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MACHINERY FOR T CONTROL OF EXPENDITURES

Note by the Secretary-Ceneral

By resclution of the General Assembly at its ilst plensry mesting
(A/6 page 20) the Secrebtary-Genersl was to be prepared to recommend to the
General Agsembly during the second part of the [first session necessary action
on Machinery for the coantrel of expenditure. '

The fundementel control rests of course with the General Assembly, which
alone has powsr %o approve the budgetary eppropriations., The detailed, dey-
to-day contyol within the uurvamquat 18 exercined by the Amgistans Secretary-
General for Admicistraolive mﬂa Finarsial Services, whose Depariment ia
organized es thrse Burecans - fhe Burcan ol Admluistrative Management and
Budgua) the Surean of ths Couth*olier and. the au of Perasornel. Fach of
thege Juresus hag a part in tﬁeboparau¢on of the necessary countrols, which
ave sxevclied in three ways, briefly descrived on page 11 of the Budget
document, Af’O-

"
i

(2) In joemnl ting the budg cet, Departrments submit their own estimates
to ths Depaviment of ﬁdﬁlﬂ;qbfﬁtfve anL Finsncial Bervices., These

Doparimantal sstinetes are rev: the Iarean »f Administrative
Menagesoent and Budget, and where unfr\nxlate by th2 Burean of the
Compt er and bths Burean of Personnel. Congulietions are held with

Dopariments to obtaln basanced Departumontal snd overall figures, having
rogard to the necesasity for efficient and sconomical administration on
the oue hend and the effective carrying out of programmes on the other.

() TFollowing approval of the estimates, allotments are made to
Departnenty on a qwfvtorﬁ« bagis to mset expenditures and. obligations.
In maxing these allotments, the Burean of Administrative Hanagement
gnd Budget reviews with e=ch Department their requirements for the
quarter, taking account of changes which may have occurred sirice the
estimates were appr oved o

(¢) Ths finzncial rules in operwtwon provide inter alia for the
recordiing arainst thotae i ion: A syebem of pre-andit of
Bille end vouchers submitied for payr.;us hes been inbrodiced, as well
s an iaberas.. post-audilt designed to test tue efiiciency of tns '

accouating & yq%sm and the adequacy of the regulations and methods of

conbrol.
Thege three elements of 1nternal control require a more detalled

Plg On, althou
short naper to desd

nape
transaction.

;w,h inevi 1»‘"*"»’53-9»
oL

, ', it 18 not possible within the compass of a
ibe every check which 1s applled to every type of

v

WIEW OF - B”DGET EQ“IMATES %UWWITTLD BY DEPARTMENTS

The largest q?ngle item of eXPenditu,e il the budget relates to salaries,
the wotal of which dereunds vron ths number snd grading of poeos; and a
subs bhentbisl part oFf ths TSMdLHTﬁh expanditure lg directly related to the



AJLTR
Page 2

nunber of posts. Control over establlshmentq is accordingly of prime
importance in the formulatlon of the Budget.

The organlzational framework of each Departiment is drawn up, for the
approval of the Secretary-General, by the Bureaw of Administrative Management
and Budget in conjunction with the Department concerned. When the Departmental
organization is approved, the Bureau of Administrative Management and Budget
issues manning tables for: the Department, specifying the meximum number of
posts in each grade which may be filled in that Department for a stated period.
The Bureau of Personnel ig respongible for seeing that recruiting for that
Department is not carried beyond the manning table limits, except insofar ag
short-term, temporary persomnel are required for periods of exceptional
pressure of work - e.g. the pewiod of the General Asseubly.

he menuing tables require amendment in the light of changling work
programmes, and the review of the annual Departmental estimates is a stage
in that continuing process, With knowledge of the anticipated number of
stafi to be employed it is possible to review the estimates for office
facilities, spaoa; stationery, etc., IHetimates for other services - e.g. -
public information programme - are reviewed in the light of approved policies
of the General Assembly. 'Rega d is had 1o the need for economy in the
execution of programmes, end for co-ordinating and preventing any overlapping
in the work of the varlour Departments and of specialized agencies. The
Bureau of administrative Management and Budget and the Bureau of Persomnel also
keep under review the gquestion of saldry and allowance rates as such.

““UT OF ALLOTMENTY TO MEET EXE TND1TURE AND OBLIGATIONS

The second stage of control, i.e. the lssue of allotments, 1ls in some
degree a repitition of the process of estimates review,  The aporopriations
approved by the General Assenbly ars not automatically avalilable for spending
by Departments. In the firast place, the Secretary General is required, by the
terms of the draft appropriation resolution on page 32 of the Budget document
A/79 to make primary allotment of appropriations by object ol expenditures, as
shown in Table 2 of the Preliminary Budget Estimates, (for example, the
aprpropriation for "Common Services" will be allotted for Communication
. Services, hentals of Premises, Stationery, Printing and the other items listed
on pages 66, 69, and 70 in. the Budget document A/79.) thus limiting the funds
avallable for any particular object. And in the S@bOHi place the primary
allotments are themselves not available for spending by Departments until a
secondary allotment has been authorized to the spending Department by the
Secretary-General acting through the Assistant Secretary-General for
Administrative end Financial Services (for example, before Departwents can
exmploy stafi a secondary aLLotmen mist be issued to them out of the primary
allotment for Salax riea). '

To secure a secondary allotment, a Department must submit an estimate
of the amount required to the Bureau of Administrative Management and Budget
for review and approval. In congidering requests from Departments for
allotments, the Bureau of Administrative Management and Budget has regard to:

(a) Availability of Appropriations, and the intentions of the General
Agsembly in approving those appropriations. C '

(b) Availability of funds on hand.
(¢) Xnown or possible future demands from other Departments, and thelr

effect on present requirements (i.e. it might in certain circumstances
be neceseary to determine the relative priorities of differsnt programmes),
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(@) Authority for determination of the programme from which the allotment
requests ariss. axcept where the General Assembly approves a programme 1r
detail, the precise manner of its execution must usually be determined by
the DPCWDEd“T"CGnCWdl In matters wh ch do not, by the terms of General
Asgspibly resolutions, require his per onal awuﬂorluy the Sacretary=-
Georal may delegate his authority to the Assistant Secretaries-General,
o matters within the scope of their Departmernts. It is, however, normall
the case that before a major Departmental programme is a)proved the Bureat
of Adwiristrative Management and Bu dget is requested to advise the
Assistant Secretary-Gencral for Administrative and Financial fervices on

the financial mfl ications of that progremme.
(e) Economy in cax rying out the programme,

’D) Justification for the estimate put forward by the Depariment.

The amount of justification required varies with the cir.umstances.
Where the Department has submitted detailed justification for the annual
budget estimates, and there has been no change of circumstances since
that time, an allotment to carry out the budget programme would not

call for a restatement of the details. In other cases however it mlght
be necessary to review the allotment request in detail.

In general, requests for these allotments are made quarterly to cover
the following quarter's regquirements, bhuv the re are two types of exceotlon
to the quarterly basis..

b

Tirst, certain operations - e.g. the transfer from Hunter College to
Lake Success - represent firm progranmes of an exceptional and non-recurring
nature, and accordingly allotments are made on vhat may be described as a
"project" basis, to cover the couplete costs of the operation. The "project”
allotment covers all typss of expenditure in the operation - transportation
costa, construction and alteration work, ete. the actual expenditure being
analyzed in the allotment accounts maintai -ed by the Comptroller, \

Secondly, in the case of "extra costs ' arising from the holding of a
conference (e.g. special hire of space, or travel of Secretariat staflfl
attending the conference} it is desirable, to secure effsctive control, to
collate the estimates from each Department relating to a particular conference
and to review them as a whole. For example, a conference held in Europe may
involve action by both the Departmsnt of say Economic Affairs and by
Conference and General Services at headquarters, and to prevent duplication
in the servicas which each Devartment proposes to render to the conference
a 81 ingle -"conference budget” is prepared. Accordingly it is proposed ta make

the first place a single allotment on a project basis for esach specific
conference; this proiect allotment will however be sub-divide by objects of
expenditure for each Department concerned and the accounts which will be kept
for the project will bs similarly broken down. When the project is completed,
both the allotments (as far as it has been utilized) and the expenditure under
it will be transferred to the normal Departmental secondary allotment accounts
for the relevant objects of expecnditure. The closed. project accounts wilk
remain asg a source of information on the direct additional costs resultlng
from conferences,

At a later stage, 0uher exceptlions may be made to the quarterly basis
for sllotments, which is simply a matter of convenience and expediency.
At the present time, when annhual estimates have to be based on a limited
experience, it 1s to be expected that a closer estimate can be mads for
thres months ahead than for a year; accordingly the guarterly allotment
request affords both the Department aand the Bureau of Administrative
Management and Budget =i opportunity to revise the estimates to give effect
to changes in programme or ovher new developments. Wien the orgenization
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‘réaches a more stable situation, or as experience leads to [irmer estimating,
-itxmay he desirable to lengthen the allotment period for any particular type
© ofexpenditure, or to make other changes in allotment methods.

Up to the stage where secondary allotments are authorized, the controls
described above are exsrcised in the Bureau of Administrative Maiagement and
Budget. The third step in the contrel system is effected in the Bureau o
the Comptroller.

AA'APPﬁOVAL OF OBLICATIONS AND CONIROL O EXTENDITURE

Delegation of anliority (see Anmex A as to relevant Secretariat
instructions} by Assistunt Secretaries-Genoral to their Deparimental officers
mugt be made in writing on gnecial Authori: ation Cards specifying precisely
vhat actions the officer concexrnad la aut: rized to take. Copies of these
cards are sent to the Comptroller, who is thus in a position to check the
authority for each obligation. In each Deopartment, a fairly wide authority
to act foir the Assistant Secretary-General in financial, personnel or supply
matters is delegated to a responsible Executive Cfficer, but actual power to
“enter into obligations hes in moet matters been concentrated in a few division:
of the organization, to which the Secretary-General has entrusted the function:
Thus Executive Officers msy authorize ofiiclal travel for their Departments,
but the engaging of gtaff may only be vndertaken by a responsible officer in
the Burean of Persomnel, while purchase and supply functions are restricted
to a diviaion of Conference and General Services. (The Provisional
Procurement Rules ave peproduced in Annex B).

The Comptroller\in fact exercises a continual and detailed review of
expenditure programmes, and ol the flow of transactions in the financial
administration. The controls operated by him fall broadly into three phases,
exercised by separate divisional units in his Bursau.

All proposed obligations for more than $1,000 must be submitted with
supporting documents to the Division of Budget Accounts and Expenditure Contro:
for examination and may not be finally entered into until the Comptroller's
approval is given; similarly, all bills for payument must be passed to this
division for pre-audit, ‘

The nature and extent oi the contrels veries with each class of
transaction, and a statcument of them in some detail is given in Annex D.
- In briefl, however, the essentlel feztures are as follows:

(a) Verification from the Authorizat on Cards that there is due

< amthordly for obligations, For examp.e, no person will be put on the
payroll.unless the Comptroller has a1 instruction, with all details, irom
a duly authorized officer of the Burecau-of Personnel.

(b) Examination of draft contracts (which must: also be cleared by the
Legal Department) or other obligations and of supporting documents for:

(1)  compliance with allotments and availability of funds;

{i1) compliance with Financial Regulations and Rules (reproduced
in Annex C) S

(11i) propriety of contract methods - €. . whether by competitive

tender or not, whether lowest price was .accepted, etc;

(iv) reasonableness of terms;

(v) possible consequential effects on the finances of the
organization,
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‘ (e) Invoices way be nald only by the Comptroller, who first pre-audits
“them to Ses that: e o T
(1) there is a eertificate of evidence of dellvery of supplies,
in accordance with contract terms and specifications and
. that the. goode have been brought on charge in- the inventory
or stock records; (or that there is evidence of satisfactorv
'porformance of servnce), =

’(ii) a1l documento are in order, are. arjthmetically correct and
are signed bf the duly authorizoa officer; .

(411) vpeyment is in'accovdence with the terms of the contract and
_had not previously been made, To prevent double yayment,
- every payment made is recorded on a meuorendum."Pﬂyee Reoord
';‘Card" maintained in roqpect of each payee by name.

" ‘Phe trensections describedvabove are recor dod in the Budget Accounts,
the eccuracy of which is checked through over-sll, total sccounts maintained
by the Genersl Accounts Divielon. These totals, or Control, accounts,

T gimilarly ‘serve to check tha &oox‘acy of all otrer ‘gubgldiary records - €.Es
of Members! Contributlons, cash, invootment advances to employees, accounts
receivable, fixed assets, provident fund pavmznts. From these accounte, and
the periodical financial etatements prepsred from them, the ComptroJWe
maintdins control over the collecticn &F Coufribuumons and, othier income, and
the repayment of recoverable expenditure., The sitatements emable Him to see
that the total allotments issued do not eYGeed the available balance. of
approvriations, end also form a monetary record of agsets acquired +hrough
purchase -of property, stores or righte., (The stock or inventory records of
physical quantities of Loods, suon¢1es gtc. purchased are meintalned by
Conference and General oerv¢oen).‘

Speciel ettention is given to the comfrol of caah, which 1s depOQited
in Banks designated by the Secretary-General, All advances to the Working'
Capital Fund (the same procedure will be followed for Contr ibutions) are paid
into an account at the Federal Reserve Benk from vhich transfers ere made
as required to working accounts at the Chemical Benk. Cheques on ‘the Federal
" Regerve Benk account must be signed by either the Secretery-General or the
Aggistant Secretary-Genera) for Administrative and Financisl Services and
by elther the Comptroller or the Chief of his Treesury Office, Chequea
on the working accounts et the Chemicel Pank must be sigrea by two officers
“duly authorized in writing by the Comptroller to do so, the Bank hav;ng
specimens of the authorized signatures. The only eﬁception to the
requirement of two slgnatures ig that payroll cheques are signed by only
one officer: these cheques are drewn on a geparate Payroll Account at the
‘Chemical Bank, 1nto which ¢s depcsited the exact amount of the total of each
payroll. ' S ,

The record of Cduh tra:sactions s rosulurly roconcilod with Bank
certificates of balances, cleared cheques, etc, and with cash held in the
safe - the latter amount being normally extremely smell. Similarly
investment transacticns ere recorded in the general accounts, the balance
on which can be checked against the securitles held in safe custody in the
Bank, To date, investments of temporarily swrplus funds have been limited
to shoert term United States Treasury bllls; a Financial Reguletion on
“Investments 1s being submitted to the General Assembly as part of Revised
< Provislonal Financial Regulations.
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Further, by meang of the geperal agcounts, control is effected over imprest
accounts and the accounts of regiomal offices, where internal checks similar to
those at headguarters are epplied by the 1oca} Finance Olfioers, who are the
Comptroller ) rep.;eaen‘uatwe ORI ‘.

cono’m: ATIO'N o oowrmon N

At"eaCh“étage above the B:reau of the Pomntroller main ains cloase liaison
with the Bureau of Adwministretive Management and Budget. The two Bureaus must
be in accord as to the scope and content of the allotment accounts, and muat
determine WWat "object breakdown” is dealrable and feaglble within the allotment
accounta - 1, he degree in which expenditure under the allctmente shall be
analyzed in the accounts with a wview to permitting cleser conbrol if necessary,
and to giving jnformation of Valde in formulating future estimates.

Further,;by,isaue of the, f41ancial statements the Comp vroller keeps
spending Departments and the Bureau of Admﬂnlsurative Menagement and Budget
informed as to the positicn of the allotments. By watching the rate of
exppndlture he is eble to advise 1f allotmen a ere lilkely to be exhaugted before

“the end of the perlod to which tncj reldue I any category of expenditure
appears to require closer control he is dbla to advise the Bureau of miniotme
~ Adninistrative Management and Budget wi 'h a view to their tightening the scope

of the allotments covering that category.

‘The final process in the 1ntcrnul conurol ccnsists of post-audit carried
out bJ the Audit Divielon of  the Bureau of the Comptrollsr. This does not
conglst of a routine, ex post faoto ‘repetition of the checks applied at

-eerlier stages. It is a test audlt designed to check the efficlency of the
sccounting svntcm, the correctness of the accounts and the adeguacy of the
regulations and methods of control. It is epplied to the whole renge of .
United Nations activities, beth as regerds the flmenciel and the stock or
inventory “eccvda hut the extent of the test 1s varied according to the degree
of rigks of error etc. in the typ 20 of transaction audited, as disclosed.by the
audit reports ' '

The internal post- audlt should not be confused with the external audit
as to which rﬁccmmendatlons are belng sulmitted by the Secretary-General to the
General Assembly. The aXternal audlt WJ*l be carrled out under the direction
of auditors independent of the Secretariat and regponsible to the General
_Assembly. Their methods may be é¢m1¢a“ to those of the internsgl auditora, but
they will have greater ¢reedoon; action for examnle a dcciqlon by Secretariet
authorities may be binding upon the internal audltors but may none the less be
open to objection by the external euwditora. It ie through the medium of the
latter's reports that the efficiency of the machinery for control of expenditure
may expect to be Jjudged. They are 1n fact, the last element in the machinery.
Their work must necessarily be done after expendlture hes been incurréd, but
the fact thet every action of any officer of the Secreteriat, in so far as it
has financial effect, is open to detailed review by suthorities extevnal to. the
Secretariat, can be exppoted to have its rautlonary effeu
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ADNIX. B

" DELEGATICN OF AUTEORITY

1. The primary -delegation of auﬁhoritv is thet from the Secreuaxy-General to
the appropriate Agslstant Secyet a“y-Gune al L

2. :To meet the neuesslties of prartlcal operatlon the Assidtant Secretary--
General may authorize others to act.for, him in certain: cases, unless, by
regulation, the authorization of spekiflc actions is to remain with the Agsistant
Secretary-Genéral. The final responsibility to the Secretary-General, under
such delegations, resides in the Assietant Secretary-General, but persons with
re-dslegated authority are fully responsible to the persons who delegated the
authority to them. ,

3.  In the cage of administrative, financisl, end general gervice matters, the
Assistant Secretary-General should suthorize the Executive Officer to act in hie
behalf. The Executive Officer may, in turn, extend this authority to other
persornel in his department unless the regulations prohibit delegetion beyond
the Executive OfTicer. As a matter of policy, the Ixecutive Officer should not
re-delegate his authority unless thls is essential Yo effective operation. In
particular, he should not re-delegate the authority to submit requests on
behalf of his departnent for budgetary allotments, personnel requisitions,
non-expendable suppiies and equipment, authority to travel, amd travel and
ealary advences, nor ordinarily for printing. The Executive Officer may
authorize other members of the sgtaff to initiate sctions and prepare documents
for his signature or counter-signature, but thie will not be congidered e
re-delegation of euthority, and the Executlve Officer will be regarded as
responaible for these actions.

4. In order that the officers responsible for contracting and paying for
materiala and services may be agsured that requests submltted to them are
properly suthorized, the following procedure is establlshed: ‘

(2) The Assistant Secretary-General of each Department shell meke such
authorization as he may wish to one or more perscns in hils Department and
certify to this effect on an Authorization Card (Form AB6, copy ettached)
for each person designated, Types of actions listed on tra card which the
Agsigtant Secretary-General does not wigh to authorize sghould be stricken
out. Additional Authorizations may be listed on the card in the space
provided, If the Assistant Secrstary-Gensral wishes to authorize his
deslignes to re-delegate any authority, he should indicate this by placing
his initials before the actions which may be re-delegated.

(b) The officer to whom the euthorization is made shall sign the cerd in
the space provided.

(¢} The Authorizetion Card shall be made in single copy only, and ehall
be forwarded to the Assistant Secretary-Generel for Administrative and
Financial Services for hig informstion and concurrence,
(d) Photostatic coples of the card will be arranged by the office of the
Assigtant Secretary-General for Administrative and Finencial Services, and
transmitted to
(1) the initisting Assistant Secretary-General
(i1) the app:opriate contracting officers, and

{431) +he ComnFrnllew . . - 1‘
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5. TIxecutive Officers or cther perscns deslgnated by the Assistant Secretary-

General sghall follow the seme procedurs as in 4, in re-delegating thelr authority
to other steff members. ,

6. In order to cancel delsgation of authcrities, the delegating officer should
write "Cancelled" across the face of his copy of the Authorization Card, end
forwvard it to the Assistant Secretary-General for Administrative and Financial
Services, who wlll notify the appropriate persons., If some authcrities are to

be cancelled, and others caontinued, the same procedure should be followed, and

a new card should te prepared Indicating the authorities which continue i effect,
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DO WOT WRITE IN THIS SPACE

NE PAS ECRIRE ICI

Name
Nom

is authorized to approve the following for
est habilite & signer pour le Département de

Depurtment
Le Département

and to re-delegate the meE Snl (;.113(1
pour les Lubrlques paraphc@D 1'inbéressd

Office or Post
Poste ou Titre

& le drolt de sous-déldgucr sa signature,

Strike out items not applicable
Biffer les mentlong inutiles

Regquisitions for expcndsble supoliva
Requisitions for non-expendzble supplies
gnd equipment

les
mobilier

Requests to the Library for the purchase Les demendes
of books and periodical subssriptions
Requests for duplicuting Les demandes
Rcequegts for printing Les domandes
Requests for languuge services Leg. demandes
o linguistique
Rzguests for editeorlal sorvices Les demandos
. , . 1t'Edition
Requests for authority to travel Les demandes
Requests feor travel advances Los demandes
S VOyage
Requests for budgetary allotments Les demendes

Cleerance of
Requests for
Requests for

Ltcxpédition
Les demandes

Los demandes
té1léphoniques.

Les

procedural mattors
allecation of space
telephone LOleﬂKnt

Long dis tJncu nblmphone chls

Telegraph and- coble messages . Leos

Requests for personnel Los demendes
Certification of personal service Les

(Time 2nd attendance) . .
Overtime work to bo porformud Lesg heurcs
Overtime work performed Les:

‘Night difforentisl compensation Les
Requests for sclary advances Lesg

Coencurresd in
Approuvé

,
2dressces

Les véquisitions de petites fourniturecs
~dquisitions de metdrisl et de

& la Bibliothéque
concernant l'achat de livres st les
gbonnemonts sux périodiques

au service de rendographie

an serv10o de
sdressécs i

’

asdresseos

. la

é la

impressions
Division

Division de

dtautorisatien de voyage

dfavances sur frais de

de crédits budgétaires

deg
de locuu

dflnstallations

de ps TQODHbl

affaires courantes

appels te lvphonlaucs 1ntururbu1ns
cibles ot btdldgrammes.

3

feuilles deo prwoenou (houres de

présence du personncly

upplcmuntulrcs privues
Boures supplémentaires effectudes
indemnitds pour travail de nuit
demandes d'avances sur traltement

For the A881°tunt Scceretary-Generel for Assistant Sccrptary~Gcner 1] (or designee)
Secrétaire géndral (ou suppléent)

Administrative and Financinl Services
Pour le¢ Sverdtaire gindrel adjoint:
chargé dos Serv1ces ﬂdmlnlstrttifs ct
financicrs ” : '

19

Signature of oiflclul ﬁuthorlcod

- A

e s _ow

Date
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ANNEX B

PROVISTIONAL PROCUREMENT RULES

1. Advertising Requirements

All purchases and contracts for articles or services wade by the

United Nations shall be made by advertising, except as provided in Rule 3.

Rule

2. Placing of bids

Whenever advertising is unsed:

(a) The advertisement for bids chall be a sufficient time previous
to the purchase or contract, and specifications and invitations for
bids shall permit such full and free competition as is consistent
with the procurement of types of articles and services necessary %o
meet the requirements of the United Nations,

(b) All bids shall be publicly opened at the time and place stated
in the advertisement. Award shall be made with reasonable prompiness
by written notice to that responsible biddsr whose bid, conforming

to the invitation for bide, will be most advantageous to the

United Nations, price and other factors-considered, provided that
acceptence by the Assistant Secrebtary-General in charge of Conference
and General Services of any other than the lowest bid conforming to
the invitation for bids, or his rejection of any bid on the ground

of the bildder's not having the essentisl qualification and means to

- perform satisfactorily the requiremsents of the invitation, shall be

ule

Tinal, and in each such case he shall file with the original contract
a statement of the advertisement, provided further, that all bide may
be rejected when the Assistant Secretary-General in charge of
Conference and General Services determines that it is in the interest
of the United Nations so to do.

3. Ixceptions to Advertising Regquirements

Purchases and Contracts may be negotiated without advertising if:

1. the exigency will not admit of the delay attendant upon
advertising;

2. the aggregate amount involved dces not exceed $1,000.00;

3. for personal or professionazl services;

L, for medicines, medical supplies, hospital or surgical supplies
or prosgthetic appliances;

5. for proprietary articles, perishable subsistence supplies or
other supplies or services for which it is impracticable to secure
competition; -

6. the prices or rates for the item are fixed pursuant to legislation,
and there is no other available source of supply, such as telephone

and electric service or transportation, where rates are approved by
regulatory bodies; o
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T the Assistent Secretarxy-Genoral in charge of Conference and
Gensral Services determines that the procurecment without advertising
is necessary in order to assure standardization of equipment and
_interchangeability of parts;

8. the Assistant € Secretary-General in charge of Conference and
Genersl Services determines that advertising and competitive o
bidding do not produce ressonable prices independently arrived at in
open competition;

. otherwise authorized by the Secretary-General.

Rule 4. Negotiated Contracts

Contracts negotiated pursuant to Rule 2 may be accomplished in-a ‘
menner which, in the opinion of the Assistant Secretary-General in charge =
of Conference. and General SeTV1ces W1ll promote the be t interevts of
-the United Nations. - o

Rule 5, Advence Payments

AdVance paymenté may be authorized with the annrovai of the Finance
Oifice when it 1s customary commercial nractlce in the country in which
the purchase is being made.

Rule 6. Delegation of Authority

- The Assistant Secretavy-General in charge of Conference end General
Services 1s authorized to delegate the powers to make determinations or
decisions specified in Rules 2, 3 and 4 as may be necessary for administrative
expedience.,

Rule 7. VWritten Justific ation of Doterminatlan

ach determination o1 decision required by Rule 2 and by Sub- sectlonu
1, 3, 5, 6, T, 8 and 9 of Rule 3 and by Rule 4 shall be based upon
written flndlngs made by the official meking such determination, which
findings shall be final and shall be preserved in the apnlicable case
files, . T

Rule 8. ¢ Effeqti?e Date

This rule shall become effective:as of 11 Merch 19k6.
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ANNEX C

PROVISIONAL FINANCIAL RULES*
SECTION I BUDGET AND ADMINISTRATION

Rule 1. The heads of all departments or'other sub-divisions shall submit
estimates of expenditure for future financial periods when 80 required by the
Budget Director,

Rule 2. Appropriations shall e available to meet obligations only after being
" allotted by the Budzet Director.

Rule 3. The Budget Director shell make such allotments ag are necessary to
units of the Organization from appropriations to ensure that obligations are
incurred only in accordance with budgetary limits, The Budget Director shall
notify both the Organization unit concerned and the Comptroller concurrently of
such allotments or subsequent changes therein. -

Rule b, Obllgations way be incuryed for the purposes indicated, not exceeding
the amount of the allotment and in accordance with the provisions of Scctlon 3,
Rule 1. :

Rule 5. The unobligated belances of allotments mey be decreased or tramsferred

(within appropriation limits) by the Budget Director, Unallotted or

unobligated balances may be transferred between appropriations as provided in
‘Rule 22 of the Provisional Finencial Regulations.

Rule 6. 'The availability of allotments to meet obligatlons shall continue

only to the extent that the relevant appropriation itself remains aveilable for
obligatlons.

SECTION IT EXPENDITURES
Part 1 - Inecurring of Obligations

Rule 7. Only those officials designated for the prupose by ‘the Secretary-General
may suthorize or order the incurring of obligations, Every person authorizing

or ordering the incurring of an obligation 1s responsible to the Secreta rv-
General for the obligation incurred.

Rule 8, Obligatilons may only be incurred sublect to tl.e conditions laid down
by the regulations or rules specifically applicable to each category of
expenditure,

Rule 9. No authority or order to incur an obligation shall be given without
the prior approval of the Comptroller, except as provlded in Rule 8 of the
Provisional Financial Regulations,

Rule 10, The Comptroller ehall examine proposals to incur obligations from the
<" point of view cf the appropriation and allotment to be charged, the availability
of funds, the correctness of the calculations, the observance of the financial
provisions of the rules and regulations, the intentions of the General Assecmbly
when approving the Budget, and the results which the proposed measures may have
on the finances of the United Natioms. For this purpose all the documents

* These rulesg were drawn up in accordance with the recommendation of the Advisorn)
Group of Experts and were put into force by the Secretary-General under the
general provigions of the Provisional Financial Regulations approved by
the General Assembly. Certain modifications to those Finenclal Regulations
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Justifying a proposal to ipcur obliggtions ghell be submitted to him.

Rule 11, These propocale must be signed by the ordering officer and accompanied
" by the necessary supporting documents which shall show the purpose of the
proposed cxpendituve, ite calculation and the epproprietion and allotment to be
cheyged. R : ‘

The Comptroller, after exsmining each proposal, shall signify his approval
in writing on the document on the basls of which the oblizatlon will be incurred.

Rule 12. TFrom and after 1 September 1946 no obligatione ehall be incurred by
way of ineurance podiciss, e.z., fire Ingurence or bonding of cashlers. The
orgenization ehall carry lts own Insurance riske frow and after that date, save
and except with reespect to third party risks involving automotive equipment
owned or cperated by the United Natiema, '

Rule 13. All‘oﬁligatioﬁs exceeding $1,000 must be embodied Inca’detalled
contract epeclifying: .

(8)  in the cease of goods ~ the exact descripition of the goods, the
quantity reguired, the price of each article, the coudlticne of delivery
and the terms and dabtes of payment. ’ ‘

(b) in the cage of perecnnel or other services to be rendered - the nature
of the services, the period coversd, the conditions of fulfilment, the rete
of remuneration and the termsz of payment. '

Obligations ror materials involving a sum less than $1,000 may be incurred
by letter or purchase order sligned by a duly asubthorized officer of the
Organization.

Cbligations in respect of goods or services involving sums of less than
$25 may be incurred wunder verbel cuthorization, end the expenditure may be pald
from imprest accounts.

Rule 14, Any official authorizing oy incurring obligations shall be responsiltle
for actions or decisions knowingly taken in disregard of the regulations.

Rule 15, The prior approval of the Comptroller shall not be required for:

(a) obligations incurred by engaging staff members. The control over this
is exercieed by the Personnel Dirsctor through the suthorized manning tables.
The Comptroller must however be notified of increesses or decreasss in
euthorized numbere in order that he may record chenges in the obligations
for salaries and wages, and he ghould, in hils pre-audit of salaries and
wages ligts, see that suthorized numbers are not exceeded:

(p) . obligatione or expenditures of sums lces than $25.

(¢) obligations or expenditures incurred by sub-accountants in Reglonal
Offices. These wlll be governed by separate rules to be lssued later when
gsuch offices are established. '

Part 2 - Diecharge of Obligatiens and Control of Expendlture

Rule 16. Fxcept where provided elseshere in the Rules, payment shell be made
only for services rendered or deliveries completed.
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Before payment 1s made, the right.of the -creditor to: peyment shall be. .. .
verified either by the ordering officer or, in cases where the ordering
officor is not-1in a poesition.to verify. uhe .service or delivery, by the
rolflcer having the most dlreot knowledge of the uerv1ce or de11very.,

Rule 17. Bﬂymenus sball not be pald unless the supportlﬁéudocumente are
certified by approprlete officers:

(1) to the effe ct Ehat services have. been rendered or dellvery
made in accordsnce with the documents eetabllshwng obligation,
that the smount is correct end in accordance with the. terms of
peyment,_whiCh shall be stated on the bill;. - '

(11) as to the dpproorlatwon and expenditurevacoounts to be
cha rged and the reference number of . the relevant encumbrance
document , '

The certificates shall be submithed to theVComptroller aocompanied.by"
such documents as he may regquire. T .

Rule 18% The comptroller ghall ue+1 fJ hlmseLf that all prooosed payments
are properly chargeable zgaingt oblig gations approved by him.

- If the Comptroller is of opinion that there is eny serious 1rrogularlty
in the claims submitted to him for approval, he shall refer. such matters to
the Assistant Secretary-General for Administration and Finance.

Rule 19. All expenditure vouchers shall be prepared by the Comptroller and
‘shall support the authority for payment. All documents relating to payment
vouchers shall be retained to‘ﬁu‘gort the accounts of the Comotroller.

Part 3 - Imprest Cash

“'Rule 20. lmprest cash advances of an amount to be flxed in edch cage may be
made to officers designated by the Comptroller,

'Rule o1, Offlolals o Whom.en.lmprost ce.s advance 1s 1ssuod shell be
responsible for the ddvance and must at any time be In & p051tlon to Lx;oount

for 1t . e

Rule 22, Imprest cash advances may be replenished. at the request of the

;imﬁreqt holder on. propentqtlon of expendlture ste tcm.ento and .Uupportlng
' vouchers.v “ . .

The.impresﬁ aocbunte ball be Suletued for appror( to the Comptroller.

Rule 23.  Vouchers supporting the accounts of'impreet'holders must be drawn
up 1in accordance with rules prescribed by the comptreller .

‘Part 4 - Travel Expense Advances
Rule 24. Travel “ex pense’ddvanoos nay be made to. stuif members o whom

travel authorizations have been lgsued. Advances shall be madé in
accordance Wlth the pro¢15lone of the relev‘nt Regulatlon

Rule 25. Travel expengse advances for which_the,traveller does,not account
shall be repaid by the staff member at thejrequést”of,the_Comptroller}
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ICTION ITT RECEIPTS, DISBURSE EMENT AND MANAG”MEV” OF FUNDS

Rule 26, The Comptroller will designate a Caghier to he reavonsitle for
the funds uwndser his control, The Geshier administers all bank a”"ownts
ineludinq Tthose opened for a special purposc, Transier from Acvcount No, 1
thy United Nations at the Foderal Reserve Bank of New York shall be made
on‘v»w on chicgnes signed by thc DUC“OE ry-General or by the Assigtant Secretary
General for Administrative and Financisl Sexvices and countersignced by the
Conmptx oﬂlor oxr Chief of +hc Troasury Divieion., Cheques drawn on other
nceoounts except payroll and petty cash sccounts shall be signed by two persone

J.
one from cach of t"o pancls of signotorics designated by the Secretary —Cencr%4

5} X
or Asgistent Secretery-Goneral for Administrative and Financial bervxcea
Payroll and petty cacﬂ ace oa;ts may be opened by the Cashier with approval
of the Comptrollcr, Chegues drz*n upon any such accounte shall be signed in
accoridance with instr-ctions issued by the Comptroller, one eignature being
sufficient if this isg consldcred a dequhtc by thc Comptroller for any such

accounto open@@.

Eule 27, Only the Cashier ie euthorized S0 make disburscments bv cash or
by chegre, and to recelve amounts of mon. J, except a8 otherwlise provided
in these rules, Payments and rvecelpts ghall be supported by eithor payment
or mecelpht voucheors v“wwn Uﬁ o priori by the appropriate officer,

Rule 28. The Casbier shall keep a cash account in which all receipts and
payrente mhnll bo rocorded 8 they occur. He shall keep the bank accounts,
itutions,

G
a8 well as accounts of =1l sums devosited with other insgti

Bule 29, Tunds may only be deposited in barks or ingti ltutions specified by
the Secretory-Goneral,

Rulc 30, Po interest shall be peysble on sumg depoeited with the
Orgonizetion, Should ony interest accure on investments made on behalf of
third perties, the amount of such intercet sholl be repeid to the holders
of guch funds, subject o the deduction, if nece$sarv of a commiesion,

w5 of which sghall be detormined by the Aﬁ31utwnb Secret mrvnﬂoneral

IS

Jodindgtration snd Finence,

4“’«1 o 5 T'zf';
for Ad

SECTION IV ACCOUNTTNG PROCEDURE

Ruls 31. DBasis of the Accownts., In the accounts

- {1i) obligaticns shell be reocorded in the account of the financial
rear in which they are approved by the Comptroller, :

(i1) receipts shall be credited to the account of the fimancial
vear in which the remittonce 1g rocwvived,

(111) expenditure shall be choged to the agcount of the¢!financial
vear when payment 1s made, the’ is whon the chaquoiis iseped or
casgh i1s paid out,

RFulé 32, The OCC“uﬂtS ghall comprise the Budget Accounts, the Treasury
AOCﬁunts’ and the General Accounts which Wﬂnuxn7o the Bauqe+ and

T“oguu”“ sccounte and from which the gerlodlcn financial statements
are propnred, )
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(a) BUDGET ACCOUNTS

Rulse 13, The Comptroller shall keep accomnts for sach heading of the Budget
which shall show:’ : : -

(a) The appropriations voted by the General Assembly, the allotments mads
by the Secretary-General, znd the adjusiments subsecuently made in these
amounts,

(b) The amounts of all obligations incurred,

(¢c) The amounts of the expenditures apbrovr@ by the Comptroller fon
payment.

(d) The unobligated and unexpended balances of appropriations and
allotments.

Rule 34, Obligations and expenditures shall be recorded in accounts according
to clagsificationg of the Budget and such other classifications as may be
reguired for administration purposes.

Accounts of obligations and expenditures shall be supported by documents,
referring to such obligations and expenditiureés, submitted to the Comptroller
for approval. ’

Rule 3%, Ths record of obligstions incurrsd shall include at the beginning of
the financial ysear:

(a) The estimated amount of obligations for the whole year resulting
directly and without further administrative decisions from the application
of the regulations.

(b) The amount of obllpatwon recurring &s a result of previous decisjons.

(¢)  The amount of obligations outstanding from previous commitments to be
lruidated during the current 7 nanb,hl VeAr,

Rule 36, When an obligation previously authorized is for any reason increased
or decreased, an advice of adjustment shall be made immediately and submitted
for approval to the Comptroller with such supporting documents as may be
required. Thersupon, the necessary adjustment sghall be made in the @ccounts

(b} TREASURY ACCOUNTS
Rule 37. The Treasury Accounts shall comprise:
(a) Cash Accounte showing all incomings and outgoinpg of funds.

(b) Special accounuh, the’ management of which is subject to Sp@CIPl
‘regulations.

Rule 38, With the exception of the Cash Account kept by the Cashier, Treasury
Accoun®s shall be administered by another official to be designated by the
Comptroller. This official shall carry out all necessary accounting opsrations
and shall instruct the Cnshier to make and acc opt payments accordingly.

Rule 39. With the exception of Cash Accounts and such accounts as are kept in
pursunnce of instructions from the General Assembly, Treasury Accounts may not
bs opened except at the direction of the Secretary-General.
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 Rule 10. Memberg! Contribution Records shall be malnbalned showing the amounts
due and received from Members. .

Rule 41. Special accounts shall be administered in accordance with the special
regulationo laid down bJ the Sscretary-Ceneral In respect of each of them.

Rule 42, A sp ia; acoount called "Working Capital Fund" shall be opened.
This fund shall cconsist of': S s

(2) The initilal amounts sdvanced by Members. Each Member shall have to
its credit in the beok of the Crgenization the emount of the advances mede
by it to the Working Caepital Fund.

(b) All further sums which the General Assembly may decide shall be paid
to it. ; '

Transxers from the Working Capital Funds shell be nade in lump sums on the
authoxity of the Secrefary -General. or such officers as he may designate.

(c) GENERAL ACCOUNTING SYSTEM

Rule 43. The General Accounts Section H;All summJVize all accounting
operationg. The accounting systom glall be a double- ontrv system. ts records
for accounting purposes shell include:

(1) A general journal ahowing a1l transactions in chronologlcal order;
(2) A general 1euper

(3) Subsidiary records showing in summary the classification of income
. and expenditure. :

Rule 44%. Accounts shall be based on daily summaries prepared by the Budgetary
Accounte Section, the Cashier, and the Treasury Sections The transactions of
these three offices shall be reconciled prior to posting. In addition to this
reconciliation, a post-audit test of the Gemoral Accounts and of all accounts
. and vouckers from which they ere complled (end of stores accounts) shall be

. made by the Reguletions and Inspections Section of the Comntroller s Office.

Rule 45. The Generﬁl Accounuwnn Ssctian may make changes in the classification
of recelpts op expenditure, if necessary, after notifying the hsad of the -
Department concerned. L

Rule L6. The Gencral ﬁccoﬁnting Section shall prepare periodical financial
shtatements and the final ammual accounts and balance sheet. It shall pr gent
to the Secretary-General: !

(1) A weekly atatemeht of cash on hand, howing both funds belonglng to
the 0r53n1Zat10n and trust or agency iunds.

(2) A monthly statement of budgetary expenditure showing:

(2) Credits opened

{b) Obligations incurred
(c) Expenditure

(a) Available balances

(3) As early as possible in the second half of each year, financial
statements as at 30 June, showing receipts and expenditures, debits and
credits, classified according to their nature. There shall be attached
to the financial statementa:
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(a) A statement of the operations and financ=al position of the
Working Capital Fund. :

(b) 4 gtatoment of outscanding conuribﬂttﬁns.

(L)  As eariy as pOBSlble each year a dete¢laa talance sheet ag at the
31 Decexbor immediately preceding. In addition to this halence shelt
there shall he produced: : ~

(a) A Budget Statement showing, according to the classification in
the Budget. ‘

Allotments approved and exponses cblligated.

Obligations incurred to be carried forward to the follbwing
financial year.

The amount of app opr:atmm“ﬂ voted, of expenditure incurred and
budgetary receipis.

(b) A detalled statemsnt of special funds or accounts, including
the Working Canital Fund.

(¢) A statemont of property or supplies bought acguired or disposed
of during the flnancial year.

(@) &4 detailed gtatement of both stores and cash losses which have
occurred during the year, inuloatlng how these have been dealt
with in the sccounts.

Rule U7. The final accounts shall be gigned by the Secretary-General and
formally submitted to the Auditors by the 31 March following the end of year
of account. : '

“Rule 48, The General Accounts Section shall arrenge for the Auditors to have
‘access at all convenient times during the year to all accounting records and
information relevant thereto which they may require. Requests by the Auditors
for official files which may deal with matters of policy should however be made
through the Assistent Secretary-General for Administration and Finance.

:Rule 49. These rules shall become effective as of 11 Merch 19h6-_
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ANNEX D

DETATL CHECKS EXEPCISED 1N PIGARD TO "
ATLLOTMELTS OBLIGATIONS AND' EXPENDITURES

PART I. EYPENDITURE CONTROL SECTTON
A.  DIRECT CONTROL OVER COMMITMENT OF UNITED NAT*ONS«FUNDS»
1. Propriety examination. Exam1nctlon of obligations of $1000 or more in

value for propriety in accordence with the requirements of “GB’M Rule 10,
eyceptlng avaxlabllnty of funds whlch is- determlned by Budgot Accoants aectlon.

(a) Apnroval of the Comptroller required for all obligations exceeding
$5000 in value,

(b) Approwal for the COmpt“oller by Chlef of Sectlon for obligatlons
between $1000 and $ 000, ‘

(¢)  Approval for the Comptroller of obligations of $1000 or less
delegated to purchasing oxf:cials by the Asgistant Secretary-General
for Administrative and Financial UGTV“COL,. .

2. Exam*nation of Cﬁltrqnt Praf+s., All drafts of contracts imposing an
obligation on Jaited Nahicns finde are examined for financial propriety by
the Payment Control Section prior to approval dy or on behalf of the
Comptroller and ars subjsct to the samo limitations as other types of
obligations, ¥Finanzial conditions, etc., under the contracts are closely
examined as to practicability and clarlty

An apalysis is made of contlngent obl!gatwon° whloh may be incurred as
a result of any contract,

B, CONTROL OVER EAP“WDLTUUFn OF UNITED NATIONS FUNDS

1. Control over expenditures for goods and services rendsredf

(a) Asgurance that only authorized officials have ordered goods or
‘services. Cos ,

(1) ALl signatures on purchaso orders and receivers report
verified against ligt of officials to whom autho“ity
‘hae been dslegated for these purposes.=

(b) Agsurance thwt gocds ox services huV? been recelvod as ordered

(1;v uqbeiV€ ‘g report ls regqui Led showlng quantitie& und description'
of .goods received. :

”(ii) 'Vendor’s,invdice required showing quantities:and amounts billed.
(ii1) Copy end original purchase order: requirsd showing dmounts
' ordered, Invoices, receivers report and: purchase order are
compared, Irregularities would be bagis for disallowance or
payment after adjustments effectad on’ the baa;s of dellverles

(¢) Control over accuracy of‘pgyment~and:substantnation thereof,
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(1) Determination that payment has not been previously made,
Individual payee cards maintained In Expenditure Contreol
Section showing all previous payments, This card examined
prior to certification of paymsnt Payment noted on card
after certification, '

(11) Accuracy of calculations subjected to careful audit,

(111) Substantiation of payment, Voucher prepared for each
approved payment showing amount to be paid, name of vendor,
purpose of payment and carrying the signature of the auditor
and recelver of the voucher. Voucher reglster aldo prepared
“to control totals of vouchers issued, Youcher register
reconciled with all vouchers listed thereon. Checks reconciled
with voucher regigter after preparation. '

Control over expenditures for official travel

(a) Assurance that official travel has been authorized, No reimbursement
for officlal travel approved by the Expenditure Control Section w1thout

,pronerly signed travel autborlzatlon Form TT8,

(1) This does not in all cases apply to advances which are
sometimes issued prior to performance of the travel without
recelipt of a Form TT8, All travel advances, however, reguire
wrltten approval from the Executive Officer of the Department
to which the traveller is atteched,

(11) In no event will the amount of the travel advance requested
by a travel.ier exceed the amount of per diem which would %e
earned in the period of estlmated days of travel.

(b) Control over tickets purchased on transportation orders. Peyment
for tickets purchased by Headquarters for officlals of the United Nations
requives that the appropriate travel authorization is referenced. Copiles
of all transportation orders lssued outslde of Headquarters are required
to be forwarded to Headquarters.

(c) Control over reimbursements to officilal travellers Lor, peraonal
expenses including travelling per diem, :

(1 ) Roilubursement requires preparaticn, andit end approval by the
‘Expanditure Control Section of an official reimbursement
voucher signed by the traveller amd acoompanted by a”shaboment
glvzng his full itinerary.

(11) Deducted from the amount of expenses claimed will be all
‘advaences made to him whether at Headquarters or abroad,
Advances made abroad are controlled by inter-office wouchers

. received and charged to the individual account receivable of
the traveller.,

(iii)' Individual account card also a control over duplication of
payments,

Contrbl,over dally living and installation ‘allowances

‘Ca)"Authorization to pay - Recelpt of Form P25 from Bureau of Personnel.
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(b))  Control over duplication of paymenta to 1n61v1dua1 by verification
agalngt individual payee cards.,

(¢) Control over entitlement of ‘Staff Members to per diem for days *
gerved is based cn time and attendance reporits from Departments concerned
which are veviewed by the Exbend*ture Control oectxon.

(d) Control over per diem subsistence allovences to entitled memhers

‘of Cormittees or Commiseliond is based upon certification of their

attendance by the Secretary of the Comuittee etc., Who is norma1ly an
T ofiice? of the uecretdLlat :

(e) Control over accuracy of payment based on audited roster lists
prepared by Expenditure Control Sectlon and reconciled with last payment.

k,  Control over salary advances

(2) Authorization to pay. Notification from the Bureau of Personnel ag
to amount and rate of liguidation.

(v) 'Control over ropayuent. Staff Accounts Sect ion notified by
fiExpendlturc Control Section to charge Stalf Members? payroll acoount

Wi
.

Transfer oﬁW;plds e br"noh officeo

Authority to transfer. Approval given by the Chief of the Division in
each instesnce, ~ C

6. Control over the routing of documents; (protection against loss of
accounting records, expediting of import nt documents, etc.)

Documents uontrOT Unit ie responsible for assembly and routing of all
financial documents supporting or pertaining to expen itures, Priority
matters are given special attention. Registers of incoming dooumsnts, 1nclud1ng
purchagse orders and vendors' invoices, are maintained for identification of
gane,

PAPT IL. 8 AFF ACCOUNTS SECTION

A. CONTROL or PAYMENTS OF REGULAR SALARY AND ALICWANCES

1. The Perscmmel Bureau is the authority prescribed toffﬁfniéhféﬁe‘fji
authorizations in respect of the following: S e e

(a) to open a pay account;

{B) *6 change the pey status of any staff member (includinb o
terminations and official changes of assignment not affecting
salary)

(¢) to pay representation allowances,
B.  CONIROL OVIR FAYMENTS ¥OR OVERTIME AND ﬂLGHT DIFFERENTTAL HOURS ‘

1. Authorization of overtime (Form P28) and certification of overtime =~
hours (Form F29) 'is required from duly authorized officiasls of depart ,ents_
concerned, R A C 5 S

2, Time and attendance revorts from departments concerned must substantlate
authorization and certification, (Under proposed revision of this procedure
separate authorization and certification forms would be eliminated and time
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3. Authorization to pay nlght differential -~ Time and attendance report:
duly authorized, are received from departments concerned.

C. CONTROL OVER DEDUCTZIONS FROM PAYROLLS

1. Provident Fund, Authorization for six per Sent Provident Fund.deductions,
automatlc upoa recelipt of personne] actlon Form P8

2, Allotmenta to Dppenden+s.v ertten authority from ﬂtaff members concerned,

3. Repayments of Balary Aﬂvanoes. Written authorization from.Expendlture
Control, 860uion is requlred scttlng out amount and frequency of deductions,

ok, Hospltal¢zat10n Prwteutﬂon. Authorization required in each 1nstance
ig memhelshlp card received from Assoclated Hospital Service.

5. Rental Deductions. Authorization: WNotification from the Burean of
Persomnel showing the amount of bi-weekly deduction tc be charged. '

D.‘ CONTROL OVER ACCURACY OF PAYRO%L

1, . Payroll is computed sccording to Divisléns and Departments., Control
for each Division is malntained showing previous normal total, all changes,
new normal total and actual pay. Control totals are reconulled with payroll
totals and thare are 1ndependent postings to controls end to pay cards,

PART ITI., BUDGET ACCOUNTS SECTION
A, DIRECT CONTROL OVER COMMITMENTS OF UNITED NATTOUS FUNDS
ASSURATCE OF AVATLABILITY OF ALLOTMINT BALANCES
1. | Pufrhaée Drdefé, All purchase orders issued by Conference and General -

Services are referred to Budget Accounts Section for certification of
availabllity of funds. The following requirements must be fulfilled:

(a) An allotment should exist COVQring the type of expenditure prdpoéed»

(v) Uncbligated balance of the allotment must be sufficlent to
cover the amount of the proposed cobligation. ' C

(¢) o purchase order is to be approved by the Budget Accounts Section
unless the signatures of authorized officials appear in the appropriate
gpaces,

(4) Purchase orders are not to be 1ssued until the obligation has been
entered in sllotment ledger and coples of the purchase order stamped
"obligated”,: :

2., Travel Authorizations. The requirements for approval of tr&vel
authorizations are the same as those for purchase orders. .

3. Miscellaneous Obligation Documents, Documents such as contracts,

leases and any other correspondence which would commit the United Nations

to an expenditure of funde must be reviewed by the Budget Accounts Section
and a check made to gee that an allotment exists for the purpose indicated ..
and that sufficient funds are available in the unencumbersd balance of such
allotment to meet proposed expenditure..
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RECORD CONTROLS OF ALYOTMENTS, CBLIGATIONS AND EXPENDITURES
Allotments

(a) Individusl ledger accounts are meintained for each allotment
showing initial and any additional allotments made.

(b) Authority for entry in ledger is the allotment advice from
Burean of Administrative Manegement and Budget.

Obligations
(a) All‘obligations agalnst allotments are entered after approval
by the Comptroller and are maintained in lodgers until approved

sxpenditure documents are recelved,

Expenditures

(2) Liquidation of Allotments. Actual expenditures ere entered
in liguldation of obligatione to which they refer. Authority for
entry ig approved vouchksy received from the Fayment Control Section,

(b) Distribution of FExpenditurss. -Object accounts are posted
pimlteneoualy with the postings in liguidation of obligations;
expenditnres are chaorged to appropriazte object accounts to accumilate
coat information,

Reconciliation

(a) Allotments, Balances of allotments are reconciled with
pre-determined total 1n general ledger and the totals of allotments
are reconciled with the records of the Buresu of Administrative
Management and Budget.

(b) Obligations. Balance of unliguidated obligations are reconciled
periodically with &utetanding obligation documents on flle.

(c) Expenditures, All expenditures are reconciled periodically
with pre-determined control account in the goneral ledger.
Expenditores recorded in the allotment ledger are reconciled
with expenditures posted to object accounts,






