
~'~..
I '.

JNITED
'~ATIONS

NATIONS
UNIES

.: ",

Sec!'(,tariat
11.1/64
1 July 191~9

'.'i'

1
1:
,

ADMJJnSTRA'l'!VE INGTRUC'l'ION NO. 64

To: Meuube1'G of the Staff

Sub ,ject: PROCEDURE ]'OR HANDJ.J:NG· OFJ1rCIAIJ OOMMUNICATIONS

1. }£ffective 1:zmlLediately, Departm.ents shall assume .l"6Sp0l1S,ibilit;: for

.bhe pl'6J;luration and despatch of offi.cial oonanunfcatd.ons to the extent laid

dOlm in the Official COl.'J:'esl1ondence Manual and subject to the pl"ovisions

of' this :l.nstl"uction.

2 • !rho SOl}J:'~:l'bary·.GGne:l:'al.. thl;'ough the F,xecu"tlve Office) will continue

to exercase corrbro'l, over polioy rna,tters and maintain co·-ordination \'rith

re8p8ot to all offidal connami catdona.

3.},i;o,ch DelJart!l1snt shall:

(a) centralize aU'bhol"Hy' in the hands of the Top-ranld,ng Di-rector

for the conduct of official correspondence on sub jeo ts vrith:tn ita

field of competence;

(b) continue the IJraetice of obtaining prior cLearance

(i) from the ]::x:ecuti Ye Offioe of the Secl'etary·.General on

cOllllnunicat1.ons Which 1.nvolv8 questions of ];lolicy or

directly engo.ge the responsibility of the Sec;roetary-General,

(ii) frOl1l. other Departments whenever their fields of' compet.ence

are also involved;

(c) talcs such measures, in conaulta.tion \V':I.th the Executive Office

of the Secretary,oGeneraJ., as may be needed from. time to t:lme to

expedf, te despatch and enforce El. high sbandar'd of drafting dn all

official cornnunlcations.

4. ~11 important official communications (i~e. to GOV81'nments, Heads

of Delogations and of Specialized Agencies, etc.) Hill also be subjeot to

scrutiny by the E.~reoutive Office after despatch. Departments shall,

therefore, send one extra copy of such let·t.ars and cables to the Branch

!~esiatry in the Department for transmiasion to the Executive Office.
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By diroctj,on of the Secretary-General lJ

(sl,\necl) Byron Price )

EYRON PRICE V
Assistant Secretary-General for ~

Administrative and Financial Services
.)
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5. A CerrtnaL Corl:'0spondence Typing Unit, established in the communtcataons

and Records Division shall be at the disposal of Departments for: [~~au

(a) tYl:ling, assembly and deapabch of single and "multiple" letters, .xequ'

notes verbales and cables to Oovernmenba , Heads of Delegations and '~G\I

Specialized Agencies;181.

(b) if reQ.tl:~redJ arranging for translation of the communlcatlons !Lt

received for t~~ing and despatch; :v
(c) arranging for tbe offset printing of other communications )

(other than those described in 1, above) if the SallIe text is sent 1~

to nine or more addressees in the same language; ?)

(d) when necessary, typing and deBpatch of other communications ~

requiring the Secretary-G~meral's signature or \'Tl"itten in his name. 'q,
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