office and the outside agen­
cies, is generally gathered on an area basis or where the study covers more 
than one country, is usually broken down on a country or area basis. 

Desirability ot Establishing a Central Intelligence Service: 

1. On the basis ot the above analysis, it is clear that nothing should 
be done to interfere with the satisfactory arrangEIIlents that have already been 
orked out between individual bureaus, divisions or offices in the Administra­

tion and United States Government Agencies or other government agencies located 
in ashington. 

2. There is a need, ho ever, for the establishment ot a central intelli­
gence liaison service between various agencies located in ashington and the 
Administration, not now covered by satisfactory arrangements. such aervice 
should not intert'ere with the arrangements already established between certain 
organization units ot the Administration and those governmental agencies. 

The Central Intelligence Liaison function should be lodged in the Areas 
Studies Coordination action: 

1. It is further recamnended that the responsibility for establishing a 
Central Intelligence Liaison function should be lodged in the Areas Studies Co­
ordination Section of the Bureau ot Areas because of the fact that the material 
is generally available on an area basis and because of the fact that this section 
already perfoimS certai:l of these functions in that it now calls to the attention 
of the various bureaus, functional divisions and offices of the Administration, 
material of value to them which they have not already received, and which it has 
requested and received for the Bureau of .Areas or, because of its responsibility 
for liaison with o.s.s. tor any section ot UNRRA.. 

The only alternative to placing this function in the Bureau of Areas would 
be to place it in the Secretariat. At the present time, the Secretariat is not 
properly staffed to perform that tunction. Moreover, that ot:f1ce should normally 
confine itself to the work connected 1th those secretarial functions required by 
the Council, its co ttees and its subcommittees. 

2. It is i"urther suggested that in order to carry this responsibility the 
present Areas Studies Coordination Section staff should be increased by the estab­
lishment oft o positions. Pr ferably, these positions should be filled th men 
ho will familiarize tham.selves with the needs of the varicus functional divisions 

and the bureaus tor supplamen tary liaison and intelligence- service and ho uld 
give full time to this ork. These persons should contact those organization 
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units or individuals who no have satisfactory arrangements so as to avoid 
any action which may interfere with those arrangements. They should spend 
part of their time thereafter in keeping in touch with the several units 
in the organization to learn the types of intormtion which would be of value 
to th and spend a considerable part of their time at those agencies which 
produce or obtain studies or information, such as the Foreign Economic Ad­
ministration and the Office of Strategic Services ot the United tates Govern­
ment and the various offices of other eµvernments located in the city ot ash­
ington. These parsons should be in a position to locate and obtain all reports 
ot other agencies of interest to any organization unit of the Administration, 
and with the assistmce of the staff' of the Areas Studies Coordination Sectjon 
make suitable indexes of the reports and notify all interested bureaus, divi­
sions or ottices ot any material available to the Administration and/or direct 
all inquiries for information to the appropriate organization unit in the Ad­
ministration. The persons chosen for these positions should be persons who 
would be given access to all available info:rmation and in whose reliability the 
agencies ould have the fullest confidence. 

From what information that is available, it seems that the full time of two such 
persons would be needed. Such work cannot be carried on on a part time basis. 
The most effective method of operating ould require that such arsons ould be 
persona grata to the agencies producing or receiving the infonna.tion in the first 
instance. They would have to establish such persoml contacts as would enable 
them to locate the maximum amount of intormation produced by such agem ies end 
to work out the most effective arrangements for obtaining as much o! this intor­
mation as possible, in the face of the difficulties presented by the fact that 
much of this material is restricted and might not be generally available to the 
staff of the Admini tration because or its international character. 
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Original sent to r. Corson by messenger; 
also cc to Mr. • illen. Incoming held 
in Mr. Hendrickson's files. 
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COPY -
UNITED RELIEF AND REHABILITATION ADMINISTRATION 

emorandum of Conversation 
Governor Lehman's Office 

June 1, 1944 

Present: Governor Lehman, essrs Hendrickson, Feller, 
Jackson, and Xanthaky, Major General Hilldring, 
Brigadier General Sadler, Colonel Bellm, 

ajor Gross and a or Cochran 

The follo ing matters were discussed: 

l. RRA's responsibility for the distribution 
of supplies under the AiL Agreement of April 
3, 1944. 

2. Status of the S edish-Swiss Commission 
durin the period of military responsibility. 

3. Travel arran ements for UNRRA personnel for 
the Balkan issior •• 

4. Continuance of supply for refugees in the 
UNRRA camps in the iddle East. 

5. UNRRA observers in Italy. 

Gen r 1 Hilldrin stated the A rican position 1th respect 
to each of the above as follo s: 

1. Distribution of Supplies. 

The A erican position ith respect to this 
function has not changed. Unless UNRRA is 
recognized and accepted as the exclusive agent 
to administer Balkan relief and rehabilitation, 
and particularly, the distribution of supplies 
subject t appropriate, eneral policy direc­
tives of the co blned illtary, no U.S. supply 
will be fu l hed. The U.S. Army representa­
tives will insist upon a meticulous compliance 
with this basic point. UNRRA must handle th~ 
operation to insure a fair and equitable 
distribution of supply. 

1th respect to this point, no additions or 
amendments are needed to the memorandum of 
April 3rd, 1944. The U.S. Army will reiterate 
its position to the British ar Office and 
provide General Sadler with a copy of its 
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letter. Similarly it will ask th State 
Department to notify the civilian agencies 
concerned of the American position. Simply 
stated, the position is that UNRRA is the 
exclusive agency of the military for the 
distribution 0£ sup lies, as described above. 

Though UNRRA is under "the direction and control of the 
military" and will operate through directives issued by the 
military, trose directives should be on broad, general probl ms, 
and should be the size of a "ni ht letter". Dlrectives issued 
by tho military must conform to the basic principle that 
upplies must be distributed without political objectives. 

It is General Sadler's job to se to it that UN RA 1s not 
hamstrung; and that a fair and 1.mp rtial distribution is 
made of relief supplies. That responsibility cannot be 
shared with either the Br tish or Amr can military. UNRRA 
must be free to determine the edi for distribution and to 
select the benefic1ar1e, nd control the means of distribu­
tion. In no ev nt shall the military distribute supplies to 
the indi enous agencies or populations. 

arehousin and transport 111 be handl din the following 
manner: 

A. The milit ry will, to the extent required, unload and 
transport supplies to warehouses even to sub depots in 
the interior of the country. If prot otion 1s necessary, 
troops will be provided to the extent that they are 
available. 

B. In the early stages of the operation rehouses 111, 
to the extent required, be under the control of the 
military. Ho ever, the Ary feels it advisable for 
UN RA to assume full control of arehouses at the 
earliest possible date. UNRRA should b prep ring to 
do this job. Until UNR aasum s the full responsibility 
the military must assist in every ay po ible. 

C. UN alone will determine hat gos out of the warehouses 
e...~d the persons or a ncies to hom supplies will be dis­
tributed. 

2. S"edish-Swiss Commission 

One of the basic assumptions of th are nt of April 3, 
1944 i that there can e only on civili agency exercising 
administrative control and supervision over the distribution 
of relief d rehabil t tion supplies during the military 
period. The military has selected UNRRA as its exclusiv 
a ency. It is for UNR to determine th manner and xtent 
to which it will use the administrative organization and 
personnel of the Swedish-Swiss Com salon, or any other 
agency. 
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3. Travel Arrangements. 

Because of the urgent eed of etting UNRRA personnel to 
Cairo, requests for transport for Balkan Mission personnel 
will be made directly to the Army. Details with respect to 
the scheduling of air and aea transport for UNRRA personnel 
for the next three months will be arran ed directly through 
ajor Gross of General H1lldr1ng 1 s staff. 

The St t Department will no loner be the channel through 
hich transpor ation requests are made. General Hill.dring 
111 discus itb an Acheson steps necessary to accel rate 

the is uance of passports for UNRRA personnel, while Major 
Gross will exam ne th possi ilities of expandin the 
facilities for the innocul tion of UNRRA emp oye s. 

4. Continuance o Supply for C ps in iddle Eat. 

5. 

Both th Brlt1 hand U.S. es are faced with the problem 
of pr sur to r duce personnel and supply for c vilian 
operations. Ho ever, pending such tie s UNRRA itself is 
ble to cope 1th thes proble s, the military u t continue 

to provide then cessary facilities. 

ob er rs in It ly 

The U.S. ilit ry h s no ob actions to group of RRA 
obser era to isit Italy. ay elect the persons it 
dee s bet e ipped to ~lfill th is ion and their ob­
serv tion my ncl de 11 ph sea of r l er and rehab lita­
tion oper tions in It ly and not be confined erely to 
pro l r 1 in to displ ced p rsons. 
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• • Original copy of draft sent to Kerr with 
changes notad on this copy, April 10, 1944 
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22 arch 1944 

To: • a. Phillipa, Acting Chief, Public Info tion 

oa: s •• Keeny 

that he has r ceiv d a c l about the 
for th Report to ederal Statistical 

w ou t not to ss this chanc o 
p or ork. y ·ggestion would b th t Kerr do it 
consult tion with Funk.houser. If you agree, why not 

ask Kerr to do it. Funkhouser can give you the information 
as to hen i i want d. 

! eny/ 
22 ar 44 
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TO: 

FRO!: 

SUBJECT: 

• 
All Bureau and Division Heads 

H. P. van Gelder 

• 
7 April 1944 

Survey of Admir.istrative Organization and Personnel 
Assignments 

1. It is requested that all bureaus and di visions conduct a survey of 
the organization of their staffs, including the o.ssignment of duties and 
responsibilities to employees, and ::,rovide this office by April 24 1·n.th 
the following infonna tion: 

(a) A descriptive statement, preferab].y in the form of a chart, show­
ing the functions of the bureau or d~vision, and of each br&nch, section 
or sub-unit within the organization, the names of each employee or vacant 
position within each i.mit, and a one line sum.:-nc.ry of the duties of each 
employee (tre title of the position vdll in ,nany instances be sufficie1t) . 

(b) A description of the duties and responsibilities assigned to 
each employee or position . I 

2. This information will be of creat value to several of the divisions 
in the Bureau of Finance and Administration, and is particularly desired 
by the Personnel Division . It. will enable the Personnel Division to 
render more effective service to the operating buree.us and divisions, 
and to assist in the more effecti~re utilizntion of personnel, including 
the consideration of employees for foreign assignments . This infomation 
is essential to an orderly c.nd consistent personnel policy. 

3. The survey will represent a prclimjnary stc;,> in the establisrmcnt of 
an orderly classification of positions within th1:; hcadqt..a.rters stuff . 
It 1·Till not be possible or desirable at this t:hnc (bccnuse of t11e rapidly 
changing situation) to make definite or final ckssificat~ons of positions . 
Frequent changes in assignments Vlill continue to be necessary for so:no 
time to come, and it is consequently not considered wise to attempt more 
than a tentative allocation of oositions nt this tine. It s!1ould be noted 
that tra titles and sc:.1£.rics li;tcd in the budget are not final, but nro 
subject to the cla.ssificction of positions . 

4. It is believed that this information will also be of value to tm 
bureaus md divisions in their internal management , cJnd vrill enable 
officers in charge to clarify and make more definite the assig:nment of 
duties and responsibilities to employees , the lines of c:.uthority and 
supervision , and brine to light any uncertointicc, conllicts , or dup­
lications . It is hoped thD.t the bureaus and divisions will conduct the 
survey with a view to perfecting t~ir ovm internal organization rather 
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than merely that of providing the desired information. If it is too 
er.rly to state specifically what the functions of e.ny unit or cm:?loyee 
are, or will be, tho return may so indicate. 

' 5. mule it is desired to' leave to the bureaus and divisions latitude 
as to the methods ~·thich they will follow in conducting the survey of 
tmir administrative organization and p~rsonnel assignments, never­
theless, a certain amount of uniformity will be necessary in order to 
make the data ccrnparablc and of the maximum use. Therefore, it is 
requested that the following procedure be uniforraly utilized: 

(a) Each supervisor should prepare a brief statement of the 
functions pcrfonncd by the unit or sub-unit under him, together with 
the nanes and a one-line description of the duti~s of cnch anployee in 
the mit. (The title vnll do if sufficiently descriptive.) 

(b) These data should be assembled on a chort of sufficient size 
to take er.re o"' th:) entire bureau or division, and arranged in a form 
suit[:.blc for photostating. The chart should be u:.boled tentative arrl 
confidcntinl, and its circulation should be limited. 

(c) Tm stc..tcncnt of functions of ecch unit should be reviewed by 
the bureau or division head and his subordinates, in order to make 3urc 
that it is accurc:.te: and conplctc. 

(d) Each supervisor in chr.rgc of a group of employees ,rill prepare 
and submit in duplic~tc a st~.tcl"lCnt of the duties and responsibilities 
of all cnployces under him and of v:..cant positions nhich ere to be filled 
within the next three months. The stc.tanent oonccrning vc::cant positions 
vnll nccesscrily be briefer nnd more gcncrr-.1 m f orr:1. Where there arc 
several identicr.l positions, only one stc.tcmcnt in dckil will be ncccs­
s2..ry. In too c2.sc of v~ct>.nt positions, the ste..tcmcnt ·:!ill be regcrded 
as tcntc>.tive, subject to subsequent rovision, arrl nc.y be o:nitted 
f?n~irely if the division is not yet re~y .to describe it. For co:wcn-

. icncc in recording this inforr:.V;tion a brief job deacription fora has 
occn prepnred, indicG.ting the t~ of infonnr.tion needed. In order to 
prepare this statement, the supervisor ,tlll hold n. conference with his 
subordinatcs, • and rSter suitable instructionsT require the~ to sub~it to hi,~ 
tm:ir i."ldividuol stata.,cnts of tmir duties e..nd responsibilities . It is 
suggested that this conference also include a disctIBsion of the functions of 
the unit as r.. guide to the anployec in rckting his particulc?.r r.ctivltics and 
responsibilities to tm unit . Th£ mploycc I s description should be written 
in tho detail th~t would be needed adequ~tcly to dcccribe the job toe.. 
person not acquainted m th· the doto.ils of the ,-:ark or the or ganizr.tional 
relationships involved. It should be ;·,rittc~ in the ~:i.})loycc I s orm nerds, 
end in direct, simple style, crid not i.'1 the lcnguagc of r, clr.ss specii'i­
cc.tion. When thcsl.,; descriptions arc turned in, the su~rvisor 17ill hold 

... 



• • 
-3-

e second conference with his staff to review their descriptions, to 
answer questions, and will, if necessary, permit the emplo~rees to revise • 
their statements in order to make thorn accurate and descriptive. Tl:e 
use of these•conferences is a vital step in making the snrvey, 

(e) Job descriptions should be submitted for persons on loan or de­
tail from other units, except for purely temporary assignm .. •nts which are 
not planned to be filled. 

( f) Folloiling a revie ; of the statements of the individual employees, 
the supervisor ~ill either attoch his comm~nts and adritions thorcto, or 
altornetively v1:ill prepare his om1 stat rnent ·of the duties nnd re­
sponsibilities of tho omployee, both prusent £:nd future, r;nd formird copies 
to his supervising officer by not l ter than April 20, 1944. (Tho 
supervisor's comricnts · or oltornntc dcscriotions should lso b0 prepP.red 
in duolicnto). The superviFor i•rill certify ~.s to tht; r-iccur•r cy of the 
dcscri,~ion of rP.scnt duties P.nd rceponsibiliti~s • 

( g) 
O"Ch unit 
m ko sur.:3 

. 
Tho strtcmr.nts of duties rnd r snon::ibilitios subnitt1d by 
~hould be revie~cd by the buroru or division he din order to 
th·t tho strteMC'nts rrp ·ccur·te end conpl otc . 

6. The riersonnol Division h"s sccurod th~ lo"'n of sov.,.r· l perEons from 
other "gene ics ,ho "re O:X!)Ort in ore"niz'"'tionr-1 r nc pnrscnn··l 'n··1ysis. 
These <3rsons rill bo •,vr i1 "blc for conrn ... t· tion •,nd r ssist· nee. 

?. FolloVling the rurvcy, it is expected thrt ·ction t·ill bo trkt·n on 
pending requests for reel '1ssificrtion of t:mployoo~ . s :' b· sif for such 
~ction , '"'n investigrtion ~111 be mrdo of e·ch c· se, ·nd ·ttcntion ~ ill be 
given to the er.i.ployricnt history '"'nd qu· lific•:tions of tho individu·.1 
omployf'e "':S ucll "f'l thf; nr turc of his rseifn•.d dutioc ·nd qu•lificr tions. 
In f" irncss to '"'11 employoo , inclur. ing those i'ho mr!' l" ter b0 cons id .rod 
for recl~ssific'1t:!.on, every effort should b,} rrdc to sec to it tl·.t 'ill 
position descriptions ·re f·ir, · ccur'to, rnd ·s specific ·s possible . 

. .,,... 

44516 
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I 
Ul~ I TED 1~ A TI or L R£ LI.d:J!' Al, L ADMTI ILTRATI~ 

L TAl~ Dll~ G T.2CH1~ ICA L L UB-COlv~lI TT.i£E at~ W~LFARE FOR ~lffiOPE 

MH;bIOl, , 

Il~ TRODlTCTI011 

A. L The term v:elfare as usdd in relation to the program 
of UNRRA includes provision by metbods that will hel1,1 
people to help themselves and one another of 

B. 

2. }ood, clothing, shelter and ·other basic necessities 
of life for persons unable to provide for themselves or 
their dependents, and 

3. Services such as information, advice, counsel for 
persons in need oi special help. 

RELA T IOl, S 

.Ext er na 1 Re lat ions 

4. Military Period: Luring a period of military re­
sponsibility in any area occupied by the armed forces of 
any of the United l,ations ill.I -::.A personnel will operate 
under the [eneral control and direction of the theatre 
Commanaer. Luring such a period ~elfare ~issions will op­
erate in a.ccordance with plans agreed upon between Ul:"RRA 
and th~ Eilitary Authorities, .7elfare b.issions will be 
responsible for liaison with appropriate military authori­
ties concerned with welfu.re servict;s nd for coopi;;;r · ting 
with such · utborities in the planning· ud a dministra.tion 
of w-:: lfare se rv ic cs prov ida d by ill RR.A. iv en whl;;!n o '"'r·1-
t i ng. in areas ubjcct to milit~ry control, ·.1elfare 1issions 
should, so far a.S possible : consult with n1tional Govcr11-
m~nt s , reco c nis~d national ~uthorities or other i ppropri­
ate bodies with rt3Spect to Opt.! a' 1tions underha.kan in Cl.r.;; c S 
in which such ~uthoritics re intcrl;;!staa; but should b~ 
c 0 r~ful to SdCUrd the acr~~ment of the military uthori­
ties to uch consultution. 

5. Prim:1.ry hc:sponsibi:uJ.x: 1£:xcept during a p;:;riod of 
milit-.1.ry control, responsibility ior th~ , dministr·· tiou of 

.. 
• 
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welfare services in a country rests upon the government of 
that country. In general, welfare services should be ad­
ministered as far as possible by the country concerned, and 
UNRRA should make its resources available to the appropri ­
ate national governmertal agency in accordance with plans 
agreed upon between UlaIBA and the national agency. 

The role of urRRA, therefore, will be to help, wherever 
necessary and when required by the appropriate authorities , 
to reestablish or strengthen national governmental welfare 
afenc ies ·. 

·•;e lfare ·is s ions should be prepared however, to ad ­
minister or operate welfare services directly, either in 
part or in wholcl, when called upon by a governm~nt or au ­
thority, wrich for any reason is unable itself to ddmin­
ist~r or operate these services. 

Continuous cooperation should be maintained and in­
iorr:1ation exch· nged locs.lly between the government con­
cerned ana the ~elf· re Mission. 

6. Thougr r.i prim<.iry function of UJ::RR.A Vlelfar __ issions 
will be to help governments to meet the welf · rc needs of 
the people livin§ in reds under their jurisdiction, this 
3lon ~ill prob~bly not be enouth. It is thareford the 
pol icy of Ul~futA th<1 t, so far ns the g ove rnmen t of n · rtJa 
may approve, vo lun t ,1ry org"' n i za ti ons should be in-vi tea to 
pa rticipate in relief and rchlbilitation measures which 
they have the competence, personnel ~nd other resourc=s to 
dminister nd which c~n be effectively int gr.ted with the 

m:RRA prof:r ...... mrn~ as a whole. This c:1pplies prir:nrily to in­
dig~nous voluntcry organizations of whose p rticipution the 
ncttiona l government or authorit;r ~pproves. It applies also 
to f orcign •. nd interna.tion· 1 organizutionc if the combined 
r~sourccs of th~ govcrnm1;;nt or uthority of the liberated 
ari.;as c..nd of ic1digenous volunt':..ry organizations . re in­
adequat~ tom~ t emer[ency ncl~ds . nd if tht:: p~rticip~tion 
of th~sa foreie~ or int~r1~tiondl organiz tions is approved 
of by th n~tional governmdnt or authority. Wdlf rd ~issions 
will s rv s li ison bet\"Jt::cn UNR.RA and voluntury orga.ni ­
z~tions foreign to n ~rea of oper~tion, in· ccord~nce with 
polici~s pr scribed by 1.Jl:,HR.A, and will f:4cilit ti: coopera ­
tion with such organizations. 

.. 
• 
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At the request of the appropriate civil or military 
authorities, Ul\RRA may also help, when necessary, in the re­
establishment or strenthening of indigenous voluntary organi­
zations concerned with social relief and welfare services. 

Although the Director General has delegated to the 
Welfare Livision responsibility for all negotiations and 
relationships with foreign voluntary relief oreanizations, 
·,,elfare ~Iissions will refer to other UYhRA Missions (such 
as Health and Lisplaced Persons) matters falling within 
their jurisdiction. 

7. In the administration of welfare services administered 
by or with the cooperation of UNRRA, full use should be made 
of local resources and enterprise. To secure this and to 
make certain that policies adopted follow e&tablishea 
patterns of community life, wide scope should be provided 
for the active and responsible participation of local people. 
Wide use should be made of national or local advisory ~roups 
composed of representative leaders of the different sections 
of the national or local comwunity. /here politica.l diffi­
culties exist in any area, the Welfare ission should con­
sult with the national Gov<Jrnment about the selection of the 
local advinory group. 

National or local committees may be useful in int~r­
preting to communities the Wt;lfartJ services administered by 
or with the assistance of Ul,RRA and may also bring to the 
ttention of tmRRA officials sue:gcstions or criticism 

presented by individuals or groups. It will therefora be 
desirable to expl~in to these Committees the bro~d lin~s 
of policy which ar~ b2ing followed and the re~sons for the 
mora important d<Jcisions taken from tim~ to time. 

Intarn~l haldtions 

8. The provision of welfare services in t-tre· s of m;RRA 
operation is the responsibility of Wcllf~re missions wbo 
will be responsible tbrouth the Country Chief of Missior1s 
to the ·,,elfare Livision. The Ul~hRA country or district 
welfare missions will wor~ under the supervision and di­
rection of the Country Welfare Lirector. This officer in 
turn, will be adminietrdtively.responsible to the Country 
Chief of J.Iission in any countries where there is an Ul:RRA 
Mission. 
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1, ·:elfare measures are so closely rel:ited to other ac-
tivities I particularly to health measures, services to dis­
placed persons, matters of supply nd distribution, that 
~elfare Miss ions mus t be f~miliur with these other aspects 
of tte Ul:irn.A prof:rarime I must carefully coordinate thei.1.· 
activities with the total UFRR.A programme, ·nd 1 in 
emergencies, stand ready to &ssis t other personnel in carry­
ing out their responsibilities. To accomplish these ends 
there must be re~ular consultatiGn anct coutinuous exchane:,e 
of information betw"'en the different sections of an l!l~RRA 
mission. 

9. Reportinf : ·:felfare Missions shall submit, periodically, 
reports on local needs and resources, as well as their own 
operations and a~ further requirements, ~hich, if provided, 

.would help to ma e mord effecti~e thd work of the ~elfare 
Mission and of the Wcllfare Livi ion. Reports stould, as 
f~r as possible, cover such poirts as thJ followin~: 

(1) Li' ison nelationships: 

(a) ./ith oth:.::r Ul:RRA Divisions and versonnel 

(b) ~ith ~ilitary Authorities 

(c) 1.:i th Govcnm11::nts 

(d) ·::i th intcr-Govc;;rnmc;;11tal c..gc.:nc ies 

( ) ·'lith vc untary erg nizations (indigc.:nous and 
foreifn) 

(2) bocial Helief "'nd 11clfare b~rvices: 

(:i) ~stimdt s of services rdquir~a; m thods of 
d~t rmining ttc.:m 

(3) PL ns for l~eeting Wt=lf,..u•1;; l~aeds: 

(. ) Pl· ns of ' i 1 it ry Autho.1.·itics 

( b) Pl ns of C·ov rnments ( including role of in-
dif1..:nous volunt~ry org.1ni at i 01 s ) . 

( C) Pl .. llS of intcr-Gov~rnmc;;ntal agencies 
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(d) Plans of foreign voluntary relief org ni­
zations 

(e) Plans for ill~RP~ (those in process · nd those 
rt.commended) 

(f) Appraisal of plans enumerated above 

(4) Welfare Personnel: 

(a) Ul~HRA {qualifications and assignments of 
nevi pe rs onne 1) ; 

(bJ Chane,es in assignments of other welfare 
personnel; (Appraisal of performances) 

Personnel of forei[n voluntary ore.· ni­
zations (numbers provided by a[encies; ways 
in which personnel is being used; · ppraisdl) 

(c) Indi[enous personnel (numbers enga[ed; 
qualific• tions; wuys in which personnel is 
being used; appraisal) 

(5) Lup~ly situation: 

(a) oupplies and equipment neeaed for welidre 
, servic~s 

(b} bupplies and equipment available from Mili­
tary Authorities, Governments, voluntdry 
aeencies~ UN.h.RA 

(c) Proposals for meeting deficits of supplies 
and equipment needed for welfare services 

(6) Backcround inform~tion: 

(a) Corrections in formation supylied by Ul~fil~ 

(b} 1ew Information 

( 7) Le script ion of ·lie l.fare pro[ramme s in ope rii ti on:• 

(a) .ethods of organization; 
Personndl employed 

• S~:eo1fic Oi: er .. t5ons :ii.nut I7hich rl-1t- ile:l 1rforrr.-~tion in denired 
ir~clude those re:t'err,3J to in Sect _; on D of th" s :i;ei:cr;'l.ndum. 



• -
, 

{b) 

(c) 
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St r ~ -.,.· t :~s 1.~.- :. ::a:..kr~;) s se s of -~ .. ro:-l ru.rr .. :-e 

(e) Cor ... :,.:mts ~:. c. r::.?co .. n:.~r. ·atio:..s ,rite. res, ect to op-rations. 

I:1 ret~ortir..r- o. c ::-. n:iitions within any ·.i·/en ::i.rca of operations 
\-7el.!.'a I'e .. :L: s ions s: ,oul.i, w1:c re pos :, i . 1~, e:;."'1. lain 11hy t._.1esc con.lit iors 
al.·-: aa t :~cy :1re. ill.lass t:1i s is one , r£.ports mi ht ,._ i ve rise to 

~1~..;·.12.tific..:Jle orii.;icis>n whi.:.:h co1.1ld Le avoijed if t ·1e reasons for 
" exist;ir.:·' cor.:l itions :. ~e cle:trly nnd0rstood. 

~RI CI i'L.;:S 

10. P~i~ary Es~t~sis: Both it t~c ~lannin-· anl in the 
ticn cf soci~l rJliJf ar ~elfarc services the pri.ary 
·:.ill be 1Jpon (c1) •1. i.Ufo··· ,.., cver:1 :ent s in ac~or..:::.::Ge with 
"•1' CV" (l b,7 'ho ,-ov--r'"'"' ... ""ts 0"'"08 .... ' 0 

,. (b) ,:,• "' 0 "" ·~· th 0 ninrr t'"' v o J \J.,_.._, ' -, l.J,1U.JJ,! ~ ·•• ·~ l V\_.t, QU l......,._,L;..,, _ :, ._, •-

0 r~ '.11: i eat i or: ; • 

::i.Jministra­
empta.sis 
1;lans ap­
indi: enous 

.Alt :.o ·.:--:- 'n!RI:ft ··.:ill bs conGet·n·d >rL .. ,'::.:rily Hith e~:Jrc::enc.v 
relief Welfare ML:.ei()r.s .vilJ )e ex·, ected to soe tl:n.t t ,eir ;1.::tivi­
ties c re coord i ri a.t~;l wit:~ pl~.nn fo..: the r3r-;1.:)ilit :.1. tion un ·1 re-
co ... 'lzt1~,..: ct1on of' c..r\Ja3 serve 3.. . 

Every eff~rt s 1-0·..:Li -; e :~··1 . .' e to pre erve a . d str~n~·then 
·:orr.:.J.l so-;is.1 .:.ro,;.~_irr.,-s. T:--.: 3 Cc.•,-:ilies s ,ould, ·.·,~ e C'l . r possi le, 

.,~ hel1-e.:l tc. live to eL:1cr : .. s f:.!.:".Jilics i.1or.~ e :.· to avoi .] t~·c m ces­
sity of i n iti'..:.tin or prclcr:~-i~~ mn.ss fee . ir:~ ot rr.ass to·1ai:1,~. 
si :-.i l·•. ly, .1t ~er:::~ ts s r:01. .. li ~~e ni,10.e to enJ.ole c ·,· il ir9r. , ar,:cJ 

~;:;o s, or· .L :· .. ::;rs in :-1 eed of ::-. 1.~ch c:;.re to live \it:1 t~:eir oi1m or 
foster f:i i-::i l i e o, r .:~ then: ·t L,!n in ino ti tut ior..s, unl es:.. S.t• ;ciali zed 

i ::sti.~l.·.ti.:m:i.l tr~ati-aut is clearly recr1 ired. 

Welfare sc.:e, es s 0~1 li not '..)} CCY-sC erned only ·i t.'.1 t:~e 
isolat-3-1. t'.!,-:iily · r.:;~:.,,. T.:ey G,O'J.lJ tn}·e f:ll acco1: r,t o: the r rour,; 
.reL.tic~s:! ips oi t;.;; co.:•: unit7. G)n.:,L:eraticn snoul:l ·; e ~:iv~n to 
t: e S::-irit of coo:, er,a.tio~1 ')etw~Jn (. roupa ~;•-::i0l1 has b-3en ,levJlo;.ed 
t :_ ro ,:.t· h t he resistr4,nce m:nremer!t or in other .1::1.ya. In c •:.: n 'c'UlGation 
vith t: c rJ3t:ective ::;over:1!·.1ant3, .. ,3lfare sc:·:emes shoul.l be so 
c!.e!Ji 'L1Cd an to .-:ovide no·; sc'J :_ e for co1i.::.unity cooper;1.tion. 

All u:;, 'i.A Nclfa.Te ~..;e .. 1 vic~s n.•·d activiti:!s f.rust , e so d.esi ~ned 
~--s to :ielp r,.eo~le to help tre r·,sclveo a.n:i one c1.·1otl1er. The :r:ore ef­
ficient these services ~re., tr-.e soo. er T.;RPA ·.'Ji~.l be a:;le to .7it1 -
c'ra fro ,, a r:.r ~;,.ct in t".:em. 
11. ?ro::~ •t nelie ": B?c'l·~ee of a.lre'-dY prolo·: ·ed su.f C~rir· .J.1 :e to 
.. o..r ..... n,4. H)C~"";.S•3 of cri tic.::l need:::, 7/elft.'.re 7-::13:::i ons wi 11 arran,...e to 
provi..1~ tr1e necessary welfcre servi;;e as .;;ron:ptly u.s pos;ihle, Trey 
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will be rJs~o~ci~lc for tho naooss~ry ~~v~noc-~l~nnin~; n.n~ n.t ovary 

stc . in o.i~i~iatr : tion - fr:c t~o inv : stiG:tticn of~ roci~iont 1 G eli­
gibility to r.'iJt~:.o::ls cf .fino.l c.:istribution - t::c i:l2:.n3 ".. :0.1..tcd ehoul::l 
be ~i~actc~ tJ ~rovi~in~ relief us quickly as :osaiblo . T~o poesi-
: ility of offoctinz sr.::i.11 cconor.1ios through other Lct :.1c:.:s s .cuLl not 

1· " ·· ,-,r ···1•tJ.u"~ to r'"l'"'Y ... ,.,.., · r"vis1·on of ralL:if to 1:'..ny Ju.tat .;1ti'"'..l \,,., J. \.,,f ,..... "-' "· • \..LV (..."'° V .,_.,..U l,- V 

nuu:::b .:n of 1:. or - 'Jr:s. 

12 . A_:_ly:-ncJ PlD..nr.in<:<: :.1.nd Surv3ys : Carofu:.. n.n~~ continuci..;.s st,1c:y cf 
tho rJ-:iu.iro.:1cnt3 :-,n(i. r osourcos of 1.11 areas ·,nll to neccs,-::ary 1f 
off Jct i \~c us c is to 1::,J ~:i2..d0 of :t vrj L1bl 1 1::c::i..ns, if : riori ti cs '.lr 'J to 
be ::lcquatoly :l::itor;-:.inod :J..n::l ad ~ition2..l ro:;Jurc_, ; to ".::-c dm:nn-::::::d in 
~cccr~~ncc ~it~ the rol~tiva i~ 0rt1nco of the need ~ of tha arJ~ . 
Tl:u8 Wolf':'..r.:: Mis si or.s shoul :!. r ::ivi o·;i, 2nd if noc .300:i.ry in the 1 i~ht of 
t~o inf:rc~ticn they ~:tni~, roviso :12:.ns alr01.dy ~ropa.red ½y t~c 
Rc~ion:.1 Office or Hc:'..~l-u:i..rtcr3 , Sourcc,s fro;:: 71::iol1 YJJlfar :-; Missions 
n~y cx;cct to socuro first-h~nd i~forn~tion for this ~ur~cse baforo 
gcir= into ~n 2.,r.J~ i~cludc n1tional gov1r~~o~ts; un~orgroun~ org~ni­
so.:tio .. -"s; ;•.1ilitary ii:tclli6 onco; noutrr..l govcrnr.Dnts anl o'· scrvar:: . 
Sourc::;s of infor:T\ti on a.nJ .:l~ t ~\, .. i thL: a.n :1 r :--J.. of Q:., .: r ~~i J:1.s incluic 
n:i.tion:.l :'.i.11 lcc:'..l '.: . .ut::orities:- churc .... , sc:1001 :i..n~l other loo:::l 
loJ..:·.or~:3; first-lnn.:: ourvoys by Wolf:.rJ Missio?10 er other UNRRA por­
sonn-)l; s'J.rVDys c::m.:luct.,cl by stu:lonts, voluntc.:ir; or otr.1.cr .~ . 

13 . Pricritic:; of SJrvic.: : Dor.1:::..nds for ·,1clf.":rc 3orvic.Js :-.::i.y ;;rJ tly 
cxco cJ t:io a~ il :i. ty of bovorr.r.:.:ini:;s, vclunt :-try orb'1.ni z1 ti ons :::..nd UNRRA 
to 1-rovicb tl:ci::. In this C':.?J iclf::1. 1.' .J Missions ·.·:ill cQo:.or . te ::ith 
t~1c 2.,_: ro1.,ri2.tc civil or r.:ilito..ry :-.t'..t::critiJ3 in .:~ctJrr.1inc: ·:.·l:::1.i:; -;:0l­
f::r0 s.rvic.Js shouLl 1:o e·t~t.liGhoc: fi:•st . This quGstian ·-,111 ;:.,., 
r :':,rticul:-~rly a.cutJ .::lurin;; the O:lrlior st·"..;c,:; of rolicf operati..,na 
oinco 1:<.:-:.inistr .tivo 1..~ifficultics to:;Jtl-:.Jr ·:;it~ :ro1:ilo:::s of su_ 1 ly 
2,n:~ tr:::-,n3:·ort .. t,icn r.}c.,y 1':aa.ke it i::: ... ·o::;sF.lo tc in:::.u:;ur'1t.J sii::ult:::moously 
:i.11 t:10 ·::olf'..r □ ocrvicos ·.-:tich r.:c..y ultL.J,toly '~o rcn,~or: .I . 

C-::13L:.:ir ,ti : ns to b::i t:'..ken into n.ocount in .:.:otJi·1• .• i:1in--· 7:::8.t 
oorvicca a::0::.1 .:. tc i:1i ti::,t3.::l first ·,Jill incl1.:l0 tl-:.c 1:~rticul2..r nco.:l<J 
of .. .,., "r',.,. t'h,.., ,.., •.. 11· -c, oq· 1'· .•. ,.,.n ... -,n -· . , .,r- ..... •-•r 1 ~ ·1,.,i.,1.,, t ..... ,,, ,u -· ..., _,, __ ,._, "'""-.i.~ -- ..,.:,, i1 ...... ,v u, '-• . 1..L .... ...., ::v!..uC av-~1 . , ... ,._,, ~!O 

rcl:,tiv: noc-:l:; cf v:-,ricus r;rou::s . 

(1) Pricri ty Grou1,s : It i:1G.y 2..lso ~= o noc0 .: ::; :.ry in 3cr.:o circu:::­
otn.ncoc to co ta.bl i ::;:;. 1~rio ri ti :J 3 n.r.1cn,.. the c-r:-u~. G ·;;:·10 ur.:i to b ,3nof it 
fror.1tho GJrvi ccc c :;t2:,1)1 ishcc.: . In t::.i a con .ccti on, t l:c -::rou.: s for 

, ·:·::_Q'JO s:,oci::-1 noc.:.:J ttc Wclfo.."J Division of UNHR1\ h:t.vJ :-.. Si_:OCi)..l rc­
'::::--:1si'.:'ility, viz, c:1ilC:r:r., ..xi··cct:-.nt 2.nd nur3inc: i:1cthor : , th:J :-..cc.:l 
--~ .. , th ... --11•0,.,·~1-,r• \·11·11 '"''-v1· 0 ,.,,.1,- 1-,..,V"',., :-1·r-i.,, r1'0r1'ty r"'•, 1· ~ ;:_o ,....h ..... .. _, _ v 1,,,. _ .... V\..L 'I v . ..,,: .Jl..40 J, .1. ........ \,,,, ...... -- .... 

4 
.. .. Kr:., li.~ U-

no:, ncco3sn.ril·· o.':ov.:i ot:1Jr ;;:roui·s such ,:,.,s key ·,7orkor·, , RJl:..tivc 
ncJ..::, 2.n:: t!1o i:·.:: ::irt:mc.:i of e:1.c~1 f::rou:_ to tho cor-1;:~uni ty fror.i :'.. lo:1~-
t 3rr.: i oint of vic.\°, ·:.1ill '·,:; ir:1: crt :,nt f"..ct:·rJ in .::lJtJr::.inin:: rriority. 
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14. Ad2..pt :-.tion to Loc::-..1 Customs: The gener.::.l pla.n of welf:1.re ser­
vices sl~ould a.s f:tr as possible be a.do..pted to suit the customs, 1,VQ.ys 
of life, und st~nd~rds of living prev~iling in the various countries 
of oper ~: ior.. . This ·,rill e:!.s 3 the tr.:i.nsition from UNRRA to purely 
n:-.tion2.l control. Food a.nd clothing provided should, within the 
lin its of wb:.t is prc.otic:-.1 a.nd what is needod for proper st:mdards 
of nutrition and wa.rmth, be suited to loc~l t~stzs; and, when it is 
~ssiblJ to do so, spoci~l foods should bJ made av~ilabl3 for r3li­
gous ob.J o rv:.nceo. 

15. Self Respect! Sinco ·,-.r0lfar0 sJrvicos arc dircct2:d to;y:i,rds solf-
11olp they must not deGtroy .J elf-rc3pect. Th8se who b cn.Jf it f r:m · 
U:?RA services, must be ~r :~.tcd, not ao ~ cla.ss ape.rt., but as us.Jful 
~nd normally solf-suppcrtin~ mcmbsrs of the community, tempor~rily 
un~blo through no f~ult :f their ovm to provide for themselves, but 
<JOon to b.J r ,s tor:;d to their former c.::ndition. 

16, Tro..ining Progr~m for Wolf~rJ Worksrs: For most services it will 
prJbably bJ ncccss~ry to recruit local ~orkers. Somo of thcsJ m::i.y be 
tr ::. incd or pr.rtly tr::ined in social 'iiCrk~ others ,1ill be quite un­
tr~ined. To ensure cffici-Jnt functioning of the services, Missions 
i'!l...1./ h::i.vc to institute courr-.: J of tr::ining for thJsu ·,.orkor:,, with 
p r~b~bly spcci~l course, for those choG.Jn 1s lco.dar;, Tho coursos 
~ill of nacesJity usu~lly bJ short ~nd intcnsivJ. The per~onnel 
chosen shculd be nationn.le·of the country Jf oper .ticn. In many 
c=-~ses it ·;;ill bJ ~:. :esiblc to select persons who ,7oi.::.ld ctherwisG bJ 
t:1.cmsJlves bonJfici ~riJ s of tho s.JrvicJ, o.nd ·,7hcnov.Jr p:ssible, this 
c _urs.J s~~uld bo follc~cd. 

l!'fELF ARE SE RVICES 

_te sarvices f:r ~hie~ Jelf~rc Missions will bo rosp~nsible gill 
~Jc0ss~rily cov:r ~ ~id0 r 2ngo, conforming to the needs tc be met, 
ir~cluding tha needs c·f speoio.l groups such ::1.s childr.Jn, y:uths, Gx­
:)o ct2.~t ::md nur:;ing m:th3r-, tho ::i.gcd, h:1ndico..:.p0d per::ons, the v1:i.r 
injured 2..nd per -,ons r3turnins from forced ln.bor or pri0on c:-..mps. 
Dot~iled i~structi~ns on the oper ·t ion of e::i.ch service ~ill be issued 
f0r t::c us o J f :i..11 officers oonc:,rnod; t::e follo•.1ing po.r:i.gr~J hs con­
t-in :nly ~ briof dJ::;cri ·_. ti::l: of the sorvicas 11::ich n. Mission ma.y be 
c::.11 eel -Jn to o:: er :.ii o, cind. cf the ma.in c:ns id.Jr t 5. Jns to bo borne in 
min~ i ~ r Jspcct of 02..ch. 

17, n~ji3tr~t i:n: It ~ill usuo.lly b e necoss~ry to sot u~ a. systom of 
rJ~iatr~tiJ~ c f thcs0 roc:;iii~g r.Jli.:if :r ~ssist:ncc. Jo syatom of 
re istr~tiJn should bJ intro~ucod, hc~cv:r, ~hich doo3 not serve 
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some specific purpose. and if one is introduced it should be designed primarily 
to se~ve that purpose . Subject to this it should as far as possible dovetail 
with other systems of registration being used by 1Th"RRA Missions: and. looking to 
the final transfer of the service to the national Covernmcnt, should also be re­
lated as closely as possible to the system used by that Government . 

18 . Infornntion and Advice Service : One of the first ossentinls in operati?¥?; 
nn effoctive welfare progriunme is to mr>ke sure that pooplB li:now of the oervices 
nvaila'ble, whcro to go o.ncl how to obtain them. This is particula ly important 
at the beginning of operations as tho nature and tone of information given out 
may allv..y fears nnd suspicions on the part a£ tho people and decide to a large 
extent tho reputntion and acceptRnce of the progro.mrr:o . The ob,ioct of ,.,ny infor­
r'"'.ti -;;i J\.l't~. :V~"11C,;,. scrvico h,w·.:•t·'lt- org:"lilhon,, is .t. orot:,ro t:, '?'!'O rj,c.o BT~tcrantic 
information rcmd direct::.on on where to go and how to apply for services needed; 
incidental advice on current local r e'"i.:l..a.t ions such as those issued by military . 
civil affairs , or civilian authorities will ~lso be given . 

The normn.l typo of information and ndvice burenu will be one whoso mrdn pur­
pose is to give factu::>.l information about axis ting services, nnd io ad.vise ·oeople 
wi ere to -o for any req_uired service (referral). It w:i.11 rave the inform,=ition 
i w1,1edia.tcfy n.vailfl.blo in the form of Reference Books, Advice N0 tes, , mi .:>:?ficial 
cl.oc11t1onts of various kinds . For cert[',in purposes, however , the bure:J.u nay be 
linlrncl with n. central office where the desired inforr.w.tion is held or obtainable , 
e . g . in the form of a central index of displaced nersons . Somo of the ser,ices 
may be of such n. technicc.l nature that in connection with them special advice 
bureaux □r>::!- be found necessary ; those would be in adJition to tho general refer­
ral service ['lld would norcn.Ey be located in the offices adoinistoring the par­
ticulnr service . 

It is necessnry to distinguish advice regarding the use of a pnrticular serv­
ice fror::i what is known as case- work or counselling, which □ay cover n. wide variety 
of problot1s uct nocossn.rily conn.ected with particular wolfar ... ~ services . This lat-
ter kind of work shoul-i not be undertaken unless there are trainer. welfare workers 
avqilr·ble n.nit unless tLere is so.::ie prospect th:1.t treatr:1ent of the cases, which 
will frequently be of r>. long term character, will be continuoJ. by indigenous ag­
encies pfter IDT.RF.A operations h:,.ve ended. 

19 . Provision of C"sh Assist:-i.nce . 

(1) Although en.sh , under norrw.l circunstn.nces , is regarded in r.ie,ny countries 
as tl0 0 ideal forn of relief or assistnnco benefit , e~ergency conditions fre­
quently qur-.lify the usual advantages of using cas:1 in this-w~· • Before insti-. 
tuting cash ~ssistance neasures, therefore , welfare nissions a~o~ld 5ive care­
ful C')asL:ero.tion t0 l'.)cal and nationn.l prnctice in such on.ttors • the circum­
s tance:J prcvo.iling at tho tine, nnd to such factors as the avn.ilabili ty of 
gr 'J s to be :;?Urcha:,ed with tho cash that night bo pro·dded; tho drnp;c r of sup­
porting unduly higl1 prices; the possibility cf contri'."luting to infh.tion; 
possiolc losoos , throu~h excha.>ige ro.tcs, etc . 

(2) Cash assistn.nce e1ny take the fora of periodicnl priymonts, i.su?.lly weekly , 
to r::0st recurrin6 needs , er ainrls l)~rr1ents of larger fllll0Unts t neet non­
recurrin.:;, r..eec.s . It is nossible b.- eithe ... case to tre@.t t:1e Pf\Yment as a :<;rant 
or ns a ionn. It will , nowever, be quite exce~tional to □ake weekly nayme ts 
by \:ay of loo.n; nn, single pnynents by wcy of loan should not be consl,iored un­
les.~ tI1ey have n. clear rohr.i.bili tution pUl-pose ::illd there is a gcod pros?ect that 
t l.e recipient will be able to rer,ay tho loo.n in a ren.sonn.blc tire . Loans no.de 
\·ii t!,out a cl oar obligntion to repay and a definite intention to enforce repay­
ne:1t aro npt to be clo;-;ior"l.lizin

0
• Moreover, the National Goverr:.."llents in coun­

tries of opera.tion v ould not be lik~ly to favor -a servico by UUR..'UI. u_11dor which 
tr~ "ir citizens were burder:ed by n debt incurred at the oeginnin6 of tl o IJOriod 
of rcc0Estructio1:. 
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20. Provision of Assistance otherwise than in C,.sh: Where for any reason 
a.;.,istance in cash is considered unsuitable, various methods of distribution 
will be open to the Mission. For example, prices of essential commodities can 
be adjusted according to the income of relief recinients· or coupons, scrip, 
relief orders, stamps, etc. may be issued. These methods however, are not 
a~wa·s a complete substitute for relief in c~sh, as a certain amount of cash 
may have to be given with them. In emergency conditions, both food and cloth­
in~, and possibly other household necessities, may have to be distributed 
dir0ctly in kind. When distribution in kind is undertaken, local c us tomo and. 
t?ste in both food and clothing must be considered as far as practicable, and 
th0 general principle in all relief distribution of seeing that the goods are 
fairly distributed in ter~s of need must be kept firmly in mind. 

(1) Distribution of food may be made in the form of unprepared foods, 
or by means of communal feeding in canteens, schools, plncos of employ­
ment, etc. Ti:e choice of method will to some extent depend en the nature 
of the foods, tho cooking facilities available, a~d the extent and prob­
able durhtion of tho needs to be met. It will clweys be desirable to 
stimulate home production of food to the utmost extent, e.g. by cultiva·~­
ing allotmer..ts or smnll holdings. Those who do so roust be aJ.101.-,ed to 
benofi t fron their efforts and should not h:wo tr..eir ordin~ry allowance 
of food reduced; but if some part of tle produce consists of ratio~ed 
foods n..11d is r .. n.de available to other nembers cf the cooCTU.r.i ty, arrangc­
ne;its for its distribution should be worked out with the rationing 
nuthority. 

(2) Distribution of clothing is likel,; to rn.is·e nore pro-oler,s than the 
"istribution of food, owing to variation ir. sizes &.nd in the nunber of 
gnr□ents required ir. individual cases. For this reason it ~ay often be 
desirable t~ c~r~y out a quick survey of needs in a locality befc~e 
settling on a scho~e of di~tribution. In soce cases, owing to the urgency 
of the need, it will be necessary to issue ready ~Rde glU'ncnts if they 
o.re :vn.ilable; bu.t generally Iissions should bear in nind tho desirability 

f issui:1f: materials to pcopla to :-::ake their own 0 0.rr:cnts. This provides 
the r,eoplo, especi~lly woncn, with useful occupntion; and. also nakes it 
eo..:lit;r to neet loc"l require .wnts ar.d tastes. 

(3) Other household necessities are not likely to cnuso difficulty ex­
cent in thtJ ,...Dotter of nctur.l supply. They include such things as bl;:rnkots 
, "li be d il.~; fuel rui1 lighti~g r:atorin.l; clea:iing r:atoriP.ls, cooking 
utensils, housahol tools, etc. 
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21 . Provision of Emergenc:1 Shelter . Since it is desirable to restore fanily 
life as quickly as possible , the best provision in mnny cases DAY be cnsh 
ass is ta.rice to enable a person t,:, pay a rea.sonrblo rent for sui t<'.ble accor.u::1oda­
tion he is R.ble to find for himself . Whore this is not a possiblelino of action, 
billeting mc=iy be tho next best thing . Provision of shol ter in oi thcr of these 
w~rs may be desirable even whon CO!ltlunnl feeding is in force . 

(1) Where accomr.:1odation in houses is not available , and temporary 
shel tor is urgently required , the best facili tics are likely to b o 
found in schools P..nd church or village halls . In buildings of this 
kind it will be necessary to make adequn.to provision for bedding , 
feeding and sanitation: and also for a resident supervisory staff. 
Tooporary shel tors such as huts r:iay have to be erected in some plac..:.s ,. 
in which case the Mission will have to secure the urgont cooperation 
of the supply and allied services . 

While cor.1 .. :1unal sb.elter is in uso it may be possible to have urgent 
repairs made to drunaged houses to make them habitRble . Sane of the 
persons concerned my , if sup~lied with ~he necessary tools and lllterials, 
be able to effect their own repairs ; tnis will provide useful and desir­
able occupation for some who may otherwise be unemployed . 

22. Services for Mathers a.nd Childr011 up to age 18 . In considering the 
special needs of ::nothers and children , rnn.jor emphasis should be placed ,n: ,on 
naintaining and strengthening tho fomily unit and where necessary re- establish­
ing the fanily in its own homo . In aero rdancc with this principle , imr:iediato 
stops should bo taken to safeguard cb.ilQren who are lost or tenporarily separated 
fr')m their fn.r:!ily , to locate the family and to return the children to them. 
Likewise, children should not be separated from their fn .. "!lilies except where 
condi tio::-.s r. ak.J this essential to sn.fegu.a.rd the child or to !)rovide specialized 
care t:1..1.t cannot be given in the home . 

The besic physical ooo~s of nothers, children nnd young persons will be 
□et in the general progrn.::inc• for food , clothing and shelter; but where supplies 
are short these sroups should be given high ~riority treatment . Special food 
and. clothing, when avnilRble, should be provided to moot their special needs 
u...11d in this connection \folfnrc Missions should work closely with the Health 
Missior:s . 

SptJcialized co.re and services for oxpectP.nt and nursing r.iothers, children 
and young :)arsons should be provided on the basis of the particular needs of 
ecch of the followinb groups:~ 

( 1) Expec tm t and Nursing Mo the rs . 
(Su?~lemento.ry and special foods, e~ergency maternity shelter, 
spocinl provision for hooeless 1:1otm rs , rest canps , prevontoria , 
day nurseries, croches, child welfare centers , counselling services, 
instructions relating to tho co.re o.nd proble~s of children ond 
l)rei>e.ra.tion of food , etc . ) 
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(f) Pre-!.:ichool Cl: ildren 
( pecial ieeding programmes throubh clinics, canteens, etc. 

preventoria, convalescent homds, d· y aurseries, creches, play 
a ctivities 1 training of the nursery school type, etc.) 

(3) bChool-Age Children 
(bpeci 1 ieeaing arranEements such as school meals, ex~ 

tra milk distribut~d at school, open-air camps and schools, 
convalescent homes, pla.y activit~es, schocl services, etc.) 

(4) Young Persons l3eyond Lchool Leavirig re. The uq,ent 
needs of ado~escents which are often overlooked actually d' 11 
fer p~rticular me~sures, such as supplementary feeding in ed­
ucational institutions nd factories 1 open-air camps, con­
v~lescent c~re, recreation and leisure time activities, vo­
cational guid nee, occupational retraining, dnd services for 
serious problems of maladjustment and delinquency. 

(5) Other peci 1 Groups, In addition to the basic needs 
of chilaren thare will be certain groups whose needs c· 11 for 
specialised services. These include children who ~re (a) 
orphaned,~ a1doned, or otherwise separated irom their fami­
lies; (b) physically or mentdlly handicapped; (c) suf1ering 
from motional disturbances, shock, person~lity maladjustmdnts, 
anti-soci 1 t·ndencies, prem~ture sex experidnc~s, etc; (d) 
ir t...,mporury communities (including children disr.,1· cea within 
their own country); and (a) children and mothers alre~dy in 
irstitutions. 

23. Velfare ~ervices for DispldCP.d Persons and in ~~rary Com­
-:Uni tie • 
Lispla.ccd persons in need of car::; and assistc:.nce - men, women, 

youths and chilaren - will have come from refugee camps, evJcuee 
~nd force · -lcibour reas, prison , concentration camps, and wany 
other cattered sources. n"l of them will be in need of orderly 
arrane;e ents to p rmit them to return to their ·. rnilies nd th;; 
countries or loc " li ties f rot1 which they oricins.lly COLJd. In genera] 
term , the range of welf · re services required for persons displ<-4ced 
from tbeir homes is tLe sarne as thc:.t needed by persons who have 
suffered from war a.nd enemy occupation in their own territory, and 
these services huve ulre dy been enumerated. Li placea persons, 
tovvcvcr, will require special arran -.;m nts {a) in trunsit, beth to 

d from ci.Ssembly points, and (b) while living in temper ry 
communities and ref gee centres. The latter will probably be neces­
sary fort a reatcr number, or longer or shorter perioas 
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according to circumstances. 

In the temporary centres and communities which are set up, it 
is necessary to remember that the facilities and services should be 
planned on a compurat!vely long-term basis, even though the popu­
lation of the c~mps may be a changing one with many transient groups. 
The principal services which should be established if the centres 
are to be fully effective - as they must in representing the return 
to civilized respect of hum~n needs, and the g· teway to restoration 
of normal life~ include the following~ 

(1) Information and aavice bureaux dealing with all matters 
of general concern, details of administrdtion and reputri tion 
procedure; 

(2) Inaividual and family cuse-work for those suffering from 
serious personal maladjustmant; 

(3) Leisure-time, recreational and group activities. Because 
of their many constructive features, and their opportunities 
for local initiative and leadership, as wide a range of these 
as possible should be planned. (uce special Memor.:;tndum). 

(4) Occupational activities form n, women and children, and 
certdin forms of voc~tion~l traininE for spcciul Eroups such as 
young persons li~ely to be in th~ c~mps ±or ldn[thy p~riods. 

(5) Welfare ser ices for specidl categories, notably (i) in­
funts and children, (ii) 1dolcscents (14 to 20), (iii) nursing 
and expectant mothers; (iv) youn6 women and girls; (v) the aged. 

welf~re officers shculd have the right to advise on all mutters 
such dS the oper3tion of cint~ens, the disbursement of pocket money, 
ana thd furnishing cf clothint, in ora~r to help realize distribu­
tion Jccording toned, wherever facilities or stocks are in short 
supply. 

~4. host~ls Jnd Similar Institutions. bpacial cervices for such 
c ttcgorics ::1s th.;; aged, orphans, or the physic• lly ha.ndic · pped .1re 
lik~1y to consist m~inly in the provision of homes or hostels for 
t osc wbo, thoueh not needing attention in hospitJl c nnot properly 
fend for themselves, · nd huve no friends or rel~tives to look after 
th~m~ The princip~l tusk in s~tting up such institutions, ~p~rt 
from the provision of food, clothing ~nd other basic n~ce sitias of 
life~ will be the r~cruitment of competent technical personndl. 



. . ...... • • 
Tvi.rl'./ 2. ( 44) 15 

... 14 -

25. Occupational Activities . Physically handicapped persons, 
persons unable to resume their normal occupation and young persons, 
who because of militdry service or compulsory lubour service 
under the enemy, have rever engae:ed in gainful employment, will 
require help to re-establish themselves dS useful and self­
supporting members or the community . For this purpose special 
measures may have to be taken, such as providing instruction in 
usaful occupations or employing them in the production of clothing 
and other necessary relief supplies or in the administration of 
relief welfare services, includin£ the making of surveys of 
relief needs, anti-m~laria or clean-up campaigns, etc. Those 
activities should obviously be closely related to the plans of 
the Government concerned; and success will depend on recruitment 
of the proper technical personnel and, to a less extant, on the 
provision of suitable equipment . 
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