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ADMINISTRATIVE INCTRUCTION KO. 58
Memters of the Steff of United Nations

Subject: TIME REPORTING IN PARIS

Purposge -

This instruction sets forth the procedure Tor reporting time and

attendance of Headquorters staff assigned to Paris for Lo Third Regular

Session of the Qeneral Asgembly.
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Duty St&tuﬂ‘ngmary

(2) The certifying officer for each Depariment chall designate a
Tield certifying officer who will he respensible in Paris for
Pvrnishing to Headguarters the information required in
paragrephs (c) and (d) below and for meintaining leave records
of Paris staff.

(b) Duty stetus smumaries shall be prepared at Headgquarters at
the regular time without = segregation of the staff on duty in
Paris and cortified with the provision that changes may be
reported on the basis of supplementary information received from
field certifying officers.

(¢) Tield certifying officers shall furnish the certifying

officer at Headquarters with a fortnightly departmental llst

—~QE-those individuals who are nct entitled to full pay for the

preceding pay poriod.

(@) Field certifying officers shall report by cable any terminations
or periods of leave without pay in order that they may be appropriately
reported in the reguler Eeadquarters duty status sumary,

(¢) Deductions in recpect of abesences shall be made from future

pay cheques,

Leave Records

Fleld certifying officers shall maintain in Paris a copy of the leave

record {Form GA/1) for each staff member in their Departments assigned to

Paris,

On the termination of & staff member's mesignment, this copy shall

/be returned to
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be returned to Headgquarters to the departmental certifying offlcer wiere

the information will be transferred to the sgtaff memberts permanent record.

(Signed) H, C. BLVINS
Acting Assistant Scoretary-CQeneral
Administracive and Financlal Services
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