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UNITED NATIONS  NATIONS UNIES

SECRETARY -GENERAL'S FULLETII NO. 7, ADDENLUM 3

To: Members af the Staff of United Nations,

'PRCCEDURE FOR EFFECTING OFFICIAL UNITED NATTOL. TRAVEL

'I. USE OF TFCRIS
Tho purpose of this instructlon is to cstablish a rreocedurc for arranging
Official travel. Tho following ferms are refsrred to in this procedure (copies
of these forms are in the hands of éll Suct;ou Chiafs, Diviasion und Scrvice

Chisfs and Dircctors):

Reoquisiticn for Travol Form TT-7
Nowifisation of Travel Autherization " TT-8
Trunsgorcation Ordor ' *IT-9
Traveler's Identilication Card " TT-10

IT. TPREPARATICH AND AFPROVAL OF RECUISITION FOR TRAVEL

1. All requests for authorization fo perform official travel for United Nations
shall be sutmitied on Requisition for Travel (Form TT-7). The completed
Requisition.&hall sghow clsarly:

(a) The purpecse and Justification of the trip "Official Busihéss" is

not sufficlent Justification. Dctailed réascns for - .-¢l are reéuired

in itém R. Exampls: To plan and effectuate the tronsfer of League of Nations

documsnts to the United Nations,

(t) Cemplete itinecrary with roserva?ions required. Ample space for

detaliled requirements 1s providsd on the reverse of this form.

(¢) Full information ragarding'passport and required visas.

(d) Allotment to which travel is chargeable,

<.

2. The Roquiéition for Travel should be propared in triplicate and distributed

as Tollows: LA
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(2) Two copies to the Truvsl Service prior‘to travel. Eoth'of thege should
bear the.signature of the authorizing offizer. The third copy will be
retained by the requesting office. All requests ¢ all besar the signaturs
of an officiel who has aﬁthority to approve travel bcfore the Travel Service
can také action theresunder, If the proper app?oval does not appear on the
Requlsition, the Travel Sorviée will reburn it to thé re@ubsting office.
3. If an advance of funds fpr travel is nécosSary cr deéifable, the
authorizira ~Llicer will cotnit vith +h. Requloiti-on o ngm:r;;iu: phowing
the emrunt <rd Justifiestion of the funds & 2o 2dvonesd,
| Iil; AUTHORIZATION OF OFFICIAL TRAVEL
B Upon rencipt of o Requisition in proper 7ovm “ho Tiw: .. Service will prepare
a (Notificatlon of) Travel Authorization, Torm TT-8 (original and four copies).
The s;éond, third and fourih conics will ke sent te the Bureau of the
Comptfollerfwith the sccond copy of the Requisition, Form IT-T7, and ‘the original
of the mesmorandum (if any) regussting the travel advance, The Bursau of the
Comptroller will cxamine this copy of the Rcquisition to determine that travel
has been aprroved by an authorized official. Ho will ~ax ;fy as to the
availability o»f funds in the space providod on cach copy, retain the copy -of
Form TT-7 and copies 2 and 3 of Form TT-5, and roturn copy 4 preporly certified
to the Travel Service. The fourth copy of Form TT-8, when ccrtificd by the
Ccmpfrollor, acts as autherlzation to the Travel Service to c&n@letc travel
arrangemonts for the traveller. “Jho Travel Scorvic: will oian, f.r raloade to the
tear Llor, the arigirel of Torn P0-8, welch will $hon boeoms Bhs dnewint oo whidf
travel may he performed,

IV. TRANSPORTATICH OLDERR

The frnval Service will then assign to the travellrr o nirber ©f Urited i
Nations Transportation Orders, Form IT-9, sufficient for the completion of the
trip, and to cover such contingenéios az cancellations, eté. The serial
nuzbers of these wlll bo enﬁered on the traveler's Identifiéation Card

(Form TT-10). If a lengthy jowrnoy is authorized, the travelor will be issucd
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one or more books of Transportation Orders. (A liét of the carriers on which
these are acceptable will be furnished by the Travel Service), Each of these
orders shall bear the signaturc of the Chief of the Travel Service or his
designated represcntative . and when used sghall be countersigned in the presence of
the ticket agent by the traveller ot the time of purchase of a ticket. The
troveller must at ell times howre hic (Notification of) Travel Authorization, Form
IT-8, with him, as he will be required to place thc number of the (Notification
of) Travel Authorization on sach Transportation Order which he issucs, and he
st be prepared to show to the ticket agent his Identification Card as cevidence
of his authority to siga Transwortation Orders. The (Notification of) Travel
Authorization, Form TT-8, will clecarly indicate the routing and points of travel,
If at any timo the %raveller is ordored to deviate from his authorizod route, 1t
¥will be the responsibilivy of the requesting office to rcquest an amendmont to the
Authorization, using the Requisition for Travel, Form TT-7. The tieveller will be
bPersonally responsible for any Transportation Orders issued over his signature
for travel not authorizcd. It will not be the responsibility of the ticket
agenﬁ of the carrier to quostion the use'of these orders,
V.

Upon completion of the ncecessary documents the Travel Service will notify
the traveller and will geocure his sigaature upon the Identification Card in the
Pregsence of & representative of the Chief of the Travel Service, who will then
countersign the card, At that time the travnller will be presented with the
original of the (ﬁotification of) Travel Authorization, his Identification Card,
his Transportation Orders and any other documcnts which may be necessary for him
to complete his trip.

This procedure is applicable to officlal travel authorized by the New York
Office. Comparable procedures for the London and other regional offices will be

egstablished latoer,



