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SECRETARY-GENERAL'S BULLETIN NO. 7, REVISION 2

To: Members of the Staff of United Nations

Subject: TFROVISIONAL TRAVEL AND SUBSISTENCE RULES

Attached is a consolidation of the rules for the payment of travel
exrenses and per diem subsistence allowance which have been established by
the Secretary-General in accordance with his authority under Regulations 2k
and 25 of the Provisional Staff Regulations adopted by the General Assembly.

This bulletin cancels and supersedes SGB/7, SGB/7/Lic.2/Rev.l,
S6B/7/4dd.3, SGB/7/Add.3/Rev.l, SGB/7/:dd.5, SGB/7/Add.5/Rev.l,
SGB/7/244.5/Rev.2, SGB/7/tdd.5/Rev.3, SGB/7/Add.6, SGB/7/Add.7, SGB/T/Rev.l,
AL/6, AI/6/Rev.l and AT/23. Rules 23 and 25 are revised and combined in
one new Rule 25, Rule 38 is amended by the addition of one sentence.

FROVISIONAL TRAVEL AND SUBSISTENCE RULES
SECTION I: GENERAL FROVISIONS

Rule 1: Applicability of Provisional Travel end Subsistence Rules

The United Nations shall pay, subject to the rules herein set forth,
the travel expenses and travel subsistence allowence of members of the staff,
and in eprropriate cases *heir wives and dependent children (see Rule 15
below and ‘nnex I), for authorized travel:

(a) wupon official business; _

(b) upon appointment to the Secretariat and upon subsequent changes

of official station; _

(¢) at intervals, in accordance with the Provisional Staff Rules, for

a journey to and from the place recognized as the staff member's home

at the time of initial appointment; ‘

(d) wupon termination of the appointment by the United Nations or upon

resignation of the staff member in accordance with the Staff Rules

governing resignetions.

Rule 2. Definition of Staff Members
 For the purpose of these rules a member of the staff shall be defined as
(a) e member who is given a contract for an indeterminate period; or
(b) a member who is appointed under a contract for not less than five
years subject to the possibility of renewal; or
' /(c) a member who
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(c) a member who is employed on a short term contract of less than
five years; or '

(d) a member who is seconded or on loan from the service of a Member
Govermment or other organization; or

(e) a member who is given a temporary appointment.

Rule 3. TFunds for Travelling Expenses

The subsistence and travel allowances herein specified have been
calculated on a dollar basis provisionally until such time as it is possible
to assess costs in accurate terms and in the currency of each specific
country or area. Members of the staff travelling on official business will
provide themselves with sufficient funds for all current exrenses by securing
an advance of funds if necessary, and are expected to exercise the same
care in incurring expenses that a prudent person would exercise if travelling
on personal business.

Rule 4, Purchase of Tickets

Whenever practicable, all tickets for transportation of members of the
staff shall be purchased by the United Nations in advance of the actual
travel.

Rule 5. Advances

Staff members travelling on official business who are unable to advance
personal funds for travelling expenses may apply for an advance frcm the
United Natiohs in an amount sufficient to cover the estimated travel expenses
but not to exceed two thousand dollars (US). Any balance of an advance over
the certified expenses must be refunded to the United Nations. Travel
ndvences require the prior approval of the Secretary-General or his duly
authorized representative. '

Rule 6., Reimbursable Expenses

Only those expenses prescribed in the Staff Regulations as quoted above
will be reimbursed.

_ Rule 7. Official Stetion

The limits of official station will be the corporate limits of the
city or town in which the member of staff is stationed, but if the staff
member is not stationed in any i.icorporated city or town the official station
is the established area within which the designeted post of duty is located.
Rule 8. Permenent Change of Official Station

A permanent change of official station shall be a transfer of a staff
member for duty from one official station to another in which the
administrative decision has been taken that the assignment is for an
indefinite pericd.

/Rule 9. Leave of Absence
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Rule 9. Leave of Absence
When annual leave or absence of any kind is taken while in a travel

status (including'Sundays end holidays), the exact hour of departure from
and of réturn to duty station or duty status must be shown in the
exrense acccunt,
| SECTION II: AUTHORITY FOR TRAVEL

Rule 10. TForm of Authority

A1l travel shall be' authorized or approved in writing by an official
designated by the Secretary-General or by his duly authorized representative,
Rule 11, Prior Authority .

In all cases authority for travel shall be obtained prior to the

incurrence of expenses. The written authority or ayproval shall be specifiéd
by the travel to be performed as definitely as circumstances will termit.
In exceptional cases staff members may be authorized to travel on orel orders
from the Secretery-General or from his duly authorized representative. Such
oral authority will require written confirmation prior to the payment of
claims,
Rule 12, Definition of Travel Expenses

All staff members shall be reimbursed for actual transportation costs

{
resulting from necessary official travel on railroads, airlines, steamboat,

street cars, taxi cabs and otlier usual means of conveyence. Travel exrenses
will be limited to fares and such expenses incident to trensportetion as
baggage tremsfer, official telegréph, telephone, radio and cable messages

in connection with items classified es transportation. The usual texi cab
fares from station, wharf or other terminal to place of abcde or place of
business and from either place of abode or place of buciness to station,
vharf or other terminal will be ellowed. '

The hiring of motor car transportation for more extensive use then
that detailed in the preceding sentence shell not be permitted unless such
hiring is s?ecifically authorized in the originel Travel Authorization.

Reimbursement for insurance of personal baggage of staff travelling
on official Qusiness shall not be allowable, Exception to this rule mey be
mede on the prior authorization of the Assistert Secretary-Genersl for
Administrative and Financial Services in the case of staff assigned to
missions in disturbed areas., '

Rule 13, Excess Barrane

Baggage in excess of weight or size greater than that carried free by
transportation companies will be classed as excess baggage. Unless the
excess has been previously authorized, explanation must be mede when
subnmitting the claim for reimbursement for excess baggage charges, showing

[the official
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the official necessity therefor, The authorization or a copy thereof
must accompany the expense account; and all chorges for excess beggaze
ust be supported by receipts showing the weight of the baggage and points
between which the baggage has been moved: When transportation is made by
airline, special authorization must be obtained in advance for the
conveyance of bagpage the weight of which is in excess of the normal
maximum laid down by the particular airline by which the "staff member
and/or his dezenderts are travelling. -

Privétely ovmed automobiles shall not be trensported et United Nations
exprense unless, in the case of a staff member on original appointment or
transfer to an cfficiel duty station other than Headquarters, the Assistant
Secretary-General for Administrative and Financial Sérvices, or his duly
authorized revresentative, deteruines in advance that the autcmébile is
essential for the performance of the staff member's official duties.,

Rule 1k, Storage of Baggare

Charges for the storage of bagpage will be allowed only when it is
shown that such storage was solely ¢n account of officiel business or that
a saving of transfer charges was effected thereby.

Rule 15. Trensportation of Dependents (see also Annex I)

1. In accordance with Regulation 25 of the Provisional Staff Regulations,
only wives and dependent children of steff members may be consldered as
"dependents" for purposes of authorizing rayment by the United Nations of
travel expenses and travel per diem in lieu of subsistence exrenses., ~°
2, Travel expenses, including excess baggage (But not furniture) charges
and insurance cn baggage, will be authorized for the staff member's dependents
upon his meeting one of the conditions listed below, except that excess
baggage charges will not be authorized in respect of home lcave:
(a) wupon gprointment to the Secretariat for a period of not less than
one ycar;
(b) when the staff member has been in the Secreteriat for six months
or more, provided thuet the Assistant Secretery-General of his deperrent
certifies that the steff member will be recomrmended for an eppointment
for a period of ome yecar or more. Staff members who bring dependents
to the headquarters crea al their cwn expense and who subseguently
become eligible for payment as above provided may receive reimbursement
for such expenses; ,
(c) wvhen the staff member is entitled to hémé leave under the
Provisional Staff Rules; - ‘ ‘ |
(d) wupon termination of the appointment (by the United Nations or upen
.resignation of the staff merber in accordance with the Staff Rules

/governing
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coverning resignations), provided that the staff mermber is ser%ing
under an appéintment of not less than one yeer, or has had.expenscs
authoriiéd under (b) above. Should the staff member and his derendents,
vron termivation of appointment, desire to travel fo a place other then
the plﬁce wvhere they were resident at the time of his appointnent,
the limitation on payment or reimbursement by the United Nations will
be the estimoted cost of the transportetion to the place of residence
of the stoff mernber at the time of hls appointment. ’
Rule 16. Expenses for Home Leove

L member of the staff who spends all or part of his annual leave at

the plece recognized as his hcme at the time of his initiel appointment

shall bé entitled to be raid every two yeers, in respect of himself, his

vife and dependent children, the cost cf one journey by an approved route

and tyre of transport, to end from such plsce,

Bule 17. Houbinz of Travel :
£11 travel should be by the most economicel route. Travel by cher

routes may be allowed under written muthority when the official mnecessity

therefor is.satisfactorily esteblished,

Rule 18..iIndirect Route Travel

Vhere a member of the steff travels by an indirect route for his cwn

'porgonal convenience the extra expense will be borne by himself and the
reimbursenent for expenses will be based only on such charges as were
actually incurred, not to exceed what would have. been incurred by the most
econsnical route, |

P | L . .
Rule 19, coommodations on Trein and Steomers

e mosinum accommodations specified in (a), (b) and (¢) below will be
alloved stoff members and their dependents when eligible for transportation:
at United Hations expense, except that, wherever rossible, steff teiow the
reak of dirsclior shall travel on United Nations business in cabin class or in
conporile acuommcdations on steamers. In any event, all steff belcw the
r&nklof director (i.e., grade 19) shall travel on home leeve by cabin class
cr its cquivalént.

(a) BSecretery-General and Assistant Secretaries-General:

(1) One Pullman acccsmodetion up to and including a drawing room.
(ii) One first-class soateroom accormodation with bech ¢n steamer
or cquiveleat eccommodation,

(LY Stesr merers in Gredes 16 and obove inciuding top-raxking directors:

(i) One Pullmen accormadetion up to and including one ccupartment.
(i1} One mediwg rate first-closs stateroom accomncdation with bath
on steamer or egnivalent accommodaticn,
/(;) Steff members
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(¢) Staff members in Grades 1 through 15 inclusive:

(i) One standard first-class Pullmen accommodation.

(ii) Cabin class or comparable acéommodation on steamer,
(d) Txecutive Officers may authorize travel by air for staff members
travelling on official business ouly.,
(e) Travel by extra-fare trains or accommodation in excess of actual
entitlement may be euthorized By the Transportation Division when the
necessity or advantage of Uhited Nations requires such travel., The
staff member will be held responsible for aﬁy'excess over the cost
of authorized accoumodatlons.
(f) Accommodations for rail travel are Tor travel within the continental
United States of America. Allowable rail accommodations in other
countries will be the equivalent of that providéd herein depending
upon the equirment available,
(g) United Nations will make reimbursement only for accommadations
actually euvthorlzed and used.
(h) DPersonnel officielly on loan to United Nations will be provided
accommedations appropriate to their status in United Netions,
(i) Staff members paid at a daily or hourly rate will be considered
to be in the group appropriate to the income they would receive if their
daily or hourly rate, excluding overtime or night differential pay,
were conmputed on an annual basis,
(j) Decisions by the Transportation Division relating to travel
accommedation shall be final. |

Rule 20. Twrpose of the Per Diem Allowance

A rer diem =llowance in lieu of subsistence expenses will be granted
to all staif members who are in official travel status. The per diem will
be repgorded as covering all charges fof meals, lodging, baths, fees and
-gratuities to waiters, porters, baggagemen, bellboys, hotel meids, dining
recm stevards and eny other peyment made for personal service rendered,
personal telegrams and telephong.calls, laundry, cleaning and pressing of
clothing, and other tersonal expenses. '

Rule 21. Travel Subsistence Aliowance Rates

1. Unless otherwise expressly provided for by the Secretary-General and
subject to Rule 25 below, the officer authorized to issue travel orders may
authorize to a steff member travelling on official business a travel per
diem allowance in lieu of subsistence expenses in accordance with the
follcewing schedule:

/Applicable to:
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Applicable to: - Dailly Rates:
SeCI‘et?Iy—Generﬂl. . . s @ s & & ¢ . - e o » . P .n . . $25 'OO (US)
ASSiStaIlt SGCI‘e'tC,I‘ieS-General. T 6 @ e e ® & o » 2 o & o o $2O'Oo (US)

ALL steff members in grade 20 heving base salaries
Of $11,000 & & o o o o o o s v o o o s o s o o o .« $15.00 (US)

A1l staff members having base (first step) salaries
from $6,700 to $10,000 in grades 15 through 19. . . . $12.50 (US)

All staff members having base (first step) salaries
of $6,050 or below in grades 14 and below . . . . . . $10.00 (US)

2. When a staff member is on loan from a Member Govermment or other
organization his salery will Ve assimilated into the grade appropriate'to
his eppointment with the United Nations for the purpose of determining his
travel per diem rate.

3. Viken a staff member is required to travel on duty with a staff member
of a higher grade, he may be authorized to receive up to eighty‘per cent
of the travel subsistence rate applicable to the higher grede, if his daily
rate is less than eighty per cent of the rate paid to the staff member in
the higher grade. The higher subsistence rate is intended tq cover only
those rersons vhose official duties require that living expenses be’
established primerily by the staff member receiving the higher rate.
Participation in the same field trip is not enough to werrant payment of

of the increased subsistence rate, unless these corollary conditions obtain
and appropriate ﬁritten reccrmmendations are submitted by the Assistant
Secretary-General directly concerned. The higher rete will be authorized by
the Assistant Secretary-General for Administrative and Financial Services
only upon receipb of such certification and recommendation.

b, If annuel lcave of absence begins or terminates within the traveller's
prescribed hours of duty, the per diem subsistence allowable will terminate
or begin at the =same time. _ )

D The stenderd trevel subsistence rates are applicable in such areas
vhere salary differentials ere in effect, without regard to differentieals.
When found neccssary special per diem retes (verying from the standard rates)
will be fixed and anncunced by the Assistant Secretary-General for
Acministrative and Financial Services for areas vwhere the level of subsisténce
costs varies substanfially frcem costs in the Headquarters Area.

6. In determining the approvriate travel'pef diem rate applicable to a .
rerticuler staff member, the grade of the staff member governs, rather than
the salary rate, even though the salary is subjeéf'to a differential.

Rule 22, Subsistence Allowance to Dependents

(a) Vhere depehdents of a staff member have been euthorized to

caccompeny the member of an approved journey, a subsistence allowance
/of one-half
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of one-half of the appropriate rate in Rule 21 above will be payable
in respect of each dependent. '
(b) Where dependents are travelling on an autliorized journey
wnaccomnanied by the staff member the full rate of subsistence allowance
eppropriate to the staff member will be peyable in.respect of one adult
and one-half of that rate to each other dependent.

' " (Rule 23 has been combined with Rule 25)

‘Rule 2k, Apnliggpibn and Duration of Travel Per Diem Allowances

Staff members in travel status will receive a travel subsistexnce
allowance at the rate established for their grade in Rule 21, except when
a special travel subsisténce allowvence rate is established for the area in
which the travel occurs.,

After the first thirty days in travel stotus at any one duty station
the allowvance rete will be reduced by twenty-five per cent and paid at the
reduced rate while the staff members remains in travel status at that
stetion.

Rule 25, Conputation of Travel Per Diem Allovance

(2) Definition of calender doy:

The calender day is the 2l-hour period from midnight to midnight and
is divided into two 12-hour periods,

(b) Tor veriods in travel status in excess of 24 hours

(1) One-half the rate for a calendar day will be allowed for each
reriod of 12 hours or fraction thereof except for the first
and last dey in travel status.

(i1) The full per diem rate for a calendar day (subject to the

| limitetions in (iv) and (v) hereunder) will be paid for the
Tirst day in trovel status regardless of the hour of
departure.

(1i1) Mo per diem allowance will be paid for the last day in
travel status,

(iv) Tor time spent in trensit on aircraft or vessecls where the
price of passage covers meals and sleeping acccmmodation
(including overnight flights) 1/6 of the per diem rate for
a calender day will be allowed for each 1l2-hour pericd or
fraction thereof.

(v) Tor time srtent in transit on trains where sleeping
accommodation is provided, 1/3 of the per diem rate for a
calendar day will be allowed for each 12-hour period or

fraction thercof.

/(c) For periods
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(¢) For periods in travel status of 12-2k hours:

The full per diem rate for a calendar day will be.allowed inclusive

of time spent in transit on aircraft, vessels or trains.
(a) For periods in travel status of less than 12 hours:

(*)- One-half'the per diem rate for a calendar day will be allowed,
' / :

regardless of the mode of transportation.
(ii) No per diem allowance will bé paid when the departure is
' after. 3.00 2.m, and the return is on the same day prior to
8.00 p.m., or when the period in travel status does not
_ exceed 3 hours. |
(e) Travel of dependents:

Per diem rates in respect of dependents shall be determined in

accordance with the principles established in Rule 22, subject to the
limitations in Dule 25.

Rule 26. Time of Deporture and Arrivalb
In all cases the date end hour of departure from and érrival at officiel

N

station and other points where such arrival or departure affects the
ellowvance of per diem in lieu of subsistence must be showm in the expense
account, and the date of arrival at the 1ast;mentioned place of uncompleted
duty should be showm on svbseguent voucher or vouchers, so long as the
traveller remains on duty at such place.
(a)' If duty at a particular place within the traveller's itinerary
is prolonged teyond a period of thirty (30) days, his travel voucher
should elso state the approximate period to be covered by his duty
assianment at such place, or the approximate date of return to official
headquarters, or both, as well as any other rertinent facts.,
(b)- The time of arrival at and deperture from a place will be
considered as the hour at which the train, boat, or other conveyance
used by the traveller actuaelly leaves or arrives at its regular terminal.
SECTION V: TEiEGRAPH, CABLE AND RADIO SERVICE
Rule 27. . Authorized for Official Business

Telegraph, cable and radio service may be used on official business when

such expeditious means of communication is essential.. The cheapest
rracticeble class of such service should be employed.
Rule 28. Discretion in Use -

The time required to transmit and deliver telegrans, cablegrams, and

radiogrems, the difference in time between points, and the probable closing

time of offices should be considered in determining the method of

communication,
/Rule 29.
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Rule 29.  Form of Messanes

Cere should be exercised in preparing méssages to omit words, figures
and punctuation unnecesseary to the meaning of the message. Initials and
titles in the text and signature should be used only vhen needed for

. identification. MNumbers and dates in the text of telegrams,vcablegrams, and
radiograms should be expressed in figures, except where impracticable in
code messages., ILvery messcge should show the plece and date of transmission,

Rule 30. Copies of Messages

A copy of each official telegram, ceblegrem, and radiogram paid for by
the traveller must accompany his expense account, except only in such rare
instances as the subject matter is of such a confidential nature that to
divulge its contents would be prejudiciel to the interest of the United Natiors,
In such cases the points between which sent and number of words must be
stated, and a receipt from the person to whon payment was made must be
furnished.

E SECTION VI: THLEPHONE SERVICE.
Rule 31. . Local Calls

,Charges for local telephone calls on official business will be allowed.
The expense account shall show the.number of calls, rate per call, total
amount expended each day, and thet the calls vere on official business.

Ruwle 32, Long-distence Cells

Charges for long-distance teleyhone calls on official business will be
alloweda'prqvided a statement is furnished showing the name of the party
with whom comrmnication was held, the points between which service was
rendered, the date, time occupied, the amount paid on each call, and that
the calls were on official business. When the interest of United Nations so
requires the name of the party and the points between which the service was
rendcred need not be stated in the expense account, but may be stated in
confidence to the proper authority. Telephone calls applying for leave of
absence or extension thereof or inquiry as to, or as to payment of salary or
expense vouchers, and answers thereto, or those as to any matter of a purely
personal nature, must not be made at United Nations expense, and charges
therefor will not be allouved. I

SECTICN VII: MISCELLANEOU3 EXPENSES
Rule 33. Definition -

Charges will be allewed for necesssry stenographic or typewriting
services or rentel of typewriting machines in connection with the
preparation of reports or correspondence; clerical assistance, services of
guides, interpreters, packers, drivers of vehicles; storage of propexrty used
on officiel business. Fees in connection with the issue of passports, '

/visa fees,
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vise fees, cost of photographs for passports and visas, cbst of birth
cmtificates, and charges for inaculation will also be alldwed when
amhori:éd or apyproved by the progérly designated authority.

Rule 34, Hire of Room for Official Use

Vhen 1t is necessary to engage a room at a hotel or other place in

order to transact officiel business, a separate charge therefor will be
alloved when authorized'qr approved by the properly designated authority.
Rule 35, Cash Payment -

Vhere cash payment is macde for miscellaneous'expenses, reimbursement
for the charges actually peid may be allowed. Reimbursement expense

account must e supported by receipts showing the gquentity, unit and unit

price and a statement that cash peyment was mede.
SECTION VIIXI: EXTENSE ACCOUNTS
Rule 36. Memorandum of Expenditures

All persons authorized to travel on business for the United Nations

-should lieep a memorandum of ckpcnditures properly chargeable to the
United Nations, noting each item at the tiﬁe the exrense is incurred,
together with the date, in order that the information thus accumulated may
be available for the proper prepération.of expense accounts, ’
Rule 37, EIxpense Accounts

(a) All claims for the reimbursement of travelling expenses shall be

submitted on the regular authorized form of travel expense voucher

and must be itemized end stated in accordance with these rules,
(b) Tvery expense account must be supported where practicable by a
copy of the travel authorizetion, or, if travel authorization has been
filed or attached to previous expense account, proper reference
thereto should be made. |
(c) Lvery account must show in the space provided for such information
on the voucher form, dates of travel, the points of departure and
destination, name of transportation company, and the value of the
transportation secured.
() Ixpense accounts must be supported by receipts, indicating the
amount of actual cash expenditure,

Rule 38, Submission of Accounts

Accounts shall be submitted on Form F/lO (Revised), "Voucher for

Reimbursement cf Personal Expenses'.

| For travel trips of less than two months! duration, a voucher shall be

submitted in duplicate on completion of travel. For trips exceeding two

months, the first voucher shall be submitted for the period froﬁ the

beginning of travel to the end of the following month end monthly thereafter
/by calendar
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by calendar wonth until the completion of travel.

In all cases, the finel account shall be submitted to the Executive
Officer of the Department concerned within one weck of completion of the
 travel, tranéportation of houvselhold effects or other occasion of the clain,
The claimant shall clesrly indicate on ﬁhe fece of the voucher the dete
of its submission to the Executive Officer. o _

- Vouchérs shell be tyrewritten, whenever practiceble,. and submitted

in duplicate with the originel only signed by the claiment. ‘

The original of Form T2/8, "Travel Authorization", which is carried
by the traveller, shall be attached to the Form F/10 sgtmiffed on completion
of travel, \

Rule 39, - Itemizetion of Accounts.

(a) Ttems in accounts rust appeal in chronologicel order and all.
cherges for the period covered must te included.

(b) TItemization of subsistence expenses must not be made in exrense
“accounts as a rer diem is allowed in lieu of subsistence'éxpenses.
The ezact period for which per diem is claimed, however, must be steted.
- (¢) Items suspended fram-previoﬁs accounts and reclaimed must be
stated ofter all other items heve been listed,

(d) Receipts must be nuwbered consecutively, ccmmencing with number
one for cach account. o _
(e) Vhere claim is made for transportation obtained with cash, the
expense account must show the namc or initials of the transportation
cenpaty .

Rule L40. Sustpension of Charnes

Items in accounts not stated in eccordance with theso rules, or not
Proverly supported by receipts when required will be suspended eand the
notificatlon of such action will indicete the reasons therefor. Such items
as may be' subsequently allowable should be included in a subsequent regular
or supplemental exrense account submitted by the traveller. Full
itenization will be required for all suspended items which are reclaimed
and charges rust be supported by the oripginal suspension notice or a copy
thereor,

Rule 41, Mogdification of Rules

In exceptional circumstances these rules may be modified at the discretict
of the Secrevery-Genersl or his duly authcrized representative.

Ruwle 42, Effective Dote

These reules are effective as of 16 February 1946.

By direction of the Secretary-General

(signed) MAKY SMIETON
“Acting Assistant Secretary-General

for Administrative and Financial Services
JANNEX I
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ANIEX T
IRAVEL AND CUBSISTENCE CF DETLNDENTS OF STAFT MOMBIRS

1. Iurpose |
The purpoce of this Annex is to set Torth (a) pertinent instructicns,

(b) references to established rules, and (c) interpretations which relate

to travel and subsistence of dependents of staff menbers,

2. Definition of Depsndents |
(a) In accordauce with Leguiaticon 25 of the Provisional Staff
Regilations only wives and depondent chiidren of staff members may be
considerced as "dependents" for purposes of authorizing payicent
by the United Nations of travel expenses and travel per diem in lieu
of subsistence zlloweances. |
(b) A derendent child shell be any child of e steff member who is
Uhder the age of sixteen yeaors, or, if the ¢hild is in full-time
attendance at a school or University, under the age of twenty-two
years. The Ass t Secretery-Gereral in charge of Administrative
end Financial Scrvices shall determine the dependency status of children
vho do not ccme within the terms of the definition given above, but who
ere considered dependent by the staff menber.

3. EBligibhility fTor Payment

Travel exvenses for dependents of entitled staff members will be
authorized in accordarce with Rule 15 of the travel rules.

b, Arrengements for Trensportation

(a) fccomponied by Staff Member

When a stoff member, who has an apro*rfment of one year or more, is _
authorized to bring dependents with him when rerorting for duty, Voucher
for Reimbursement of Personal Expenses, Form F/10 (Revised), will be
conpleted by the staff member vhen he réports for duty.

(b)  Tsaccompanied by staff member

In arrenging for subscquent travel of dependents, the eligible staff
member should submit written notice (through the Executive Officer of
his department) to the Bureau of Persomiel, which shall set forth:
(i) the nome of each deperdent, o
(ii) the relationship of each to the entitled steff member,

(1ii) the extent to which excess baggage required fbr the use of .
derendents at the new official station (for exemple:s clothing,
bedding, sﬁall rersonel possessions, but not furniture) is
to be authorized., (See elso poregrarh 8)'

/5. P“egaf( icn.
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5. Preparation of Requisition for Travel
The prepareation of the Authorization of Travel, Form TT/B, is the

rosponsibility of the Bureau of Persdnnel, and shall set forth the pertinent
facts as otblined in paragroph 4 above. (See Annex II).
6. Advonce of Funds

Staff members eligible under Rule 15 (b) (2) to bring dependents‘to the

headquarters site may request, if necessary, advance of funds for the travel
expenses of dependents in an amount sufficient to cover the estimated
expenses. Any balance of an advance over the actual expenses must be
refunded to the United Netions. Arrangements for advances are made by the
Bureau of Personnel with the Burcau of the Comptroller. (See Rule 5).

7. Accomnodations

£llowable accommodations at the United Nations expense are the same as
those for staff members es outlined in Rule 19. Costlier accommodations ﬁay
be secured by the staff member if he so desires providing the difference
between the cost of the acccmmodations so ‘secured and the'allowabie
accormodations are borne by the staff member. '

8. Excess Baggage

Baggage, required for the use of dependents (for exémple, clothing,
bedding, small personal possessions but not furniture), in excess of the
welght and size carrled free by transportation companies may be authorized
by the ‘Bureau of Personnel, but excess baggage over 100 pounds per person
will be set off against the limitation of welght if and when household
furniture and effects are subsequently moved. (Rule 3 (d), SGB/ll/Rev.l,
Provisional Rules for Payment of Removal Expenses, 17 October 1946).

9. Travel Per Diem While En Route

Per diem allowance will not commence until actual travel begins.

(a) Accompanied by staff member

The steff member is entitled on behalf of each dependent to one-half
of the eppropriate per diem rate set forth in Rule 21, as qdalified

by Rulo 25, with regard to travel in alrcraft, vessels and trains.

(b) Unaccompanied by staff member

The full rate of per diem allowance appropriate to the staff mcmber's
status as set forth in Rule 21 will be payeble in respect to one
adult dependent and one-half of that rate for cach other dependent,
provided that the per diem allowence shall be limited ia respect to
travel in aircraft, vessels of trains in accordance with Rule 25.

10. Administration
The Bureau of Personnel shall be responsible within the scope of these

rules for determining the eligibility of staff members as to payment or

reimbursement of expenses of travel of dependents.

frmen anproval
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Upon approval of the Burcau of Personnel, travel for the dependents of
entitled staff members will be authorized-as prov1dod under paragrophs 4 end
5 above. : SRR '

~The Bureau of the Comptfollcf‘sh&ll”bé-réspoﬁéiblo'fdr payment or
relmbursement of travel and tfanupo;tatlon expensoa, upon submission by the
staff menmbexr of Torm F/lO together with copies off supporting papexs g

1nd10ating the Bureau of Personnel's anproval as to entltlemont

b T e
\

/ANNEX IT
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ANNEX IT
PROCEDURE FOR EFFECTING OFFICTIAL UNITED NATIONS TRAVEL
1. Use of Forms

The following forms are referred to in this procedure:
Notification of Travel Authorization Form TT/8

Transporkation Order " Tr/9
Traveller's Identification Card "o7T/10
2. Procedure for Travel on Officlal Business

(a) For authorization of travel, “"Notification of Travel Authorization
(Form TT/8) shall be completed by the Executive Officer who shall sign
the form in the space marked "Issulng Officer". In the case of travel
for Commissions, the TT/8 shell be signed by the Secretary or
Administrative Officer of the Commission. |
(b) The Executive Officer ghall also insert the amount for travel
~advances and complete the block marked "Betimated Cost" (including
" the insertion of per diem gllocation and any other speclal costs) in the
lower right-hand corner. The Executive Gfficer shall be responsible for
ascertaining thdt the allocotion for per diem allowance ls in accordeance
with Rule 2k. At the time of £illing out the TT/8, the Executive Officer
shall ascertain from the traveller vhether he will require a travel
advence. If so, the original of the réquest for.travel édvance shall
accompany the coples of the TT/8 sent to the Comptroller.
(¢) The appropriate allotment code shall be inserted in the space
provided for that purpose in the upper right-hand corner by the
preparing office, but this office will not wrilte in the space provided
for the authorizatlon number. o
(a) Special rates of per diem allowance not covered by the existing
regulations must be approved by the Assistant Secretary~General for °
Administrative and Financlal Services in writing prior to the issuance
of the Form TT/8, and a copy of the approval attache® to the TT/8 when
it 1s forwarded to the Bureau of the Comptroller. :
(e) The Transportatlion Division has furnished the Executive Officers
wlth cost estimates for travel to the most common destination points
outside the United States. These sstimates should be used by the
'EXeCutive Officers in computdng fares for travellers. Costs of travel
by rail and air to points in the United States and for points outside
the United: States now shown in the Executive Officers' estimates moy be
secured by calling the Transportation Division.
' - /(£) Upon completion
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(f) Upon completion of Form T/8, the blue copy marked "For
Transportation Service" shall be detached and forwarded to the
Transportation Division, and the remaining copies of the form
Toruarded at once to the Bureau of the Comptroller, who will assign
an authorizaticn nunber in the svace so vprovided.

(g) The Transportation Division will make reservations immediately
upon receipt of its copy of the Foru T2/8. It should be clearly
understocd, however, that the Transportation Division will not be able
to purchase tickets until certificabtion that funds are available for
this purpose has becn isszued by the Burecau of the Cemptroller., The
Bureau of the Comptroller rill accomplish this certification by
signature in the space rarked "For the Cemptroller" cn the original
(traveller's copy) of the TT/B and will forward it to the Transportation
Division,

(h) It will ordinarily take one Full working day for the pamers to
clear the Burcov of the Ccuptroller end a day for the Transportation
Division to complete travel arvengements. In the event of any emergency
in which it is necessary to ccmplete travel arrangements in less than
two full working days, the Ixecut.ve Officer shonld call the Burcau of
the Cemptroller, in order to advise that Bureau of the necessity

for the trip, and secure oral conrirmaticn of the availability of

funds. After securing approval of the crpenditure from tae Burzau of
the Comptroller, the Executive Officer should notify the Transportation
Division by telephone that the aporoval has been secured and provide the
Trensportation Division with the other informatlon conceraing the trip
which will cnable it to procecd with the sccuring of reservations and
the purchase of tickebts, Thesc arrangements must be followed immedistely
by the formal documents neccssory for completion of travel arrangements,
and & memorandum to the Ccmptroller describing the nature of the emergency.
(1) The Exccutive Officer is rcsponsible for ascertaining that funds
arc available before initiating a travel authorization;

Travel on Home ILeave, Removal of Houschold Effccts and Terminction of

Fmploymgag

(2) In cascs of travel on home leave, the Excculbive Officer shall route
all copies of the TT/3 to the Durcau of Personnel, which shall certify
aporoval by counter-signature of the Issuing Officer's name and proceed
in accordence vwith paragraph 2 (f) avove.

(b) T2/8's for removal of household effccts shall be completed and
approved by the Bureau of Personncl on application'of the staff member
and processed in accordance with the terms of Section 13 of
SG3/11/Rev,1, "Provisional Rules for the Payment of Removal Expenses'.
(c) Arrangements for transportation of dependents accompanyiﬁg a
newly-recruitedlstaff member shall be made by the Bureau of Personnel undes

the terms of this bulletin. TT/8's for dependents arriving after the
: Jetaf® zendor
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staff mewber shall be initiated by the Executive Officer concerned
and routed throuvgh the Burecu of Personnel.

(d) After notifying the staff umember of termination of employment,
th
the terms of this bulletin, in additlon, making special arrangements

with the Transportation Division, in consultation with the staff member,

Bureau of Personnel shall complete Form TT/B in accordance with

©

for travel accommodaticns.
%.  Transportation Orders

The Trensportation Division will then assign to the traveller a number
of United WNations Transportation Orders, TForn T7/9, sufficient for the
completion of the trip, and to cover such contingencies as cancellatious, etc.
The serial numbers of thesc will be entered on the traveller's Identification
Card (Form TT/lO). If e lengthy journey is authorized, the treveller will be
issued ore cr more books of Transportation Orders. (A list of the carriers
on vhich these are acceptable will be furnished by the Transportation Division),
Each of these orders shall bear the cignature of the Chief of the
Transportation Division or his deslpgnated representative, and when used shall
be covntersigned in the prescnce of the ticket agent by the travellcr at ke
time of purchase of a ticket. Trne traveller must at all fTimes have his
(Notification of) Travel Authorization, Form TT/S, with him, as he will be
required to place the mumber of the (Notification of) Travel Authorization on
eech Transportation Order which he issues, and he must be preparcd to show 1o
the ticket agent his Identification Card as evidence of his authority to
sign Transpcrtation Orders. The (Notification of) Travel Authorization,

Form TT/8, will clearly indicate the routing and points of travel. If at any
time the traveller is ordered to deviate from his authorized route, it will

be the rosponsibility ol the requesting office to request an amendment to the
authorizetion. The traveller will be personally responsible for eny
Trensportaticn Orders issued over his signature for travel not authorized.

It will not be the responsibility of the ticket sgent of the carrier to questior
the usc of these orders.

Upon completion of the Thecessary documents the Transportation Division
will notify the traveller and will secure his signature upon the Identification
Card in the presence of a representative of the Chi¢f of the Transportation
Division{ who will then countersign the card. At thut time the traveller will
be presented with the original of the (Notification cf) Travel Authorization,
his Identilication €ard, his Transportation Orders and any other documents
which may be nccessary for him to complete his trip. |

This procedure is applicable to official travel authorized by the
New York Office. Comparable procedures for other regional offices will be

established.
/5. Reinbursement
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Reimbursement for Travel by Privately Owned Automobile \

(a) Official travel authorization may svecify or permit the use of

privately~-owned automobiles.

() Reimbursement will be at the rate of five cents (5¢) per mile for
such approved travel. Reimbursement for travel outside the. general -arca
of the headquarters interim site will be mede on the basis of mileage
showm on official roed guldes (meaps). Reimbursement for travel within
gencral area of the headquarters interim site (within thirty-five miles
of the Sperry Plant) will be based upon actuel mileage. '

(c) Commutation (routine. travel back and forth between one's residence
and place of business) will not be reimbursable. o

(a) “UWhen a privately-owned eutomobile is used for official travel
outside the gencral area of tho headquarters interim site, travel tinme
for per diem allowance purposes will be bascd upon the fastest applicable
bus . schedules., . : ' _
(e);_Claimsvfor reimbursement shall be made at least once a month but
not more oftcn than once vach week. Claims shall be filed in duplicate
on Reimbursemont»Voucher, Form ¥/10, ard shall show the time and the
points of demarture and destiration for each trip outside the general -
arca of the headguarters interim site. Claims for travel within the
gencral areca of the headquarters interim site shall show in addition

to the time and the points of departure and destination, the milesge for
each trip. ' ' .

(f) Claims for cmergency trips in amounts of less than $5.C0 may be
paid from Petty Cash, if approved by the Exécutive Officer of the.

Lepartment concerned, without ‘the issuance of a formal travel authorization

JANNEX III
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of the proper use of the laissez-posser. Any questions concerning the
use of the laissez-passer should te referred to the Passports and Visa
Section of the Transportation Division,

6. Cancellations

Any holder of a laissez-passer who, for any reason, ceases to be a
member of the staff of the United Nations will be required to return the
laissez-passer to the Transportation Division, )

7. Offices away from Headquariers will issue United Nations laissez-
vasser upen receipt of authorization from the Assistant Secretary-General
for Conference and General Services.

8. A duplicate copy of each Form TT/28 will be forwarded to the
Transportation Division, New York, to serve as a report of each laiscez-
vrasser 1ssued,

9. In the event a holder of a laissez-passer is terminated or leaves tho
United Nations for any reason, it is importart that each office have in
operation a procedure for voiding this document. In all instances where

a laissez=-passer is voided, the document must be deétroyed by fire -and the

Transportation Division, New York, must be advised.



