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9 March 1945

UNITED NATIONS NATIONS UNIES

SECRETARY-GENERAL'S BULLETIN IO, 7

TO: HMempers of the Staff of the United Nations

PRQVISIONAL TRAVEL AND SUBSISTENCE RULES

The General Asseribly directed that tho travel exponscs and travel
allowances of nembers of the staff in respect of authorized jowrneys
on the business of the United Nations should be paid by the
Orgenizotion, subject to such conditions cs mey be prescribed by the
Secretery-General. I have todey approved the attached Provisional
Trevel ond Subsistence Rules. They will be subject to review on the
cppointment of the Assistent Secretary-Genercel in charge of

Adnministrative ond Finoncial Services.

TRYGVE LIE

Sceretary-Gencral
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PROVISIONAL TRAVEL AND SUBSISTENCE RULES

SECTION: I: GENERAL PROVISIONS

Rule 1 : Applicability of Provisional Travel and Subsistence Rules.

The United Nations shall pay the removal costs and the travel
expenses end travel zllowences of memoers of the staff, and in
appropriate cases, their wiyes and Q¢pendent children;

(a) upon appointment to the Secretariat and.on subsequent

chenge of official station;

(b) at approvriate intervals for a Jjourney to and ffom the

place recognized as the stalf member's home at the time of

initial appointment; =nd

(¢) wupon termination of eppointment.

Rule 2 ; cfinition of Staff Members

For the purpose of these rules a member of the gtaff shall be
defined as
(i) o member who is given a contract for an
indetemiinate rperisd; “ox
(11) & member wio is apndinte’. wnder e consract Tor not
less than five years subject to the posgsibility of
rencwal, ox
(1ii) o momber who is employed on a short term contract
of legs than five ?ears; or
(iv) a member who is seconded or on loan from the service
of a Member Goverhmont or othér orgesnization; or
(v) & member who is given a temporarylappointment.

Ruwe 3 ¢ Funds for Travelling Expensos

The subsistence end travel allowances horein specified have been
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calculated on a dollar basis provisionally until such time as it is
possible to assess costs in accurate terms and in the currency of
each specific countrf or erea. Members of the staff travelling on
officiel busincss will provide themselves with suwificient funds for
ell current expenses by securing an advance of funds if necessary, cord
arc cxpected to exercisc the same care in incurring expenses that

a prudent persen would exercise 1f travelling on personel business.

Rule 4 : Purchcse of Tickcots

Whenever practicnble, all tickets for transportation of
memberg of the stoff shall be purchascd by the United Nations in
advence of the asctuzl trovel.

Rule 5 : Advonces

Stoaff members trovelling on oificial buginess who are unable
to cdvance personal funds for travelling expenses may opply for
an advance Trom the United Nations in en amount su’ficient to
cover the cstimated travel cxpenses but not to excecd two
thousend dollers (US). Any balance of on advence o&er the
certificd expenses must be refundcd to the United Nations.
Travel eadvances require the prior opprovel of the Secretory-
General or his duly authorized representotive.

Rule 6 : Reimbursaoble Expenses

Only thosc cxpenscs prescribed in the Staff Regulotions as
gquoted aobove will be reimbursed.

Ruvle 7 : Officiad Station

The limits of official station will be the corporate limits
of the city or town in which thc mcmber of staff is stetioned,
but if the stofi member is not statiogodrin an incorporated city
or tovm the officicl station is the established area within

which the designated post of duty is located,
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Rule 8 : Pormancnt Chonge of Officiel Station

A permanent change of officiel stotion shall be a trensfer of
o staff member for duty from onc official station to another in
which the administrative decision hag been token that the assign-
ment ig for an indefinite period.

Rule 9 : Leaove of Absoence

When cnnuel leove or cobscence of ony kind is token while in o
trevel status (including Sundnys end holidays), the cxact hour of
departure from cnd of return to duty station or duty.stctus must

be shown in the expense account.

SECTION IT : AUTHORITY FOR TRAVEL

Rule 1C : Form of Authority

All trowel shall be authorized or epproved in writing by on
official designrted by the Sceretory-Goncral or by his duly
auwthorized representative.

Rule 11 : Prior Authority

In 211 ceses cvuthority for travel shall be obtained prior to
the incurrence of expenses. The written authority or approvel
shall be spocified by fho trovel to be performed as definitely as
circumstonces will permit. In exceptionsl cases steff members
may be outhorized to travel on orsl ordsrs from the Secretary-
Genercl or from his duly ecuthorized reprosentetive. Such oral
authority will requirc written confirmatidn prior to the payment

of cloims.

SECTION IIT : TRANSPORTATION

Pule 12 : Definition
A1l gteff nmembers shall be reimbursed for actual trons-
portation cogts resulting from neceosscry official travel on

roilronds, airlines, stcamboat, strect cars, taxi cabs and other
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usual ncans of conveyance. Transportation costs rmay include
fares and such expenscs inéidont to.trunsportdfién as boggoge
transfer, official telegraph, tclcpnone, radio and cable ncssages
in comncction with iters clasgificd as transvortation. The usual
texi cab fares fron station, wharf or other terminel to place of
abode or place of business, and fron cither place of cbode or
place of business to station, wharf or other torminal will be
allowed. |

Rule 13: Excess Baggoge

Begrage in exceos of wcight or gize greater thon that
carricd free by transportation companies will be clasced o8 ecxcoss
baggage.  Unless the excess hac been previously authorized,
explanation nust be mede when scubnitting the clain for reimbursc-
ment for excess bag age cha Gged, showing the official necessitly
therofor. The authorization or a copy thoroof rmat acconpany
the expence account, and ¢ll charges for cxcess baggage muct be
supported by recelytc showing the weight of the baggoase and
points betwoen which the baggage has been moved. When trans-
portation is rnede by airline, special cuthorizotion must . bo ob-
tained in advonce for the conveyonce of baggine,c the weipht of
which is in oxcesg of the normal naximw: loid down by the
particular nirline by which the stoff membor and/or his
dependants are travelling.

Rule 1h4: Storage of Bagiage

Char;ca for the storage of bagrase will be allowed cnly when
it i3 shown that such storare was solely on account of official
busineog or thot o gsoving of transfer chargeo was coffccted thereby.

Rule 195: Exypensco cof Dependonts

Actucl transpertation coste for dependants of a staff nember
will be reimbursed, provided that the nember ig cligible for such

coats:
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(a) upon appointment to the Sccrctariot for 2~ period of
not less than one year;

(b) upon perm-nent cheonge of officicl stetion;

(¢) wupon terminetion of cppointment, provided that the
ﬁeriod of appointment is not less thon onc yoorr, cnd that
.i’:ho place to which he desired to travel is such that the
tronsportation costs do not exceed those that would be
poycble if he returned to the place wherc he wag ordinerily
regident at the time of his cpopointment;

(d) 1in the circumstances outlined in poragraph 14 below.

Rule 15 : Exponscs for Home Leave

| A member of tﬁo stoff who spends 11 or port of his onnuel
leave at the plnce rccognized as hic home at tho time of his
initial a2pnointment shéll be cntitled to be poid every two years,
in respect of himself, his wife cnd dependent children, the cost
of one journcy by cn cpproved route and type of trensport, to and
from such place.

- Rule 17 : Routing of Travel

-All travel showld be by the most oconomicel route. Travel
by other routes mey bo allowed uvnder written authority when the
officlal nccessity thurefore is satisfactorily established.

Rule 18 : Indircct Reute Trevel

Where o member of the staff travels by an indirect route
for his own-ﬁorsonal convenience the extra expense will be borne
by himgelf cnd the reimbursemont for expenges will be based only
on.svch chorges og were ecturlly incurred, not to excecd what
would hove becn inciuxrred by the most cconomical route.

Rule 19 : Accormodationg on Trains snd Stecmers

The following cccormodations will be zllowed on treins and

steanerc.:

(a) One standard sleeping berth for coch person cnd lowest
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rate firsﬁ-class stateroom accormodations on steamef when same
is not included in cost of possoge ticket.

(b) One seat in a first-class parléuf or chair car when journey
ig more thon twenty-five milcs.

(c) steff mombers will not be reirbursed for personal travel
insurence purchased on their bohalf while treovelling on official

business.

SECTION IV ; SUBSISTENCE

Rule 20 : Definition

\ A per dienm in liéu of subslctence expensos-will‘be grented to all
st:}f members who cre in officicl travel status. The per diem will be
regorded ns covering all charpges for meols, lodging, baths, fees and
grotuities to waiters, porters, boggogemen, bellboys, hotel moids,
dining-room steowerds and other scrvice stoff, personal telegrams cnd
telephone calls, loumdry, clcaning cnd pregssing of clothing, znd other

personcl cxpenses.

Rule 21 : Subsistence Allowance

(a) Unless otherwisc oxprossly provided for by the Secretory-
General the ofiicicl authorized to issue trcvel orders may
outhorize to o stoaff member a per diem allowance in lieu of
subsistence expenses while travelling on officiol busincss

according to the following schedule:

APPLICABLE TO DATLY RATE
Scerotery-Genoral $25 (US)
Assighout Sceretaries-Gonerel $20 (US)
ML n;;;;;;";; the Staff with base $15 (Us)

scleries of $11,000 and obove

A1l mombers of the Staff with base $12.50 (US)
salarics of $7,000 to $11,000
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APPLICABLE TO : DAILY RATE
All mombers of the Staff with baso $10 (Us)
salaries of $4,300 to $7,000 '
All members of the Staif with basc $7.50 (Us)

salaries below $4,800

{b) Whon a staff member is on Loan from a Member Government or
other orgonization he will be ussimilatéd into tho grade nppropriate
to his appointment with the United Nations for the purpose of
detormining his per dien allowance in lieu of subsistence.

(c) Whore a staff momber is rcauired to travel on duty with a
staf'f member of a'highcr grd ¢, he may be authorized to draw the
travol and subsisﬂénco rates applicable to the higher grade.

(d) If annuel leave bf absénce begins or torminctes within the
traveller!s proscribod.houhg of duty, subsistence allowance will
terminete or begin at the sume time.

Rule 22 : Subsistcnce Allovance to Dependonts

(a) Where dspondents of o staff momber have been cuthorizod to
accompdny the membcr on an approved Journcy o subsistence allowancce
of onc-half of the uppropfiate rate inlp&ragraph_Ql above will be
payable in respect of cach dopondont.. i  |
(b) Where dopendents arc traveliing on en authorized Journcy
unaccompahiéd By the staff membor the full rnte of subsistence
allowgnco appropriate Lo the staff member will be payablcefin
respeet of cne adult and one-hell of thalt rate to each other
dependont,

Rule 23.: Day Defined
In computing the per diea in lieuw of subsistence for continuous

travel of more than twenty-four hours the calendar day (midnight to

midnight) will be the unlt, and for fractiomal parts of a day at the

commencement or ending of such continuous travel, constituting a travel
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period, one-fourth éf the rate for a calender doy will be cllowed for
each period of oix hours or froction thoreof; For continuous travel

of less then twenuty-four houfs, constituting a trevel period, such
pofiod will be regerded as cormencing with the beginning of the travel
agd”énding with the cormpletion thereof, end for ecach gix-hour portion
of the period or fraction thereof ons-fourth of the rate for a calendar
dey will bo 2llowed: PRdVIDED,lthat no per diem will be ellowed when
the departure is after 8 a.m., and the return on the gemo doy ig prior
to 6 p.m. or for any ebsenco not exceeding threc hours.

Rule 24 : Application znd Duration of Subsistence Allowance

The rates of subgistence ellowance given in prragraph 21 above shall
be applicable to all merbers of the staffl,

(c) wvho cre in travel steotus;

(b) who orc assigned to the hecdquarters of the interim site of

the United Netions, except those who have an cstoblished residence

in the vicinivy of the site.

When subsistenco ellowonce is ?ayable to ¢ steff moember under this
parcgraph, subsistence sllowence ot the rotes set out in paragraph 21
shall be paysble to the dependents of the stoff rember, provided thet
the staff membor is entitled to reinecursement of transportation costs
on behalf of his dependents.

"Rule 25 : On Vesgels and Aircroflt

Steff members travelling on vesscls or aircraft wherce the price of
pesgege includes meals, en allowance of $3.00 por day shell bo peid to tho
staffﬂmembor, and onc-half of that cllowonce shell be paid in respect
of ecch dependent.

Rulc 26 : Time of Deprorture and Arrivel

In 211 cnses the dote ond hovr of departure from and arrival at
official gtation and other points where such arrivel or departure effects
the allovance of per diem in lieu of subsistence must be shown in the

expensc eccount, and the date of srrival ot the lest-mentioned place of
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uncompleted duty should be shown on subsequent voucher or vouchers, so
'long as the traveller renmains on duty a2t such place.
(a) If duty at o particular place within the troveller's
itincrary is prolonged beyond a period of thirty (30) deys, his
travel voucher should also state the epproximcte period to bé
covered by his duty assignment at such plece, or the approximate
date of return to official headguarters, or both, as well as eny
other pertinent facta.
(b) The timo of arrival =t and departure from a plece will be
considered &s the hour at which tho train, boat, or other conveyonce
used by the traveller actuzlly leaves or arrives at  its regular

terminal..

SECTION V : TELEGRAPH, CABLE AND RADIO SERVICE

Rule 27 : Authorized for Officisl Busincss

Telegraph, cable ond radio gservice may be used on official business
vhen such expeditious mesns of cormunication is cgscntial. The
cheapest procticable class of such service should be employed.

Rule 28 : Discretion in Use

The time requircd to tronsmit and deliveor telegrems, cablegroms,
 and radiogrems, the difference in time betwecn points, and the probeble
closing time of offices showld be considercd in determining the method
-of cormunication.

Rule 29 : Form of Messages

Crre should be exerciscd in prepering messages to opit words,
figures and punctuation unmecessary to the necning of the message.
Initials and titles in the text and signature should be used only
when noeded for identification. Numbers ond dates in the text of
telegrens, coblegrons, and rodiograms should be oxpressed in figuroes,
except where impracticable in code nessegoes. Every messago should

show the ploce end dete of transmission.
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Rule 30 : Qépies of Messagos

A copy of cach officici telegron, ceblegran, and radiogrom paild for
by the travellcr.must accompeny his oxpenssc cecount, cxcept only in puch
rafe instahces oo the cublect mottor is of such o ceonf'identinl natvre
that to divulge its contents would be prejudicicl to the public interest.
In such cases the points between which sent cnd nunmber of words nust be
stated, and a receipt from the person to whom pnyment was node nust be

furnished.

SECTION VI : TELEPHONE SEEVICE

Rule 31 : Local Colls

Chorges for locol telcphone calls on official businegs will be
cllowed. Tho expense account ghell show the number of calls, rate per
ccll, totel emownt cxpended cach day, end that the cclls wore on
officiel business.

Rule 32 : Long-distance Cellg

Charges for longjdistrncc tclephone calls on officicl business will
be allo&ed, provided a gtatoment is furniched showing the ncme of the
poxrty with whom communication weas held, the points between which service
wes roﬁderod, the dote, time occupiled, the cnount paid on each call,
~nd ﬁﬂat the calls werc on official business. When the public intercst
80 fééuiros the name of the pcorty ond the points between which the
service was rcndered need not bo stated in the expense account, but may
be stated in confidence to the proper cuthority. .Telephone calls
applying for lecve of nbsenco or exthsion thereof or inquiry as to, or
es o payrent bf salary or expense vouchcrs, cnd answors thercto, or
those cs to cny matter of o purcly personcl nature, must not be mode

et United Netions cxpense, and charges therefor will not be ollowed.

SECTION VII : MISCELLANZEQUS. EXPENSES

Rule 33 : Definition

Cherges will be cllowed for necessary stenogrephic or typewriting
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gervices or rentel of typewriting machines in connection with the
preparation of reporty or correspondence; clericei assiétancé, gervices
of guides, interpreters, packers, drivers of vehicles; storage of
property used on officicl business. Fees in connecfion with the issue
of passports, visa fees, cost of photographs fof pagsports ond visas,
cost of birth certificates, ond chorges for 1noéulafion will zlso be
“allowed when authorized or approved_by the properlyvdesighdtod
euthority. -

Rule 34 : Hirc of Roomn for Officisl Use

When it is necessory to engnge o room et o hotel or otﬁer place in
order to transact official business, o separate charge thorefor will be
allowcd when authorized or approved by thc properly designoted ocuthority.
Rule 35 : Cngh Payment :

Where cosh payment is made for misccllanecous cxpenses, reimbursenent
for the charges actuclly paid moy be allowed. Reimburscment expense

account riwst be supported by receipts showing the guentity, unit and

unit price ond o statement thot cash payment was ncde.

SECTION VIII : EXPENSE ACCOUNTS

Rule 36 : Memorondun of Expenditures

All persons authorized to travel on business for the United Nations
should.koep a nemorandun of expenditures properly chargeable to the
United Nations, noting cach item 2t the time the expense is incurred,
together with the date, in order that the informetion thus
accuriulated rey be availablo.for the proper preporation of expense
accounts.

Rule 37 : Experse Accounts

(2) All claoime for the reimbursement of travelling expenses shall

be submitted on the regular authorized form of travel exvense

voucher ~nd nugt be 1tomized and strted in nccordance with these

rvles.
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(b) Evory expense rccount nust be supported vhere practicablc by
e copy of the travel authorization, or, if travel authorization
hag been filed or atteched to previous cxpense account, proper
rceferenco thereto ghould be nede.

(c) BPBvery cccount rmst show in the space provided for such
Jinformation cn the voucher form, dates of travel, the points of
departure and destination, nonic of trongportation compinf, and the
value of the tronsportetion sccured.

(d) Expensc accountg rust be gupported by receipts, Indicating the
amomnt of actucl cosh expenditure.

Rule 38 : Subniigsion of Accounts.
3

Unlose otherwise rcquired, cccounts must be rendered currently for
cach trip of less than two nonths durction or for the poriod ending
with the month following the begimnning of the travel, or for the period
beginning with the month proceding the cormpletion of the travel, put
not rmore froguently then monthly, by calendcxr month. The clainm should
be gubmitted in dvplicate, the originel voucher only being signed, end
whenever practicoble showld be prepered by typewritor with carbon
duplicato.

Rule 39 : Ttenmizotion of Accounts

l(a) Itens in accounts must eppear in chronological.ordor end oll
cherages for the period covercd must be included,

(b) TItenizotion of subsistenco expenses nust not be made in
expense cccounts ce o per dien is ellowed in lleu of subsistcnce
expenses; The exrnct porlod for which per diem 1s cloimed,
héwovcr, mus£ be sfated; |

(¢) TItoms s:7rended from previous cccounts ond recleined nust be
steted of'tor 2ll other items heove beon-listéd.

(d) Receipts mﬂst be munbored consscutively, cormencing with
nuriber one for cach account.

(¢) Where clain is mede for tronsportotion obtained with cesh,
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the expense cccount rust show the nore or initicls of the
transportation corpony.

Rule 4O : Suspension of Charges

Itens in cccounts not gtoted in accordance with these rules, or not
properly supported by receipts whan required will be cuspended and the
notificetion of such action will indicate the recsons therefor. Such
itens as ney be subsequently cllowable should be incluvded in a
subsequent reguler or supplementel exponsc accomnt submitted by the
troveller., Full itemization will be required for all suspended items
vhich are recloimed and cherges nust be supported by the original
suspension notice or o copy thereor.

Rule 41 : Modificetion of Rulcs

In exceptional circumstances these rules moy be modified ot the
discretion of the Secrctary-General or his duly auwthorized representative.

Rule L2 : Effective Date

Thege roguwlations shall becone effective as ot 15 February 1946,

TRYGVE LIE

Secrotory-General



