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SECRET.f\.RY-GENERAL 1 S BULLETIN NO. 7, REVISION 2

To: Members qf the Staff of United Nations

SUbject: PROVISIONAL TRAVEL MID SUBSISTENCE RULES

Attached is a consolidation of the rules for the payment of travel

expenses and per diem subsistence allowance which have been established by

the Secretary-General in accordance with his authority under Regulations 24

and 25 of the Provisional Staff Regulations adopted by the General Assembly.

This bulletin cancel~- and supersedes SGB/7, SGB/7/Acc.2/Rev.l,

SGB/7/Add.3, SGB/7/Add.3/Rev.l, SGB/7/Add.5, SGB/7/Add.5/Rev.l,

SGB/7/Add.5/Rev.2, SGB/7/~dd.5/Rev.3, SGB/7/Add.6, SGB/7/Add.7, SGB/7/Rev.l,

AI/6, AI/6/Rev.l and AI/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: GENERJ:.L PROVISIONS

Rule 1: Applicability of Provisional Travel and Subsistence Rules

The United Nations shall pay, subject to the rules herein set forth,

the travel expenses and travel subsistence allowance of members of the staff,

and in apTropriate cases ~heir wives and dependent children (see Rule 15

belOlT and -',nnex I), for authorized travel:

(a) upon official business;

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

of official station;

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

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

at the time of initial appointment;

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

resignation of the staff member in accordance with the Staff Rules

governing resiGnations.

Rule 2. Definition of Staff Members

For the purpose of these rules a member of the staff shall be defined as

(a) a member '"ho 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

Government or othe~ organization; or

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

Rule 3. Funds 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 expenses 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 Ticlcets

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 from the

United Nations 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

udvances require the prior approval of the Secretary-General or his duly

authorized representative.

Rule 6. Reimbursable Ex~enses

Only those expenses prescribed in the Staff Regul~tions as quoted above

will be reimbursed.

Rule 7. Official Station

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.~lcorporated city or town the official station

is the,established area within which the designated post of duty is located.

Rule 8. Permanent Change ;f 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 period.

/Rule 9. Leave of. Absence
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Rule 9. Leave of Absence

Hhen annual leave or absence of any kind is talcen while in a travel

status (including' S"!.mdays and holidays), the exact hour of departure from

and of retUl'n to duty sta.tion or duty status must be shown in the

expense account.

\ SECTIon II: AUTHORITY FOR TRAVEL

Rule 10. FC;>rrn. of. Authority

,;.Ul travel shall be! authorized or approved in 'l,lritinG 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 eXIJen3es. The ..,ritten authority or aI:proval shall be specified

by the travel to be performed as definitely as circumstances will permit.

In exceptional cases staff members may be authorized to travel on oral orders

from the Secretro"y-General or from his duly authorized representative. Such

oral authority uill require written confirmation prior to the payment of

claims.

Rule 12. Definition of Trevel.~ens~

All staff members shall be reimbursed for actual transportation costs
l

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

street cars, .taxi cabs ~n1 otller usual means of conveyance. Travel expenses

will be limited to fares and such expenses incident to transportation as

~aigage transfer, official telegr~ph, telephone, radio and cable messaGes

in connection with items classified as trmlsportation. The usual taxi cab

" fares from station, vlharf or other terminal to place of abode or place of

business and from either place of abode or place of buciness to station,

wharf or other terminal will be allowed.

The hiring of motor car transportation for more e}~ensive use than

that detailed in the preceding sentence shall not be permitted unless such

hiring is specifically authorized in the original Travel Authorization.
'.

Reimbursement for insurance of personal baGgage of staff travelling

on official qusiness shall not be al101vable. Exception to this rule may be

made on the prior authorization of the Assistar.t Secretary-General for

Administrative and Financial SerVices in the case of staff assiGned to

missions in disturbed areas.

Rule 13. Excess Ba~~age

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 IJreviously authorized, explanation must be made when

submitting the claim for reimbursement for excess baggage charges, showing

/the official
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the official necessity therefor. The authorizat"ion, ora copy thereof

must accompany the expense account, and all charges for excess b8.ggase

must be supported by receipts showing the ,reiGht of the bagf,Qge and points

bet,·reen vrhich the ba[maGe has been movec'1.. Hhen transportation is made by

airline, special author~zationmust be obtained in advance for the

conveymlce of bagGage tbe weiGht of which is in excess of the normal

maximum laid dmrn by the particular airline by ,~lich the 'staff member

and/or his de2endo~ts are travelling.
I .

Privately mnled automobiles shall not be transported at United Nations

expense unless, in the case of a staff member on original appointment or

transfer to ffil official duty station other than Headquarters, the Assistant

Secretary-General for Administrative and Financial Services, or his duly

authorized representative, determines in advance that the automobile is

essential for the performance of the staff member's official duties.

Rule 14. StoraGe of Ea~gar.e

Charges for the storage of bagGage will be allowed only when it is

shown that such storage was solely en accotmt of official business or that

a saving of transfer charges was effected thereby.

Rule 15. ~ransportation of pependents (see also Ann~

1. In accordance' ,!ith Regulation 25 of the Provisional Staff Regulations,

only wives and dependent children of staff mempers may be considered as

"dependents" for purposes of authorizinG raY1;lent by the United Nations of

travel expenses and travel per diem in lieu of subsistence expenses. ,.

2. Travel expenses, including excess baggage (but not furniture) charges

and insl1rance en baggaGe, will be authorized for the staff member's dependents

upon his meeting one of the conditions listed be10H, except that excess

baggage cha:cges vrill not be authorized in respect of home leave:

(a) upon a,ppointment to the Secretariat for a period of not less than

one year;

(b) ,'hGn the staff member has been in the Secret~riat for six months

or more, prOVided, .lvP..<:..t 'Glle Assistant Secretary-General of his deparr.:ent

certifies that the staff member will be recom:~ended for an eppointment

for a period .of 0'1E' :10a1' or more. Staff meJr.ocrs ..rho brinG dependents

to the headquarters C2~en at their e,m exrense 2nd ITho subsequently

become eligible for payment as above prOVided may receive reimbursement

for such expenses;

(c) when the staff member is entitled,to home leave under the

Provisional Staff RUles;

(d) upon termination of the appointmeIit (by the United Nations or up0n

resigDation of the staff member in accordance with the Staff Rules

/governing
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GOV81'n~,ng reclignations ), provided thn,t the st3.ff member is serving

'llllder Etll c.J:.>pointment of not less, than one year, or has had,expenses

mrthorizecl tmder (b) above. Should. the staff member and his dependants,

'lTon termiY'ot:i on of ap:pointment, desire to travel to a place other than

the place ,·,ho::.'e they "rere resident at the time of his appointment,

the limitation on,pa~nent C~ reimbursement by the United Nations will

be the est:tmo.ted cost of the transl)ortation to ,the place of residence

of the staff ~6mbGr at the time of his appoilrtment.

Rule 16. E::I'~rH:.e_:;;_.:!.~ IIoJll~L~

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

the plece recoc;nized as his hcrue at 'the time of his initial AT,pointment

shall be 6:::ltHled to be paicl every tuo yeers, in respect of himself, his

vife and dependent chilc1:ren, the cost ef one journey by all approved route

and. tyye of transport, to ancl from such place.

Rule 17. R~~t:!.n,; of Travel

P.ll trc,vel should be by the most economical route. Travel by other

routes l'lQ.y be allOlrcd lmder written outhor::.tY".;hen the official' necessity

therefol' is satisfac-eorily esteb11 shed.

Rule 18. Imlire~Vloute~Travel

Hhere a Llember of the staff t.ravels by all indirect route for his eim

personal convenience the extra expense uill be borne by himself and the

rcimbt'.rsemont for 8::r;enses will be based only on such charges as were

act:.HJ.1l~r incurred, not to exceed 1'That Ilould have. been incurred' by the most

econ:'1rLcal :;:oute.

Rule 19. :S;::_:~~ocl.a_~i~......2PTrain and Stemners

~':10 l:n;~:L;.lt'..ln accorrunodations specified in (a), (b) and (c) belo;.; '{:l,ll be

allovT8d stefl:' I:lembers and their dependents 1'Then eligible for transportation

at United !lations e:q;ense, except that, ,·rherever possible, stcff 1:elO1{ the

re:Jl: of C.:i.l'8c·'~or s~Qll 'Gravel on United Nations business in cub:1.n class or in

CC!.1?C'..r~;:;..;l!) 2c;,;(jlTJ!'1(,Q~~'~ions on steamers. In any event, all st&ff -belGv the

ranJ;:' of di-recto:' (Le." e;rade 19) shall travel on home lec-ve by cabin class

or its cquival'ent.

(0) Secretcry-General and Assistant Secretaries-General:

(i) One I.Jul~.1nfu'1 accc"fLl'Uodation up to and including a Qra1';il1[~ room.

(ii) One first·<~af.ls s';-,a:teroom acconnnodl.?:tion with bach CD steamer

or equivl:JI0,r.rt aqcr.:ml;n()a.(:~;ion.

(1! Stc.:'f mer-foers ill Gred38 16 and aoo1,'·e 'inc:.ucling top-rmJdng directors:

(i),-

( .. ,
11..)

One Pullman accormvJd8.tion up to and inclucU.ng one CClDp3l'tment.

One t:edium rate fil'st·,dass stateron.;;:. acco~,_~odaJ..;jon \f:;,th bath

on stemn0·~' or 6(.:.'!J]:ra],8nt acconmodatlcn.

I<?) Staff members
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(c) Staff members in Grades 1 tl:u1 ough 15 inclus i ve:

(i) One standard first-class Pullrjan accommodation.

(i1) Cabin class or comparable accon~odation on steamer.

(d) r:xecutive Officers may authorize travel by air for staff members

travelling on official business Oluy.

(e) Travel by extra-fare trains or accommodation· in excess of actual

entitlement may be authorized by the Transportation Division when the

necessity or advantage of United Nations requires such travel. The

staff member will be held responsible for any excess over the cost

of authorized acco~odations.

(f) Accommodations for rail travel are for travel within the continental

United States of PX1erica. Allowable rail accommodations in other

countries will be the equivalent of that provided herein depending

upon the equirment available.

(g) United Nations will make reimbursementonlt for acoommodatioDs

actually authorized and used.

(h) l'ersonnel officially' on loan to United Nations will be proYided

accommodations appropriate to their status in United Nations.

(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 com~uted on an annual basis.

(j) Decisions by the Transportation Division relating to travel

accommodation shall be final.

Rule 20. I\u'po_se 0:;:' the Per Diem AIIOl.,ence

A per diem ~llowance in lieu of subsistence expenses wi~l be granted

to all staff members who are in official travel status. The per diem ,.,ill

be rCGGl'ded as covering all charges for meals, lodging, baths, fees and

eratuitiesto waiters, porters, baggagemen, bellboys, hotel maids, dining

room stewards and al~ other payment made for personal service rendered,

personal telegrams ffild telephon~ calls, laundry, cleaning and pressing of

clothing, and other personal expenses.

Rule 21. Travel Subsistence AllOi'lallce Rates

1. Unlens otherwise expressly provided for by the Secretary-General and

subject to Rule 25 belovl, the officer authorized to issue travel orlers may

authorize to a staff member travelli116 on official business a travel per

diem allowance in lielt of subsistence expenses in accordance with the

foliovinG schedule:
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DaDs Rates:

$25.00 (US)

• $20.00 (US)

~ll st~ff ~embers in grade 20 having base salaries
of <~J.l)000 . . . • • . . . • • • • • . . . . •

All staff menfuers having base (first step) salaries
from (i6;700 to ~lO,OOO in grades 15 tlu'ough 19.

All staff members having base (first step) salaries
of tp6, 050 or below in erades 14 and below • • •

. . .

. . .

$15.00 (US)

$12.50 (US)

$10.00 (US)

2. Hhen a staff member is on loan from a Member Goverrunent or other

organization his salary will 'be assimilated into the grade appropriate to

his appointnent with the United Nations for the purpose of determining his

travel per diem rate.

3. v]1'...en a staff member is required to travel on duty with a staff member

of a hiGher erade,he may be authorized to receive up to eighty per cent

of the travel SUbsistence r~te applicable to the higher grade, if his daily

rate is less than eiGhty per cent of the rate paid to the staff member in

the hi.cher crade. The higher subsistence rate is intended to cov-er only

those rorSOl1S \Those official duties' require that living e~~penses be

established primarily by the staff member receiving the higher rate.

Participation in the same field trip is not enough to lTarrant payment of

of the increased subsistence rate, unless these corollary conditions obtain

and appropriate written recommendations are submitted by the Assistant

Secretary-General directly concerned. The hiGher rate will be authorized by

the ~ssistant Secretary-General for Administrative and Financial Services

only upon receipt of such certification and recommendation.

4. If an..'1ual l.eave of absence begins or terminates within the traveller I s

prescribed ho1.U~s of duty, the per diem subsistence allowable will terminate

or beGin at the sc.me tj.llle.

5. The standcrd trevel subsistence rates are applicable in such areas

Where salary differentials are in effect, without regm'd to differentials.

When found necessary special per diem rates (varying from the standard rates)

will be fixed and an.."1ounced by the Assistant Secretary-General for

Administrative wld Financial Services for areas where the level of subsistence

costs varies substantially from costs in the Headquarters fl~ea.

6. In determininG the appropriate travel per diem rate applicable to a

particular staff member, the grade of the staff member governs, rather than

the salary rate, even though the salary is subject to a differential.

Rule 22. Subsistence Allmrance to DeP9nden~

(a) 11ho1'e de:pendents of a staff member have been authorized to

. accoillvcny the member of an approved journey, a subsistence allowance

lof one-half
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of one-·half of the appropriate rate in Rule 21 above "Till be payable

in re~~ect of each dependent.

(b) Hhere <lepcndents are travelling on an authorized journey

unaccc>m:'1all2.ed by the starf member the full rate of subsistence allovTance

ap}}roj?rinte to the staff member ..Till be payable in. respect of one adult

und one-half of that rate to each other dependent.

(R1l.1e 23 hasJ?een~mbined,with Rule 25)

Rule 24. ApDlication and Duration of Travel Per Diem Allowances
-.-......-,.- ------_._----------

Staff members in travel status ,Till receive a- travel subsistence

allO't'lance at the rate established for their grade in Rule 21, except when

a special trevel subsistence allowance rate is established for the area in

which the travel occnrs.

After the first thirty days in travel status at anyone duty station

the allowance rete will be rernlced by twenty-five per cent and paid at the

reduced rate ln1ile the staff members remains in travel status at that

ste.tion.

Rule 2~.

(a)

Conpnta_tl.2:"1 of Trc.:.vel. Per ..Qien Allommce

Definition of calendar deW:

The calendm' day is the 2!~-hour period from midniGht to midnight and

is divided into two l2-hour IBriods.

(b) ])'01' .J?Q!iocl.s_ in travel status in excess of 21+ hours

(1) One-half the rate for a calendar day will be allowed for each

period of 12 hOllrs or fraction thereof except for the first

and lest day in travel status.

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

limit~tions in (iv) and (v) hereunder) will be paid for the

f~_rst day in travel status regardless of the hour of

derx',rture.

(iil) ITo per diem allowance will be paid for the last day in

travel status.

(iv)

(v)

For time spent in transit on aircraft or vessels where the. '

price of passaee covers meals and sleeping acc~mnodation

(including overniGht flights) 1/6 of the per diem rate for

a calendar day 1'Till be alloved for each l2-hour period or

fraction thereof.

For time spent 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 l2-hour period or '

fraction thereof.

/(c) For periods
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(c) For periods~tr~vel status of 12-24 hours:

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

of time spent in transit on aircraft, vessels or trains.

(d) For periods in travel status of less than 12 hours:

(i) One-half the per diem rate for a calendar day will be allowed,
j

reGcu~d1ess of the mode of transportation.

(ii) No per diem allowance will be paid when the departure is

after 8.00 a.m. and the return is on the same day prior to

8.00 p.l!l., or ,.hen the period in tl~avel status does not

exceed 3 hours.

(e) Travel of dc.r:enoents;

Per diem rates in respect vf dependents sholl be determined in

accordance irith the principles established in Rule 22, subject to the

limitations in TIule 25.
Rule 26. Time of DeiX!.rture and Arrival

In all cases the date and hour of departure from and arrival at official

station and other points ",here such arrival or departure affects the.

allowance of reI' diem in lieu of subsistence must be shoifll in the expense

account, and the date of arrival at the last-mentioned place of tillcompleted

duty should be sho'm on subsequent voucher or vouchers, so long as the

traveller remains on duty at such place.

(a)· If duty at a pcu'ticular place ,Jithin the traveller's itinerary

is prolonged beyond a period of thirty (30) days, his travel voucher

should also state the apprOXimate period to be covered by his duty

assicnment at such place, or the apIffoximate date of return to official

headquarters, or both, as well as m~ other pertinent facts.

(b) The time of arrival at and departure from a place will be

considered as the hour at which the train, boat, or other conveyance

used by the traveller actually leaves or arrives at its regular terminal.

SECTION V; TELEGRAPH, C.l'illLE MID RADIO SERVICE

Rule 27. ,Authorized for Official Business

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

such expeditious means of conununication is essential •. < The cheapest

practicable class of such service should be employed.

Rule 28. Discretion in Use

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

radiograms, the difference in time between point~, and the probable closing

time of offices should be considered in determining the method of

communicat ion.

/Rule 29.
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Rule 29•. Form of Messa~es

Care should be exerc-ised in preparing messages to omit vlords, figures

and punctuation unnecessary to the mean:tng of the message. Initials and

titles' in th~ text and signature should be used only "Then needed for

. identification. Numbers and dates in the text of telegrams, cablegrams, and

radiograms Sh01Ud be expressed in figures, except where impracticable in

code mess,ages. Every message should show the pIece and date of transmission.

Rule 30. .9..2J?ies of Nessac;es

A copy of each official telegram, cablegram, and radiogram paid for by

the traveller must accompany his expense account, except only in' such rare

instances as the sub~ect matter is of such a confidential nature that to

divulge its contents would be prejudj.cial to the interest of the United nations.

In such cases the points between which se~t and number of words must be

stated, and a receipt from the person to "ham payment was made must be

furnished.

SECTION VI: TELEl'lIONE SERVICE.

Rule 31. ,Local Calls

.Charges for locel telephone calls on official business Will be allowed.

The expense account shall shov the number of calls, rate per call, total

amount expended each day, and that the calls \Tere on official business.

Rlue 32. Lon~-~istffilce Calls

Charges for long-distance telefhone calls on official business will be

alloued, provided a statement is furnished shOWing the name of the party

with whom cownunication was held, the points between vnlich 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

rendered need not be stated in the expense account, but may be stated in

co~fia~nce to the proper authority. Telephone calls applying for leave of

absence or extension thereof or inquiry as to, or as to Fa~T.lent of salary or

expense vouchers, and ans,vers thereto, or those as to any matter of a purely

personal nature, must not be made at United Nations expense, and charges

there:for \Vill not be allolled.

SECTION VIr: MISCELLA11EOUS EXPENSES

Rule 33. Definition

CharGes \Vill be allm·red for necesszry. stenographic or type,vriting

services or rental of typewriting macl1ines in connection with the

preparation of reports or corresponde~cej clerical assistance, services of

gUides, interpreters, pac1':ers, drivers of vehicles; storage of property used

on Official business. Fees in connection with the issue of passports,

/visa fees,
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visa feBs, cost of photoGraphs for passports and visas, cost of birth

certificates, and charGes for inoculation will also be allowed when

authorized or approved by the properly designated authority.

Rule 34. Hire of Room for Official Use

vfuen it is necessary to engage a room at a hotel or other place in

order to transact official business, a separate charge.therefor will be

~lowed when authorized or approved by the properly designated authority.

Rule 35. Cash Pa:Vlllont

vlliere cash payment is made for miscellffi1eous expenses, reimbursement

for the charges actually pa.i.d ma~T be allovred. Reimbursement expense

aCC01.Ult must be supported by receipts showing the quantity, unit and unit

price and a statement that cash p8J71llent was me-de.

SECTION VIII: EXl'ENSE ACCOUNTS

Rule 36. Hemorandum of Expenditm'es

All ~ersons authorized to travel on business for the United Nations

. 'should l~eep' a memorandum of exponditures properly chargeable to the

United Nations, noting each ite~ at the time the exrense is incurred,

together with the date, in order that the information thus accumulated may

be available for the proper preparation of expense accounts.

Rule 37. E:;q)ense Accounts

(a) .1\11 claims for the reimbursement of travelling expenses shall be

submitted on the reGular authorized form of travel expense voucher

ancl must be itemized and stated in accordance with these rules.

(b) Every expense account must be supported where practicable by a

coPJ~ of the travel authorization, or, if travel authorization has been

filed or "attached to previous expense account, proper reference

thereto should be made.

(c) Every 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.

(u) Exvense accounts must be supported by receipts, indicating the

amount of actual cash e:;~penditure.

Rule 38. Submission of Accounts

Accounts shall be submitted on Form FIlO (Revised), "Voucher for

ReimbUl'sement of 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 from the

beginning of 'travel to the end of the follOWing month and monthly thereafter

jby calendar
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by calendar month until the completion of travel.

In all cases, the final account shall be submitted to the Executive

Officer of the Department conc.erned 'I-rithin one vreek of completion of the

. travel, transportation of hOl'.sehold effects or other occasion of the claim.

The claimant shall cloarly indicate on the faco of the voucher the date

of its' submission to the Executive Officer.

Vouchers shall be tYr:evrritten, whenever practicable, and submitted

in CiuplicatevTith the original only signed by the claimant •.

The original of Form rJ.IJ:/8, "Travel Authorization", uhioh is carried

by,the traveller, shall be attached to the Form F!lO submitted on completion

of traveL

Rule 39-, . Itemiz,2tiol1 of ~:t:l:!...§.

(a) Items in accounts Dust appear in chronological order and all.

charges for the keriod covered mus~ be included.

(b) Itemization of subsistence ezpensesmust not be made in eXkense

. accounts as a ker diem is alloweu. in lieu of subsistence expenses.

The exact keriod for yrhich per diem is claimed, hmTevor, must be stated.

(c) Items susrended fram·previous accounts and reclaimed must be

stated'after all other items have been listed.

(d) Receipts must be nUffibered consecutively, conunencinguith number

one for each account •

. (e) 'Hhere claim is made for transportation obtainod. with cash, the

e:qJense account must ahmT the namo or initials of the t~ansportation

.compc..ny.

Rule 40. GusT-ension of Charges

Items in accounts not stateu. in accordance with these rules, or not

properly supported by receipts when required will be suspended and the

notification of such action uill indicate the reasons therefor. Such items

as may be subsequently alloweble should be included in a subsequent regular

or supplemental exr:ense account submitted by the traveller. Full

itenization 'ITill b~ required for all suspended items which arG reclaimed

and charges ~ust be supported by the orisinal suspension notice .01' a copy

thereof.

Rule 41. Modificatj_on of Rules

In exceptional circumstances these rules may be modified at. the discretion

of the Secretary-Goneral or h:i.s duly authorized representative.

Rule lt2. BffcctivG Date

Those reUles are effective as of 16 February 1946.
By direction of the Secl~tary-General

(signed) l-1ARY SMIETON

Acting Assistant Secretary-General

for Administrative and Financial Services

!AUNEX I
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ANI-JEX I

TRAVEl, ftlm SUBSI~:;1'ENCE OF DEPENDENTS OF 8TA.."I:i']' 1-0·iBJl.:RS

1. furuose_-L__._

The purpoce of thic A!me:: ie to set forth (a) pertinent instructions)

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

to travel and subsistence of depel:dcEts of staff members.

2. Defin1tioll of Dor9llClents_._,._--- _._-_.._,---_.-

(a) In accOJ..'daHce with I:eg".llatio:a 25 of the Provisional Staff

Regluations only wives and deponderrt children of staff membors may be

cO:lsidered as "dependents" for PLU'l~oses of autllOr.i.zing payment

by the Unitod Nations of travel exr,ences and travel per diem in lieu

of subsistence allmimlces.

(b) A derenc1ent child shall be any child of D, staff member who is

tmder the age of sixteen ye2.l's) or) if the cl1ild is in full-time

attendance at a school or University) unc1er the age of twenty-two

years. The Assistant Secre-cery-Genen1,1 ~.n charge of Administrat5_ve

C21d FiIlancial Scrv=-ces sllall dctel'Ioine the dependcEcy status of children

Irho do not cc:rr..e lrithin the terms of the def:i.n5.tion Given above) but who

are considered dependent by the staff member.

3. El~.gil)~_ty i'_or_Pn:y~e]lt

Travel e==renses fOl~ c1ependents of entitled staff members "T:1_1l be

authorized in acc0rdmlce with Rule 15 of the travel rules.

4. ArranGements for Transportation-------_. - ---
(a) Accomn:mied by Dtaff 11err;.ber

--_._~ ....-.~---',..,.._.._-- ._._--

~~~en a staff member, who has an apfointment of one year or more) is

authorized to brinG de}!endents "Tith him ,:r:10n reporting for duty) Voucher

for Reimbursement of Personal Expanses) Fornl FIlO (Revised)) will be

cCl'lpleted by t:le staff member ,-Then he reports for duty.

(b) 'Unacco!!lEQnied b.y sta!f_~~p~~

In arranGing for subsequent travel of depencents) the eligible staff

member shoulcl submit lrritten notice (throuGh the Executive Officer of

his depa:'tment) to tllC B"I.'~'eau of PersOlmel, which shall set forth:

(i) the neme of eac~ depel;.dent)

CH) the r~latiollship of eacJ.l to the entitled staff member)

(iii) the extent to which excess baggae;e required for the use of.

derenclclts at the nelT official st&tion (for e~~emple: cJ 0:thing.

beddinG, small rersone,l possessions, but not furniture) is

to be authorized. (See also pDxaeraPh 8)

15.
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5. Pre£§:r.?-tion of Requisition for Travel

The prepare-tion of the Au.thorization of Travel, Form rn/8, is the

responsibility of the Bureau of Personnel, and shall set forth the pertinent

facts as o'ltlined in paragraph 4 above. (See Annex II).

6. Adv.EE-.~~_ of FunC!.~

Staff members eligible under R~e 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 anount sufficient to cover the estimated

expenses. Any balance of an advance over the actual expenses must be

refunded to the United Nations. Arrangements for advances are made by the

Bureau of Personnel ,·dth the Bureau of the Comptroller. (See Rule 5).

7. f:.cc~da~ions

Allowable accomnodations at the United Nations expense are the same as

those for staff members as outlined in Rule 19. Costlier accorrmodations may

be secured by the staff member if he so desires providing the difference

between the cost of the acccrm~odations so 'seclrred and the allowable

accommodations are borne by the staff member.

8. Excess Baggage

BagGage, required for the use of dependents (for example, clothing,

bedding, small personal possessions but not furniture), in excess of the

weight and size carried 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 weight if and when household

furniture and effects are subseq,uently moved. (Rule 3 (d), SGB/ll/Rev.l,

Provisional Rules for PaJ1ment of Removal EA~enses, 17 October 1946).
9. Travel Per Diem villile En Route

Per diem allowrolce vrill not commence until actual travel begins.

(a) Ac~ompanied by staf:f.,mcmber

The staff member is entitled on behalf of each dependent to one-half

of the epprop~iate Fer di8~ rate set forth in Rule 21, as qualified

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

(b) Unaccompanied by stafJ member

The full rate·of per diem allowance appropriate to the steff member's

status as set forth in Rule 21 ~ill be payable in respect to one

adult dependent and one-half of that rate for each other dependent,

provided that the per diom allowance shall be limited in respect to

travel in aircraft, vessels or trains in accordance with Rule 25·

10. Administration

The Bureau of Personnel shall be responsible witllin the scope of these

rules fer determining the eli~ibility of staff members as to payment or

reimbursement of expenses of travel of dependents.
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Upon approval of the Bureau of Personnel, travel for the dependants of

entitled staff members 1-Till be anthorized'as provided under paragraphs 4 end

5 above.

The Btrreau of the comptrollershallberesponsiblef~rpayment or

reimbUl~S€ment of travel and tl~anG'Oo~..tation· e:rpenses, upon submission by the
• ,,.,, " • " , .,L '.' •

staff member or Fo~m F/io to~ether uith copies' of; supporting papers ..

indicating the Bureau of PersoD..1'lel's approval as to' erititl:emont.-

. . .- -
:, "',

, ""

"', .

'.r·

~ .....

\ .. :

"

, . " '

, " ,"
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ANNEX II

PROCEDURE FOR EFFECTmG OFFICIAL UNITED NATIONS TRAVEL

1. Use of Forms-
The follo,ring forms are referred to in this procedure:

'Notification of Travel Authorization Form TT/8

Transportation Order 11 TT/9

Traveller f s Identification Card 11 TT/IO

2. Procedure for Travel on Official Busines~

(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 IIIssuing Officer ll
• In the case of trays).

for Commissions, the TT/8 shell be signed by the Secretary or
- ,

Adminis'brative Officer of the Commission.

(b) The Executive Officer $hall also inffert the amount for travel

a~vances and complete the blpck marked '~timated Cost ll (including

the insertion of per die~ ~ocation and any other special costs) in the

lover right-hand corner. ~ Executive Officer shall be responsible tor

ascertaining that the allocation for per diem allowance is in accordance

1vith Rule 24. At the time of filling out the TT/8, the Executive Officer

shall ascertain ~rom the traveller whether he will requir~a travel

advance. If so, the original of the request for travel advance shall

accompany the copies of the TT/8 sent to the Comptroller.

(c) The appropriate'allotment code shall be inserted in the space

provided for that purpose in the upper right-hand corner by the

pre})aring office, but. this office will not "Trite in the space provided

for the authorization number.·

(d) Special rates of perdieni allo'Wance not covered by the existing

re~ations must be approved by the Assistunt Secretary-Genera~for

Administrative and Financial Services in writing prior to the issuance.

of the ;Form TT/8, and a copy of the approval attachett to the TT/8'when

it is forwarded to the Bureau of the Comptroller.

(e) The Transportation Division has furnished the Executive Officers

with cost estimates for travel to the most common destination points

outside th~ United States. These estimates should be used by the

Executive Officers in comput~ng'fares for travellers. Costs of travel:

by rail and air to points in the United States and forpoints'outside

the United States now shown in the Executive Officers' estimates may be

secured ~y caLling the Transportation Division.

/(f) Upon completion
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(f) Upon completio:1 of Form rr:T/F3, the blue copy marked "For

rfrancportation 8ervtce ll shall be detached and fOl'1varded to the

Transportation :D5.'v"ision, and the reJilain:i.ng copies of the form

for;mxQe<.l at once to the Bureau of the Comptroller, who 1vill assign

an authori~atlen number in the space so provided.

(g) The Transpo~tation Division will Iuake reservations immediately

upon receipt of its copy of' the Fora rr..rr/8. It should be clearly

understood, houovcr, thnt the TTo.Dsportation Division '1-1111 Dot be able

!to purchaso t:'ckcts until certification tha-b funds are available for

this pu~pose has been iseued by t~e Bureau ef the Ccmptruller. The

Burenu of the COi:'1ptroller "1(111 accomplish this certification by

signatuTe in the space !mrlced. "For the CC!:Dptroller" en the ariginal

(traveller's copy) of the TT/H and idll forward it to the 'j.Jransportation

Division.

(h) It ivill orc1inarily take onc full vlOr~:'ng d2y for the papers to

clear the BureQU of the Ccw.ptrollcr ana a day for the Tra.nsportation

Division to complete trCl.yel u.rrc.nger:1ents. In the evcnt of any emergency

in which it is necessary to ocmplete travel arrangements in less than

ti-ro full working <.la.ys, the ExecutJ.ve Offioer ShOll1d call the Bureau of

the CCIDptl'oller, in ol'der to a.dvise that Bureau of the neecssi ty

for the trip, and secure oral conr':lrmaticn ef the availability of

funds. After scenTing approval 01 the expenditure from tbe Bl1r9au of

the Cemptrollor, the Executive Officer shonld notify the Transportation

Division by telephon0 that the allproyal has been securod and providc the

Transportntion Division with the other i.nformatlon concorning the trip

'vhich vlill enable it to proceed 1vith the securing of reservations und

the purchase of' tickets. These al'rangements must be felloved irn!l1ediately

by the formal docUIrr3nts necossary for complet i.on of travel arrangements,

and a memorandum to the Comptroller describing the nature of the emergency.

(1) The EXGcutive Officor is responsible for ascertaining that funds

are available before initiating a travel authorization.

3. Travel on Home Leave, Removal of Household, Effocts and Termin8-tion of

Fmployrr~~1t..

(a) In cases of travel on hOine leave, the Executive Officer shall route

all copies 01' the TT/a to the Bureau of Personnel, 1",hich shall certify

approval by counter-signature of the Issuing Officer's name and proceed

in accordance with paragraph 2 (r) above.

(b) TT/S's for removal of household effects shall be completed a.nd

approved by the Bureau of Personnel on application of the staff member

and processed in accordance with the terms of Section 13 of

8GB/ll/Rev.l, f1provisional Rules for the Payment of Removal Expenses f1.

(c) Arrangements for transportation of dependents accompanyirlg a

newly-recruited staff member shall be made by the Bur~au of Personnel 1111de.L'

the terms of this bulletin. TT/8's for dependents arrivjng after the
/ste.r-f: W81'l':'Jor

.as.
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staff member shall be initiated by the Executive Officer concerned

and routed t:r..1·o1.~gh the Bu.rec.u of Pel'sonnel.

(d) f~ter notifying the staff ~Gmber of termination of_em~loyment,

the Bureau of Personnel shall complete Form TT/8 in accordance with

the terms of this bulletin, in addition, making special arrangements

with the Transportation Division, in co~sultationwith the staff member,

for travel accorr~odaticns.

4. Tr~sDortati.(:)ll Ord~.~

The Trc.nsportation Division will then assign to the traveller a nt~ber

of United Nations Transportation Orders, Form TT/9, sufficient for the

completion of the trip, and to cover such contingencies as cancellations, etc.

TIle serial numbers of these will be entered on the traveller's IderrGification

Card (Form TT/lO). If a lengthy journey is authorized, the trav8l1er will be

issued one or more books of Transportation Orders. (A list of the carriers

on which those are acceptable will be furnished by the Transportation Division).

Each of those orders shall bear the ~ignature of the Chief of the

Transportation/Division or his desigt\..atcd representative, and when used shall

be cot~~tersiGned in the presence of the ticket agent by the traveller at tte

time of purchase of a ticket. T'.ce trareller must at all tj.mes ha.ve his

(Notification of) Travel Authorization, Form TT!8, with him, as he will be

reqUired to place the nluuber of the (Notification of) Tre~el Authorization on

each Transportation Order which he issues, and he must be prepared to Sh01v to

the ticket agent his Identification Card as evidence of his authority to

sign Transportation Orders. The (Notification or) Travel Authorization,

Form TT/8, will clearly indicate the routing and points of travel. If at any

time the travaller is ordered to deviate from his authorized route, it will

be the res~onsibility of the requesting office to request an amenillnent to the

authorization. The traveller will be personally responsible for any

Transpo~tation Orders issued over his signature for travel not a11thorized.

It m.ll not be t:h.e responsibility of the ticket agent of the carrier to qU8stior

the use of these orders.

Upon completion of the-necessary documents the Transportation Division

will notify tIle traveller and will secure his signature upon the Identification

Card in the presence of a repre8entative of the Chi~f of the Transportation

Division, who will then countersign the card. nt thut time the traveller will

be presented ,vith the original of the (Notification of) Travel Authorization,

his Identification Card, his Transportation Orders and any other documents

which may be necessary for him to complete his trip.

T.his procedure is applicable to official travel authorized by the

New York Office. Comparable procedures for other regional offices will be

established.
15. Reimbursement
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5. Reimbursement for Travel by Privately 01v.ned Automobile

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

privatolY-01nled automobiles.

(b) Reimbursement will be at the rate of five cents (5~) per mile for

such approved travel. Reimbursement for travel outside the, general 'area

ot the headquart,crs interim sifa will be made orithe basis of mileage

ShOIn10n official 'road guides (maps).' Reimb'ursement for travel within

general area of the headquarters interim site ('idthin thirty-five miles

of ,the SporryPlant) Ilill be based upon actual mileage.

(c) OO~Jmutation (routine travel back and forth between onels residence

and place of business) will ,not be reimbursable.

(d) Hhen aprivatoly-ovmcd automobile is used for official travel,

outside the ge~Gral area of the headquarters interim site, travel tine

for per diem allownnce purposes will be based upon the fastest applicable

bus,schf:;dules.

(e),: ClaiIflsfor reiplburserr.cnt shall be made at least once a month but

not reore ofton tha::l once oach ~-reek. Claims shall be filed .in duplicate

on Reimbur,seu:ont'Voucbe:r I Form F/10, ll!:d shall' ShOH the time and the'

points of de:9Q.rture and destination fer oach trip outside the general ­

area of the h8~Qquayters interim site. Claims for travel within the

general area oftho headquarters interinl site shall show in addition

to the tilnB and the points 'of departure and destination) the mileage for

each trip.

(r) Claims for emergency trips in amounts of less than *5.00 may be

paid f~om Petty Cash, if approved by ihe Executive Officer of the,

Departrr:.ent, concerned) vrithout't.he issuance of a formal travel autborization

/ANNEX HI
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of the proper use of the laissez-po.sser. Any questions concerning the

use of the laissez-passer shou~d be 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 ..rill be required to return the

laissez-passer to the Transportation Division.

7. Offices away from Headquarters will issue United Nations laissez­

passer upon receipt of authorization from the Assistant Secretary-General

for Conference and General Servlces.

8. A duplicate copy of each Fo~n TT/23 will be forwarded to the

Transportn.tion Divj.sion, Nev York, to serve as a report of each lai8sez­

passer issued.

9. In the event a holder of a laissez-passer is terminated or leaves the

United Nations for any reason, it is important that each office have in

operation a procedlrre for voiding this docmnent. In all instances where

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

TTansportation DiVision, New York, must be advised.


