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Expendi·turss to be charged to another office rJJf;J,y not 'be made iYitl10U.t

pr1o:r au.thorizationfrom the office to be charged. :t4hen ouch ey.;penditures

are made , they l7ill, except for itoD1S fo!' which sub...allotmeIlts have been

issued, be advised to the office to be charged 'by means of an inter-office

voucher, tl"ansmittecl in duplica"l;;e "oy a;trL.nail no late:!:' t:n.an the next

business dD.y after the eJqJ('mditm's ia made. Such intel"..6ffice vouchers

shall be' serially ntuuoel:'ed with an idelltifying symbol 'by bhe originat,1ng

or-l i e,e, and. shaU ccnbadn a'ppropria'~e reference to the document or

c~rl"es:po~dence ~uthoriZi'l1g the 'l;.ransaction.

3. .§~~rLa(lVa~~s~unj-.f..s~:;£.;r?,r~

Advances 1 aosigrunentis, and other payment.s on accounc of salary nJay be

made to, or on behalf' of J a staff member 'l'Those account is maintained ,by

another of~lco, onlJ? on 'p~io~ authoriiation from ~he staff memb0~ts parent

of'1'ioe. RegUlar salary assignments, being of a rec'l.trring nature, snail be

a'l.lthorizeo. DY' the par-ent offiCE! for paymellt :Lil f'ixedumOlmto at sta.ted.

intervals, end shall not 'bcat'-bjoct £0 ind.ividu8~ ip.t~r..o:f':tice voucaer

action, but shall be roported. each :pay period by list; by the paying office

to the parent office under a singlp collective vouch0r. The authority to

pay shall stand until cancelled, and. the parent office' shall corrt Lnue to

make deductions without raising El);lec~al vouchers therefor. Al1oth~r

pE1i}'1llenta '011 account of salary, 'being Ilrlmar:lly of aone..time nat~e, shall

bo subject to imrnediato inter~office voucher efc'l:iion as prOVided in

Do.:l.'agraph 2.

11-. Travel advances
• • aI .

The staff mom'bol" ~ a travel author izo.tion (TT/B) , c0l1:s'ci'butes prior

a~1.thoriza·t1on for travel advances 'Within tHe limits 'indicated tbereon.

lauch

1. b1J2!~~t.0n
The l'rovi~ians of this Instrv.ction ap:!?l,}" to Heatlqnarte11 s and to

estublished. offices ai,ray from Reac1,gual'ters(il1clud.ing Ini'oJ,"ma;tion Centres}

of the United Nations.
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such advances shall be recorded on the form and shall be charged to the

parent office by illter~office voucher~

5. PrOcurement.....,....--~-.....:-.

The costs of a sta.ff member's travel from his parent office to another

office on official business '1-1111 normally be absorbed in bhe departmental

travel budget of the parent office where the rn/8 is issued, regardless of

whether or not the travel is n~de at the request of the other office.

The costs of a staff memberls travel from one office to service a

conference being held at another office will normally be charged to the

conference budget ,

Tra.vel costs in connection 'I'Tith the transfer of a staff member from

one office to another will normally be absorbed in the budget of the

receiving offiqe.

9. SUbwall,otE;ents and....a..Gen.~lI: acc.2.u,~:

(i) The term "sub~allotmentlf shall be used only to describe the full

tra.nsfer of budget credits from headquarters to a regional or

branch aftice, end sub-allotments sllall be issued only when
IdisbUl~sements

Supplies, matel:'la1s, equipment etc. J mAy be procured for another

office anly on authority of an ap~roved obligating doc~ment issued by the

requesting office. Upon liquidation of the obligation) the procuring

office shall prepare and dispatch an inter..office voucher to the office to '

be charged i'Tith the total expendt.ture, The Lrrber..offioe voucher shall, in

all cases, contain a reference to the obligation document which authorized

the expencliture. Vendors: bills and other similar, documents 011(1.11 be

retained at the paying office ..

&{pp1ies issued from stock by one office to another shall not be

charged to the receiving, office, but shall be handled as a stores

accounting transaction.

6. g..~£,~~J}",~~!!:~,11:. yire.less, ,~"2!.~f3 di},.~a~c~ .~..o..~eEho,no
Expenditures for these items incurred by one office as a result of

'inquiries etc .. , received from another office, or resulting from the official

activities of a. s·baff member from another office, shall be absorbed in the

budget of the office where the expenddtiur-e is incurred"

7. P,ost.0~e t, fl~e,!p~.1 cart.ar.~_¥~ .~EPE.e.sp~,,~E£1 .a,i,r ,f,r.Ellfih~

Expenditures in respect of these items incurred i.n the normal routine

of business of an office shall be borne by the buaget of that office. vlhere

special requests are made by one office tllat another office make shipments

costing $.50.00 or more, the cost shall be charged to the reCJ.ueoting office

on inter~office voucher.

8. Official travel
• , F •
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d.isbul"sements against th~ budget croan involved. shall appeal"}

in the monthly statement of account of the office away from

head1uarters as part of its operationso SUch disburoen~nts are

not for the account of headquartero and. arethorefore not Dubject

to inter-office vouchor action.

(ii) 1'1he1'e one office desires anothor office' to nalre a number of

payments on its behalf over an extended period of time, and in

connection with a single projoct, it may deputize the other

office to act as its agent, to make such paymonts according to

prescribed conditions and vrithin a maximum amourrb , Thl3 paying

office shall set up such agency authorizations under tho same

type of oontrol as for sub..e.llotments and sllaD. for'rard. monthJ~

statemerrbs of account to the authorizing office without

individual inter~office voucher actiono

(signed.) :BYRON pnI~

Assistant Secreta~y~General

fOr Administrative and Financial Service I
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