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UNITED NATIONS  NATIONS UNTES™

SECRETARY-GENERAL'S BUILETIN NO. 34, ADTENIUM 1
To: Membere of the Staff of ﬁnited Natioﬁs.

’

° Subject: RECUISITIONING FRCCEIURE

Whenévér a Pepartment finds it necessary to enter intd‘contractual
arrangements for production of a film, survey, book, or repoft or other
similar service other than direct personzl services, contract arrangements
will follow the normal coufeé'for the purchese of standard items of 4
eéquirment, ag set out in the Secretery-General's Bulletin No. 3h.

The regulations for such re;;isitions are as follows:

(2) Requests will be made on standard form No. GS=9.

(B) .Requests will be made by the Assistent Secretary-General of -

the Depértment copcerned or by his authorized representative as will

certification of the necessity for cohtracting.

(¢) The requesting Department will ascertain that a budget allotment

is cvailable to which the amount of the proposed contract may. be

chorged. Notation accordingly shall bg rade on the request.

(d) The Purchase and Supply Division will, before finally ccmpleting

the contractual arrangement, consult with the requesting Department

‘as to possible alternative sources of supply, §nd clear the contract

with the Ccmptroller.

(e) The Lepartmental official who made the original recuest will

~

certify the bill for payment.

By order of the Secretary-General

(Sed.) J. B. Hutson
J« Bs EUTSON
Assistant Secretary-Gereral
Administrative and Firnancial Services
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