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 ADMINTSTRATIVE INSTRUCTION Y0, 63
To: Members of the Staff of Unlted Nations

Su'bJect" AUTHORI.LY For- mTIBmOFFICE CHARGTIS

The proviglong of ’ohisinatmction apply to Hee.dcym*tei"s and to
eabablished offices away frou Headquartors (including Tnformation Cenf:res)
of the United Nations.

2,  General

Expenditures to be charged to another office vay not.be rade withmzt
pricr authorization from the office to be charged. When such expenditures
are made, they willl, etcewt for itome for which subeallotments have Deen
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issued, be advised to the office to be charged by means of an inter~office |

voucher, transmitted in Guplicate Dy aivueil no later than the next
buginess doy after the expenditnre is made, Such interwoffice vouchers
shall be serially numberegi with an identlfying symbol lby' the originating
office, and shall contain eppropriate reference to the document or
cpa;r‘esj@oﬁdohce authorizing the transachion,

3e Salary advances and e.581Enment s

Advances , apsignments, and other payments on account of malavy may be
made to, ox on behalf of, a staf‘f member whose account is maintained by
enother offlce, only on prior autho:r‘lzation from the staff memberts porent
office. Regul_ar salary e.ssigmxonts 'bemg of a recurfmg nai,v.re, shall be
a.uthorize‘d‘by the pavent office {or payment in Fixod amountm at stated
Intervals, end shall not be subjoct to individusl inter~office vousher
action, but shall be reported each pay period by 1ist, by the paying office
to the parent office under a 'singl@ collective voucher, The euthorlty to
bay shall stand until cancelled, and the parent oi‘fice'éhall continue to
make deductlons without raising gpecial vouchers thevefors AlL obher
payments on account of salavy, being primarily of a onewtime na.tm:'e, shall
bo subject to imediate inter-office voucher actlon as provided in
paragraph 2, - . o
b,  Travel advancos |

Tho staff mombor's travel authorization {T7/8) | consﬁitutes prior
a.uthorization for travel advences within the limits :Lndica;ted bher-eon. All
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such advances shall be recorded on the form and shall be charged to the
parent office by Inter-office voucher.
o+ Procurement

Supplies, materiale, equipment etc,, may be procured for another
office anly on authority of an approved obligating docyment imsued by the
requesting office, Upon liquidation of the obligation, the procuring
office shall prepare and dispatch an Inter-office voncher to the offlce to-
be charged with the total expendlture, The inter-office voucher shall, in
all cases, contain a reference to the obligation document which authorized
the expenditure., Vendors® bills and other similar. documents shall be
retained at the paying office,

Supplies 1ssued from stock by one office to another Shall not be
charged to the réceiving.office, but shall be handled as & stores
accounting transaction.

6., Cables, tolegraph, wireleése and long distence tolephone

Ixpenditures for these ltems Incurred by one office as a result of
‘Ingquirles etc., received from another office, or resulting from the officlal
~activities of a staff member from another office, shall be absorbed in the
\ budget of the office where the expendlture 1s incurred.
© 7. Postage, freight, cartage and express and alr freight
. Ixpenditures in respect of these ltems Incurred in the normal routine
of business of an office shall be borne by the budget of that office. Where
specilal roquests are made by one office that another office male shipments
costing $50,00 or more, the cost shall be charged to the requesting offilce

on intef~office voucher.

8., Official travel
The costs of & gtaff memberis travel from his parent office to ancther

office on official businesa will normally be absorbed In the departmental
travel budget of the parent offilce where the TT/B is issued, regardless of
whether or not the tyravel is made at the request of the other office,

The cogts of a stalf member's travel from cne office to service a

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

conference budget,
Travel costs in comnectilon with the transfer of a stafl member from

one office to another will normelly be abgorbed in the @udget of the

receiving office.

9., Sub-allotments and agency accounts:
(i) The term ngub~allotment” shall be used only to describe the full

transfer of budget credits from headquarters to a regional or

branch office, and gub-allotments shall be issued only when
/disburgements
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diebursenents bgainst ths budget credit involved shall eppear,
in the monthly stetement of account of the office avay from
headquerters es part of 1lte operations. Such dlsbursements are
not for the account of headquarters and are therefcre not subject
to inter~office youcher actilon.
Where one office deslres anothor office to make o number of
payments on lts behall over an extended period of time , 8nd in
connectlon vith a single project, 1t may doputize tho other
office to act as ite agent, to mako such peyments according to
prescribed conditions and within a maximmm emount. The paying
office shall get up such agency aubhorizations under ‘dho Bolle
type of control as for sub-allotments and shall. forward monthly
statements of account to the authorizing office without
individval inter-office voucher action, ‘

(signed) BYRON PRICE

Aspigtant Secretery-General

Por Administrative and Finenclal Service
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