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SECRET.~Y-GENERAL'S BUlLETIN NO. 34, ADDENlUM 1
.

To: Members of the Staff of United Nations.

Subject: RECPISITIONIKG FRCCEnJRE

vfilenever a repartment finds it necessary to enter into contractual

arra'·lgements for production of a film, survey, book, or report or other

similar service other th~~ direct person~l services, contract arrar~ements

will fol101T the normal course' for the Furchase of sta.'1dard items of

eCluipnent, as set out in the Secreto.r;r-General's Bulletin No. 34.
\

The reGUlations for such re~uisitions are as follows:

(a.) ReCluests ifill be made on standard form No. GS-9.

(b) ReCluests will be made by th~ Assistant Secretar~'-Generalof

the Department concerned or by hie authorized representative as will

certification of the necessity for contracting.

(c) The reCluestir.g Department will ascertain that a budget allotment

is <:~vailable to which the amOUJlt of the proposed. contract may. be

chm-Ced. Notation accordingly shall be n:ade on the reCluest.

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

the contractual arrangement, consult with the reCluestlng Department

'as to possible alternative sources of supply, ~'1d clear the contract

inth the Comptroller.

(e) The repartmental official who made the original re~uest will

certify the bill for payment.

ty order of the Secretary-General

(Sgd.) J. B. Hutson
.~ t .'

J. B. EUTSON
Assistar.t Secretary-GeLeral

Administrative'and Fir~cial Services
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