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UNITED NATIONS  NATIONS UNIES

SECRETARY -GEIERAL'S BULLETIN NO, 32

TO: Merbers of the Stofl of the Unitcd Natirns

ORGANTZATIN OF THE SECRETARTAT
2t

1. The Géncral Lagombly et 1ts §wgg§y—first plonexy meeting on

1 Februery l9k6 regolved that "the Devurtments and Services should,
broadly spoeking, conform to tho description given in paregraphs

22-40 of Section 2, Chapter VIII of the Report of the Preperatory
Commission, but the Seoretsry-Generzal shall mecke such changes in

the initial sfructure as noy be required to the end that the moot
effective distribution of responsibilities and functions emong the

units of the Secreteriat moy be achleved,”

2. In accordance with this directive, I heve today approved the

attached plsn for the‘distribution of respongibilities and functions
among the units of the Sccrotariat,

3. The functionel statements for the departments which are set

forth in the attached plen arc intended for the guidence of the Asgistent
Sceretaries-General and the administrative officors of the United Nations,
It is expected that each Assistant Secretary-General, with the assigtance
of thc Assistant Secretery-Genercl for Administration and Finence, will
.dovelop the preogroome and the Intoernel orgonization of his department in
accordance with this dlstribution of responsibilities and functions.

L, This plen will be subject to continuing review by the Assistant
Secrotory-General in cherge of Administrative end Financinl Servicés.

He will edvisc my office of any chenges necegsary to obtain most effective

organization of the Secretariet.

TRYGVE LIE
Secretary-General
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I -- EXECUTIVE OFFICE OF THE SECRETARY-(ZNEFAL

The Executive Office of the Secretary-Ceneral will assist the Sccretary-
General in his reletionships with Members and with the orgens of the United
Nations, with Specialized Agenciés and Non-Govermmental Orgenizations, and in
co-ordinating the activities éf the dopartmonts of the Secretariat affecting
such rclationships.

These functions will require that the Executive Office be responeible for
protocol matters, liaison with diplomatic representatives, formal rclationshlps
with non-govcrnmenta; organizetions, arnd the hondling of of{icisl cormunications
to govermments, and for scrutinizing correspondence to Member Governments,
specializcd agencies cnd non-govermmental organizations, prepared by
depertmental officisls for the Sscrefary-General's signoture, It will also
handle cormunicatlions received from private individucls and from non-
/governmental organizapions not in official relationship with the Orgenization
and trenamit them for action to the appropriecte departmeﬁts of the Secretariat
when necessary. |

The Executive Gffice will be responsible for the management of the zgenda
of the General Assembly, for the preporation, in co-operction with the
depertments ond scrvices, of the Sccrotary-Gencral;s ernuel and special reports,
ond for the chennclling of the various responsibilities lsid upon the
Secrcturiat by resolutions of the Gencral Assembly to the appropriato
depertments ond services of the Secretarict. In addition, tho Executive
Officc will carry cut such othur duties o8 the Secretury-denefal, acting in

thnt copacity, may cssign to it.

II -;AbEPARTMENT OF SECURITY COUNCIL AFFAIRS

This Depurtmcntlwill serve the Sceurity Council in the fulf;llment
of its c&ntinu@us functions under the Charter; ocssist the Secretary-Genersl
iﬁ the performence of his responsibilities under Article 99 of the Charter;
provide documentation for the Gencral Aseembly when 1t considers questions

releting to the maintencnce of peace and security.
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Theee functions will require that the Department arrange for certain
gervices, such 2o notificatlon of meetings and preparetion of agenda, for
the Security Council, its Cormlsslons (1including the Atomic Commiseion) end
Cormittess (oxcluding the Militery Strnff Committec) and for the First
Committeo of tho Gororel fegembly; and in co-cperation with the Department
of Confercence and General Scrvices, arronge for services such @5 swrmory and
verbetin records, tranglation of rccords, and translétion of proceedings for
the ubove mentionecd orgenlzetions; obtain informetion end prepare reports with
refer:ncc to thrcats to the malntenance of intcrnctionel pecce and security
¢nd with refercnce to pacific scttliment of dlsputes end to the general
principles of co-operation; provide expert advice to the Security Council on
rulee of proccdure; obtein inferrmution end prepare studles on the political
eppects of milifary egrecrnente, end asslst in the negotiation of such
s@recnents 1n co-operetion with the secretariat of the Military Steff Committes;
propere studies cn the silze of ermcments and traffic In arms; perticipate in
invcstigat%ons and edvise on the securlty aespects of trustecshlp cgreements
for stretegic arcos; formulete plane with roference to non-military enforcemont
measures; particlpate, with the sccreotorlat of the Militery Staff Committee,
in the eluboration snd application of militery enforcement measurcs. In

addition, the Dopartment will carry out such other functions es the Socretary-

Genernl mey aeslgn.

IIT .-~ DEPARTMENT OF ECONOMIC AFFAIRS

This Dopartment will serve the Economlc snd Social Council, certoin of
1te Cormissicns and Committeces, and the Second Committece of the General

Aspembly, with respect to thelr economic functions; will provide oconomic /

studlies ond reports for economlic publicetions of Uhited'Nations; will provid:

)
v

technlcal assistance to ell units of the Sccretariat requiring economic or/

/

statisticel information; and will provide liaison with Specislized fgenct
,-08

gnd Non-Governmentel Orgunizations concerned with regionel or internati
~onal

econonic affairs,
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These functions will require that the Department co-operate with the
Department of Socinl Affeirs in arranging for certain services such as
notification of meetings and preparation of provisional egenda for the Economlc
end Social Council; that it errenge for like services for the econocmic
Commiésions, Sub-Commissions, ond Cormittees of the Council; and thet, in
co-operation with Conference ond General Services, the Depariment errange for
services such as summery and verbatim records, and trenslation of documents
and records, for the Economic and Employment Commission,‘the Temporary Transport
end Cormmnications Commission, the Statistical Cormiesion and such other
econcmic cormissions, sub-commissions and committees as the Councll may
establish.

The Depertment will provide the required economic and statistical studies
and documentatibn for these orgens, and for other units of the Secretariat;
end will assist as celled upon in preparation for international economic and
statistical conferences held under the ausplices of the United Nations,

In co-operetion with the Department of Sociecl Affalrs end Conference and
General Services, thils Department will errenge for services to the Committee
on Negotiations with Specislized Agencles and the Committee for consultation
on Arrcngements with Non-Governmental Orgenizctions; in co-operation with the
Deportment of Soclal Affairs and such other departments &s may be concerned,
the Department will provide personncl to represent the United Nations at
conferences and meetings of the Specialized Agencies; and will review economic
reports, recommendetions, and conventions of Speciclieel Agencies and Non-
Governmental Orgenizotions; and will meke recommendations to the Council with
respect to tho programmes snd administrative co-ordinetan of the specialized

agencles,
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IV -~ DEPARTMENT OF SCCIAL AFFATRS

This Decpartment will scerve the Economic and Sociel Council, certain of
ite Commigsinnsg and Cormitteece, end the Third Committee of the Genersl Assembly
with.rospoct to their functions in the fields of sclence, education, culﬁure,
socicl questions, demogrephy, humen rights, refugees end displaced persons,
narcotlic drugs ond publié health; will provide studies end rcports in the
fieldo of its competence for publications of United Nutions; will provide
liaison with specializcd cgenciecs cnd non-governmental organizations concerned
with thesc questions in their regional or internutional regpects,

Theoge functions will »equire that the Dopartment co-operate with the
Department of Economic Affeirs in arranging for certain services such as
notification of meotings and preporeticn cf provisional agenda for the
Econemic end Socizl Council; thet it arronge for like services for the gocinl
cormissions, sub-cormigsions, and cormittees of the Council; and thet, in
co-operaticn with Conference snd Goneral Services,/the Dopartment arrange- for
services such as, surmary ond verbatim records énd trenglation of documents and
records for the Temporary Socisl Commission, fhe Humen Rights Cormission, the
Sub-Cormission on the Stotus of Women and such other sociel commissions, sub-
cormispiong and committees as the Councll mey establish;

The Department will provide the required studies end documentetion within
the fioldé of its competence for these organs, and for other units of the
Secretariat; Wiil asgist the appropriate commissions in %he application of
conventlons or in cﬁrrying out other functions transferred from the League
of'Nations; and will assist as called upon in preparation for international
conferences pertaining to its fields of‘éompetence and held under the
suspices of the United Naﬁions.

In co-operation with the Department of Economilc Affairs and Conference
and Qeneral Services, this Department will arrange for services to the
Commlttee on Kegotiations with Specialized Agencies end the Committee for

Consultation on Arrangements with Non-Sovernmental Organizations: in
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co-operation with the Départment of Economic Affairs anc such other
departments as mey be concerned, the Department will provide appropricte
personnel to represent the United Notions ot conferences.and meetings of
the Specielizced Agencies; and will review roports, recommendcbicns, end
conventions of Specialized fLgencies and Hon-Governmentol Crgecnizations

vhen such reports, recommorndetions end conventions fail in its competence;
and will nrke recormendations to the Council with reepect to the programmes
end administrative co-crdination of the Specislized Amencies. In cddition,
the Department will corry out such cther functions as the Scerctary General
ney assign.

V -~ DEPARTMENT CF TRUSITESHTZ AND INFORMATION FROM
RO -SELF - GOVARN LK [WRRITOLLRS

This Deprrtment will serve the Trustecship Council when 1t hac been

established and the Fourth Cormittee of the General Agsembly; inform the

Secretary Generel of problems end developments in this field; supply other
orgeng of the United Noticns end dopartmonts of the Secretariat with
Informetinon required concerning truet territorics, non-self-governing
territorics, and noﬁ»security aspects of strutegic urcas; cnd provide
documsntation for the Gensrel Assembly when it conslders juections arising
under Chnptewn ¥I, XIT cnd %FIThofwthe Charter.
These functicns will rcquire thet the Depertment provide certain

gcrvicse such ns notiflicatlon of meetings and preparatlion of cgende for
the Trust.eship Council and tny Cormiscions cnd Committecy which the Council
ney egveblish; ond, in co-oporation with Conferonce and Genoral Scrvices,

arrange for pervices such ep sumnmory und verbatim records, trenslotion of
records, mnd translotion of proccdures for the shove mentioned orgenlzaticons;
provide requlred studics cnd docwrentotion for the Council and ony subsidiary
agencies; casist the Councll In drafting and considercticn of trusteeship
rgrecments, forrmlation of guestionnaires concerning cach trust tcrrifory,
cxrminetion of the roports of administering aunthorities, preparstion of

arnual rape on ecch trust territory, accoptince cnd exemination of
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petitions, peri-did officiul visits énd sUr&&ys; spsist the‘Depaktﬁént-of
Securlty Ccuncil Affeirs with rcn?ect to‘folitical,~éconcmié, pocirl ahd
éducational mettars in ciretegic srecs;’ réécive, znoulyze and present to the
" Seerctury<Goneral inf.im tion rolating to non—sulf»governing feffitoriés;
obtuin the hosictince of the Feonomic and Social Council and the Specialized

-Agencico in avpropricts ficlds. In cddition, the Depnrtment will cerry out

“such wthor funcvions as the Secrutury-General muy aseign.

VI -- DEPARTMENT OF PUBLIC INFORMATION

This Depurtment witl be responsible for advising the Seoretaryrqéneral
on a;l éhésos of Information policy for pleniing the informetion programme
fqr tﬁe Unitcd Netions, for duveleping tecilitics and servicee for press,
redio, £ilme, ond other information medin, end for cateblishing and
meinteining informétionel relstionghips on an internationsl basis with
governmental ond non-goverrmentel orgunizations, et hsoadquarters and
ovarsé&u, requesting gsnofgl information concerning the United Natiéns.

- These functions will require‘thut the Department supervise and mmintein
the fullost poseiblc'facilitics at hoedquartcers for ﬁewspaper cc}rospondonts
énd brondcusting egencies; errenge press conferences for officicls of the
United Netlons orgens cnd for eppropriate members of‘the Secretariat oh
metters concerning the setivitice of the Unitéa Nationé; produce and
s dlstribute proso rclosses on bechelf of the United N&tioﬁs; 'arrange
facilities for and encourage the production of filme bylnbn-gbvcrnmehtdi
agencies; arrange for the coverags bylstillnphotographic agencica of
United Nations sctivities and for officicl coyer@gq of the smﬁe"aotﬁities;
preperc exhibitions end glve advice end assistance con preoperaetion of
‘exhibiticns to goVernmental'and'non—governmenfal orgenizetions concerned

with intcrnational effoirs; meke arrangements for end furnish background

-

. . R : ! o .
Informotion material Yo lectures, educational ingtitutions, labor unions,

employers' sspociations, and other such agencies; stimulate discussion

groups cnd epocisl dotivitice designed to fostor the objectives of tﬂe
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,.Uhitéd,Napiohs; .maintgin filqs.of.official.photqgraphs, and_rqferenge..
facilities for information on filmsAconcerp;nthhs.UniteQ‘NatiQng;_'maintain
reference files of background informetion ?or the. use of representetives of
press, redio, and fllms end other Informetion medis; and for branches of the
. Depertmont itgslf; plan a well-belanced programme of popular publications
on the orgenizetion und activities. of the United Netlone for distribution

in verlous perts of thezvorld, end preporc. synopsis of materigl eppearing

in the world press or heard over the world's radio sgencics concerning
Unitod Netions ccbivitics; glve bechnichl direction to the information
'4cervicés of‘tﬁe toﬁpor&ry Londén offiéé;. end ﬁaiﬁtainiéothCts with
" information sérvices end other media,'officiél end uﬁbfficial, of the
various individﬁul United ﬁgtions to aevéibp sef&ices‘of‘mutﬁal benefit

end ensurc the use of &1l ﬁossiblé'chahnelslfor the aissemination of
infofmﬁtion about.thé'UnitEd Nationé.l In additioh, this Deéartmeni.will

curry out such other functions as the Secretory-General may assign;‘.

-VII -- LEGAL DEPARTMENT

This Depurtment will advise the Secretariet. end other orgens of the
United Netions on logel end constitutionql.questions; encourage . the progressive
developmont of internationnl law end its codiflcation; and maintein llaleon
with the International Court of Justice,

Thgso functions will require.that the Deperiment cdvise.and assist in.
drafting conventlons rolating to privileges ond immunities; deal with eny
disputc or luegel gquootion eriging out of the appliceation of such conventions;
study legal problems involved in pussports and visus; edvise and asslst in
drufting trouties,and internationel agreements; recglster, classify, and |
publish,trsaties and internatlonal. agreements; meke studies cnd. recommendetions
wnd promute confercncos of experts concerned with the development of
internctionzl lew; hendle disputes erising out.of contracts or-other.disputes
of o private lew character to which the.Unlted Netlons is & perty; assist the
depertmants on legal implications of their specific problems; and maintain

linison with the Intcrnetionel Court of Justice with respect to the legel
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functions of the Court (liaison on edministrative, financicl; end budgetory
cueotions will be meintained by the Administretive end Finoncial Services with
the Registrar of the Court). In nddition, the Depertment will carry out euch

e

other functions s the Secretory-Geoneral wzy ecssign,

VIII -- CONFERENCH AND GENLRAL SIRVICES

Scetlon I - Gencral

This depertment will meke arrongements for mcetings of the Generel
Agsembly, the Councilo, the Commissions, Corwrittees, and special cqnférencaé
held undsr the augpicens of the United Nations; provide genéral buéinoss
managumént servicen oy the Unitsd Nations; provide neccesary servicgs.for theJ
Heedquerters Cormission, end provide the edminictrative channel‘fprﬁ |

cormunications and licison between the heodivarters organizationvand the
Temporery Goneva Office, the Temporary London Office, end other temporery -
conferegcc sefvice offices established owey from hezdguarters.

These functione regquire thot the Department co-operatc with thgmdeparﬁments
concerned 1n schednling conforencsg and meetings; co-ordinate the service
ectivities; provide languege, documsnt, library end certcgraphic and other:
prosegﬁ&tion pervices for confarencos znd for the Secreterict; edit.apd publish
the Journals end offioinl records of conferences and mectlngs; provide general
services guch ags purchasing, stores and worehousing, commercial arrdngcments
(printing‘and sules) for publications, trensportation, travel arrangéﬁents,
hotel accommodntions, interim and permenent Secreterlot housing, nnd building
managemont; hendle mail, cables, tolephone tnd telegroph, rogistry and‘files;
providg £yping and ‘stenogrophic services to supplbm@nt gecretarinl and clericel
pe¥son§§l osgigned o the depcrimsuts; provide secreterict gervices for the

éédquartcrs Commission; éﬁa prepore directives end cou-ordinste instrucf&ons'
‘te the tempprary offiéés, and speclal missiors cwoy from Hecdguerters. In
addition, the Department will ﬁarry out such other functions ag the Secretary-

General mey uesign.
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Section IT - Brennh Officen

Brench Offices will report to the Agsigtant Secretdry—General for
Confersnce end General Scrvices at Headquefters, Policy direction for
cdministrative and finenciael services, for infbrmntion services and for
gpecial missions sent to‘such 0ffices will come from the appropricte
departments of the Secreteriat in New York, buv in order to achieve maximum
c§~ordination, 21l instructions end communicabions to such Offices must be
réuted through Confersnce and Gensrel Servicesd
TEMPORARY LOIDON OFFICE |

Thig Officc will be responsinle for fugilitating conferences to be held
or spongored by the United Netions in kurope. Tt will continue to provide

‘gener&l information, administrative:personnei end finoncial serviceé &8
specified by the Secretzry-Gonerzl and will gerve ts = centcr for Europcen
recrultmont.

TEMPORARY GENEVA OFFICE

This Office will be continucd until the assets, functions and personnel
of the Lengus of Nations located et Geneve uzre liquidated or transferred to
the United Nations or other anppropriate international organizations. Aftér
31 July, this Officc will be reeponsible for the administration nnd
maintensnee of all former Loegue buildings and the librery in Geneva. The
Office will alsc provide informetion services os specificd by the Secretery-

General,

IX -- ADMINISTRATIVE AND FINANCIAL SERVICES

The sssistunt Sceretery-Gonercl for Administrative cnd Finencial Services
will plen and oxecute the personnel, budgetery and fiscal programmes of the
United N.tions; keep the Secretery-Generel continucusly informed of problems
end developments in these fields reguiring his attention; provide stoff
asgistance to the Secretory-Genernl and to the Assistant Sccretaries-General
in edministrotive ond organizotion planning; provide dota for the appropriate

cormittsc of the Gencrzl Assembly with respect to administrative, financlal
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and budgetsry questlons; mointoin relationsghips with oll Departments of the
Secretaeriot nnd with the Registrar of the International Court of Justice on
edministrative, budgetery and financiel questions; adviee the Secroctery-
General on proposed prograrmes of the organization prior té thelir adoption 2s
regerds their personnel, budgetary and financiel implicntions,

. Thesc functions will require thet the three Burcaus reporting to the
Fapsistont Secretary-Gensral develop policies and procedures with respect to
a1l personnel questioné; estoblish end administer classificetion and selery
plong; recruit and place, In co-cperction with the dzpartmentel officiels
concerned, appliconts for posts In the Secretorlnt; provide employee services
such =8 informatlon on housing, recrcoticnal activities, emergency héalth
services; maintein records of ¢ll personnel actione; develop, in cclleboration
with the deportmental officlals, orileantution, on the Job, and esupervisory

~

training courges; malntedin lizleon with the Internmstionc<l Civii.Servico
Cormisglon end with employee organizations; assist the Secretary-Gener:l in
the formmlotion, prosentition and adninistration of the budget; co-operate
wlth deportmentel officials concerned in developing orgonization plans and
staffing patterns for ench department of the éecretariat; develop plens and
procedures for dealing with mencgement problems which are inter-departmental
in chrracter; cdvige thes Secretery-Gencrel with respect to 21l financial
quystions; prepere financial instructions and directives; exrmine for approval
ell propoocd controets and other commitrients wnd ell propoeals for paynments;
exsnine finencilal cepects of ngreoements with and rointoin finﬁncial liaison
with speciclized agencieg; exvrcise financial control and inspection over the
Temporery London Office und zny other conference offices which moy be
e¢strblished; corry out interncl test post-audit of United Natlone accounts;
eintoin oll financicl records and sccounts including individusl staff memboers
accounts of Provident and Retirement Funds; receive ond digburse monieé for
‘the United Nutlons; prepare financinl stotements, accounts, snd ruports cnd all
information required by the external cuditors, In cddition, this Department
will carry out such other functlons zs the Secretery-General nsy asgelgn.





