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UNITED NATIONS NATIONS UNIES

5 March 1946

SECRETARY -GENERAL'S BULLETIN NO, 2

TO: Asgistant Secretarics-General and Chiefs of Sections.

ISSUANCE OF ADMINISTRATIVE BULLETINS AND FORMS

1. I have approved todoy the plan which ig attached for the
issuance of bulletins and forms. This system will be msubject to
review on the appointment of the Assistant Secretary General in
charge of Administrative and Financial Scrvices.

2. All administrative bulletins and forms, but not documents and
recleases noted in Paragraph 12, will be iscued in accordance with

this plan until further notice.

TRYGVE LIE

Secrctary-General
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ISSUANCE OF ADMINISTRATiVE BULLETINS /ANND FORMS

SECTION T - PURPOSES OF THE SYSTEM
1. The systom is intended to ensure cn orderly mcthod of issuing
~rdninistroetive bulletins, circulers, procecdures, acnd instructions
ond to provide for:
() .{n indication of chrrocter of the builotjn, i.c., whother
+it is intended cos binding policy or fastruetiomn, gencral
informetion, for headquerters or ficld usc, cte.;
(b) Con%rol of tho issucnce of such bullotins;
(¢) An cubomotic check for the stoff indiccting:
(1) whoﬁhor they are in possegssion of £1l the bulletins
which aro'nocossgry for their work, ond
(ii) whether certcin bulletins heve becn reviscd or
suporscded;
(d) In cosy source of roferonce for stoff members who nced to
check o porticular policy or procogurb; cnd
(e) & troaining cide which nmny be used by cupcrvisors in
ccquninting new stoff members with the structure, policy, cnd
procedurcs of the organizotion. |
SECTION IT - CL/ASSIFICATICN OF MATERILLS
2. The following clrsgification of such bulletins is ectablished:

(2) Secrotory-Gonercl*g Bulloting - dealing with gencrczl policy

considerctions or contrining dircctiveg rel~ting to more then
one deportrient of the orgonizotion; for exemple, promuwlgotion
of gt-ff rules or trovel regulotions;

(b) Information Circulars - containing isolated cnnouncements;

for oxemple, the cnnouncerment of new cppointric ts or a special
holidey. It is ecnticipoted thot these will be dignooed of
when contents cre noted ond no files of such meteriols should

be meintoined except ob the centrel control office,
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(c) Fezional and Field Letters - dealing with instructions,
procedures, and general memoranda relating to the establishment
and operation of all regional and local offices, both permanent

and temporary;

(d) Administrative Instructions - (including forms) - dealing
with all administrative instructions and procedures releting to
more than one departiment of the organization; for example, a

proccdure getting forth methods of appointment to the staff.

SECTION IIT - THE FORM OF ISSUANCE OF BULLETINS AND FORMS
3. These four classes of bulletins will be issuéd in three series
and a set of administrative manuals as follows:
L, The three series are csteblished for the categories (a), (b) and
(c) as dofined in Section II. Each release in these series will be
designated in the upper right hand corner by general type symbol, and
date and in the centre by the title and number as illustrated below:
() Secretary-General's Bulletin No. 1 Secretariat
SGB/1
5 Morch 1946
(b) Information Circular No. 1 Secretariat
Ic/1
5 March 1946
(c) Regional and Field Letter No. 1 Secretaricat
RFL/1
5 March 1946
5. The fourth category (Administrative Instructions) will be
combined with such of the Secrctary-General's Bulletins as are
appropriate to constitute a manual of operations for the Secretariat
in areas common to all departments. The form of the manual or

manuals will be studied more extensively by the Bureau of

Adninistrotive Planning and Budget of Administrative and Financial

Services.

6.

Provisionally, a clasgification of ouch materials by broad

subjects in the Adnministrative Manual will take the following form:
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Vol. I ce Organization and Management - -
Vol. II .o Budget and Finance

Vol. IIT ... Personncl

Vol. IV . sneral Services

Foch of these volumes will be broken into its constitucnt parts
on the basis of subject matfer. For exanple, the volume on Genergl
Sefvices will inelude parts fér (a)vProcurement and Supply, (b)
 Travel, (c) Communications and Files, and (d) Office Practices.
Arrangements will be mede for printing and circulating independently
those chapters of the Manual which may be needed for use by large .
numbers of the staff, for example tho Travel Rules and Financial
Rules.

7. A nunbering gystem will be used te identify the relationship of

{ new instruction to instructions and forms issucd ﬁrqviously. A
wysten of three groups of digits (0.00.000) will be used for this
urpose. The first group relates to the volume and cllows for ten
volumes, the second to the chapter and allows for ninety-nine !
chaptors in each volume, and the third group for sections and sub-
sections and allows for nine hundred and ninety-nine items dn each
chapter; for example, an instruction on the preparation of post
specifications might be assigned the number IIT.02.23 indicat;ng that
it wao the third sub-section of & scction on the responsibilities of -
sﬁperﬁisors in e chapter on clagsification and salary adninistration
in tﬁo ;6lume on'p¢rsonncl.__Tho_basic outline of cheptors :lioul” be
developed by the Managepent»?ianning Sectipn in co-operation with the
specialiéts Eéngé¥ﬁed;:

8.  The nurmbering of forms will follow>the sare rules of flexibility,
sinplicity and ordér; »Thé deSignat;on WL}l_conform,to the over-all .
mahﬁél structufoi‘ tﬁat is, budget anqtfipancoﬂformsashould be
‘nutibered F-l,vF-2, F;3, oté.; personnel forms, P-l;.P-2,vP-3, cte. ;

Procurenent and supply, PS-1, PS-2, etc.; travel, T-1, T-2, etc.;
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other forms should be numbered in & general administrative series,
1.64 GA-1, GA, etc. Care should De exercised to give the basic
forms in eacﬁ field the low numbers in the order of the flow of work
wherever possible, In all cases the date of éuthoriiation of the
form should appear in the upper left hand cofnér under the form -
number to facllitate the ldentification of curren£ forms, The use
of coloured @aper to distinguish the basic forme will be.given, -
attention by fhe.Bufeau of/Administfative Planning.and Budget.
SECTION IV - COﬁTROLS EOR THE ISSUANCE OF BULLETINS AND FORMS .

9, All officials reéponsible for the approval of such materials
should route bullgtiﬁs and forms in the categorles outlined above

to the Bufééu of Administrqtive Planning and Budget. This office
will be respohéible for editing such bulletins, assigﬁing the manual
or form number, and sending them to the Documentse Division in New:
York or the Documenté Sefvice of the Temporary London Office for
reproduction.ﬂ Peﬁding ?he appointment of the Assiétant Secretary-
General for Administrative and Financial Services, such materilals
should be routed to tﬁc Offiqe of the Special Assistant to the
Secretary—GenéralJfor Administration and Finance,

10. The Bureau of Administrativo Planning and Budgét, in addition
to dcvelopiﬁg'thé basic plan and.adapiting it to‘changing needs,ywill-_.
-plan the diétribution‘system for each class of releascs (since it is
not necessary that overylperson maintain a completo set of bulletins,
letters and manﬁals); (Pendipg the appointment of the Agsistant
Sccretary-Generél for Administrative and:Financial Services, the
distribution plan will be established by the Speclal Asststant to

the Secretary-General oz{ Administration and Finance).

11. A third important control is the indexing of all such matorials.

The index will be revised quarterly by the Burcau of Administrative
Planning and Budget,
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SECTION V ~ RELEASES OUTSIDE THE PROPOSED SYSTEM

12, The provisional systen does not propose to cover all types of
docunents circulated by the Secretariat, but only those intended
for the exclusive use of the staff of more than one departnent of
the Seccrctariat. Specific cxemptions from the controls outlined
in Section IV include:

(a) Bulletins for the use of onc dcpartment only;

(v) Press rcleascs:

(c¢) Ascombly, Council and Cormittce documents; and

(d) Minutes and working papers of tho Advisory Group of

Experts.

TRYGVE LIE

Secratary-General



