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FORM AD-87 
t25 FEB l.9461 

DATE 

23 u:i: 1946 
CROSS 1 NDEX 

040 United Hat:ons 

TO 

J. T. Sanders 

FROM 

C. • R. shpan 

SUMMARY 

I 
CROSS REFERENCE SHEET 

Conc..,.rning the U • .i:T. assembly etc •••••• 

RECORD FI LED 

270 (Economic Recovery) 
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TYPIST DATE 

vb 3 Sept 946 
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FORM AD-87 
(25 FEB J.9461 

CROSS REFERENCE SHEET 

DATE 

~" A··-··~ .. , ~AL 
CROSS I NDEr- •• ·o - _,, 

040 - United Nations - ---
Poland Miss. - 211.41 - #2803 

TO 

Warsaw (for LaGuardia) 

FROM 

LWRooks (Acting DG) 

SUMMARY 

RECORD FI LED 

040 - United Nations - Security 

TYPIST 

kw 

·-
UNRRA 

DATE 

14 October 1946 
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UNITED NATIONS NATIONS UNIES 

INFORMhTION CIRCUI.J\R NO. 131 

To: Mombors of th0 Staff 

f.~bJcct: TELEPH-'.)NE NUMBERS IIFTER 20 J\UGUST 1946 

l..ftc1.• mid.night on Mende~, 19 August 1946, :Mclrooc 5-4700 numbers 

will n.utor:J:::.ticnlly be ch:-..ngod to Ficldstonc 7-1100. lmyonc wishing to 

rcn.ch Hur.tor Collogc n.ftcr this date m...v do so by cnlling Melrose 5-4710 •. 
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DAH 

15 August 1946 
CROSS INDEX 

040 - United nations 

691 - (Child Welfare) 

TO 

Miss Anny Hargueri te Bruderlin 
Panpel wag 41 
Bern, Switzerland 

FROM 

Manue 1 Kaufman 
Welfare 

SUMMARY 

Re: Plans for the care o: children. 

.. 
RECORD FI LED 

060 - Rruderlin, Anny Marguerite Miss 

TYPIST / DATE 

kw 22 August 1946 
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FORM AD-87 
(25 FEB 1.9461 

DATE 

9 Aul!. 1946 
CROSS INDEX 

040 U. N. 

TO 

Mrs. Sue Whitman 

FROM 

Yirginia L. Addison 

SUMMARY 

·-
CROSS REFERENCE SHEET 

Referral of UNRRA Employees to United Nations etc ••••• 

RECORD FI LED 

464 (Out Placement) 

•• 

TYPIST DATE 

VO 16 aug 1946 . 

UNRRA 
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FORM AD-87 
(25 FEB 19461 

DATE 

CROSS INDEX 

TO 

FROM 

SUMMARY 

8 August 1946 

040 - (Ur.i ted Nations) 

Dr. Wm. Welk 
11 Portland Place 
London fl, ng. 

A.S.J. :Baster 
Asst. Economic Adviser 

CROSS REFERENCE SHEET 

Enclosed letter to Jacques Polak, etc. 

RECORD FI LED 

Yugo. - 271 

TYPIST 

kw 

.. 
UNRRA 

DATE 

5 August 1946 
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(25 FEB 1946) 

DATE 

8 Au.r 1946 
CROSS INDEX 

'l/J7 

040 Uni*ed Nation, 

TO 

-
CROSS REFE RENCE SHEET 

Me11rs. Price, Waterhouse & Co. 
56 Pine ltreet. Rew Tork, • • T. 

FROM 

R. w. Ludlow, Dir. DiT of Acc,a. 

SU MMARY 

Cone ming eontributloa of $3.900.00 from l Mq 1945 to date ete ••••• 

RECORD FILED 

0150 Me sr■• Price, 'aterhou1e & Co • 

. 
TY PI ST DATE 

19 Aug 1946 
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FORM AD-87 UNRRA 
( <'5 F f B 1946 1 CROSS REFERENCE SHEET 

Ou+.anina 
DATE 

~ A11om:it. 10/ t. 
CR OSS IN DFX -

040 - United Nations (Report) 

Geneva off. - 211.41 - Council 70 

TO 

G8neva Council 70 

FROM 

ASJBaster (Ass't. Economic Adviser) 

SUMMARY 
~ 

. . 

RECORD FI LED 

040 - United Nations (Report) - Security 

TYPIST DA TE 

kw 19 August 1946 



,, 

MAILING ADDRESS, 

BOX 1000, NcW YORK 1, N. Y., U. S. A. • 
CABLE ADDRESS , 

UNO NEW YORK 

UNITED NATIONS • NATJONS UNIES 

HUNTER COLLEGE, BRONX 63. NEW YORK • MELROSE 5-4701 

IN REPLY REFER TO, 

J 

r. F. H. LaGuard1a 
Director General 
United Navions Relief and 

August 2, 1946 

Rehabilitation dministration 
1344 Connecticut Avenue 
Washington 25, D. C. 

Dear Jr. LaGuardia: 

H told L 

Yours sincerely, 

Jan Stanczyk 
Director, Social Affairs Department 
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FOR M AD 87 
( :15 FE B l i'+ b J 

CROSS REFERENCE SHEET 

DA fE 

,:, &---••• it:1A,! 

CROSS INOft - - ·-

TO 

FRO M 

SU MMARY 

RECORD F I LED 

TY PIST 

040 - U. N. Perm&nent Social Council 

040 - U. N. Secretarl t 

Dr. D. P. Falconer 
370 No. Soochow Rd., 
Shanghai, China 

C.H. Ale-pach 
Welfare 

Concerning an international organization for aocial welfare. 

S z.ElrTER SENT TO 10LLWOING MISSI 'lNS: 
C1eoho. Greece 
Ethiopia Hungaey 
Auatria Italy 
Yugo. Poland 
Jinland Sweden 

China - 696 (Senice) 

DATE 

kw 12 Auguat 1946 

UNRRA 



FORM AD-87 
(25 FEB J 9'-16) 

DATE 

~ A,, ,.,., ., + 1 o,1i:: 

- -
CROSS REFERENCE SHEET 

CROSS I NDFX = 

TO 

FROM 

SUMMARY 

RECORD FI LED 

TYPIST 

040 - u. N. Permanent Social Council 

040 - U. N. Secretariat 

Dr. D. P. Falconer 
370 No. Soochow Rd •• 
Shanghai, China 

C.H. Alspach 
Welfare 

Concerning an international organization for social welfare. 

SAME LETTER SENT TO FOLLWOING MISSIONS: 
Czecho. 
Ethiopia 
Austria 
Yugo. 
Finland 

China - 696 (Service) 

Greece 
Hungary 
Italy 
Poland 
Sweden 

kw 

DATE 

12 August 1946 

UNRRA 
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(25 FEB l.946) CROSS REFERENCE SHEET 

DATE 

CROSS INDEX 

TO 

FROM 

SUMMARY 

1 Au~1st 1946 

141 - (United Nations) 

Dr. J. J. Polak 
5th Council Session-UNRRA 
GAneva 

A.S.J. Baster 

• 

Copies of the draft-report sent to the United Nations of which the chief 
criticis~ was not enough said about the contribution of UNRRA. 

RECORD FILED 

271 - (UNRRA) 

TYPIST DATE 

kw 8 August 1946 

UNRRA 
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MAILING ADDRESS , 

BOX 1000, NEW YORK 1, N. Y., U. S. A. 

•• -, -CABLE ADORE.; S, 

UNO NEW YORK 

UNITED NATIONS • NATIONS UNIES 

HUNTER COLLEGE, BRONX 63, NEW YORK • MELROSE 5-4701 

IN REPLY REFER TO , 
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FORM AD-87 
125 FEB ]9461 

DATE 

1 AU2U.s t 1946 
CROSS INDEX 

• 

141 - (United Nations) 

TO 

Dr. J. J. Polak 

CROSS REFERENCE SHEET 

trmrn j ,Rth Cnun~il- Geneva 
FROM 

A.S.J. ]aster 

SUMMARY 

-

Copies of Malinowski's report received from U.N. 

RECORD FI LED 

270 - (Malinowski) 

TYPIST DATE 

kw 8 August 1946 

UNRRA 
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7f4,~~e, 
UNITE s ATIO S UNi S 

' ; : •• • I 

To: Members of the Staf-::' of' the tTni t cd J~a. Uo~ 

Subject·: P.ECOP.D...TOO OF !N~OMll\G CORP.Ep}'ONDE1CE AND 
FF.E?.At"11\TION OF OFFIC!AL CC.RRES?ONDJ::NCE 

Cli' TnE urr..:l'ZD IWI01~3 

'Thia bulletin outlines the ~~oeodureij for record.1~ and routing incoming 

mail and for ~reps.ring t-~e offlcial correr:onden~e o~ the Secretariat. 

2. Incoming M3.1l 

Incoming mail will be divided into two categories - private and official. 

Private mail will be sent on ,~nopened to .the ad.d....-esaee; o:f!'icial will be 

aub-dividei into two categories: 

( a) ·Mail not to be opened in _;Central Registry. . This will consist 

largely of newspapers, pe1.~1odicala, :po.reels, end advert.ieemente, and 

will be sent unopel".z~· to the appropriate department • . 

(b) Mail vhich will be- registered in Central Registry. This will 

be dealt with as follows: . .. . 
· .(1) · If' -prev1ou..s co~eepondence i~ available,. incoming mail 

· .will -be 1.neerte~ in the (?Orrect fi,1/t end forwarded to the 

appropriate office for action. This office will complete . . . . - - . . . . . : .. . . . .. .. 
the "PA/B;F" column on the fac~ o.f the file ae _follows: . . ' 

(1) If' actio~ can be completed 1Jlll'lediatel1, the a;ymbol PA 
. . . . .·· . . . 

will be en~e~d zind in1 t1.~ed 1>1 '!Jle officer d1reot1118 

return of the file to .Central Registr,y. The date on . ... . 
· ~ vb1ch this :1. a done will also be entered 1n the >'DATE" 

column. 

(2), ~en final action. JDB¥ be a.ewed, the symbol :BF will . ... , . . . . . 

,be ente~d .~n th1e .column, fo~we~ b1 the initials 
► • • .. \ ... • • • • . • 

. . ,., . 
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SGB/43 
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of tho indivicual. t,aking action, and tho "DATE" aolumn, 

com:plotQd to show tho datn tho file is to be returned 

for completion of action. In those cases files will 

return.:;d to tho cm.mo office on tho do.to r uquootcd 

for finc.l c.c:.ion. 

(ii) That portion of incoming C'"'rrespondenco concorning aubjocts 

for whi~h no files h r1.vo bven oste.blis:icd or for which no -
provious correspondence is on rocoru in Contr. :l Registry 

will be recorded on r~ fivc-pc-.rt corros:pondcncc· record fonn 

(Form C/2). This form will show tho nc.mo of the sender, tho 

d11to of the letter: tho do.tu rocoivod, a. aubjcct di€;;09t of 

contonts, file cla.ssifica.tion, o..nd the nomo of doportmont 

or indivj .ua.l to which it is referred for action. Two file 

copies (bluo und whito) ' of tho form will be r0ta.inod in 

Contro.l Registry. The rcmnining three copies: nc.moly, 

· f ollow-up or ''BF" copy (yellow)., thn d-ictator's copy 

(light green), nnd tho po:rmn.nont numeric0l filo copy 

(:pink) will be c.ttc.chod to tho incomine; mnil. 

Rocui ving offices will ta.kc the following c.ction._ on corrcs:pondcnce 

covered by p:1ra.. (b) c.,bovo: 

• 
(c.) If f:.nc.l o.ctlon ccnnot b.J t::.kon or a. reply :propc.rcd immodi:::.toly, 

the "Follow-up De.to" sp::co on tho yellow follow-up f1lo copy of tho 

form C/2 will be filled in to show tho do.t0 the corrcs:pondc-nc0 iti 

to be brought fo~r[ •rd for further net.ion. H-)wovcr, if required, a. 

simple [;.c1mowlcd30mcnt will be sont inimodic.tely . . Tho :.l.ncoming lotter, 

ins .Jrtcd within i ta file folder r.uid with f'l...11 throe co::ples of tho 

rocord form attached, is then to be roturnod to Contro.l Rogj_atry. 

Contrc..l Registry will return th0 :folder to tho officL.l concom::d 

on tho date spcciflcd. 

~b) If o.ctlon c:::m bo to.ken immcdj_a.toly or if a. reply j a not r,;quirod, 

· tho yellow follow-up file copy of tho form will bo dotc.chod ~nd 

thrown c-.wo.y end the ronr.lnin3 formo Illllrkod to show th:, c..ction to.ken. 

' 
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The light groon dictator's copy mny bo detc.c~0d end retained by tho 

effico tolcing action, for futuro roforonco. Tho pink pcrmcnont 

numorico.J. filo copy of tho form will romo.in c~~chod to the 

correspondence. This copy of tho cc.rd is to bo detached only by 

personnel in ContrcJ. Ree~stry. 

3. Tims Limit for Files to bo Held By Officos 

Officos arc asked to cooporo.to by returning files to ContrcJ. Rer;·.c t.ry 

a.a soon · a.a possible, and in r,ny Cf'.so within ono wook nftor tho do.to of 

receipt. Retention of files in officoe for unrcuaon~blo periods deprives 

other officoa of roforoncoa to them, dolnys cction on corrospondonco 
'• 

aubecquontly rocoivcd, and crcutce en nccumul.ntion of loose mn.tcriaJ. 

in Controi Registry which c.:umot bo filed until tho related case folder 

is returned. Those conditions opcrnto further to tho diaadvcnt~e of 

officos ·holding· tho files in that currant material on th9 so.mo subject mny 

not have been filed within tho foldor for rcfcronco. 

4. Outgoing M~il 

All official letter mnil of tho United Nc.tione will ~o propc.rcd for 

mailill6 or delivery according to tho followtng procedure: 

( n) Prepare.ti on 

All letter mail Will be prepared on official let~erhec.d pepor 

and will indicate in the u:,pe:r left n:.Rre;in following ''ln reply 

refer to" the f'iie number followed by the drafter's initinl:e in 

capital letters, e.g. 204-3--7/ABC. When there 1a no previous 

correspondence available from which o. file number rm:,. be obt~ined., 

the dro.f'ter will request a number from Central Registry. Signatures 

will ehow the typed n.."'IJDe and title of the signer. On file copies, · 
.• .. · 

on the lower ·left margin, will be .. typed_ ~e ete1_1oe;ropher's inj.tieJ.e , 

and the dnte of' dro.f'tina. When correspondence is received bearill8 

the notation "In'repi,y refer to (subject or number)", the reply 

should make reference to this symbol for the convenience of the 

correspondent. 
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• 
(b) Copies of Outgoing Mail 

Offj_cie.l corres:pondence will be prepered to provide the following 

copies for Central Regi~try: . 

Original (letterhead paper) 

M~.nifold copy, yellow {Central Registry subject file cop~) 

Manifold copy, salmon {Central Registry chronologicc.1· file) 

Office copies, information copies for other departments and other 

extra copies of correspondence should be preparod on white manifold 

paper. 

(c) Assembly of Mail for Clearance and Signature 

Official correspondence should be assembled for clearru1ce and 

signature in the following order: 

(i) Yellow manifold {subject file) copy on top. All c.pprovnls 

o.nd initia.la will be made on this copy. 

( ii) Original. : 

( ii 1) Envelope, prop\ l.y Jdressed, with fla.p folded over the 

Originnl (plus enclosures, if eny ero sent). 

(iv) Salmon Jil/:!Ilifold copy. 

(v) Extra copies for distribution to other offices. (Noto: 

all extra copies for distribution to other offices must 

be marked with no:mos and room numbers.) 

The assembly will then be secured to the cnso folder end 

transmitted to the proper off1c1alo for clearance and signature. 

5. Review of Official Correspondence Prior to Mailing 

It will be the responsibility of the Moil and Messenger Section, 

Meil and Dispatch Unit, to see thnt all official mnil is propored in 

accordance ·wtth these regulations. J;n case any of the above requirements 

are omitted in-the preparation of officiaJ. mo.11, the office concerned 

will be notified of the required correctione. 

6. Mailing Outgoing Correspondence 

All official correepondenco, after signature, will be collected by the 
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Messenger Service nnd taken to the Mail and Messenger Section. The Mail 

and Messenger Section will mail the origina.l end distribute the file and 

inf'ormetion copies directly to addressees. 

7. Inter-Office Memorn...nd.a. 

All Inter-office Memoranda will be p!'cpffi'"ed on Inter-office Memorandum 

po.per to show t!le !lf:.!!le, tit.le and room number of the addrossoe c.nd the 

name end title of the signi-::1g o::.'ficer. Copies will be pre:pc.red o.s follows: 

( a) The Original me:mcra.njam ( form) • 

(b) Manifold copy, ~hite (to be dispctchod vith t~e o~iginal). 

(c) Mnnifold copy, yellow· (Cent:ral RegistrJ subject filo). 

The yellow n::anifold copy zra;.et be detached and tronsmi t.ted to Central 

Registry after Bi3I1ature of the original. After c.ddressees hc.ve taken the 

required action, the oric;incls of Inter-office Memore....--iCa. must be forwe.rded 

to the Central Registry tosether with f:i.le copies of replies. 

8. Assignment a.."ld Control of File Numbers. 

The Central. Registry will 1e responsible for assigning all subject 

file numbers used by the Unitod Nc.tiona. These will be assigned in 

consultation with offices of the Secretariat. 

• 

, 
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