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FOREWORD

For some time a need has existed for a uniform guide for preparing
standard operating procedures on administrative and logistical matters
applicable to Peace-Keeping Force Missions of the United Nations.

Past experiences have pointed up the difficulties inherent in
establishing instructions and procedures during the initial stages of
organizing a peace-keeping force and making sure that such procedures
conform to the United Nations Financial Rules.

The Commander of a Peace-Keeping Force and his international
administrative staff must ensure that the instructions and procedures
which they issue are in accord with United Nations policies and
regulations. This must be done notwithstanding the problem of different
contingent nationalities, or varying national administrative and
logistical methods.

The basic factors affecting the operations of a Peace-Keeping Force
mission include: the mandate given to the Commander; the size of the
Force; the organization and composition of the Force required to fulfill
the mandate; the administrative and financial arrangements and control
governing the operations; and the conditions in the area of operation.
Because of differences in these basic factors, no two previous Peace-
Keeping Force operations have been alike, therefore, standard operating
procedures will have to be adapted to suit the particular operation of
each Peace-Keeping Force mission.

Experience of previous peace-keeping missions shows that there are
many principles and much instructional material which can serve as guides
or bases for the preparation of standard operating procedures in the Field.

The Guide Books on Personnel Administration and on Logistics have
been prepared by the Field Operations Service, Office of General Services,
to assist peace-keeping force missions in complying with United Nations
requirements.

The information on some subjects in the Guide Book on Personnel
Administration complements the information given on the same subject in
the Guide Book on Logistics and vice versa.
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A comprehensive outline showing the flow of the United Nations
substantive and administrative matters with the United Nations
Peace-Keeping Force is illustrated in the organization chart on the

following page.
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PREFACE

The Office of General Services at United Nations Headquarters
in New York is responsible for the personnel administration and
the logistic support of peace-keeping missions. The Assistant
Sec. ary-General for General Services delegates through the Field
Operations Service certain responsibilities to the Chief Administrat-
ive Officer of a peace-keeping mission. The Field Operations
Service, Office of General Services, is responsible for giving
ingtructions and guidance to the Chief Administrative Officer
on all administrative matters and fiscal and budgetary control of
the missions' operations.

This publication is intended as a reference guide for
compiling thé "Standard Operating Procedures on Personnel Matters
and on Logistics" which may be issued by the Force Commander of
a United Nations Peace-Keeping Force.

The procedures and duties outlined herein are co-ordinated
to ensure adherence to the United Nations Financial Rules and
Regulations. This guide does not relate to Chapter F of the Field
Administration Handbook published by Field Operations Service,
Office of General Services, which provides information only on
Military Observers serving at missions such as UNTSO and UNMOGIP.

Assistant Secretary-General
Office of General Services
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FOREWORD

For some time a need has existed for a uniform guide for preparing
standard operating procedures on administrative and logistical matters
applicable to Peace-Keeping Force Missions of the United Nations.

Past experiences have pointed up the difficulties inherent in
establishing instructions and procedures during the initial stages of
organizing a peace-keeping force and making sure that such procedures
conform to the United Nations Financial Rules.

The Commander of a Peace-Keeping Force and his international
administrative staff must ensure that the instructions and procedures
which they issue are in accord with United Nations policies and
regulations. This must be done notwithstanding the problem of different
contingent nationalities, or varying national administrative and
logistical methods.

The basic factors affecting the operations of a Peace-Keeping Force
mission include: the mandate given to the Commander; the size of the
Force; the organization and composition of the Force required to fulfill
the mandate; the administrative and financial arrangements and control
governing the operations; and the conditions in the area of operation.
Beecause of differences in these basic factors, no two previous Peace-
Keeping Force operations have been alike, therefore, standard operating
procedures will have to be adapted to suit the particular operation of
each Peace-Keeping Force mission.

Experience of previous peace-keeping missions shows that there are
many principles and much instructional material which can serve as guides
or bases for the preparation of standard operating procedures in the Field.

The Guide Books on Personnel Administration and on Logistics have
been prepared by the Field Operations Service, Office of General Services,
to assist peace-keeping force missions in complying with United Nations
requirements.

The information on some subjects in the Guide Book on Personnel
Administration complements the information given on the same subject in
the Guide Book on lLogistics and vice versa.
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The purpose of this publication is to give guidance in the
preparation of "Standard Operating Procedure on Personnel Matters"
for the United Nations Peace-Keeping Force.

The procedures detailed herein, which are co-ordinated to the
United Nations Financial Rules and Regulations, are based on
experience from previous Peace-Keeping Force Operations of the
United Nations.

The Office of General Services at United Nations Headquarters
in New York is responsible for administrative and fiscal policy
in the administration of a Peace-Keeping Force. The Assistant
Secretary-General, Office of General Services delegates to the
CAO, through the Field Operations Service, certain specific
responsibilities to facilitate the administration in the field.
The Field Operations Service is the administration channel
responsible for giving direction to the Chief Administrative
Officer on all administrative matters relating to operation and
fiscal control of the mission.
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OBLIGATIONS, RESPONSIBILITIES AND PRIVILEGES

Chapter 2

2.1 CHARACTER OF THE PEACE-KEEPING FORCE

Members of the Peace-keeping Force should be made aware
that their service with the United Nations involves international
responsibility; that they must regulate their conduct - off and
on duty - with the interest of the United Nations in mind, and
that they are at all times under the exclusive authority of the
United Nations vested in the Commander of the Force. They should
be advised to avoid any action which might adversely reflect on
their integrity and neutrality, or on the independent and impartial
character of the Peace-keeping Force. In this connexion they
should be instructed to avoid expressing personal sentiments or
convictions which might involve controversies with personnel of
other nationalities.

2.2 RELATIONS WITH LOCAL AUTHORITIES

Members of the Peace-keeping Force should show due respect,
proper behaviour, a co-operative attitude and maintain a courteous
manner when dealing with local authority. As they represent the
United Nations, they are entitled to similar regard from the local
authority. Outside of Peace-keeping Force premises, camps or
patrol areas, members of the Peace-keeping Force should observe
the laws of the host countries and all appropriate local police,
customs, railroad, health and other regulations, and should
co-operate with local officials in ensuring such observance.
However, if local authorities should request members of the

e = Lo
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Country. This Agreement inter alia specifies the privileges and
immunities to which members of the peace-keeping force are entitled
while serving in the area controlled by the host country. All

such privileges and immunities are granted in the interest of the
United Nations and not for the personal benefit of the members of
the peace~keeping force. These privileges correspondingly impose
on members the duty of scrupulously avoiding any action inconsist-
ent with the standards of conduct required of them by their
international status.

The privileges and immunities set out in the remainder of
this Section will usually be contained in the Agreement on the
Status of the Force.

2.3.2 Exemption from passport and visa regulations

Members will be exempted from routine passport and visa
regulations and from immigration restrictions, but not necessarily
from customs inspection of personal property upon entry or depart-
ure from government-controlled territory.

2.3.3 Import of personal effects

Members, upon their first arrival, will have the privilege
to import, free of duty, special personal effects which they need.
Any other personal property brought in by members of the Force may
be subject to local laws and regulations governing customs and
foreign exchange.

2.3.4 Obtaining goods

Members of the Peace-Keeping Force will be entitled to
obtain consumable goods and other customary articles of small
value imported duty-free under arrangements concluded with the
host government. All members should be advised that they are
strictly forbidden to sell, barter or give away any such goods.

2.3.5 Tax exemption

Members of the Peace-Keeping Force will be exempt from any
host government taxation on the pay and allowances received from
their national governments or from the United Nations.
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4L,2.2 Personnel arriving individually

Commanding officers should ensure that individuals who
Join the Peace-Keeping Force separately, not at the time the
contingent is rotated, report to the appropriate officer within
twenty-four hours of arrival to obtain an identity card. They
must carry their national passport or other identification docu-
ment. They must also present the Commanding Officer's appli-
cation for an identity card, which will carry the particulars
and description, mentioned in para. 4.2.1 above.

4.3 FIRST ARRIVAL

Unless provided with an identity card issued by the
Peace-Keeping Force in advance of their arrival in the UN mission
area, all personnel Jjoining the Peace-Keeping Force, whether in
units or individually, must carry national passports or other
identification documents.

4.4 PRESENTATION OF IDENTITY CARDS

A member of the Peace-Keeping Force must show his identity
card for examination whenever requested to do so by:

(i) Any local authority acting within the scope of
official duties;

(ii) Any wember of the Peace-Keevineg Force performines
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(c) Where necessary, Force Headquarters should inform the
civil police about the loss of the identity card.

4.6 CONTROL OF IDENTITY CARDS

Commanding Officers should impress upon all members of their
national contingents that identity cards issued by the Peace-
Keeping Force should be accorded the same care as similar service
documents issued by the authorities of their own countries.

Members of the Peace-Keeping Force, if they so wish, may
carry personal identification cards issued to them by the author-
ities of the national contingent to which they belong in addition
to their Peace-Keeping Force identity cards.
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5.1 GENERAL

All personnel concerned in the operation of vehicles shall
ensure that motor transport is used only for authorized purposes
and in a way to achieve the utmost in economy and efficiency.
This chapter shall be read in conjunction with Chapter L
"Motor Transport” of the "Guide-Book on Logistics" which provides
information and guidance on the control, operation and employment
of motor transport.

The operators of the UN vehicles must know and comply with
all local traffic regulations.

5.2 AUTHORIZATION OF TRIPS

Routine Orders should list the names of individuals who
have authority to designate transport details. This authorization,
may not be delegated to othners.

No vehicle may be operated unless the operator is in
possession of a duly completed transport ticket authorizing
the trip.

Operators of UN vehicles must always use the most direct
route from one point to another.

Operators of vehicles must ensure at the beginning of each
day, that a transport ticket for the vehicle to be used is
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Peace-Keeping Force HQ from time to time. Only the Commanding
Officers of contingents may authorize such trips when Jjustified
and properly organized and the transport ticket should be
signed by an officer.

Non-UN personnel must not be transported in UN vehicles. Under
no circumstances will "hitch-hikers' be transported in UN vehicles.
The reason for these restrictions is to avoid possible financial
liability to the vehicle operator and the United Nations.

The operators of UN vehicles shall present their transport
tickets for examination when requested by guards, sentries or
military police on duty.

5.3 REIMBURSEMENT FOR USE OF UNITED NATIONS OWNED VEHICLES

United Nations vehicles are provided for official use only
and additional vehicles are not budgeted for other purposes.
Their use for liberty or recreation, if approved, should be
limited to only those instances where vehicles are temporarily
not required for official purposes. Such use which should be
minimized as far as possible, will be on a reimbursable basis.
The factors used in determining reimbursement to individuals for
the use of their private vehicles for official purposes are
identical to those applicable to the personal use of vehicles
by individual members and reimbursement to the United Natioms
should be at the same rate.
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Officers responsible for issuing UN drivers' permits shall
ensure that drivers are familiar with local traffic regulations
before a permit is issued.

The UN driver's permit is only valid for operating UN
vehicles.

5.5 SPEED LIMITS

Local speed limits, as indicated by Peace-Keeping Force
signs or posted by local authorities, should be observed. The
following speed limits should not be exceeded in any event:

Type of Vehicle Open Roads Built-up Areas
Staff cars 100 kph or 60 mph 40 kph or 25 mph

Other cars and station wagons 80 kph or 50 mph 40 kph or 25 mph
Jeeps and 3/U4 ton trucks 65 kph or 40 mph 40 kph or 25 mph
All other heavy vehicles 55 kph or 35 mph 32 kph or 20 mph
The above are maximum permissible speeds under safe driving
conditions and should not be exceeded at any time. Operators of

UN vehicles must slow down and observe extra caution in heavy
traffic or poor visibility or road conditions.
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(c)

(a)

When making a left turn, drivers should signal
accordingly and drive to the centre lane of the
road prior to reaching the intersection;

Slower traffic shall always give way to faster
moving traffic.

5.6.2 Use of signals

Vehicle operators must clearly indicate by hand or light
signals their intention to start, turn, slow down or stop. These
signals should be given well in advance.

5.6.3 Parking

Vehicles halting on the road for any reason must pull over
to the side of the road or off the travelled portion of the
road so as not to cause any obstruction.

5.6.4 Pedestrians

(a)

(v)

Pedestrians have the right of way over vehicles
at all times;

Vehicle operators must exercise the greatest care
when passing pedestrians and shall reduce speed
and warn of their approach by sounding the

horn. In particular, operators must be alert for
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5.6.7 Stopping distances

(v)

(e)

Warning by road signs of a railway crossing ahead
is often given. However, all vehicle operators
should be warned that approaches to level crossings,
even if preceded by a warning sign, are not always
guarded to give warning of an approaching train.
Operators should therefore slow down and look in
both directions before crossing railway tracks;

Trains may operate after dark without lights and
without giving warning when approaching a level
crossing. Vehicle operators must be warned to
exercise extreme caution when driving on strange
roads and when approaching known railroad crossing
during the hours of darkness.

(1)

(ii)

Vehicle operators must maintain a safe distance
between vehicles at all times.

The following are considered to be safe driving
distances between vehicles:

Speed Distance
15 mph or 25 kph 45 feet or 15 metres
20 " or 32 " 60 " or 20 "

30 1" or )-ttj " 90 " or 30 "

Al
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(b) Secure the vehicle and its contents against
pilferage or tampering by onlookers;

(¢) Render such first aid to any injured persons as
he is qualified to administer;

(d) Arrange to report the accident to the nearest
detachment or to his contingent;

(e) Summon a local civilian policeman as soon as
possible;

(f) Give

the policeman, or, if none is present, the

operator of the other vehicle, the owner of the
property, or the person(s) involved, a copy of
the Peace-Keeping Force traffic accident report
form, after filling in the necessary details;

(g) In exchange for the form, request from the police-

man,

of the other vehicle or owner of property, or the
person(s) involved, that he fill in and return to

or, if none is present, from the operator

you a copy of the Peace-Keeping Force Traffic
Accident Report Forms;

(h) Ensure that the vehicle(s) involved are not
moved from the site of the accident until after
the arrival of the police. If necessary, men

.e Y
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(k)

(1)

(m)

(n)

Any statements required of the vehicle operator

or of any other members of the Peace-Keeping

Force travelling in the vehicle will only be

made to an authorized officer of the Peace-Keeping

The operator must be careful not to make

any statements to the civil police or other persons
unless permitted by and in the presence of proper
authorities;

A traffic accident report form should be completed
at the scene of the accident;

After the investigations have been completed, the
vehicle should be taken back to the contingent. If
it is not possible to drive the vehicle back, the
operator should endeavour to get in touch with his
superior officer for further orders. The contents
of the vehicle should be made secure before leaving
the scene;

If the vehicle is completely immobilized and
recovery assistance is required, the nearest unit
detachment or base should be contacted.

5.7.2 Action by the Military Police or appropriate authorities

Immediately on receipt of a report, the Military Police or

arn arnmTmrATmrT ot A Akl At
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5.7.2.2 Accidents involving UN vehicles with other
vehicles, persons and property

The Peace-Keeping Force's Military Police or appropriate
authority will carry out investigation in liaison with the local
civilian police. Injured persons will be examined by a UN
medical officer.

5.7.3 Disciplinary action

Any action taken by the Military Police or appropriate
authority pursuant to these instructions shall be without prejudice
to the disciplinary and other powers of Commanding Officers and
shall be taken in addition to and not in derogation from the
investigation procedures prescribed by the applicable national
laws and procedures.

5.7.4 Assessment of damage

If possible, an estimator of vehicle damage and cost of
repair will proceed with the Military Police or appropriate
authority to the scene of every accident involving UN and
civilian vehicles. He should prepare an on-the-spot record of
damage and replacement report. The UN operator will be informed
that a detailed assessment of the cost of repair will later be
done on his vehicle at the Workshop Unit or other UN vehicle
repair installation. Where the civilian vehicle is mobile and
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Repairs to vehicles involved in an accident can be under-
taken only after it has been confirmed that the appropriate
authority has already inspected the vehicle, and that a detailed
estimate of the cost of repairs has been prepared.

5.7.6 Settlement of Claims

Claims may arise as a result of accidents which cause
damage to vehicles or property or injuries to persons. The
driver or any other member of the contingent shall not in any
way commit himself or the UN in the matter of liability. All
questions of liability will be dealt with by Peace-Keeping Force

HQ.

Settlement of claims may be arranged by the Peace-Keeping
Force, but if it is established that the loss or damage was due
to gross or wilful negligence on the part of a member of a
national contingent, the United Nations may ask compensation
from the government of the respective home country.
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INVESTIGATIONS

6.1 DISCIPLINARY CASES

6.1.1 Reporting

(a)

(v)

(d)

(e)

All unlawful offences including conduct likely to
to adversely affect the UN's relationship with the
host country, should be reported to the Peace-
Keeping Force HQ.

A report should be made as soon as a known offence
has been committed. This report may later be
elaborated if an official complaint is made.

It is essential that reports be made promptly.
Reports should be passed to appropriate offices
for action by the most expeditious means of
communication available.

A report on disciplinary cases handled should be
prepared by Contingent Commanders and submitted
fortnightly to the Peace-Keeping Force HQ, briefly
describing offences and action taken in each case.
These reports will be consolidated and presented
to the Commander for information and review.

The case file of each case reported to the Peace-
Keeping Force HQ should be sent to the Peace-
Keeping Force Commander.
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(p) (i) Disciplinary cases involving a major offence
can be finalized only after prior consul-
tation with the Peace-Keeping Force HQ.
Cases of minor offences may be disposed of
without prior consultation with the Peace-
Keeping Force HQ provided that all relevant
evidence has been examined and weighed by
the commanding officer or other authority
exercising Jjurisdiction in the case. The
findings and disciplinary action taken in
all cases disposed of by commanding officers
or national authorities shall be communicated
to the Peace-Keeping Force HQ.

(ii) Commanding officers must ensure that every
effort is made to finalize disciplinary cases
before the offender is repatriated. When
such finalization is not possible, the
Peace-Keeping Force HQ should be informed
before the offender is repatriated.

(¢c) Commanding officers may order a court of inquiry to
investigate any case within their Jjurisdiction.
The appointment of such court of inquiry should be
communicated to the Peace-Keeping Force HQ. The
investigation report should not be made available
for use by such courts of inquiry, except for
certain technical information as misht enahle +he
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charge against funds provided for the operation
of the Peace-Keeping Force by Member States of the
United Nations.

(b) United Nations financial rules require that the cases
and circumstances of any loss or potential claim
be examined and the degree of individual responsi-
bility, if any, assessed by the competent UN organs
designated for such purpose. In the case of
military personnel, the United Nations may be
obliged to ask the participating States to compensate
it for losses or damage csaused wilfully or by gross
negligence of members of their contingents.

(c) Any action taken by the Peace-Keeping Force or UN
Headquarters pursuant to this rule shall be
without prejudice to the disciplinary and other
authority of the commanding officers prescribed
by national laws and regulations.

6.2.2 Reporting

(a) The nearest Peace-Keeping Force detachment will be
immediately notified of:

(i) Any accident involving
- death or grievous injury to UN military
or civilian versonnel. or
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(b) Major incidents, including accidents caused by
explosives or firearms, and major losses must
also be reported immediately to the Peace-Keeping
Force HQ.

6.2.3 Investigations

(a) Immediately upon receiving a report of an accident
or loss, as referred to in para 6.2.2 above, the
Peace-Keeping Force HQ, will carry out an
investigation with a view to ascertaining, securing
and recording any factual evidence before it
becomes obliterated. Commanding officers must
ensure that scenes of incidents within contingent
limits are protected until the arrival of proper
authorities and that no one touches any object
which might be useful as an evidence. It may be
necessary to post a guard in the area to ensure
its security until it has been examined by the
proper authorities.

(b) Upon receipt of the investigation report from the
proper authority, the Peace-Keeping Force HQ should
decide what further action is to be taken.

(¢) A full investigation by the Peace-Keeping Force HQ
should take place if there was injury or damage to

non-UN promevrtv: +a haes —cooen
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(ii) A major loss occurs as a result of
suspected unsatisfactory control or account-
ing procedures, fire or explosion, or under
circumstances which may make it difficult to
assess responsibility; or

(iii) Members from different contingents are
involved in the same case.

(e) The composition, terms of reference and rules of
procedure of a Board of Inquiry will in each case
be prescribed by the Commander of the Peace-Keeping
Sorce. The-LAQ, the Legal Officer and the Finance
Officer are considered permanent members of all
Boards.

6.2.4 Cases involving UN financial interests

(a) Losses suffered by the UN may later become the
subject of reimbursement demands against the
government whose personnel are responsible for them
and governments may, in turn, claim from the
United Nations compensation for service-incurred
death or disability of their personnel. It is
therefore desirable to co-ordinate, to the extent
possible and without prejudice to the disciplinary
powers of national commanders, the conclusions
reached as to resvonsibilitv for accidents and
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6.2.5 Closing of Files

The Legal Adviser must review each case investigated before
it is completed. He will then prepare for the Peace-Keeping
Force Commander a memorandum presenting the findings of fact and
any comments made thereon by the commanding officer or staff
officers concerned; any recommendations submitted for the
Commander's decision will be communicated to the commanding officer
concerned and to the Chief Administrative Officer, whereupon the
file will be formally closed.
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7.1 UN DUTY - NATIONAL DUTY
i.l1.1 General

No member of the Peace-Keeping Force is permitted to travel
officially by commercial carrier or otherwise unless proper
written travel authorization has been issued by UN HQ or the CAO
in the field.

T.1.2 UN Duty is defined as follows for purpose of travel:

Any duty authorized by UN Headquarters or by the Peace-Keeping

Force HQ which may have to be performed in the interest of the
Peace-Keeping Force, the expenses for which will be a legitimate
charge against the budget of the Peace-Keeping Force.

7.1.3 National Duty is defined as follows:

Any duty which may have to be performed by a member of the
Peace-Keeping Force purely in the interest of the contingent, the
expenses and travel arrangements for which will be met by the
national government provided the UN has agreed in writing to the
absence of the member from the Force during the period of this
travel assignment.

7.2 INDIVIDUAL AND OFF-DUTY TRAVEL

Expenses in connexion with personal trips outside the UN area
~¥ ~mneratian in the interest of the individual concerned either on
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book. No subsistence will be paid during periods of leave travel.

7.4 CUSTOMS - IMMIGRATION - CURRENCY
7.4.1 Customs

The provisions of the UN Peace-Keeping Force Status of Force
Agreement between the UN and the host government will regulate
the extent to which personal effects are exempt from local customs
laws and regulations. It is the responsibility of every member to
ensure that the contents of his luggage or parcels do not jeopard-
ize these privileges lfor the Peace-Keeping Force as a whole.

7.4.2 Immigration

Members of the Peace-Keeping Force will, as a general rule,
be exempt from passport and visa regulations and immigration
inspection and restrictions on entering or departing from the UN
area of operation. They shall also be exempted from any regulat-
ions governing the residence of aliens in the area, including
registration, but shall not be considered as acquiring any right
to permanent residence or domicile in territories of the host
government. For the purpose of such entry or departure, members
will be required to have only:

(a) an individual or collective written authori-
zation issued by the Peace-Keeping Force,

(b) a personal identity card with mounted photo
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8.1 LEAVE POLICY

Due to variations in the tours of duty of the national
contingents and the commitments of the Peace-Keeping Force, it is
not possible to grant leave in accordance with the various nation-
al regulations. Leave entitlements are uniformly established,
therefore, as shown hereafter.

8.2 ENTITLEMENTS

A member of the Peace-Keeping Force shall be entitled to a
maximum of two and one-half working days leave for each calendar
month of service with the Peace-Keeping Force. Such leave earned
by military Force members during service with the Force may only
be taken during their tour of duty and prior to repatriation.

Any balance of unused leave will expire automatically at time of
rotation. Sundays and UN Force holidays which fall during this
period of leave will not be charged as leave.

UN Force holidays should be established after taking into
consideration local customs and should be limited to the number
permitted at UN Headquarters. The number of official holidays
should be set at eight days per year (and should normally include
the national holiday of the country in which the Peace-Keeping
Force is located). The official holidays published by the CAO
for the Peace-Keeping Force as well as the hours of work
established for the week should be reported to the UN Head-
quarters.
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(b) Counting all personnel absent from duty - whether on
leave, on temporary duty or due to illness - the
effective strength of a unit shall at no time be reduced
below 75 per cent of the authorized establishment and
the effective officer strength below 85 per cent of
authorized establishment.

(c) Travelling time between the place of duty and the
place of leave shall count against the member's leave
entitlement.

(d) All leave except leave because of illness or hospitali-
zation shall count against the accrued entitlement of
2% days' leave per month.

(e) The place at which leave is spent is at the discretion
of the member concerned, except when restrictions have
been made by the Commander for special reasons. The
securing of travel documents, visas, permits, etc. is
the responsibility of the member concerned. He is
also responsible for ensuring that he does not overstay
his leave period.

8.4 SANCTIONING AUTHORITIES )
B.4.1 Peace-Keeping Force Commander

All applications of officers.

oo Mead o m) M D e YT 2L N a3 e
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order for leave if the person is proceeding outside the

UN area of operation. A member for whom leave has been

authorized will be provided with:

- Completed leave pass

- Copy of individual or collective movement order

if he is proceeding outside the UN area of
operation.

- UN Identity Card

- National commanders will also ensure that the
member has a valid passport and visas, if
required.

(b) Personnel travelling on leave will make their own travel
arrangements and pay for any space booked on aircraft or
other commercial carriers prior to departure.

8.6 FINANCE

Paymasters shall make arrangements with the Chief Finance
Officer for issue of necessary pay advances in the appropriate
currency in accordance with UN regulations. Members proceeding
on leave outside the UN area of operation during their UN tour
of duty should be accorded such currency exchange facilities as

may be prescribed

from time to time.
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9.1 ESTABLISHMENT OF A GOVERNMENT DUTY-FREE STORE
9.1.1 General

(a) The UN Peace-Keeping Force may assist in arrangements
with the host government for the establishment of a
government-operated, duty-free store to provide amenities
for members of the Peace-Keeping Force and internationally-
recruited personnel. If such facilities are considered
necessary and desirable, the United Nations may author-
ize the contingents of the Peace-Keeping Force to deal
with such a government duty-free store. Any goods
imported for sale to members through the government
duty-free store are exempt from customs duties and taxes,
it being understood that the Peace-Keeping Force will
take all the necessary measures to prevent any abuse of
this privilege and to ensure that no article imported
without customs clearance will be permitted to fall into
the hands of unauthorized persons.

(b) The operation of the government duty-free store for the
benefit of the Peace-Keeping Force members must be
checked by the Chief Administrative Officer periodically
to ensure a reasonable surveillance of overhead charges.

9.1.2 Operation of government duty-free store

The operation of the government duty-free store shall be
financed and administered solely by the host government for the
benefit of Peace-Keeping Force personnel. The vprices of items
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include provisions that members of the Peace-Keeping Force may
import free of duty their personal effects in connexion with
their first taking up their post in the Peace-Keeping Force, but
that they are subject to local laws and regulations governing
customs and foreign exchange as regards their personal property
not required by them by reason of their presence with the Peace-
Keeping Force.

9.2.2 Customs bond

(i) If available, some members may wish while serving
with the Peace-Keeping Force to take advantage of
the opportunity for making purchases of articles
unobtainable through the government duty-free store,
to be taken back to their home countries. Personnel
taking advantage of this facility may import to
government-bonded warehouses in the host country by
using the services of commercial agencies which
handle that type of business. However, all personnel
should be advised that any arrangements entered into
with such agencies shall be of their own making and
at their own expense.

(ii) No inquiries relating to merchandise to be so imported
shall be entertained by the Peace-Keeping Force HQ
or the government duty-free store.

(iii) Peace-Keeping Force personnel should not make use of
the address of the Peace-Keeping Force for personal
shipments. Any shipments addressed to the Peace-
Keenine Forece or ecomnanies under contract with the
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9.3.2 Direct importation through Peace-Keeping Force base
Post Office

(a) No articles may be ordered from abroad for delivery
through Peace-Keeping Force Post Office facilities in
the UN area of operation.

(b) If articles or parcels addressed to members of the
Peace-Keeping Force are found by customs inspection
to contain articles, or quantities or articles, which
subject them to payment of customs duties before
clearance, such clearance will be the personal
responsibility of the individual who must comply with
customs regulations. The Peace-Keeping Force HQ will
not be used as a medium of intervention.

9.3.3 Sending articles to home country

Members must comply with local governmental regulations
governing sending of articles to the home country. This is a
personal responsibility and must not involve the Peace-Keeping
Force.

9.4 CONTROL OF DUTY-FREE ARTICLES
9.4.1 Disposal

Articles obtained duty-free through the government duty-free
store or otherwise must not be sold, exchanged, loaned or
offered as a gift.
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9.4.4 Customs

Members do not enjoy customs exemptions when proceeding on
or returning from leave or duty outside the UN area of operation.
They are strictly forbidden to carry with them on such trips any
articles subject to customs restrictions. They must avoid
carrying any articles which may be subject to customs charges
and must adhere to any limitations on the amounts of cigarettes,
liquor, etc., which may be prescribed by customs regulations.
The prohibition on selling, exchanging or giving away of items
purchased from duty-free stores applies equally to all countries
visited by members of the Peace-Keeping Force on duty or leave
during their assignment to the Peace-Keeping Force.

9.4.5 Cigarettes, tobacco and bottled liquor

(a) Cigarettes and tobacco are rationed items and sales should
be controlled through an effective rationing system
established by the Peace-Keeping Force.

(b) Cigarettes imported for use by the Peace-Keeping Force are
exempted from customs duty and taxes. Their sale, barter
or offer as a gift to unauthorized persons is therefore
strictly prohibited.

9.L.6 Ration coupons

Ration coupons may be issued only to Force members and
internationally recruited UN staff detailed to the Peace-Keeping
Force. It is strictly forbidden to sell or give away ration
coupons to unauthorized persons, to exchange them for commodities
purchased from local shops; or to use them for tipping.
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ROTATION - REPATRIATION

10.1 ROTATION
101.1 Normal rotation by contingent

The policy concerning the rotation of troops of the
nations contributing to a Peace-Keeping Force is based on an
agreement between the United Nations and the government concern-
ed. The rotation of troops should be scheduled to ensure a
minimal disruption of operations, a practical continuity of
services, and provide for an efficient turnover.

101.2 Other

(a)

Personnel appointed to the Peace-Keeping Force HQ or
special units, may be authorized to rotate out of the
normal contingent/unit rotation cycle. However, where
possible such travel should be co-ordinated by most
economical means possible.

No individual should be rotated prior to the
completion of his full tour with the Peace-Keeping
Force, except on compelling tompassionate, medical or
disciplinary grounds.

If a member is obliged by special circumstances to be
repatriated out of normal rotation procedure by
commercial airline, approval of the Force Commander
must bé given in writing and should cover the following
points:

(i) Date of arrival of the individual in the
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(e) The plan for officers' appointments will be kept
up-to-date in Peace-Keeping Force HO. The provosed
nationality of the replacement and the positions to be
filled in the table of organization of Peace-Keeping
Force HO will be submitted to UN Headquarters, New York
every three months.

10.1.3 Arrival and Departure Procedures

10.1.3.1 General

{(a) Contingent commanders may make reception
arrancements in connexion with arrival
of nationals of their contingents after
consultations are completed at Peace-
Keeving Force HQ.

(b) Other reoresentation at arrivals and
devartures will be in accordance with
arrangements approved by Peace-Keeping
Force HO.

10.1.3.2 Arrivals of main bodies

The main bodies of incoming troops should be

met, by Movement Control Officer for Peace-Keeping
Force HQ, and an officer from the body of troops
to be replaced.
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10.2.2 Medical grounds

The Senior Medical Staff Officer recommends to the Force
Commander that an individual be repatriated on medical ground-
The case history sheet with his recommendation duly approved
by the Force Commander is submitted to Peace-Keeping Force
HQ. The CAO will cable UN Headquarters for necessary approval.

If the medical condition of the individual requires a
medical escort, specific request must be made for UN

Headquarters' approval.

10.2.3 Disciplinary grounds

Subject to the same condition as in paragraph 10.2.1
above

(a) All cases of repatriation on disciplinary grounds
at UN expense must be approved in writing by the
Force Commander.

(b) In cases where the interest of the contingent is the
main reason for repatriation, the expense for comm-
ercial travel of the individual being repatriated and
his replacement are reimbursable by the national
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10.3 PERMISSION TO STAY IN HOST COUNTRY

(a) In cases where an individual is not repatriated and wishes
to remain on host country territory after his contingent
has left, he can do so only upon presentation of evidence
that he has been duly discharged from the service of the
Member State. 1In such cases his presence in the area shall
be on the same basis as any other foreign traveller
staying in the area.

(b) Permission to remain in the host country after completion
of a tour of duty with the Peace-Xeeping Force may be
given only on condition that the applicant executes a
waiver of entitlement to repatriation in a form to be
agreed upon between the CAO and the Legal Adviser to
the Force.
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11.1 NOTIFICATION OF DEATH OR INJURY

(a) In the event of death, serious injury, or permanent
disability of member of the Peace-Keeping Force, the
Commander of the Peace-Keeping Force should advise the

national service headquarters and UN Headquarters

giving the following information on the deceased or

injured member of the Peace-Keeping Force:

- Service number;
- Identity card number;

- Rank;j

- Full name (first, middle and last name, in

that order);

- Name, relationship and address of next of kin;

- Date, time, place and certified cause of

death (injury);

- Description of injuries in cases of accident;

and

- Whether on UN operational or administrative

duty when death (injury) occurred.

(b) The Chief Administrative Officer will advise UN

Headquarters immediately concerning death or serious

injury of international or local staff.

(¢) In case of death, the contingent concerned will
request its national headquarters to inform the

Peace-Keeping Force HQ immediately whern next of kin

have been notified. No mention of the deceased's

name will be made in any public release before such

information is received.

(d) Regardless whether the death or injury occurred in the
course of operational or non-operational circumstances,

the Peace-Keeping Force HQ must conduct an investigation
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of the incident. The results of the investigation
must be conveyed to United Nations, New York for
transmission to the Permanent UN Mission of the
Member State concerned. The commanding officer of
the contingent concerned should be given a copy of
the investigation report which he may be required to
send to his national service headquarters.

11.2 DEATH OR SERIOUS INJURY OF A MEMBER OF THE PEACE-KEEPING

FORCE

(a)

In the event of death, injury or illness of a member
attributable to service with the Peace-Keeping Force,
the state from whose military service the member has
come will be responsible for such benefits or compen-
sation awards as may be payable under the laws and
regulations applicable to service in the armed forces
of that state. The Commander of the Peace-Keeping
Force shall have responsibility for arrangements
concerning the body and personal property of a deceased
member of the Peace-Keeping Force.

11.3 ARRANGEMENTS CONCERNING THE DECEASED

(a)

Upon the death of a member of the Peace-Keeping Force,
a board will be convened attended by a representative
of the contingent concerned and a Medical Officer, a
Legal Officer, a Finance Officer and the Chief Admin-
istrative Officer. This meeting will:

~ review the information received on the
incident;

- determine the disposition to be made of the
remains;

~ 1if remains are to be shipped, establish time
and place of delivery of transfer case and

air arrangements;

-~ decide what ceremonies, if any, are to take

place in the UN area of operation; and e

- appoint an escort.
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(b) An autopsy will be performed only if it is considered
necessary from the medical or legal point of view. 1In
such cases, the prior approval of the Liaison Officer
or Contingent Commander will be needed.

(c) The responsibility for arranging the transportation of
the body of the deceased and of the accompanying escort
to the home country rests with the Chief Administrative .
Officer.

(d) The Liaison Officer to the host government authorities
should assist in all matters requiring the co-operation
of the local authorities. In particular, he should
assist the local administration in expediting the
completion of any documentation which is required,
such as export permission.

(e) The CAO must ensure that all documentation as well as
any written travel authorization required for the
casket and escort, are properly prepared and distrib-
uted; he will issue one UN flag to the escort for
draping the coffin at various transfer points, notify
the contingent as to the time of departure of the casket
and escort and give the contingent a copy of deceased's
death certificate for transmittal to the appropriate
authorities in the home country. He will also prepare
a letter of condolence to the next of kin in an
appropriate language, with an English translation, for
the Force Commander's signature.




PAGE: A-LE

June 197k

DATE:

SUBSTITUTE FOR

PAGE:

FIELD OPERATIONS SERVICE
OFFICE OF GENERAL SERVICES

REFERENCE GUIDE FOR
PEACE-KEEPING FORCES
Part A - Personnel

SUBJECT:

Chapter 12

RETURNS

12.1 STRENGTH RETURNS

(a)

(b)

Periodic strength returns will be forwarded to
Peace-Keeping Force HQ by all contingents, units and
staffs showing the following:

- Contingent/unit/staff

- Nationality(ies)

- Location

- Establishment strength by subunits or branches,
and ranks

— Actual strength by subunits or branches, and
ranks

- Personnel on leave

- Personnel in hospital

- Personnel elsewhere out of station.
A summary of the above returns will be forwarded by
the CAO to Field Operations Service, Office of General

Services, UN Headquarters, New York, in five copies,
preferable once a week.

12.2 NOMINAL ROLLS

(a)

(v)

A nominal roll in respect of the arrival of new
contingents and individuals to the Peace-Keeping Force
must be forwarded to Peace-Keeping Force HQ not later
than 14 days after arrival in the area and should
include:

- Full names
- Rank ’'and service number of each person.

The identity card number will be added to the list at
Peace-Keeping Force HQ.
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(c) Any change in strength of the nominal roll must be
reported immediately, giving name, rank, service
number and identity card number of the change.

12.3 HEALTH REPORTS

(a) The Senior Medical Staff Officer should be responsible
for preparing the following periodic reports on the

health situation in the Peace-Keeping Force:

- Report showing hospital listings by contingent:

those patients admitted, those patients
discharged, and those patients remaining;

- Overall Force health report listing the number
and categories (including patients admitted in

hospitals