
UNITED NATI0/'.15 

SECRETARIAT 

A11\ill1JISTRATIVE INSTRUCTION 

To: Mem'l)ers of i:J~B Stuff of: T.Jn:;.tea. Eations 

Subje0t: SBTPPI:r:G IBOCEDtJBE 

GE!l'l:RAL 
Sfl';'JlJPS 1XI 179 .... I /; I 

lO Uay J.9!50 

This instruction sets forth the :procedure :for standardizing sh.ipping methodo 

in all United Nations offices. 

2. Inaurar.c.:e 

Arrant;em-::nts h."l.'re b0en :rr.uc'ie a.t Eeadq"Uarters for autorca:tic insnrance coverae;e 

of al:t ship::19.i.1.t.s by any type of ~orn.:r.on ca,r-..:'ier (boat; airpb.ne, railroad or truck). 

Acco:;}di:![';ly, offices shall not mal:e arro.n;_;eliJ~nts foT insurance of shipments of 

United .Nations property, incluclinc docuTients, nor shall tbey instruct fona.rding 

agents to arre.nee for insru:ance. 

All United Nations offices shall use the stondard sh:i.pping authorization 

form1 Uf.T/Pr./271 an initiel supply of '\'Thich i-Till be fUl"'nished byEeao.g_ua:cters. 

In m::d.er that. cora:plete recorC.s rr_ay be kept by Read.qua1't0rs anC. for ptcpo2.f.l8 

o.r estahlis'hinc; premiurr1s ar.d settlinc clfi.Jl!ls 1 offices shall f'o:r:rerr1 a G1.1._rlice:t~ 

copy to tho Tl'f:;a.sPY.'YJ J5'1r<::>au or Pi:GJ..:1co, at I:kc.dqu-:1rters at the same time a 

shippinG a'J.thorization i8 for·~rarc1.cd t0 the consic,nee. Cbe.r.c:;es nol':.r:ally ehculd be 

pr6:paid. 

vlhen a shipmont contains more t!u:m one case 1 t.i.:e casGs should be numbel~E..:;_ 

anc. the sh.i.pping authorizatio~'!. :placGJ. iu Case No. 1. This i·T.ill fac5l:i.te/ce cu.scomG 

inspect :ton ru:.d a llm·r the co.r.signoe to op0n only o:w cace in onlBr to discover tl:l;o; 

contents of alL 
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ce~"tificc;.'dcn of receipt of rr::;:.;e.r ial, one co:p;;r to the. cor.signee, m.:.- cnpy to tntl 

T:;.:-<:>a.:rury; B1 . .reau of Financ8, 9.:D.d. co}f~~0s as r.eede-:l fo:-: th9 ~:>eco_.:-·ds of 

C":'igir:C'I.ting of'fic~ anc1_ for a:i-1-tces ·Go fon1m·lir.(; agen~·.s. 

TlB :p!'oceci.urc fol.lc•red. a.·'.i EeaC.g_u9.~tera is as foJ.lc\·rs: 

l1 .hectoera:ph st.encil is :p:··e:pnreCL for ?C.Ch s.::dpment an<'i. one r:opy i::; r1.L'1 off on 

:F'vJ'tl~ T.Tr!i/?r:/27 to serve ac a packine: list, 'i-i~lich is :pJ.aced in C'<'l.se Nov 1. J:lhis 

firs·t. caw~,- shows ths conGitme<e. art::nt8. ca:::--.rle:::>, d.~TY1:rtt12':3 cla·t:e; re:.:t~isi :.ion: an1 
.t"'~ .._., ., u .;1 i - .... 

code r .. Pm0ers, ar..a. th3 dasc"C'i:;?tl.G:n v"f .::::J.te:r::.e,l "!:e:i...."C :::'vl".rar5.ed,. 'I'i::e shi}:!l:!'3ht is 

gi veP. to th3 ce..:crier before recetrt o:f -vho Bil:l. of' .L;;.d.ing l';o.. and. t!.'cncpo:·te. tion 

chare;"3sa U]?on receipt of the Bill oJ:~ Lacii;::g n:.;r:be;:-- "l!:d. t::'anspor·je.tl:m. cha!'ce.R, 

this ir.Li:'orma:Licn; !Jl"J.a list of, 'B.t.ta0nmer).ts; is a..:!.Cl.od to t.he or: .. ginal hectoc:r!3.pl1 

st0ncil and +ihe ra(l_t~i:-:ed. a0.d.::l.tio::-laJ. copi-ss t'.i:e ru.n of:£:·" 

Fcllo-wing are de-cailecl inst:;:·uc:t:to-r..s o~1. hc-:r the fcrm shm~J.~ to cc::nyleted~ 

lD:.tinar~2.~~ipr:tee_ - Tl1e 

de s:.e.·n2.tec":.1 <W, f o:- e:-:ar:.:!_jle 1 

Un:iJceti I'Jat,ior:.s 
LB.ke Success_. N ,. Y ~ 
!~t-'j~ Film 1Jr1it 

·..r:1e;:-... Ol't;a.'liza ti0n pr.c lJ32.' t-,y 
is d0EJ+J"1.ned. fol' a unit o::c 
d0 part; Tent~ 

s~·)uld. be spec.:i:t':i.csl.::_y 

UnHed. N6:~;ion.s 
!Bl:::e Success1 :N. Y. 
.At t ~- 1-Ir" .John ·Doe 

~-:he.1 C:":Ga!1.5. Zt:J. ti~l:A.l j!ro:rer"t y iS 
clest:l.ned "!:or an inC!.i.'ita::.:aL 

Tl:is for:c1 of ad.Cl.rescinc shell be follc:uecl for .Jh~_pments to ans t'"ni _ ::J. Natioris 

addre'3s in m:cle:r. t:;o 8-XJ:lcdi te cuct.o~ns cJ.ea1·ances anrJ. ir.:fo1~m tl~e ::cacr:li v5n;:s 

orsa;li?:e.tion of the recipic:1t. for \-rhom fim:l de:!..iv.;ry i<1 inGenied.. · An indiviiual 

o.t:.c;ie.:.ne;d :1.:1 UCJ.J.tld:l":.~c~".:i.. ee•j_'.:en~e com:nenc::.n:::; "'i-c,h Uo., 1., At t:'1e c.lo::;e cf bu.sir..ess, 

'31 Decsr:1te:r, tho laBr, r~c,_moer shall be -~he yeo.rl.T t:)i;al of sh\r::-a<:.n~s~ ('::1 1 Jenuar;y 

the ll1:tm~-·rical seq_l)Gnce chal.l aQe.::'.n sta::'t. ~-Jitl! .Nc., l. 

follo~·rl.nr;: 
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iner~':u.ctj_;)ns might read ».Please clAE•.'t" th'::'cu3h Cust0ns a..'"'ld t::.:an<:>8bJ.:p v-:ca (ruil, 

9.ir, eea) to CO:lSi[;J.eG,. l3iD. this office for oharr:es. fo:;." o:nwa:.~c:. :novemepto 11 

_ Hdiplouatic. :pouch« .. 

th:I.s -wayb'L2~ !:~mcer s.hou.lc bo i~:seJ.."'i~ed~ Shi}~nento by :po1.:.ch do r..·ot re~·.1h·e B/L 

nrt.m.loer ~ 

£:"U:'~lj;~_0ts - Insert the date the boc:t j :plc.ne :J t::.·ein, tru,~.}~ or :pouch 

!.s scheC..uled to le3.Ve, 

ID~:·uraJ.ce - See SE'ction '.~ abo7e. 
--~·:;...-..:~-- ...... 
Reouiflit.:i.a.:.l nJ .... Inser;; in accorG.a.c'"lce v.'ith systa:.a. usecl i11. t..lJe o:::--i,:;inat:tn.s 
.......... -~~-- .... -......>-... ~- ... 

office. 

Inent!fication Same a3 above~ 
-c-~_..._.,..._.._.._ 

Account to.::LE- nee "" S<:.me as &b0Ye. 
~......_--....;~ ~-·-· 

.Pre?£,i drr ~ If :pre:p3.io 1 c:-3.80 insert ac ttcal cost of ehirr.ne:1t. I:' IJa:..-""LiaJ~y 

:v.ce:paid:J s7.ate detaiJ s, 

!~_!;achE_l.e:J.t~ - S:pecii'y., For 'bos:~ H1rt.:r:m-9r.ta, "the origJr..aJ. 1 sig!!ecl, ar:d one 

copy of the bill o.? lad.:i::1g should a::-oo::-(i?.rr,y the autl1o:cizution to ~on.3:ignee. 

1-ll1ere agents at the c-r.::.e;1.z:ating }XJir1t e~ce uss:l, the \,X'ans:po:::-tat:tou c.!ce..:c::;es as 

well as the bill of lao.ir...::; r.<".lrl'bor -:t:nCl., possioly, the cc:.rr:l.e:;,~ ancl dcpa:rtlu·e date 

'Wi]~ not be hlo·WJ.: ll.r.T;i.l a day o:c hro ~tel' dera:r-tv.~-:e; C.e:fis!'ld.inc u}.XIn the mode 

of ship:pinso This i:ll'o:r.matior1 shou.J.d ·ce cbto.ined a.s ooon a.3 possible fron: tl:e 

acento 

Br8ekclmm of llli..'l.te::ial beir"'~ :::hi UTJed ... Im:art in the S'Dace z..bove ''A:P.L'l'Jro'.Tecl ...... ~-----~--e.-..,..._.-..-..,. ................... -~--- .. ---'~ --- .J.'"' 

By~« o Shmr the r.,'(.':.I:lber of J?iecea, tl1e weit')'t and. voll<.:TI0 bnd a d~?sc~i].'ltio::1 &eel 

value of the matel'ial in each cace c·f the ship:.:cnt. :f' cases ~onta:!:!l only 

doctl.Lle:lts i the value sho-:.11<:1 be the repJ.aCf?Jr..ent ·cost in the eve:-~.-::. of lvss cr 

""~"""'!"' C ..,.. b ,,1" t"~~e·J. -'-l1at t~1e --p·~,,~, •1" cir-l·-.,.,,.,,,.:-"' ;s '"'o'+ o-vo'Y'""-"'1·-er-uct~e..... .a ..... e s -2-L ~e c.... ...... J. v 4.... v,_.,_i,A..._.. (._.. 0-... -.:...u..:.:..- ........ ;,;.:...; - ·- ...., .... uvv. J \.l,:a 

C0X'ti:f:icution C'.r' :cece:l :-f~ - s:r·ct~l(} be ~.i;11·:e':l ·irr tte CCL.~,j.r.).,.:--lF..8 ~...i._T0!1 l-"~CC:-35. ~iG 
_,,_,.,.,~...,~._,, ............, ,----,.~--- :;;. ... , .... _.. .. ,. ...... ._..._o_-.... .__. C. -
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letter shc··tld. be fonm.rded to ·the consie:."!fee request~r::e such acl~m;~EH~,g:c:ll:::f':~. 

5. ~2.rt~_f~ l;Fs>tm UIILTT)?!J.:·2l 
. ·It has bee~- found that this Lee; gives a quick vicual Jr-esent.:--,tion of. 

· ship.:r:ent.s 'tiithout recourse to files. Co!Jies are at~ncheC. for you:' ;poBsible 

use,. Exro0rt Lo:;;;B 1 '"here usee., . shc::.l ce retu..Y'!led to Headquarters. for pertranent 

records u:pon ccnplaticn of rnisJions or conferences. 

(Signed) :Byrori Price 

BYRON :PRICE 
Assistant Secreta~J-General 

for Adxdnistrat5.ve and Fina.Tlcial Services 




