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ADMIHISTRA'nVE INF.TRUCnON NO. 58

Dnty f,'Gutue Surl1Illary'_....._...~,_._ ..__..._.,_.-_.
(a) The certifying ofricEJr foj,.' each Department aha Ll, desjgnate !l

field certifying off:~cel' who ",:l,l1 be respcmsnle in Paris for

fLlrrJif~hine to Headquar-ter'a the informat,lon x'0quircd in

paragral?h6 (c) and (d) be.l ow and fo:r maintaining leave recorda

of Paris staff.

(b) Duty status summez-i.es shall be prepared at Headquarters at

the regular time "ribhout n segregation of the staff' on duty in

Paris and certified ",itl1 the pl'ovision th:'\t changce may be

rWl)O:i.'ted on the basis of euppLement.a'ry information reced ved fro:n

field certHJ)'j.ng officers.

(c) Field certHying off'ice:r.s shall fUl"ni eh the certifying

officer at Headquarters with a fortniglltly departmental list

...... o.:.ftliose individuo..ls who are not entitled to full pay fm' the

proceding pay poriod.

(cl) Field certifying of'f'icern s~1all re:port by cable any terminations

or periods of leave vithout pay in order that they may be appropriately

re110rted. in the 1'0[;u19.1" Rl,adquartors duty status summary,

(0) Deductions j.l1 recpeot of absences 8118.11 be made from future

Su1Jject: TIME REPORT.ING IN PAlHS

To: Mmicers of the Staff of United Nations

/be returned to

1.

2.

This instruct,lon sets forth the procedure for re1)01'tJn13 time and

attendance of E:ead<;tuD,:c'Gers staff assigned to Pari.3 for I.;ho Third Hcgular

Session of the General Assembly.

Fleld certifying officers shall maintain in paris n copy of the leave

record (Form GAll) for each staff member in their Departments assigned to

Paris. On the termination of a staff membe1"'s assignmont, this copy Gha11

3. LeavG Records
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1)8 returned to Eeadquar-tera to the c1e~()artmerJtal c8rtHying officer vher-e

the :l.nf'ormation will be transfe:cred to the staff member t s permanent r-ecord ,

(SigIled) H. C. ELVINS
Acting Assistant Secretary-General

Administra'~ive and Financial Services
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