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TO: Assistant Secretarios--General and Chiefs of Sections.

ISSUA1JCE OF ADMINISTRATIVE BULLETINS AND FORMS- ------------

1. I have approved today the plan which is attached for the

issuance of bulletins and forms. This systeu will be subject to

review on tho appointment of tho Assistant Secretary General in

charge of Administrativo and Financial Services.

2. All administrative bulletins and forms, but not documents and

releases noted in Paragraph 12, will bo issued in accordance with

this plan until further notice.

TRYGVE LIE

SecrotQry-Gcncral
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ISSUANCE OF !J)NINIST.RATIVE BULLETINS DID FORMS

SECTION I - PURPOSES OF THE SYSTEM

1. The syste~ is intended to ensure en orderly method of issuins

[',c1ninistrc.tive bullotins, circu.lcro, procedures, cnd instructions

0Dd to provide for:

(c.) in indicc.tion of chcrc.cter of the bulletin, i.e., whether

, it is intended ['.s binding policy or :~~'lotruc:tr.(m:~ gonard

inf'ormc,tion J for heo.dqyerters or field use, etc.;

(b) Control of tho issucmce of' such bullotinc;

(c) I.:n c.utorJ.::"tic chock for the sto..ff indice.ting:

(1) whethor they ere in possession of ell the btuletins

which erc neCOGscry for their work, cnd

(ii) whother ccrtc.in bullotins hc.ve beon revised or

ouporsvu.ecl..;

( d) f.:n Oc.o:.- source of rOloronce for skff r.lenberc who noocL to

check o. pc.rticvlc..r policy or procodure; cnd.

(0) i, tr:cinine e"ido v1hich t1~.:; bo used. by Guporvi sors i.n

c.cqu~inting new ot.~f TIe~boro with the structtTe, policy, cnd

proceduros of the orgcnizc.tion.

SECTION 11 - CLf3SIFICf,'r10N OF HATERI1LS

2. The follOWing clc30ificc.tion of cDch bulletino ic octnblished:

(c.) S9crotnry-Gonercl*s Bulletins - denling with genorc.l policy

considerc.tions or cont~ining diroctivos relctine to nore then ..
one dopc:rtnent of tho orgc-nizc.tion; for Gxc:nple, pro:r.lUlgc.tion

of st,£f rules or trc.vol rogulc.tions;

(b) Infornntion Circulc'Xo -. conto.ining ioolo.tecl cnnotmcenonts;

for oxcnple, the C'nnouncenent of new c..ppointne ts or 0.. spocicl

holidc.y. It io C'nticipc-.ted thc.t thece will be dic:pooed of

when contents ['..re noted GUQ no fileD of ouch n~toric.ls should

bo n~int~ino~ except et the centrcl control offica.
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(c) ~c3ional and Field Letters - dealing with instructions,

procedures, and general memoranda relating to the establishment

and operation of all regional and local offices, both permapent

and temporary;

(d) Adr.1inistrative Instructions - (including forms) - dealing

with all administrative instructions and procedures relating to

more than one department of the organization; for example, a

procedure setting forth methods of appointment to the staff.

SECTION III - THE FORH OF ISSUANCE OF BULLETINS AND FORHS

3. These four classes of bulletins will be issued in three series

and a set of administrative manuals as follows:

4. The three seEies are established for the categories (a), (b) and

(c) as defined in Section 11. Each release in these series will be

designated in the upper right hand corner by goneral type symbol, and

date and in the centre by the title and nunbor as illustrated belOW:

(a) Secretary~oneral'sBulletin No. 1 Secretariat
OOB/l
5 M£>.rch 1946

(b) Infornntion Circular No. 1 Secretariat
Icll
5 March 1946

Cc) Regional and Field Letter No. 1 Secretariat
RFL/l
5 March 1946

5. The fourth category (Adcinistrative Instructions) will be

combined with such of the Secreto..ry-General"s Bulletins as are

appropriate to constitute a manual of operations for the Secretariat

in areas COJ:JI:lon to all departnents. The form of the manual or

nanuals will be stUdied more extensively by the Bureau of

Adninistrntive Planning and Budget of Adninistrative and Financial

Services.

6. Provioionally, a classificatiDn of ouch materials by broad

SUbjects in the Adoinistrative Manua2 will take the follOWing form:
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Vol. I Organization and Management'

Vol. 11 Budget and Finance ' .

Vol. III Personnel

Vol. IV G,)neral Sorvices

Each of these volumes ..,.,Hl be broken into its constituont parts

on the basis of subject ~~ttor. For eX1lnplo, the vO~UDe on GGnor~l

Services will inf)lude parts for (a) Procurer:lent and Supply, ,(b)

Travel, (c) Corrrlunications and Files, and (d) Office Practices.

Arrangemento will be ncde for printing and circulating indopehdently

those chapters of the Manual which ~~y be needed for use by largo

nUDbero of the staff, for example tho Travel Rules and Financial

Rules.

7. A nunbering oystem will be used to identify the'relationship of

" now instruction to instructions and foms issuod previously. A

lYoten of three groups of ,Ugits (0.00.000) will 'be used for this

,mrpOse. The first group relatos to the volume and allows fbr ten'

volume°, the second ,to the chapter and allows for ninety-nine

chapters in each voll~o, and tho third group for sections and sub-

sections and allowo for nine hundred and ninet;:{-nine itCf.1S ':in' each

chapter; for eXQ~ple, an instruction on the preparation of post

specifications might be aosigned the number 111.02.23 indicating that

it waG the third sub-section of a soction on the reoponsibilities of '

supervisors in Q chapter on cluosifi?ation and salary adninistration

in the volune on poroonnel. The bc.sic outline of chc.ptors ;.':l,)uF. be ~,." - .. .'

developed by tho Nc.nagenont Planning Section in co-operation with the

specialists concerned..

8. The nunberinG of foms will follow the saDe rulosof. flexibility,

sillplicity and order. The desigI:lat~~n wJ,ll confornto the over-all

ttl.nual structure; that is, budget and, financo fomsshould be
", < ..' .i.'

'nuobered F-l ~-2 F 3 atc, ~ , -, .; peraonnGl foms, P-l,. P-2,P-3, etc.;

procuronent and supply, PS-I, PS-2, etc.; travel, T-l, T-2, etc.;
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other forms should be numbered 'in a general administrative series,

i.e. GA-l, CA, etc. Ca:~, should be exercised to give the basic

forms in each field the, 101'1' n~bers in the order of the flow of work

wherever possible. In all cases the date of authorization of the

form should appear in the upper left hand corner under the form. '

nt~ber to facilitate the identification of current forms. The use

of coloured paper to distinf';uish the basic forms ifill be given,

attention by the Bureau of Adnrlnistrative Planning and BudGet.

SECTIONDT - CmmOLS FOR THE ISSUANCE OF BULLETINS AND FOPMS,

9. All officials re sponsible for the approval of such materials

should route bulletins and forms in the categories outlined above

to the Bureau of Administrative Planning and Budget. This office

'will be resPonsible for editing such bulletins, assigning the manual

or form number, and sending them to the Documents Division in New

York or the Documents Service of the Temporary London Office for

reproduction. Pending the appointment of the Assi-stant Secretary-

General for Administrative and Financial Servicos, such materials

should be routed to the Office of the Special Assistant to the

Secretary-General'for Administration and Finance.

10. The Bureau of Administl"'8.tiv.,) Plannine and Budget, in addition

to dovelopingthe basic plan and.a.dapting it to changing needs, i-rill

plan the distribution system for each class of releases (since it is

not necessary that every person maintain a complete set of bulletins,

letters anrl manuals) ~ (Pending the appointment of the Assistant

Secretary~neralfor Administrative and Financial Services, ,the

d~stribution plan will be ostablished by the Special Assistant to

the Secretary-General on Administration and Finance).

li. A third important control is the indexing of all such materials.

The index will be revised quarterly by the Bureau of Administrative

Planning and Budget.



Socretaria.t
SGB/2
Page 6.

SECTION V - RELEASES OUTSIDE THE PROPOSED SYSTEM

12. The provisional system does not propOse to cover all tTpes of

docuncnts circulated by the Secretariat, but only those intended

for the exclusive use of the staff of more than one departnent of

the Secretariat. Specific exemptions froil the controls outlined

in Section IV include:

(u) Bulletins for the use of ono departnent only;

(b) Press releases:

(c) Asoenbly, Coun~il and Conoittee dOCUDcnts; and

(d) Minutes und working pa.pers of the Advisory Group of

Experts.

TRYGVE LIE

S0cr~ta.ry-General


