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SECRETARIAT

ADMTFISIRATIVE INETRUCTION

To: Members of the Staff of Uaited Nations
Subject: MAINTENANCE OF PRRSONNEL RECORD CARDS

1. Purpose
This instruction prescrites ¢l marner in which summary information

cbncerning official ststus of etuif membrrg &t Hoadquarters is to be
mintained in ready-:eforence form for gewerrl administrative purposes.,
The instruction takss effect or )5 Septomber 1954,

2. Personal History Cords (IN/P/9)

LY

58 aLbve card is designaved 26 tr2 official summary form for the purpssec
mentioned. A copy is to be maintuirad for sech staff member by tha Executive
or Administrative Officer for aach Dai)err.mnt or Cffice on a centralized besis,
and similar records in divisions and/or scciions are to be eliminated. The
cerd will accompany ‘ha staff memter upon tvansfer or re'-aaaignment in the
seme manner as leave raccrd cerds.

The Bureau of Perzonnel which has reintained a complete set of the cards,
#ill discontinue their use and wvill Hragsfer exlsting cards to Departments and
Offices. Major reliance will then be plescad on deparcmental records for casual
riferances by Personnel Officers and sthers, when it is not necessery or
expedient to consult the rentral Personnel files.

All requests for inforretiun nreviouely azaswared by the Bureau of
Fersonnel on the basin of the cards (credit and reference enquiries, etc.) will
te chanelled to ths Depertment coiicerned,

3. Additione) Staff liccords
The Personnel Files, meintyired by the Staf? Records Section, will
continue to be the official souras of information c¢n the status of staff rembers,

and the UN/P/9 form will represcnt only & convenjent device for providing
readily aveilable inforration in surrery form. The Accounts Division will

continue to provide tie Buieau of Faieonizl and othar interested services
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vith machine-run Personnel Rostars containing coded informatior on the
status of staff members. In eddition, location cards and special-purpose
referral files will rewmain in use by administrative and service units
requiring limited information on staflf for certain specialized purposes.

H.C. Andersen
Director
Bureau of Finance



