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left in a safe place (preferably

left in locks, on tops of' desks)
, . ',: I S'

ADMINISTRATIVE INS~UCTION

To: Members of the Staf'f

This Instruction is issued for the purpose of drawing the attention of staff'

members to the imperative need for taking special care to prevent keys f'aJ.ling

into the hands of' unauthorized persons) thus exposing the property of the

Organi.zation and the personal property of the individual to the risk of theft.

1. Lost keys should be reported immediately to the Security and Safety

Section) Room C-1IO, in writing. The Security and Safety Section will be

respo~sible for issuing replacement keys ar) if necessary, having locks changed.

2. Keys which are f'ound should b~ delivered to the locksmith shop) or

turned, over to the nearest Security Officer.

3. When not being used) keys should be

one which can be l~ed up) and should not be

under plotters or similar places.

4. Keys should not be loaned to other persons by the authorized custodians.

If additional k~ys are require~) these may be requested in writing from the

Security and Safety Section.

SECRETARIAT

UNITED NATIONS

65-19733


