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UNITED NATIONS

SECRETARY-GENERAL I S BULLETIN HO. 7

NATIONS UNIES

TO: MenDers of the Staff of the United N~cions

PROVISION1~ TRAVEL p~ SlffiSISTENCE RULES

The Gonerc.l Assonbly directed thn.t the tr::;.vol exponses and travel

ollovl[lJlces of n()I:1bers of the staff in respect of nuthorizocl journeys

on the busineso of the United :fIbtions should bc paid b~T the

Orgoniz [1.tion , subject to such conditions c.o uny be proscribed b~r the

Secretc.ry-Gonorcl. I hnvo todny approved the nttC'.chod Provisional

Tr~vol and Subsistence Rules. They will be subjoct to review on the

o.ppointment of the Assistc.nt Secretnry-Genercl in ch3.rgo of

Administrntive 8nd Fincncicl Services.

TRYGVE LIE

S0CrGto.ry-Genor~
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PROVISIONAL '.I'RAVEL AND SUBSISTEnCE RULES

SECTION: I: GENERAL PROVISIONS

Rule 1 : Ap)licability of Provisional Travel and Subsistence Rules.

The United Nations shall pay the removal costs and the travel

ex-penses and travel allowances of memoers of the staff, and in

appropriate cases, their wives and dependent childrenj

(a) upon appointment to the Secretariat and on subsequent

change of official stationj

(b) at appropriate intervals for a journey to and from the

place recognized as the staff memoer's home at the time of

initial appointmentj and

(c) l~on termination of appointment.

Rule 2: Dofinition of Staff Members

For the ptUTose of these rules a member of the staff shall be

defined as

(i) n member who is given a contract for an

( ii) a l:'1or.ioor \'T~10 i snp2:Jointci!. t'l1(l..e:~ a cOJl':'ract for not

less than five years subject to the possibility of

renewal; or

(:i.ii) 0. momber who is employod on a short term contract

of less than five yearsj or

(iv) a member who is seconded or on loan from the s0rvice

of a Member Gover~~ont or other orgDni~ation; or

(v) a member who is given a temporary, appointment.

Rule 3: F1)n~ for Travellins Expensos

Tho.slwsistonce ~d travel allowances herein spocified have been
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calculated on a dollQr basis provisionally tmtil. such time as it is

possible to assess costs in accurate terms nnd in the Ct~rency of

each specific country or aroa. Members of the star·f travelling on

official business wUl provide themsolves v7ith sufficient funds for

all current expenses by securing on aclv<>nce of funds if necessary, ern

arc expected to exercise the swmo care in incurring expenses that

a prudent person would exercise if travelling on personal business.

Rule 4 : Purch~se of Tickets

Whenever pructic~ble, all tickets for transportation of

members of the stdI' sh:lil be purcho.sod by the UnHed Nations in

advance of the actm'J. trc.vel.

Rlllc 5 : Advo.ncos

staff members trc.volling on o:i:'ficial business who are tumble

to f'.dvance personal flmds for travelling oxpenses mo.y apply for

an actvnncc from. the Unitecl Hations in 8_'1. a.nlmmt SlLficicnt to

cover the estim['.ted travel expenses but not to exceed t1vO

thou8cnd dollars (US). Any balGnce of,:,n advence over the

certified expenses must bo refunded to the United Nations.

Travel advances require the prior approvQ1 of the Secrctary-

General or his dtuy authorized reprcsentc.tive.

Rule 6 : ~eimbursQble Expenses

Only those expenses prescribed in tho Staff RegulQtions as

quoted o.bove will be roimbursed.

Rule 7 : Offici8l station

The limits of offj.cial stntion \·r111 be the corporate limits

of the city or t01VU in which the member of ~tci'f is stationed,

but if the stoi'f member is not stationed :i.n on incorporated city

ortmm the officic.l station is the established area within

which the designated post of d.uty is located.
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Rule 8 : Permanent Ch~ge of OfficiGl Station

A permanent ch8nge of offici~l st~tion sh~~l bo n trcnsfor of

a stnff member for duty from ono officinl station to another in

which the administrative decision has boon t~on that the assign-

ment is for en indefinite period.

Rtue 9 : Lenvo of Absence

rllien cnnucl le2vo or obsonce of QilY kind is t~on while in n

trr~Gl status (including S~Dd~ys Qild holldnys), the cx~ct hOl~ of

dopm~tllre from cnd. of return to dvty station or dutj". stc.tU$ must

be sh01in in the expense nCColmt.

SECTION 11 : AUTHORITY FOR TRAVEL

Rule 10 : :;Torm of J\uthori ty

All tre.vel she'll bo authorized or approved in iVri ting by 8ll

officicl dosignc..tod by the SocretCl.-y-Goncral or by his duly

Quthorizod representative.

Rule 11 : Prior Authority

In ell cnses Quthority for trnvol shall be obtained prior to

the incurrence of expensos. The vlritten p.uthori ty or approvr~

shcll be spocified by tho trnvel to be performed as defini toly Q.S

circlTIUstQilCOS will permit. In exception~l cases steff mambers

may bo Quthorized to travel on oral ordors from the Secrotn.ry-

Generc:l or from his duly nuthorized reprosentc.tive. Such 01'8.1

O-uthori ty will require writton confirmc.tion prior to the IlQ.,'/IDOnt

of cl~'.ims.

SECTION 111 : TRPl~SPORTATION

Blue 12 : Definition

All stcff members shall bo roimbt~sed for actual trcns-

port~tion costs rosulting from nocosscry official trnvel on

r['.ilro['.d8, airlines, stocmbont, streot cn.rs, taxi cnoa and other
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UGuo.l ncans of conveynnce. TranoportQtion coats I:'.JJ.J:: include

fQros and such expenses incident to tro.nsportntion ns bngBcgo

transfer, official teleGraph, tolephone, rndio o.nd cable lJesSGGes

in connection with itens classified ns trnnsportation. The u8unl

tnxi cab fares froil otation, wha.rf or other terDinQl to plnce of

abode or place of businoss, cnd fron either plo.cc of nbode or

plo.cc of buoiness to st~tion, whcrf or other tcrrlinal will be

alloYTocl.

carried free by tranoportation cor~enies will be cleaoed ns eXCOGS

ba~5aGC. Unless the excesS hee been prcvioualy nuthorized,

explanation Lluot be Y.1D.do When cubnittirl(; the clain forreinburoe-

ncnt for eXceOD ba.G~nce chnrGos, ahowinc the official necessity

thcl'ofor. The Quthorization or n cop;y thereof rlust c.cconpnny

sup:portecl by recoi~tc ohowiI1£.:; tho weiGht of the baSUi£o ond.

points betwoen which the bQ(;G<-'<;;e has been noved. vJhen trans-

port.:::l.tion is rx~de by airline, spcc:i.a.l o.uthoriz::.tion nt:st .bp ob-'

tainec. in Q,ivanco for the convey·:::.nce of bC'..{X;c.c,o the woiLht of

which iD in excess of tho norr.nl I:1..'l.JCir.UEl lo.id. clown by the

particuln.X' r:.irline by which the st.':'.ff l:.l.Oubor o.ncl/or hiG

dcp"mdilnt s arE.: travelling.

Charc,os for tho otoro.[;o of bo.cc.;a0o ,.,ill bo c.llowecl enly whon

it is shown thQt such otorace was colcly on account of official

busineos or that a. oo.vinL of trc.nsfer che..r0eo was affected thereby.

Actuo.l trQns~crtQtion coats for dopond.c.nto of a staff DCubor

will be r0inburGed) pl'oviclec'. tho.t the nenbor iu oli[~ible for such

coats:
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(n) l~on n~pointnent to the Secrot2rio.t for Q period of

not 1003 then one year;

(0) uponpcrm~nent ch~Ge of officicl eto.tion;

(c) upon torJl1ino.tion of c.pPc>intnent, provickd th2-.t the

period of nppointmcnt ifJ not loss th2Il onc yOr-I, cnd tho.t

the place to which he desirod to travel is such that the

tr~nsport~tion costs do not exceed those thnt would be

pnyc.ble if ho roturnod to the plnce whero he WQ8 ordincrily

rooidont nt the time of his Qp~ointmont;

(d) .in the circlmmtnncos outlinod in p~~acrQph 14 below.

RlllO 10 : Expeneos for Home Leave

A nembol' of tho ski'f v7ho spende ,~l or pe:rt of his nnnual

lenve nt the pl~ce recocnized ns hie homo ~t tho time of his

initial ~p~ointment shall be entitled to be po.id every two yearo,

in respoct of hinself, his wife ['ToLd dependent childron, the COGt

of ono .journo~i b:r r'n ,.pproved route lli'1d. typo of trr'nsport J to Md.

from such plc,co.

Rule 17 ~nc 01 Tro..vel

.All tr:wol should be bJ' tho most economical rOl:.te. Trnvel

by other routos m!.:!.y bo cllowed l.mdor written mrthority when the

official noceesity th0l'efore is sQtisfnctorily established.

Rulo 18 : Indirect Rente TrQvol

Whore :1 momber of the stoi'f trn.vels by an jndirect route

for his o•.n personnl convenience the extra expense will be borne

by himsolf 2nd the reimbursemont for expenses will be bnscd only

on such chorges f\:J i'TGrO c.ctu::'.11y incurred, not to exceed. "rhet

W01Ud. ho..vG beon incl~rod by the most oconomicol routo.

The followinG c.cco:t:"r.odc..tions will be cllowed on trQins and

stoc..~crG.·

(u) One strrndnrd sleeping berth for each person and lowest
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rQte first-class stateroom accommodations on steamer when same

is not includod in cost of passage ticket.

(b) One scat in a first-class parlour or chair car when journey

is more th~~ twenty-five miles.

(c) Stdf members \-1ill not be reimbursod for personal trl::wel

insurrnco purchased on their bohalf while trQvelling on officiel

business.

SECTION IV : SUBSISTENCE

Rule 20 : Dcfinition

A per diem in lieu of subsistence expenses 'I·rill be gr2nted to all

st~'f members who are in official trnvol st~tuc. The per diem will be

regordod [tS covering :lll ch~'GoG for mocls, 10d.giIl[;, baths, fees and

gratuitios to waiters, porters, bagG~Gomen, bellboys, hotel mnids,

dining-ro01:-, stG'Ivc.rdc tmd. othor 80ryice staff, porsonal telegrmns cnd

telephone calls, latmdry, cleaning cnd prossinG of clothing, c.nd other

personal expenses.

Rt1J.e 21 : Subsistence l\llom:mce

(a) Unless otherwise oxprossly prOVided for by the Secrctcry-

General the official nuthorized to issue travel orders may

c.uthorize to o. ctnff member n per diom o.lloWDnce in lieu of

sUDsiutence expenses while travelling on officiol business

nccorMng to the follmiing schedule:

DAILY RATE

$25 (US)

._-----_._-----------------------
AS8i8t~nt SocrctorieG -GDnGral

lill nembeYc :)f the Stc.ff with bc.se
odc.ries of $11,000 and abovQ

All mombers of the Staff with base
s0laries of $7,000 to $11,000

$20 (US)

$15 (US)

$12.50 (US)



,APPLICABLE TO

All members of the Staff 1-,1th baso
salaries of $1~ ,800 to $7,000

All members of the: Stai'f with base
salaries below $4,800
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DAILY RATE

$10 (US)

$7.50 (us)

{b) Whon a staff member is on loan from a Member GOYe:rnment or

othor orgcmization he '\Till be assimilatod into tho grade appropriate

to his appointment with the United Nations for the purpose of

clotermining his pOJ: dien [1,llovmnco in lieu of subsistence.

(c) \-Thero a staff member i8 ruquirecl to travol on duty with El.

staff moml)er of 0. higher grade, he mo..y be authorized to draw th-;:;

travol cmd subsist!cnco ratos applicable to the higher Grade.

(d) If rmnul11 lCQ.YG of absence begins or tcrmino.tes within the

tro.vollor~3 pro2cribod hour'a of duty, subsistonco allowance will

tormino.to or b',.Jgin o.t the.: SLImG time.

Rule 22 : SubsistoncG Allomlllce t~pendonts

(0.) l{horo c.epcndonts of 0. staff mem.ber have beon c.uthori,zod to

accompc:.ny tho Iilomber on on o.pproYed journoy a. subsistence allowance

of one -ho.lf of the (.~pproprio.tti rata in p:J.ragrnph 21 above will bo

p.'_~ya·blc: in rospoct ef oach dependent.

(b) Vlhoro dopend.onto .::',1'0 trnvelling on c:.n o.uthorizod journey

un.::wcompnniod by tho sto.ff momber tho full rC!.to of 8uboistcnco

n.llowMce o.pproprjc:.te to the staff' mombcr will bo payablc'in

respect of ona ~dult ond one-half of that rate to each othor

dopundcnt.

RUle -g3.: po.;yr Dor ins Cl.

In computing the por die.'ll. in liou of subsistence for continuous

travol of more tho.n twonty-four hours the calond...'1.r day (midnight to

midnight) will bo tho unit, ::md for fractional pnrts of a day at the

commencement or ending of such continuous travel, constituting a travol
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poriod, one-fourth of the ro..to for a. cn.londcr da.y will bo D~lowed for

each poriod of oix hours or fr(~ction thereof. For contlnlloUS travel

of less thon tlrenty-four hmlrs, constituting a trc,vel period, such

period will bo rGBOrded as COl"lr.10ncing ivith the beginning of the trnvel

oji~endin8 with the conpletion thereof, ~nd for each six-hour portion

of the period or fro..ction thereof one-fotlrth of the rato for a cnlendar

do.y will bo o~lowed: PROVIDED, that no per die:t;l "Till bo cllowed when

the' departure is after 8 a.n. GIld tho return on the 8rno dny is prior

to 6 p.n. or for nny absence not exceeding three hours.

Rule 24 Auplication GIld Duration of Subsistence Allowo..nce

The rates of subsistence cllowonce given in p~ragraph 21 above shell

be p.pplicnble to all monbers of the stoj'f,

( 0.) 'l-1ho 0~"'e in tro..val sto.tus;

(b) '1ho Ctro assigned to the he cdqw:\X'ters of the interin site of

the United No..tions, except those who have O~ esto..blished residence

in the vic init J' of the s ita .

'Ilhon subsistcmco cllm'TCJ1Ce is pC:.,jT.blo to c stdf nanber under this

parc.gral,h, subsistonce cllo'l-l2.nCC O-t the to-tos set out in parngrQph 21

shell be payo.ble to the dependants of the ok:ff manber, prOVided that

the stoi'f neuber.is entitled to raibPllrsenent of trnnsportntion costs

on behalf of his dependents.

Rule 25 : On Vessels ,~d Aircr2i't

Std'f ne:nbers tr::l.vollL."1.g on vessols or aircrclt whero the price of

passage includes meals, en allownnce of $3.00 per day shall bo paid to the

staff nonber, nnd ono-holf of that cllowonce shcll be po-id in respect

of ec,ch depondent.

Rulo 26 : Time of Il8p~ture nnd Arrivcl

In all c~sos thod~t? cnd hour of departure from cnd arrival at

official st~tion anQ o~her points whero such nrriv~l or dopnrture effects

the allowance of per dien in lieu of subsistence Dust be shown in the

expense account, and the dnte of c.rrival nt the 1l1st-nentioned place of
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tIDcompleted duty should be shown on subsequent voucher or vouchers, SO

long as tho trnveller renains on duty at such place.

(a) If duty at n particular plo.ce within the tr~vellerrs

itinerary is prolongod beyond n period of thirty (30) dD~s, his

trc.vel voucher should also state the approxirnr.te period to be

covered by his duty assignmont nt such place, or the apprOXimate

dnte of retlJrn to official hendqunrters, or both, 0.8 well as r-:ny

othcr pertinent fc.cts.

(b) The tine of arrivcl o.t and depc-rture fron a plc-ce will be

considered as tho hour nt which tho train, bont, or other conveyonce

used by the traveller actually lOGVOS or arrives at its rcgul~-r

ternincl ..

SECTION V : TELEGRJll'li, CABLE 1\1'1) RADIO SERVICE

Rule 27 : Alrthorized for Officiel Business

Telegraph, cable Qnd rndio service nay be usod on official busineSG

.Then such expeditious mocns of cormnmicc,tion is cGsonticl. The

choQpest pro.cticable class of such service sho~ld bo employed.

Rule 28 : Discrotion in Use

The time required to trnnsnit and d~livor telegrans, cablegrcms,

mid r['.diogrcms, the difference in time bot'v0on points, and tho probo.blo

closing timo of offices Sh01Ud be considered in dotoroining the nethod

. of cOUQtIDication.

Rule 29 : Form of Messages

C,re should bo exercised in prepcring messages to omit words,

figures and ptIDctuation unnecessary to the meoning of the message.

Initic~s and titles in the text and signatl~o should be used only

when noeded for identification. IJ1)Elbers c:nd d.ates in the text of

tolegrcns, cablegrc-T1S, and ro.c3.iogrons should bo expressed in figures,

except '-There impracticable in code r.:less.s.gos. Evory message should

show the pl~G cnd dcte of transmission.
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Rule 30 : ~ies of M82S~'?:C.£~

A copy of ench officic~ t81oer2~[1, cobl0Jr~Xl; Qild rndiogron paid for

"by the trrwellor Dust aCCOD~f'nJ his oX"pC3nCG c.cc()Lmt, except only in Duch

rare inntc.nccs [lG :jJhe su"bject n~ttor is of such C' coni'identiO-l no.tl're

tho.t to divulge its contents ,muld "be projhdiciC'l to the public intorest.

In ouch C8.SOC the points "bo t\"eon vThich sent r'.lld nun"ber of ,wrdc nust "be

sto.tod, nnd a rocoipt rr'on the peroon to ,.;hom. pn.;:r::lcnt "TD.S nO-QO Dust "be

furnished.

SECTION VI : TEL};PHmm SERVICE

Rv.le 31 : Loccl Cclls

ChC'rgos for local telophone callG on offici::"l bus:LneCG vUl bo

c.llowod. The expense account ohDll show the nlzwer of calls, r~te per

ccll, totcJ.. ?LOunt expendod each &.y, e:nd that the cells "lOre on

official "business.

RDle 32 : Lonc-distnnco Co.llo

ChnrGGs for long-disknco telephone cclls on officid bnsincs8 wUl

be ollow'Od, prOVided 3. oto.t·.::nent is furnichect sho"r:ing the nc'me of the

party ITith whon cor.1rlUnicC'.tion was held,- the poj.nts botvroen vhich service

wo-a rondered, the de-te, tino occupied, the m:J.o'Lmt pc.id on ec.ch call,

:,nd that the calls wero on official "business. 1{hon the pu"blic interest

so reQuires the none of the porty ['...Dd the points "bet"TOen which the

service was rendered need not bo stated in the expense ncco~trlt, "but nay

"be stated in confidence to the proper ~uthority. Telephone calls

applying for leave of ~bGonce or extension thereof or inQuiry as to, or

C.s to payI1ent of salary or expense vouchcr8, cnd Gn8~fOr3 theroto, or

those ~s to eny nattor of 0- p~woly personal nature, Dust not bo nc.de

c.t United Nr:..tions expense, cnd charges thcrofor will not be allowod.

SECTION VII : IHSCELLl..N'20US. EXPENSES

Rule 33 : Definition

CharGos will "be c~lowed for necessory stcmogr'2.phic or typewriting

--=~--------
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services or rentol of tYl?cwriting nachines in connection with the

preparation ol reports or correspondence; cleric~l ~ssiGtnnce, services

of gUides, interpreters, p~ckers, drivers of vehicles; storage of

property tmed on officic~ business. Foes in cop~ection with the icsuc

of passports, viSQ fees, cost of photographs for p~ssports ond visas,

cost of birth certificates, ~.d chcrges for inocluntion will c~so bo

nUm·red when ~uthorizod or npproved by the properly designc.ted

c.uthority.

Rule 34 : Riro of Roon for OfficiE'J. Use

'mon it is necesso.r.)' to eng~lge a. room r.t r. hotol or other plQce in

order to transa.ct officinl busineos, a. separa.te charge thorefor will be

cllowod when a.uthorized or approved by the properly designa.ted o.uthority.

'Rvlo 35 : CC'Bh PaJ'!len~

'mere cash pnymcnt is r.w,de for niscollaneous expenses, reinbnrsenent

for the chm'ges actUally pnid I:l.D.;:l bo I:...llowed. Reinbl.lrsemont expGnse

a.CC01Ult nust bo 81~ported by receipts showing tho q~QDtity, lmit cnd

unit price ond Co st::l.tonont tha.t co-ch pn;',il'10nt 'Ims r.la.de.

SECTION VIII : EXPENSE ACCOUNTS

Rulo 36 : MemoronduY.1 of Exponditureo

All persons authorized to tra.vel on business for the United Ihtions

shou.ld keep a nemoranduo of expendituros properl:r chargee-ble to the

United Nations, noting oach item a.t the ti~B the expenae is incl~red,

together with the dato, in order that the infornntion thus

accunulntod may bo Qv~ilablo for the proper ~repGrntion of expense

accounts.

Rule 37 Exnor.so Accounts_;1-_ ..... _ .•__

All clt~iBG for the roinbursoment of trc.velling expenses shell

be subnitted on the rogulor authorized forn of tra.vel expense

voucher f'-"Yld r.l1.;ot bo i tomized and st 0 t.et'i in flccord:mce with these

rllies.
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(b) Every expense ,'"'.Ccount nust bo supportod ,.hero practicable by

e copy of the travel nuthorizc.tion, or, if trc.vel Qllthorization

h::>.s been filed or attc.ched to previous expense account, proper

reference thereto should bo nade.

(c) Every c.ccount LDtst show in the space provided for such

. inforno.tion on· the voucher fOrr:1, dc.tes of trrcvol, the points of

departure Mcl dostinc.tion, n2110 of trc...."lsportation c()np~ny, nnd. the

value of the trC'JlsportC'.tion sccured.

(d) Expense o.ccounts nust be supported by receipts, indicf,.ting the

mnolmt of nctucl c~.sh expenditure.

Rulo 38 : Subniosion of hCColmts.

Unloss othenrise roquired, e.ccounts Dust '00 rendered. cl.1rrentl~· for

oach trip of lOGS th:m b-ro nonths elure.tion or for the poriod ending

with the nonth following tho beginning of the travel, or for the period

beginning with the nonth proce<Hng tho conpletion of the travel, but

not nore frequently then nonthlJ, by co.londer nonth. The clo.in should

be subnittod. in duplicc.te, the origincl voucher onl] being signed, and

whenever pro.ctic0.ble should be propf1.!'od by typovrrHer Ifith co.rbon

duplicdo.

Rule 39 : Ite~zo.tion of ACCOlli"lts

( a) Itons in c..cc01.mts must c.ppenr in chronologiccl order cnd cll

che.rgos for the period covero<l must be included..

(b) Itonizr.'.tion of subsistence expensos nunt not bo made in

expense f.'.ccol.lnts cs 0. per dien is c.110v70d in liou of subsistence

expense3. The exnct period for which Fer dioD is claimed,

hOlfovor, Duct PO steted.

(c) ItoDs s~j~cn~od fron previous c~counts 0nd recleined must be

stated d'tO:i.~ 211 othor Hons hc..ve beon listed.

(d) Receipto nust bo nlunbered cons3cutivcly, co~oncing Ifith

nur~bor one for oach nccount.

(0) litoro clnin is nc..do for tr~sport~tion obtained with cash,
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tho exponoe c.ccount DI..J.st shmv the n,::me or initi81s of the

trnnsportntion conp~y.

Rule 40 : Suspension of Chc.rr,0'l

Itens in QCCOQ~ts not st~tcd in Qccordance with those rules, or not

properly supported by receipts vTh,:m req,uired will be suspend.ed cnd the

notific2.tion of such action will indicC'"to tho rcc.sorw thorefor. Such

i teDs :.cs 1"1.e.y be subsoquentl? cllownble ShOlUd bo inclndod in n

subocq,uent rogulcr or SUPJl10l:J.ont0.1 oxpomw o.ccol.mt subm.itted b~r the

trr.ve11er. Full i tonizatj.on 1vill be req,uired for 0.11 8uopencloc.l items

vThich are reclc.incd und chcrgos Duct 00 Sl'Pl)Orted D~- the original

suspension notice or c.. cop;y thercof.

Rulo 41 : Modification of RlUCS

In exceptiono.l circuIUotonces theso r,llos rr.y 00 Dod.ified c.t tho

discretion of the Secreto.ry-Gonero.l or his duly Quthorized reprosent:1tivG.

Rlue 42 : Effective DQte

Theso roc,u1Qtiono shnl1 DecoDe efi'octivc O.G c.t 16 FoDruc.ry i946.
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