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ADMINISTRATTVE INSTRUCTION

To: Members of che Stall of United Nations

Subjects SHIPPING FROCEDURE

1. wposs
This instruction sets forth the procedure for standardizing shipping mebthuds

in all United Natlons officec.

2. Inaurance

A i oy S s

Arrengements have been made at Headquarters for aubomatic Insurance coverage
of 81l shipmesate by any type of comson cerrier (boat, airplane, railroad or truck),

i

Accordingly, offices shall not mals arrangeuwsnts for insurance of shipments of
United Natlons property, including documents, nor shall they instruct forwarding

agents to arrange for inswvance.

3. ubhorization fer shipment

£A1Y United Natlons offices shall use the stondard shipping authorizaticr

+

form, UN/P?/Z?, an initiel supply of which will be furnished by Eeadquarters.

of estahlishing premiuas and settling ciaiums, offices shall forwerd a duplicaic
copy to the Treasvry, Bireav of Plmancs, at Hoaéguarters-at the same time a
shipping authorization le forwerded to the consignee. Charges norwally shculd be
prepaid, )

Vhen & shipment conteins more then one cage, tne casges should be nuubereld

-

end. the shipping aunthorization placed in Case o, 1, This will facilitaete cusbomg

he

O
o

Inspection and allov the cornsignee %o oman oniy one cage in ovdsr to dlscover

conbents of all,
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Povm UM/FT/27 my be coumpleboed by bypowriter or hacho.ravh,
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certif icat ot of receipt of maierial, one copy to the consignes, on. cnpy Lo the
Tireasury, Bureau of Finance, and copies as needed for ths wecnrds of the
crigirabing of{iza and for aivices o forwarline agenis,

hs procedures followed a3t Esadguaorters is 2g follews:

4 nectograph stencil ie prepared Tor scch saipment and one ~opy is run off on

Form UN/ET/ZT to gerve agc a pecking list, which is placed in Case No., 1. This

first copy shows the consignes, acenbs, carrier, dsparture date, reguisiiion and

3
code nvmbers, and ths dszscripbtion of materiel bteing forvaried. The shijmsnt is

given %o the carrier before receipt of vhs Bill of Lzding Yo, and trancporietlon

o
chaxgses. Upon receipt of the Bill of Lading nurber and transporuation charges

this informaticn, plus list ofxattacnments
2

gtencil and +he reouived alditional. copios ore run olf

Lo O
Fellowing are detailed insftrucbions oa hewr the form should Lo conpleteds
Ultinate ounsignse - The uitimale consignse should be specificallj
designated, ag, for erample,

United MNatiors C United Natvione

Take Success, W. Y. . oY Lalte Success, N, Y.

2555 Film Unib ‘ AbGty Mr. John Doe
waen orga anlzation prcpsyh whea crganizational proysriy is

a8 destined for a unii or destined for an indiviaval,

dn}ar trenb., ’

£; 8hall be followed for zhipments to any Uni.zd Natidns
eddrezs in order bo sxpedite cusctoms clearances and inform the receivinz
crganization of the reciplent for whon final delivery ls intended. An individual

Y, § g3 .
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or department shall nob be addressed "in care of™ Unite

p:
¢

Shipping authorization no. - Shipping avthorizeticn nuaphers shall be
auslined N numerical sequenne comnencing wich Wo. 1. AU the close of busiress
‘3L Decamber, the st number shall be the yearly total of shirmenbs. T anuanr
31 Decamber, the last number shall he yearly tohal of shipn tnld

the mumerical sequence chell age’n sbart with No, J

—_—
FOTﬁaTdng agents - The name and adlress of the forwerdiing agent fngéyg uaed

ghiould be inscrted

., Whether.he is at the originating or intermediate point,
Agents? iustructioms - This space 1s tc be used to inform ferwarding acents
to follow a parbiculer procedurs, Ixamples o aipropriabe insuructions are the
fellowing: IT an ggent 1s used ot the criglnabting roint, the instiruclions migkt
re2d “3nip mroreid to sonsiimes, Your isevizel b1l to be pveshﬁt *2 this
of fice Tor ravment,” If an gpent ab some Inveracdiery poini is use >3, ihe

I s
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ingsractlons wight read "Please clser thrcugh Custonms and trensship vie (rail,

air, eea) to consignes. Bill this office for chavges for onwerd movement.”

Carpier - Irsert nsme of bual, alrlins

B 3 B T

railroad, tm.ck couxpeny or
“aiplomatic pouch®, '

Biil of laiinz wo. » Obbalned frum cerriev, In “he case of alr shipments,

R ot I A e I 0 s

the alvwayLili mouwkey g7 Bs doscr el OF suasymnte i Troacdl of foank,
- e ™ - — g Ly N - —~—y- L BN Jom
thils wagd rmumber should be inserved., Shiyments by pouch do no% regaive BfL

nuumber, ) -

1

., Doparture Jste -~ Insert the date the boat, plane, trein, truck or pouch

¥3 scheduled to leave,

Insguraace ~ See Section'2 above.
" .

Recuieition 1 no. = Insers In accoriance mtq system used in Hie originating

e e N s

office,
I en ication - Same 23 above.

Ac\, oury t tole nc. = Some &8s &bave,

Py a3, ctns = e
[

ransnozvha den chaw zes - Staele whsther
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Prepald"o If prepaid, elac insert actuval cosyv of ¢hipment. IT par’bial g

"Frepaid”, "Collecl", cr "Furtially

rrepaid, state details.

Attack enks - Specify. For boat shipmsits, the orlgiral, sigred, arnd cne
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copy of the pill ol lading should accoumgary the aunthorization 1c consigns

o

»
Where agents abt the criginating point are ussd, the transportation charzes zas

well as the bill of lading number and, possibly, the cerxier and departure date

&=
»

will nob be known un®il a day or btvo after derarture, depsnding upen the mode

of shipping. This informaticn should e cbicined as soon as possible from the

U

agenie.

Brn::d:;n_m of mate: ’1& . bedng Chi“obed = Incert in the space zbove

Bys", Shov the nvmber of pieces, the weight and volune and a

value of the material in each cagce of the ghipnwent, If casss counta
Pl

documenvs; the value should be the replacement’'cost in the event of luas cr

jah)
'

s rot overataie
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derase - Care shall Te talten that the valiue of skimrants

Aprroved by - The officer authrrized to approve shizmenhs shall algn the

e S - A
form.
Cortificatlion of receins - Sherld be =immed b the ccnmaignee uron recsiuh
of the chip and the form returned vo the originntorng offire. I recelrnt

>
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is not acinowledced by ihe consignec within & reeszcratle reriold of tine, a
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letter shcild be forwarded to the consignee regquesting such aclknoviedgmons.

5, Ezport Log (Fori UR/IT/29-2)

' It has been found that this Loz gives a quick visual presentnbion of
‘shiprents wilthout recourse to files. Coples are atitached for your possible
use, Ixport Lcgzs, where used, shall be returned to Headauarters for psrranent

records upon ccmpletion of missicns or conferences.

(signed) . Byron Price
BYRON PRICE

Assistant Secretary~Gensral
for Administrative and Financial Ssrvices
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