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By resolution of the General Assembly at J.ts .ilst pl<mar;y· meeting 
(A/61+, page ;20) th~ Secretar;y··Gerlel;'al vias to be :prepax·ed. to recoriUllend to the 
General AsBel'lbly o::;.rine: the second part of the first session necessary action 
on Machinery for tho cont:;~·cl of ex:]?end.iture. 

'l'he fm,;I.am.ente~ control ref~ts of course vli th the General Assembly, vrh:1.ch 
alone has JJ::nr:n:· to aFprove t,he bud.getary ep_propri.·1:tions, Tl:\e· d.etail0d., ·day-
to-day con-',::r·o::. wit1:1:1n t~J·~ fJ0crets.r:lat :u.:1 exercicbi.l ·by t~1e Assistant.· Secretary-
General f'o:c A::.mir.:i.otra·:~:L>:o and JT:tnar~~tuJ.. 80~·vicPs, who::;.~ Depa::tment is 
orgar,.:l.zed e.5 thr;.;;,;1 Bu.rE:1.11:,a - ·t~he .Bi.ii'·~rn~. of' ll,dmh~.::..E;trati.ve Ma.n.agemerrt and. 
Budg·:r0 7 the ~:;nre<..LU of tll.:> Co:t.1~~t1.·oll..;:r; ana. the JJ.:.t :'au of PersGr...nel. Each of 
thaac :Z.~:1ren~>> hae a :part in t:1:J ope:v.-a·Gion of tht:; nccet1bi:l.ry ccmtl'Ols, which 
are Rxe-~·ci.u/;. jn t.:1:cee l·l'ays, brJ.efly C:.escri"bed on page 11 of' the Bud.get 
d.ocuti.ent, A /rq: 

I ' ~ 

(a) In formule:tin1~ the bucc;ot, Departments su'bmi t their own estima.tes 
t.D the De11a:rt:n;,ont of Adm:t:nJstl'at:~ ve ant Finfmcial Services. 'l'hese 
Du};Jc:rr::..:"•l.··mt'l} . .:.atin.:::.~es a:~·e rev:\.,;;,wcd by the .L::treari. •)f 1-l.dn;:tnistrattve 
Me .. nag:::;.::.:cnt ar:.f, Bi.Ll&;·~~t,, a:'ld whe::::-•:o appr::;prl.at~; by th?- Bur<-Y:iU of the 
Com:p-l:r ·).Ller anJ. tlB Bun .. m.u of h":t:'BO!l..'lt<l.,. Cunr:lul t9tions <l!.'e h?Jld with 
D:;;,:pa.:r·:i::a.en:ts to obtain ba-.ancer1 Der}artru.'3nta.l end overall fl.e;u:ces, having 
:cegard. to the necessHy for efficient s..nd economical ad."llinistration on 
t1e one hand end the effective carryinG out of programmes on the other. 

(11) ]'ollmhDC~ a:?IU',1Val of' the esti:mz1.tes, aJ.lotments are made to 
Depart!lents ("1 a q:Ia.J~ter:Ly basl.::l to Fc:::let ex:l)end].tu .. !'es an6. obligations. 
, .... ,·r"i"""("J ·t'hf.:ic.~ 1"1.,+ ~+- t'~.::. n r::,.'J' n ri::J .. ...,-~ ~ ·...-.·t~· z, ·;vtr ~.'"'1'.:.-,"1: ;t .L.<.1 rua.,,.dt.;, •"··'"'e a .. c.,me ...... ..,s, n .... ,Jure, .. , .. t o:r J,.(,, .• ~n.J.S\:Ja ~vr ...... an<~0,,1Jlen 

a.:1r.:l Bt:.c\;et rev::I.0ws ~-rt th 0e.ch Dep(J.rtme:o:lt thoir requirements :for the · 
quarter, ta1.;:1l:I-G account of' changes which raay have occurred. slnce tho 
estimates were approved. 

( o) ~Phe fi~:::.ncj_al n:t.le.s x1ow b. operation g:r.ovlde inter alia ~for ·t;he 
rocor,~.r'1g ar-.;,·~~:tst s,:.:l,ot:n,':;·ts oT obl:!.g) .. tion:~;., A s;re~~em of pre··a:.1.d.i t of 
1nlle ~~.nd V(.)' •. chers ;=:t.'.nn:C",·. ~;f'ld. for pa.;y:;:, ... ::c/Gs llb .. <1 been int:t•c,dJ ;.cea._. as wall 
as an i.,l·ter.,::a,~. po~>t-aud:L -~~ O.eeigned to Lest tn . .;; effie :Leney of tne 
accounting system and the adequacy of' ·~he regulations and· methods of 
control. 

':'}1'3Se three eloments of internal con.trol req_u:l.re a more detailed 
e:x:plm::ation, e.ltb)'1Ch, i:.,<::rvii';u';.'~Y, it is not possible vtth:in the compass of a 
short. :;_1aper to <.l.esc:ribe e,-·tery c.hecl~ 'tvl~ich ia aJ?J.ll.ied to every ty:pe of 
tre.nsa.::;tion. · 

REVTh'11 OF Bt.TreET ESTD1A.T.ES SDI~MI'rTICD BY DEPARTMl'JNrrs 

T:le la:r.gest single i tern of expend.i ture in the budget relates to salarles, 
the >:tal )r '·ihich d.er::t~.:l::l8 .t,._1:r)r.: the :~ru:m"be:r encl g;:·adinc; of p~;.:::'i~-~i; a~J.d. a 
sub~~· ~:,F,:'ltif;,l part of th; :.-Jma.i1n '1.{; exr ?~l10.Jt·t:: re is :~ j ree·~.:~ y rt::J ''1.t0d to tbe 
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m:unb.er of posts. Control over establishments is accordingly of prime 
impor•tance in the formulation of the Budget. 

The organizational framework of each DeJlartment is drawn up, for the 
approval of the eecretn.ry··General, by the Bm·eau of c'l.dministrat1.ve r.1anac;ement 
and Budget in eonjunction with the Department eoneerned. 1-Jllen the Departmental 
organization is approved,. the Bureau of Administrative !vlanagement and Budget 
issues manning tables for- the Department_, specifying the maximum number of 
:posts in each grade which may be filled in that Department for a stated period. 
The Bureau of Personnel J.s responstble :fo:r· seeing that recrui tins for that 
Department j s not carrJ.ed beyond. the ma,nning table 15mJ. ts, exce:pt insofar C.J)l 

short -term, tem:rorary J!e:rson:nel are :requ:L:red for period.s of ex.ce11tional 
:pressure of >mrk - e. ,g. the J?e:riod of the General Aesembly. 

Tr.te r.lanning tables requ1.re runendm.ent in the Li.ght of chane;:i.ne; work 
programmes, and the revievr of the annual Departmental esti!l'lf.:l.tes is a stage 
in that conthming process. Hith knmrled.ge of the antici:pa.ted number of 
staff to be em;ployed it :.ts possible to review the estim~ttes for office 
facilitiea, space, stationery, etc. Est:L:rnates for other services - e.g. 
public informatj.on J?rO(';rnmrn.e - a:ce review·e:d j,n the light of ap:proved polic:i es 
of the General Assembly. Rege.:t'cl is had to the need for economy in the 
execution of prograrmuelJ, eml for co-ordine;t:Lng an(l preventing any overlapping 
in the -vrork of the various Dopartm.ents and of specialized ae;encies. The 
Bureau of' l~.dm1nistrat:i:ve Hanaeement and Budget and the Bureau of Personnel ~lso 
keep under review the quest:ton of salary and allowance retes as such. 

ISSUE OI1' ALLOT!YlJ)';Nrr:l TO MfmT EXi?ENDlTURE A11D OBLIGATIONS 

The second stae;e of control, i.e. the issue of t~.llotments, :i.s in some 
degree a repitition of the :proceos of est:i.rnates review. The ap:propriations 
approved by the General Assembly are not automatiL:ally available for spending 
by Departments. In the first place, the Secretary General is required, 'by the 
ter:rns of the dr1.d't ai)})ro:priation resolution on page 32 of the Buclget document 
A/79 to make primary allotment of appropriat1ons by object of er_penditures, as 
shown in Ta, ble 2 of the i)reHminary Buo.r:;;et Estimates, (for exw:rr.flle, the 
a]:lpro~()riation for 11 Cornmon Ge:cv:ices" w:i.J.l be allotted for Communication 
Services, Hentals of Prem.:l.ses, Statlonery, I'rint:i.ng and the other items listed 
on pages 66, 69, ~nd 70 :in the Bud.r.~et document, A/79•) thus limiting the funds 
available for any partJcular object. And. in the second. place the primary 
allotments are themselves not available forspend:l.ng by De}artments until a 
secondary allotment hac been authorized to the spendl~1g De1Jartment by th1e 
Secretary-General aeting through the Assistoi:tt Secretary-General for 
Adm:inistrat.ive and ]'lnancial Services (for exarn~ple, before Departments can 
employ staff a oecondary allotment must be issued to them out of the primary 
allotment for ·salaries). 

To secure a secondary allotment, a Department must submit an eGtime.te 
of the aJnount required to the Bureau of Administrative Management and BUiiget 
for review and. approval. In considerinG requeBts from Departments for 
allotmerrts, the Bureau of Administrative Management and Budcet has regard. to: 

(a) AvailabHi ty of Ap}?ro:priations, and the intentions of the Gene:ral 
Assembly in apJlrovl.ng t11ose appropriations. 

(b) Availability of :fund.s on hand. 

(c) Kno-vm or possj.ble future demands from other De:partments, and their 
effect on present requirements ( L e. it might in certain circumstanees 
be necessary to determine th~ relatj_ve prj.orities of different grograrnmes). 
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(d) AuthorHy for determination of the programme from "\vhich the allotmen-t 
recru.ests ariRe. ;!::;cce·ot ul1ere the General A.sseLlbly ap:provc;J a programme i! 
de·tail, tl1.e prec:Lse m.~nner of :its execution m·..:tst usually be determined by 
ths SecY',:;.ta:·y-General. In matters wh ch d.o not, by th3 terms of General 
Ar3Hemtly resolut.jo:os, r~-q1;.j_re his pel onal autnori ty, the 2c:1cretary-
GA:::.oral rre.y o.elet;at,~ his authori.ty to the ABoiota...'"lt Seeretarles-General, 
o:!. matt~?.rf-1 "li thin t:1e scG}!e of their Departments. It j_s, ho-v;eve:!.·, no1·malJ 
the case t:Lat before a 1lli::l..}Cl' De;9artm0n.tal procramme is a_pproved. the Burea1 
of Ad:rr.ir:dstr-ati ve li1a:::-wge~n0at and Bt~.d.get is reg_ueBted to advise the 
Jlssistd.ll.t So:::.n:ltary-Geno:cal for Administrative and. Financial Eervices on 
the f:i.!l.a:tcial im:pl:Lcat.ions of that progranme. 

(e) Economy in carrying out the grogram.'l1le. 

f.o) 1 ,L :.h~stifioatio:!:'l. for the estimate :put forward by the De:9artment. 
'11he amo~mt of justificatioJ.1 ;l:'eq_uired varies -vri th the ci:t·. ll!D.Stances.. 
\{b.ere the Depart:raent has suhmi tted detailed justificat:Lon for the annual 
b:.1.Cl.get estimates, ancl there has ·oeen no change of circu.rnstances since 
that ti.me, an allot:JleEt to CEG."ry out the budget :;?rogramme would not 
call for a restatement of the d.etaHs. In other cases hmvever it might 
be necessary to revte1v the allotment request in detaiL 

In general, requests for these allotments are macle quarterly to cover 
the follmdng quarter 1 s requ]rejnents, bu·c there are two t-YIJes of exception 
to the quarterly basi. a. 

J!'i:cst, certaj.n operations ~ e.g. the transfer from Hunter College to 
Lake S·J.ccess ·· re}_)reeent firm ];Jrog:t'a:rurles of an exceptional and non-recurring 
nat1..1re, and. accord.ingly allotments are made on -vrhat may be descrned as a 
"project" 'basis, to cover the co:w:plete costs of the operation. The "project" 
allotment covers all ·t·;yj!es of expenc.:L t:1re in the operation - transportation 
costs, corwtructjon and alteration wor1;:> etc. - the actual expenditure being 
analyzed in the allotment accm.lr~ts maintai ed by the Com:ptroller. \ 

Se,condly, in the case of "extra coste' arising from the holding of a 
conference (e.g. special hire of space, or travel of Secretariat staff 
atter1di::1g the con:'E'lrence) it is dasiraole, to secure ef'fecti ve control, to 
co1la·ce the estimates from each Department re].atinc; to a particular conference 
and. to review them as a whole. }!'or exanr.flle, a_ conference held. in Europe may 
involve actio~1 by both the Department of say Economic Afi'airs and by 
Conference and General Service a at headquarters, and to :;_:Jrevent du.plica tion 
:i.n the servicE:lS -.vhich each Do}}artment proposes to rencler to the conference 
a Bingle 11 conferonoe b1.-:d.get" is pre])arecL. Accord.ingly it is :proposed to make 
in the f'irst }ilace a si:etgle allotmer .. t on a project bas1.s for each specif'ic 
conference: th:i:s J?ro~ect allotment 1vi1. . .L howe'ter be sub-divide··. by objects of 
e:xpe:acli tm~e for each Department co:J.cecned a.1·1d the accounts \·rhich ivill be l\:ept 
for the p:r.ojP,ct will be uimilarly ·b:eoken dmm. 'Hh<:ln the project :'Ls com.Qleted, 
both the allotmen-cs (as far as it ~1as been t:tilized) and the expenditure under 
it 1vil.L be tranAferred to ·the norn1al Departmental secono.ary allotment account.s 
for the relevant objects of eX11Cnd.:i.ture. Tb.e closed. projsct accounts wHl 
remain as a source of information on the direct additional costs resulting 
from conferences. 

At a later stage, other exceptions may be made to the quarterly basis 
for allotments, vrhich is sim:;_Jly a matter of convenj_ence and expediency. 
At the present time, when annual estimates have to be based on a limited 
experie:J.Ge, :l.t is to be expected that a closer estimate can be made for 
three months ahead than for a year; accortlingJ.y the quarterly allotment 
ret;1Uest affords both the Department a:1d the Bureau of Administrative 
Management and Ilud.get c.). opportunity to revise the estimates to give effect 
to oha!l..ges in :programme or other nev.· develo-9ments. '\vhen. the organization 
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r.eacheB a more stable Bi tnat:l.on, or as experience leads to f:i.:cmer esti.mating, 
it .may 1le d.esi.ra"f)le to lengthen the allotment period for any- particular ty1:1G 
of • exj;lend.i ture, or to malm other changes in allotment methoQ.s. 

Ul) to the stase where seconcLary allotments are authorized, the controls 
descrilJed. above are e:x:erciued :in the Bureau of Administ:r.ati·1.re lv!a:LLc<Cement and. 
·Budget. The thh;·d. nte:p in the control sy8tem is effectecl in the _Bureau ot 
the ComJ.Itroller. 

· APJ?HOVAI, OF OBLIGA'I'IOHS AND CONTROL OF EXJ?·ENDITUTIE 

Delegation of an~ .. ,_orj:ty (sec Annex A as to relevant Secretariat 
in<>tructi.ons) by Assie:tarrt Secretad.es·-Gen·Yral to their De::parJ..:.mental off:Lcers 
must be made in i·rri.ting on s;_Hocial Author:]· ation Carets S]?ecifying precisely 
what actions th.e offiCf'l:C' concexned ls au-t;_; ,rized to take. Co:pies of theae 
card.B ai·e sent to the Comptroller,. who is :;hus in a position to check the 
author-:l·i~y for each obl:Lgation. In each Dc_f.)artment, a fairly -vric1e authority 
to act f~r the Assistant Secn:;tary~Gencral in f:Lnal1cial, personnel or su:?l}ly 
matterG is delec;ated. to a reG::_::;ons:i.";:)le Executive Office:t:, but actual power to 
enter into o'bligations has in. most m.--:rcters been concent:i.~ated in a few divisj_om 
of the orsanizat:Lon, to vfhich the Secretary-General has entrusted the function; 
Thus ];xe~utive Officers may authorize off:lcial travel for their Departments, 
but the engaging of staff may- only be undertake.n by a rerTponsible officer in 
the B·,:treau of Perconnel, v7hile pt~.rche..~.:1e e.nd. dUP.J:llY functions are restricted 
to a di.visi on of Confe:.~ence a:n.d General -Serv:Lces. (The Provisional 
:Procurr:mJ.ent Rules are :cep:cod:nced. in Annex B) . 

The Comptroller in fact exercices a eontinual and detailed review of 
expend:t ture :prograrrmws, .';ln<l of the flovr of transactions :tn the n.nancial 
administration. 'l'he controlB operated by him fr.tll broadly into three phases, 
exercised by se:parate d.lv:i.s:l.onal uni-ts in his Bureau. 

All Pl'OJ?osed obliQa,tions fo:r more than $1,000 must be subm:t tted \'l:L th 
su:cport:Lnc documents to the J2.j:V::!c_I~Jg~ __ Q1'_J3_u_9.:gs-?.~.!-!-9.9_9~Q~_f? ~!1~::.-~Y:J~egC!:_:h~llr~e 9..2B.t~2i 
for examination and may not bo f:inally entered into unt:U the Comptroller's 
approval is given; s:imUarlyJ all billr3 for l.Jaym.ent must be }.)aBBed to this 
divis:i.on for pre-audit. 

The nature ancl extent o/ the controls var.ies 1-lith each class of 
transect:ion, ancl a statement of them in some d.etail is given in Annex D. 
In brief, ho-vrever, thr: ess,mtJ.al featUl'eS are as follo'l'lS: · 

(a) Ve.d i'ication from the Author:Lzat on Cardt;J that there ls d.ue 
t't'llthority ,forobLLcattons. For exam] .e, no _person will be put on the 
payroll unleso the Comptroller has aL. instruction, i·Ti th all a.etails) :L'rom 
a d.t..ly authorize<l officer of the BurcJ.u of Personnel. 

(b) J~xami.nation of cl.raft contracts (which must. also be cleared 1)y the 
Lecal De:partment) or other obligatJ.ons and of su:pporting docum~mts for: 

( :i.) com:Qliance v-ri th allotments and. availab:i.li ty of fund.s; 

-{n) comp1iance 11ith Financial Reculations and Rules (reproduced. 
in Annex C) 

(Hi) 1)ropriety of contract methods - e.g. whether by contiJet:Ltive 
tender or not, whether 1m-rest price -vras acce1;ted, etc; 

( i.v) reaaonal)leness of terms; 

- (v) :possible consequential effects on the finances of the 
organizatlon. 
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(c) Invoices may be :pa;ld. 'ollJ.y by the Comptroller,. who .first :pre"'au.di-ts 
them to see that: · .:··· 

(i) 

(11) 

(iii) 

there is a fl!ert:if'i.cate of evidence of deli very of supplies 1 
in accordance with contract torm.a and specifications and 
that th0.goods have-been bronght qn charge in the inventory or stock records; (or that there is· evidence.of satisfactory 
performance of sel~v:i.ce); 

all documents m.•f!) in ord.er, a1•e arj.tl11lletically correct 1 and' 
are sie_:ned by the duly author1zod officer; 

:payment is in accordance with the terms of the contract-and 
. had, not previotlsly been :raad.e, To prevent do·uble payment 1 

every pa,yn1ent mc.(le is recorded on a me:w.orend~un ''Pav"ee Record 
.Card." 1.uaintained in respect of oach :payee by rliZllAe. · · 

The tratisactions described above e.re recora.ed in the nud.ge;t A~counts, · 
the accuracy of wh:i.ch is checkoo .. through over .. e,ll, total accounts ma.:tntained 
by the Genernl Accounts D:1:vis:l,on. These totals, or Cont:rol, accou:ntrJ 1 

" fJ:imilar'iY-se:~e t'ochec::k"""i'E";t accuracy of a11 other subsid.1ar-.r records.'!* e. g. 
of Member~' Contributiona 1 cesh, :!.rivest:m.e:nts, advances to r$mployees, accounts 
receivable, fixed assets, :provid.ent fund pa~rments. Fro'L'l these aceounts, and 
the :pe:t•iodical finar:tcial crtate:ruentc prepo.re1l from the!n., the CQJllpt:roJJ.er 
maintains control over the colJ .. ection of Contributions and otlier income, and 
tl1e repayment of' recoverable expendi tu:re. The statern~nts enable him to· see 
that· the total allotments insued d.o not exceed the availo:ole balance of 
appropl'iatio;rHl, and also form a monetary record. of assets acquired through 
purchase of ;property, s·~ores or rie.ht£1. (The sto<::k or inventory r9cords of. 
:pr.ysical quanti ties of' goods, supplies etc. :pu:J:·cha.sed are .!JlS.intained by 
Conference and General Services). 

S:pecieJ. attention is given to the control of cash, which :ts de~osited. 
in Banks d.esienatcd by the Becreta:cy-General. All advances to the Wor~ing · 
Cal,)ital Fund. (the same procedure ¥rill be followed for Contributions) are :pa..id 
into an account at the Federal Reserve Bank from- which transf.el•s are mat'l.e 
as required to working accotmtH at tne ChemJcal Be.nk •. · Cbeq1;.1.es on the Federal 
:ReserYe Bank account nrust bfil signed. by ei th~)r the Secretary.Q.eneral or ·the 
Assistant Secretary,.General for Administrative and F:!.nancial Services and 
by either .the Comptroller or the Chief of his Treasury Office. Chequ.es 
on the working accounts at the Chemical Bank must be signed' by t•ffo officers 

· duly authorized. in wri tipg "by the Comptroller to do so, the B&lk l'.aving 
spec:1t1cms of the ati.thorized signatures. The only e~l:ception to the 
requirenlent of two s:l,.gnatures is that payroll. cheques· are signed by only. 
one officer: these cheques are fu•awrJ. on a sepe.rate Payroll Account at t_he 
Chemical Bank, into vhich 11s deposited the e;x.act amount of the total of' each. 
payroll •. 

·The record of cash transactions .:l,.s regularly reconciled w1th'Ba.nk 
certificates of balances, cleared cheques, etc. and with cash held in the 
safe • the latter amount be:!.ng no~;nu'llly extremely small. Similarly 
investment transaqticn.s aro roco:rcted in the general accounts, the bf.lJ.ance 
on which can be checked againBt the securities held in safe custody in the 
Banlc. To date, invf;lstments of' te:mporari:cy sw:plus funds have been limited. 
to short term United. States Treasury bills; a Financial Reeule.tion on 

. investmento is boi:n.g submitted. to ·the General Assembly as part of Hevised 
· Provisional Financial ReguJ.at:i.ons. 
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. Fv.rther, by means of' the gemeral ar;::count:s, control is effected pver imprest 
accomlts ·an:a. the accounts 'of. r'egio'nal offices·, where: il)ternal checks. sinrllar to 
those at head.quarters are applied by the local Finance Officers, who are the 
Cqn.ptroller.1 s repxeoentative&,. · .. · , .. 

" '' ~ . . . ' . ' ·. ' ' .• ·' . _, 'I' .• ·., 

CO-OltDii~J\:I'IOt1 OF CONTROL .. 

At each· stage above the Bu~eau. o:r the Cormtroller mad.ntains close liaison 
o:dth the Bu.reau of Ad:nh:dstrative Management aild Budget. 'rhe t~w Bureaus must 
.be in acco~d. a,s to the scope and content of the allotment accounts, an.d ml.lst 
dete:rmine 'What' "object "ibreakdmvd' .is desirable and.feaedble within the allotment 
e.ccotmts - i.e. the deglret:l in which ex:pend.i tv.:re under the allotments shall be 
analyzed :tn. the account1::~ 1-Ti'l:jh a view to permitting closel' control if neceissary, 
and to giving, information of value 111 formulat:l.ng future estimates. 

Further, ·.bY iasue of the fil.1fmcial state!jlents the Comptroller keeps 
spending Depa1•tments and the :Bur·eau of' Administrative Management and Budg1et 
infor~ed as to the positi'on of the allotments.· By watcJ1ing the· rate of 
expehdi:ture he is able to e.dv1s.e if allotments are likely to be exhausted before 

'the end of the. period. to which they relate~ If any catc-Jgory of expendituJ:-e_ 
ap:pea~s to require' closer co:.:1t!'ol !H:3 is able to advise the Burea:u qf' f. 2,;:;.~~.!::.:.:~;:cr:~ 
~.'(!:u'1.lnistrative Hanagement and Budget with a ·vie¥7 to their tightening tbe Bco:Pe 
of the allotments covering tLat ca·cego:cy. 

AUDIT 

'The final process 1.n the internal control consists of po~t-audi t car:ded 
out by the Aua.it Divisic;n of. the.Bui·eau of. the. Comptroller. This does not 
consist of a :r·ou·t~in.e, e.x :post fa:<~ to J repetition of the checks applied at 
ea::-Uer stages. It is a test aud.:tt designr~d to check t:oe efficiency of the 
accounting system, th8 corre.::tness of the accounts. and the adequacy of the 
regulations a."l.d :methods of control. It is epplied. to the whole range of. 
Unit.eO. Nations activitles; beth as recHrcla th<J financial and the stock or 
inventory recorda, but the extent o:t' the test :ts varied according to the d·egree 
of risks 'of error etc". in t}le ty:pe of transaction a:o.dited; as disclosed by the 
audit re;po:r•ts. 

The internal post-audit should not be cpnfu.sed 't>Tith the external audit, 
as to· which l~ecommendaticlp.s are being. sub.mi t~ed. by the Seeretary-General to the 
General Asse:nibljr; The external e .. udi t w:Ul be carried out under tbe direction 
of auditors independent of the Secretariat and responsj.bJ..e to the General .. 

. Assembly. Their methods may be similar to those of the :lnternal auditors, but 
they vill have greater i'reedom of action; for exrun:ple a decis:ton by SecretE\riat 
authorities n::taY be binding upon the internal euditors but' may none the leas be 
open to objection by the external auditors. It is through the m.ed:i.u:m of the 
latter's reports that the efficiency of the ma.chinery for control of expen(1j:ture 
may expect to be judged .. · They are in fact, the last elc:'J1ent in the machinery. 
Their work must necessar:Uy be done after expenditure has been inc·,lrr§d, but 
the fact that, every action of a:r:ry o;fn..cer o~ the Seeret~::iat, .in so .far as it 
hl'l.S financial effect, is open to cletaile.d review by at.lthorities external to the 
Secretariat, can be expe<~ted to have :t,ts cautionary effect. 
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l. The primary delega7.ion of' authority is that from tbe Secretary-General to 
the apprOJ!l'iate. Assistant Secl,'etaxy-Gcne:.t•al. · 

2. , To meet· the necessities of practical operation the Assistant Secretary .. · 
General may authorize others to act for him hl c.e:rta:tn cases, u:nleas, by ' 
regulation, the authorization of specific actior1s is to remain with the Assistant 
Secretary~General. The final respons~bility to the Secretary-General, under 
such delegations, resides in the Assista..'1t Secretary~Ger .. eral, but persons with 
re-delegated authoz•ity are fully responsible to the persons who delegated the 
authority to them. 

3. In the case of administrative, financietl, and general service matters, the 
Assistant Secretary-General should autho.rize the E.xecutive Officer to act in hie 
behalf. The Executive Officer may, in turn, extend. this authority to other 
persoxm.el in h:ls dc-:partm.ent u.nlesf3 the regJ.lations p::>ohi bit deJ. egatio:n beyond 
the Execut:l.ve Officer. .As a matter of poliey the J.~xecutive Officer should not 
re-delegate his a;atho1•ity unless this is essential to effective operation. In 
particular, he should not re~<leleE';ate the authcrity to submit l~equests on 
behalf of his depar'cment for buclgetal:j' allotments, :pe::-son..Tl.el requisitions, 
non- e.."'{pendaol0 su:r::pli es and equipment, authcri ty to travel, and travel and 

. salary advances, nor ordinarily for :printing. The Executive Officer may 
authorize other members o!' th(~ stru;'f to ini.tiate actions and prepare documents 
f'or his signature or countel"'-l:d.gnature, 'but this wi.tl not be considered a 
re-delegation of authority, and the Executive Officer "rill be regarded. as 
responsible for these actions. 

4. In order that the officers responsible for contracting and :paying ;f'or 
materials and services may be assured that requests submitted to them are 
properly authorized, the follQ'\dn~s procr:;clure is established: 

(a) The Assistant Secretai•y .. GencraJ. of each Depart:mer1t shall make such 
aut~orization as he may wish to one or more persons in his Department and 
certify to this effect on a.n Authorization Card (Fo:rttl A:B6, ccpy attached) 
for each person designated. Types of acUons listed on the card which the 
Assistant Secretary-Ge11Cral does not wish to autr1orize should be stricken 
out. .Ad.ditional Authorizations may be listed or1 the card in the space 
provided, If the Assistant Secretary-General wishes to authorize his 
desienee to re-delee;ate any authority, he should indicate this by :placing 
his initials before the aGt:1.ons Which may be re-delegated. 

(b) The officer to whom the author:tzation is made shall sign the card in 
the space provided .. 

( c') The Authorization Card shall be ma<.le in single copy only, and shall 
be forwarded to the Assistant Secretary-General for Administrative and 
Financial Services for his information and concurrence. 

(d) Photostatic copies of tpe card will be arranged by the office of the 
Assistant Secretary-General for Adtninistrat:1ve and Financial Services, and 
tranemi tted to 

(1) the initiating Assistant Secretary-Q.eneral 

(ii) the a:p:propriate eontracting officers, and 

(iii) the Cl'lmnt]'Onller _ 
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5. E:lr.ecutive Officers or other :p~raons designated 'by the Assistant Secretary-
Generai shall follow the some procedure as in 4, in re .. delegating their authority 
to other stuff members. 

6. In order to cancel delegation of authcr:!.ties, · t11e delegating officer should 
write "Cancelled11 acrose:1 the face of his copy of the Authorization Card, e1nd 
forward it to the Assistant Secretary .. Qme:>;>:J.l for. Administrative and :&"inattcial 
Services, who will notif'y the appropriate :persona. If some authorities are to 
be cancelled, and othere1 continued, the same ~roced'W:'e should be followed, and 
a new card should be :pr~):pared indicating the a1lthorities which continue iii effect, 

... 
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10 June. 194-.5 AUTHORIZNriON CARD 

DE:{:.,EGATION DE SIGNATUBE DO NOT \·JRITE IN THIS SPACE 

----------·----· N E\illO __ _ 
Nom 

N~-_!l_~_EQRIRE ICI ___ _ 

Office or Post 
Poste ou Titre 

is authorized to approve the follo"vring for 
est habilite a signer pour le Departement de 

.. ---------..,---Dopurtment 
Lo Dupartoment 

ani to r<:-,delegr1te tne ~ terne' lTI ;:l.i;: llecl. 
pour los t·ubriquos paraphe6lS 1' interesse r;; lo droit de sous-delegu13r .sa signature. 
------·----·---~---..,.._ ... _...,.., __ ., ________________ _ ---·····-·-·-:.-..... ·-·------.,.,~·----.,., . .........r..o.----~·--· ·--~-~---_,_. 

Strike out i t0:ms not applicu,blo 
Biffer los .mentions inutiles 

Req_uisi tions for expmi.d.ttple &l<P.Pli0s 
Requisitions :for non-exppndr.:1b.n..:j S'lpplios 
and equlpmon t 
Bequests to the Li brury for t~if; _p,archasc; 
of books arid periodical subseri:ptions 

Requests for duplicating 
Requests for printing 
Requests for lc•ngqago servicos 

R::quosts for odttorial services 

Req_1i0sts for at..~thorl ty to travel 
Requests for tr:wol ~~dvanc0s 

Roquosts for budgetary allotments 
Clearance of procedu.ral mattors 
Requests for allecation of space 
Rsquests for tolepllono o•JUi_pmcnt 

Long distance t0lqphom: calls 
Telegraph end cc.;ble mossD.gos 
Requests for personnel 
Cortiftcation of personal service 
( T.ime and attendance) 
Ovortiro,c 1-rork to bu performed 
Ovorttmo vrork performed. 
Night dt:ffcrontir,l compensD.tion 
Requests for salary advc.nct:s 

Concurred in 
Approuv<6 

For-the~ssistant Socrotary-Gonorcl for 
Ad.m.inistrativo and Financio.l SsrvicDs 
Pour lo Socrotairo g0nore.l adjoint 
chargo dos Ser·ifices admintstratifs ot 
financiers 

Signat,:tre of officio.l authorized 
.. /_ !...!':'1, _ _, _ _, ___ _ 

Los J0quisitions do petites fourniturea 
Leos -·()quisitions de mc..toriel et de 
mobilier 
Los dem<mdos adrcssoos 8. la ::Bibliotheque 
concernant 1' .<.:J.chE~t clo li vres ot los 
abonnomonts eux periodiques 
Los domandes au service de. reneographie 
Los domandos au service dos impressions 
Los domand.es adrossecs i1 la Division 
linguistique 
Los dcmandos c1dressoos a la Di vislon de 
1 1Edition 
Los demo.nd.os d'autorisatiDn do voyago 
Los domandes d'avancos sur frnis do 
ve>yago 
Los dememd.os de credits budgetairos 
L'oxpodition dos affaires cou.rantos 
Los domemcios do locaux 
Los demandos dltnstallations 
tolephoniquos . 
Los a:ppels telophoniques interurbains 
Los cables ot tologrDmmos. 
Los doman!les do personnel 
Los fouillos do presence (houres de 

· presence du personnel; 
Los heuros supplemontairos provuos 
Les· lioures supplomontairos effoctuocs 
Los indomnitos pour travail do nuit 
Los dememdos d'avemcos sur traitomont 

Assistant s·ecrctc:.ry-doneral (or designee) 
t • ' ' ( I) SGcrotraro goneral ou sup:p,loant 

. ' ' 

--~--~-l9 __ _ 
Date 
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Rule 1. 

:I?ROVISIONAL PROCOlillv:lFJ:ilT RULES 

All purchases and contracts for a.rticles or services made by the 
United Nations shall be made by advertising, except as provided in Rule 3. 

Hule 2. 

'1henever advertiBing is used.: 

(a) The advertisement for bid.s ehal-::.. be a sufficient time previoul3 
to the purchase or contr .. '1ct, ancl specifications and inv-itationl3 for 
bids shall permit such :f\1.ll ancl free competition as is consistent 
vrith the procurement of types of articles and services necessary to 
meet the requirements of the United Nations. 

(b) All bids shall 'be publicly opened at the time and place stated. 
in the advertisement. Avrard. shall be made with reasonable promptness 
by written notice to th~:tt responsible bidder whose bid, conforming 
to the invitation for bids, will be most advantageous to the 
Unj_ted Nations, ]?rice and other factors ·considered, provided that 
acceptance by the Assistant Secretary-General in char~e of Conferez1ce 
and General Serv:Lces of rJr;f other than the lowest bid conforming to 
the invito.tion for bids, or his rejection of any bid on the ground 
of the biddel' 1 s not having the essential qualification and means to 
perform satisfactorily the req1.lirements of the invitation, shall be 
fl.nal, and in eaeh su.ch case he shall file 1vi th the original contract 
a statement of the advertisement, provided ;further, that all bids may 
be rejected when the AssistantSecretary-General in charge of 
Conference and General Services cLeterm.ines that it is in the interest 
of the United Nations so to do. 

Rule 3. 

Purchases and Contracts may be negotiated without advertising if: 

1. the exigency -,;vill not admit of the delay attendant upon 
advertisi:ne; 

2. the a(3gregate amount involved d.ces not exceed. $1,000.00; 

3. for personal or :professional services; 

~-. for m,ed:icines, medical SUIJl)lies, hospital or surgical supplier:1 
or prosthetic appliances; 

5· for proprietary art:tcles, :pe:l:'ishable subsi:;Jtence supplies or 
other supplies or services for which it is impl'actic.able 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 electriG service or transportation, where rates are approved by 
regulatory bodies; 
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7. the Assistant Secretary-Ge1,~.oral in cha:rge of Conference attd 
General Services determines that the procurement without advertisinc 
is necessary in order to assure stand.ardization _of equipment and 

. i.nterchangeability of parts; 

8. the Assistant Secretary·General in charge of Conference and 
General Services determines that ad.vertising and. competitive 
bidding do not produce ree,sonable prices independently arrived at in 
open competition; 

otherwise authorized by the Secretary-General. 

Rule 4. !,egotiated Cont;r~. 

Contracts negotiated pUl~suant to Rule 2 may be accomplished in a 
manner which, in the opinion of the Assistant Secretary·General in charge 
of Conference antl General Services, will promote the best interests of 
the United Nations. 

Rule 5. 

Advance paym~nts may be authorized with the approval of the Finance 
Office. ,when it is customary commercial practice in the country in which 
the purchase is being mad.e. 

Rule 6. 

- The Assistant Secretar,y~General in charc;e of Conference and General 
Services is a\:tthorized to delegate the :pm-rers to make determinations or 
decisions specified in nules 2, 3 and l{ as may be necessary for ad:rllinistrative 
ex:;;;edience. 

Rule 7· 
Each doterminat:i.on or d.ecisj.on required by Rule 2 and. by Sub-sections 

1, 3, 5, 6, 7, 13 and 9 of Rule · 3 and by Rule 4 sh..all be based npon 
written findings 1nad.e by the official me.,king such dete:t"!llirtation, which 
f:i:n.d:i.ngs shall be final a...'1d shall be preserved in the ap:?licable case 
files. 

~~u.le 8. , ~ffective Date 

This rule shall become effective :as of 11 Ivie,rch 194-6. 
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PROVISIONAL FINANCtA!1 RULES* 

SECTION I BUDGET AND ADMINISTRATION 

Rule 1. The heads of a:Ll denartments or othe:r· sub-divisions shall submit 
estimates of expenditure for future financial :reriods when so required by the 
Budget Director. 

Rule 2. Appropriations ::::hall be available to meet obligations only after 1being 
allotted by the Budget D:Lrecto::. 

Rule 3. The Budget Director shall malce such allotments as are necessary to 
units of the Organizatior~ from appropriations to ensure that obligations a:re 
incurred only in a.ccorda~1ce with budgetary limits, The B1.1dget Dj.rector sha .. ll 
notify both the Organization unit concerned and the Comptroller concurrently of 
such allotments or subsequent changes therein. · 

Rule 4. Obligations m.ay be incu:r~,ed for the purposes indicated, not excee(iing 
the amoun,t of the allotment and in accordance w·ith the rrovisions of Secti,)n 3, 
Rule 1. 

Rule 5. The unobl:l.gated balances of a110tments may be decreased or transft~rred 
(within appropr:i,.atiop liraits) bY the Budget Director, U:rJ.a;llotted or 
unobJJ .. gated bal,ances may be transferred betvreen appropriations as provided in 
Rule 22 of the Provisional Financial Regulations. 

Rule 6. ·The availab1li ty of aU.otments to meet obligations shall continue 
only to "the extent that the relevant appropriation itself remains avail~tble ;for 
obligations. 

SECT!ON Il EXPENDITURES 

Part 1 - Incur:r•i:ng of Obligations -

Rule 7. Only those offieials designated for the rrupose by the Secretary-(J.enera.l,. 
may authorize or ord.er the incurring of' obligations. Every person authori:~ing 
or ordering the incurring of an obligation is responsible to the Secretary-
General for the obUgation tncurred. · 

Rule 8. Obligations may only be incurred subject to t'~e conditions laid down 
by the regulations or rules specif1cally applicableto each category of 
expenditure. 

Rule 9. No authority or order to incur an obligation shall bt;; given without 
the prior aJ?prova;l.. of thf.l Comptroller, except as provided in Rule 8 of the 
Provisional Financial Regulations. 

Eule 10. The Comptroller shall examine proposals to incur obligations f:r·om the 
.. / point of view cf the appropriation and allotment to be charged, the availability 

of funds, the correctnesH of the calculation,s, the observance of the finanQial 
provision,s of the rules ~md regu.l,ations, the inte.p.tions of the General Assembly 
when approving the Budget~ and the results which the proposed measures may have 
on the finances of the United Nations. For this purpose all tl1e doc'\llD.8nts 

* These rules. were drawn up in accordance with the recommendation of the Advisor~ 
Group of Experts and were put into force by the Secretary-General under the 
general provisions or the Provisional Financial Regulations ai;proved by 
the General Assembly. Certain xnod:l.fications to those Financial Regulatl::ms 
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Rule 11. ~hese proposals must ·'be signed 1):/" the ard.ering officer and a.ccompanied 
by the necessary su::p})ort.irlg docum.enta llh:lch shall show the purpose of the 
pJ:ooposed €x;penditui.'e, its caleulatio.n and. tbe e .. pp:!."'opriation and allotment to oo 
chnrged. · 

The Comptroller, after exa.ndni::lg e3.Ch proposal, shall signify hie approval 
in "''ri ting on the docu.:c.ent on ·the 'btulis of w·hich the obligation will be incurred. 

Rule 12. From cad after 1 Se:pte:mber 1946 no obligations shall be incurred. by 
way of insurance :pr;;ihicies, e.g., f'!.:t"e insurance or bond.ing of cashiers. The 
organization shall carry its mm insu.:t'&lce risks from and. e-:fter that date, save 
and except w:tth reepect to third :pal~ty risks involving auto:moti ve equ:t:pment 
owned or operated by the United Nattooa. 

Rule 13. All oblie,l'8.tions exceeding $1 ,o:::;o D.mst be ernbodied in<';a/.detailed 
contract specifying: 

(a.) in the case of goods .. the exact de£lcript:ton of tbe goodJ3, the 
quantity ;:•equ:lrc7d, 'the price of each article.:. the condi t:l,ons of delivery 
and the te;nn.s and dates of :p.u,yrn.E<>r.tt. 

(b) :in the case of personnel or. other eervicer~ to be rendered. - the nature 
of the services, the period. covet·ed.1 the condi tiona of fulfilment, the rate 
of ren..TU.neration and the torms ot payment. 

Oblie;at1.ons for ma:teriola involving a BUill lofJs than. $1,000 may be incux·:rtd 
by letter or :purchaae orde:r stgned by a •luly enltho.t•ized of'ficer of the 
Organ~z.at:l.on. 

O'bligat.ions :ln respect o:E' goods or services involving sums of less than 
$25 rey be il1C1.U:-:-:ed under verbel authorization, fJ.nd the expenditure may be :paid 
from imprest accounts. 

Rule 14. Any official author:tzing or incurring o'bliga.tio:n.s shall be :responsible 
for actions or decisions know:tngly taken i:n. d.:I.eregard of the :rego~lations. 

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

(a) obligations incurxed by a.'tlga:glng staff membe:r·s. The control ov-er thts 
is exercised by the Personnel Director through the authorized manning tables. 
The Comptroller must ho~.r<;;ver bo notified of increases or decreases :tn 
authorized numbers in order that he mey record changos in the obligations 
for salaries and wages, and he should., in his p:r.e-audit of sala:r·ies and 
wages lists, see that authorized numbE:rs are not €?Xceeded: 

(b) . obligations or expenditures of sums loss than $25. 

(c) obligations or expendituree incurre(! by sub~accountants in Regional 
Offices. These w:Ul be governed by se:parete rules to be issued. later when 
such offices a.:t1 e establ:ished. 

Pert 2 .. Discharge of Obligations and Con.trol of E:xpe!ld.1ture 

Rule 16. l!xcept where :provid.e1i else'!ffiere in the Rules, payment sho.ll be made 
only for services rendered or deliveries co:m:pleted. 
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Before payment is made, the right. QJ~ the cred.it,or to pa;yment. shall be 
verified 6i thor by the . ordering officer or' iri ca:ses" where the ordering 
officor is not in a position. to verify the servic.e or deli very, by the 
officer having the most direct knowledge .. of the service or delivery. ·· 

Rule 17. Payments shall not be paid unless the supporting documents are 
certified by appropriate officers: 

(i) to the effect that services have been rendered or delivery 
made in accordance wHh the documents establishing obligation, 
that the amount is correct and in accordance with theterrns of 
pa;yment, which shall be stated on the bill; 

(if) as to the appropriation and eJq>enditure accounts to be 
charged, and the reference number oi' the relevant encumbrance 
document, 

The certif'ico.tes shall· be stibmi tted to the Comptroller accompanied .'by 
such documents as he may reg_uire. 

R]..Ue 18, The comptroller shall so.tisfy himself that all proposed payments 
are properly chargeable· e.gainst obligations approved by him. 

If the Comptroller is of op:tnion thi:it there is any serious irregularity 
in the claims Sti.bmi tted to ht.lll 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 fo:r' payment. All docu.ments relating to payment 
vouchers shall be retained to sup}.)ort the accounts of the Corri}.)troller. 

Part 3 - Imprest Cash 

Rule 20. lm}.)rest cash 1.:1.dvancer:J of an arriovnt 1.;o be fixed in each case TllaY. be 
made to officers designated by the Comptroller. 

~ 

Rule 21. Officials to whoin .en improst each aclvance is issued shall be 
responsible for the advance and must at any time be, in a position to account 
for it. . . 

Rule 22.. Imprest ca.sh e.dvances ma;)T be replenished. at the request of the 
. im:prest hoJ.O:er on. presentation of ex}.)endi t1Xre stc:;tements and s·up~orting 
vouchers. 

The .iniprost accb1mts shall he submitted for appro7al to the Comptroller. 

Rule 23. Vouchers sup}.)orting the acccnmts of lmprest holders must be dra-wn 
up in acDordance with rules :prescribed by the comptrqllor. 

Part 4 - Travel Expense Advsnces 

Rule 24. Travel expense advances may be made to staff members to whom 
travel authorizations he.ve been issued. Adv:anceo shall be made in 
accordance with the provisions of the relev:ant Regulations. 

Rule 25. Travel ex}.)ense: p,d vances for which the txaveller ·does n.ot account 
shall be re}_)aid by the staff member at the request of the Comptroller. 
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SjW'~ION III RECEIPTS, DISB1JRSEMENT AND MI\NJI.G.EJvillNT OF FlJNDS 

Rulo 26. Tho Comptroller ~<Till clesigrlD,to a Ca..eb.:~e~r tu be redJ;:Onr:1i.1::-J.e f'or 
the funds und.or hie control. 'rho Gr~r::hier ad.nrin.1.sters all bank acoountrc 
includ5.ne those openc':l for a special pu.rposo. T'l'[tnsi'er from A·,1count No. 1 
of ·cho United Nations aJc the ]\)d.oral }icserve Bank of No-vr Yorlt chall be made 
onl;;r en cheques s:l.gm/l by tho i3ccrete.ry-Gc.1cral or by the Assistant Sec:t'etary• 
General for Ad.mir:tistrati vo rmd. ]'inrmcial 8o:r;v:!.c.os and. coDntersignod. by the 
Compt:t~ollor or Chie:;:ry of tho Treasury Division. Cheques dravm on other 
"C"011 "'tc' G""G""'"'~·'·· 7l"'~"..-'Oil "'"- ::· .,.,oJ..+y C"' "'h r,CCO"~l+-S S.tl' ~ll 1'0' r::t-'1 .:.·1.no··a.~ h'" ·'·wo Tl_. ""rSOnf'_. ~...1. ~ .......... .!....~. o --.1-.... v.1:-·1.j l:c"'t;'.,l.. .. ""J..Lt~-~ .e , v v. ( .. ~.~:,:) c.. (.A.,l. v t.). u ..... .,J.,~_........ ~)J v .t'v ... 

one f'J:-om each of tvro }Xt::J.ol.s of' Gigr:ctorios (lcsignatect by the Secretary-Genera.: 
or Asoistc~nt Secrotar;:r-Goneral for Ad:rrLi.nistrati ve and Financial Services. 
Payroll a:1d. petty ce.sh accotn-rts may lle oponcc1 by tho C::oshie:r• with apllroval 
of tho Cor.rpt:J,•ollor. Cheques drcl.im u:pon an~r su.ch accounts shall be signccl in 
accor1nnco with iast· ·ctions issued by tho Comptroller, one. sic;nn.:l:;ure being 
sufficient if this is co::1si·ioro\i ad.egu~:tte by the Comptroller for PJ.ny such 
acco"L;nto opened. 

Rnlo 27. Only -~ho Cashier is c.uthorizocl ':;o IDDJ:ro disbursements by cash or 
'by chcqy:.o J ancl to rocei ve amounts of mon.:y·, oxcopt e,s otherwise pro~vi(led 
in thoGc rules. Payme:t~ts ancl receipts ohall be supported by oi thor pn;ymont 
or receipt vouchers dx•,ti.l.!l ·up c priori l)y tho apJ1roiJrinte officer, 

Eulc: 28. Tho co.stier shr:J.ll keep a cash account in vrhich aL.l receipts and 
11<-l;yTLcnbs sh<J.ll bo rcco:rd0d es thoy occur. He she.ll kuo:p tho bank accounts, 
as vrcll as accou.JJ.ts of all sumti d.e:?ooitca. -vJith oth()r institutions. 

nulo 29. Funds m:.'l.:t only be doposi ted in b~~.nks or in.sti tutionf3 specified by ' 
·Gho Socrlctr~r:r -GclJ.el---~3~1" 

r~ulc 30. Eo intr:;rost eha11 bo :p[-cy~:.blo on sum.o deposited with tho 
Orgmu~r<.tion. Should nny interest accuro o:1 i:Hcstments made on behalf of 
thir~l Jil':J.~ti os, +:;he nmount of such intorost shc:.ll be repaid. to tho hold.ers 
of suc!1 f\rr1d.s, subject to tho clcduction, if n0cer;J,sn.r;:;v-, of a commiosion, 
tho of vhich shall bo (lotcrrrLi.ned by the Aesistr:mt Socretery-nonoral 
fo:t~ J\.dnli:niBtr·atiorl Pinanco. 

$1SCTION I\T ACCOUNTING PROCEDU.RE 

( i) obJ.igo.tions shell t)e rocorclod. in tho aoco'.mt of th:::> financial 
y(,o,r in vrhj_ch they are e:pprovod by tho Comptl-<tOllo:::.'. 

(i:!.) rocci·.t)ts shn.ll l!e credited to tho account of the financial 
year in 1-Thich tho rcmi ttc .. nco ic reed VE!'J .• 

( :ti,i) expend.i turo shs.ll bo ch ~·gv'l. to t:ho c,ccoun·t of ·the: finMcia1 
whon po.yment is m~::/io, the , is whon the ch,)qno 

1
is iss"Ued. or 

cash is paid out.. 

Rulf.? 32. 'l'he accounts shall com.pri se tho Budget Accounts, the 'I'reasury 
.!\ccounts, ancl tho G.:;nora.l Accounts which 01-U:"lltJ.[~rizo tho :Budget and 
T:~easu:·y r::ccom1to an(l from 'l•rhich -t.:;hc :porioclicnl firu.mcial st.a te:rn.ents 
ft.l'C pl~OI)D,r~od .• 
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( a) B1JDGET ACCOUNTS 

Rule ~3. The Comptroller shall keep aa.counts for eaGh heading of the Budget, 
which shall show: 

(a) 'I'he appropriations voted by the General Assembly, the allotments made 
by the Secretary-Goners.l, cmd +;he ad,justments sur.lser]u~ntl;r ma.de in these 
e1mounts. 

(b) The amounts of all obligations incurred .. 

(c) The amounts -of the expond.i tures approv'Jc:.. by the Comptroller fo:r 
payment. 

(d) The unobligated. and. unexpend.ed. balances of appropriations and. 
allotments. 

Rule 34. Obligations and expend.i tures shall be recordec in accounts acc('rd.ing 
to classifications of the Bud.get and such other class:i.fications as may be 
required. for adm:lnistration purposes. 

Accounts of oblj.gations and expend.Hures shall bEJ supported. by documents, 
referrjng to such oblj&;ations and. expendi bires, submHted to the Comptroller 
for approval. 

Rule 35. The record of oblig~:-ctions :incurred shall include at the beginning of 
the financial year: 

(a) The estimated amonn.t o:f obligations for the whole year resulttng 
d.ireetl;y· and without further administru.tive dectsions from the appli.cation 
of the regulations. 

(b) The amount of obligat:lons recurring as a result of previ.ous decisions, 

(c) The al\lount of obUgat:i.ons outstanding from previous commitments to be 
11~ ·u"idated dur!.ng the CUY'Y'Cilt f~.TlflDr_;i•,]_ .'IGE:\r, 

Rule ',6. When an oblig.3tion previously authorized is for any reason increased 
or decreased, an advice of adJt;tstment shall be made iw.medJately and submitted. 
for approval to the Comptroller w:i.th such support:tng documents as may be 
required.. Theret1,pon, the necessary adjustment shRll be mad.e :tn the accounts. 

(b) TREASllRY ACCOUN'I'S 

Rule 37. The Treasury Accounts shall comprise: 

(a) Cash Accounts showi.ng all ::l.ncom:inga and. outgoj.ngs of. ftmds. 

(b) Special accounts, the management of which is subject to special 
·regulations. 

Rule 38. W:i.th the excE:ptton of the Cash Account kept by the Cashier, Treasury 
Accounts shall be admin:Lsterod by another official to be dos:iE!,!'lated by the 
Comptroller. 'rhis offieial shall carry out all necessary accounting operations 
and shall instruct the Cnshier to make and accdpt payments accordJngly. 

Rule 39. With the exception of CashAccounts and such accounts as are kept in 
pursu·1.nco of :tnstructiorw from the General Assembly, 'IrmJ.sury Accounts may not 
ba opened except at the direction of the Secretal·y .. General. 
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. Rule hO. Members' Contribnt~.on Records shall be maintained showing the amounts 
due and received from Nembers, 

Rule 1+1. Sped.al accounts shall be administe:red in accorc1ance· 'vith the special 
regulations laid dmm by the Secretary-General in respect of each of them. 

Rule. !12. A spo.:;1nl ~wcount ceJ..led "Uo:::•l:cing Capital Fund" shall be opened. 
This fund shall consist of: 

(a) The initial amounts advanced by Members. Ea.ch He:mber shall have to 
its credit in the bcok of the Organization the amount of tlle advances made 
by it to the \'larking Gapital F'una .• 

' ' (b) All furthor sums· which the G·eneral Asse:mbly may decide shall be paid . 
to it. 

Transfers from the Woirktng Car)i tal Funds shall b10 :made in lump sums on the 
authority of the Sec:rettl.ry/-General or such officer3 as he may designate. 

' 
(c) ; G©USRAL ACCOUN~i:'ING SYSTEM 

Rule 43. The Generai Acco~nt.s Section shall.sumr:lar:tze all accounting 
operations. The accounting syston s)'all be a double~entry system. Its records 
for accounting purposes shall include: 

(1) A general jou:x.'nal showing e,ll transs.ctlonG in chronological order; 

(2)· A general ledger; 

(3) Subsidiary records showing in sw..mary the classification of income 
.and expenditure. 

Rule 41+. Accounts shall be based on daily su:m:oor:i..es prepared by the Budgetary 
Accounts Section, the Cashier, and the Treasury· Sectione The transactions of 
these three offices shall be recondled pr1o:r. to posting. In addition to this 
reconciliation, a po£rt:i"r~u.dit test of the Genoral li.ccounts and of all accounts 
and vouchers frora which they ctre compiled (and of stores accounts) shall be 
made by the RegulaUons and Inspections Section Of the Comptroller's Office. 

Rule '45. The General Accounting Section may make changes in the class:J.f:tcation 
of receipts or expenditure, .if necessary, after notifying the head o.f the 
Department concerne(l. 

Rule 46. The General Accounting Section shall prepare per:l.od:l.cal financial 
statements and the final annual accounts and balance sheet. It shall present 
to the Secretary-General: : 

(1) A weekly statcme~t of o::ash on hand., showing both funds belonging to 
the Orcanizat.ion and trust or agency f'unda. 

(2) A monthly statement of budgetary expenditure showing: 

(a) Credits opened 
(b) Obl1.gations incurred 
(c) Expenditu,re 
(d) Ava~lable balances 

(3) As early as possible ih the second half of each year1 financial 
statements as at 30 June, showing receipts and expenditures, debits and 
credits, classified according to their nature. There shall be attached 
~o the financial statements: 
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(a) A statement of the operations and financial :position of the 
Working Capital :f!'und. 

(b) A statement of outstanding co;.1tributicns. 

(4) . As early as :possib'lef ench year a detailed balE~nce sheet as at the 
31 December i'm:.ned:l.ately :prec0t1ing. In adC'dtion to this balnnce sheJ9t 
there shall be produced: 

(a) A BuC.got Statement shmving, according to the classification in 
the Bud.get. 

Allotmonts ar:p:covod a:::cl nx:rc:·nses cbl1go:ted. 

Obligat:tons incurred to be carried forward to the following 
fi:;:-.ancial year. 

'l'he an1ount of a;;rpropriati<~"'l.a vcte<l; of expenditure incu:rred and 
budgetary rece:tpto. 

(b) A detailed. Bta:tement of special funds or accounts 1 includ:Lng 
the Worlcing Capital li'und. 

(c) A statement of property or sup:plies bought! acg,uired or dj~sposed 
of during the financial year. 

(d) t. detailGcl ~;~tatoment of' both stores and cash losses which have 
ClCCUrrea. during the year, indicating how these have been clealt 
with in the c.ccounts. 

Rule l!.7. !l'he f;lnal . accounts shall be Gisned by the ,Secretary-General and. 
for.m.all.y submitted to the tmdHors by the 31 Na.rch following the end of year 
of account. 

· · Rule 48. The G·eneral Accounts Section shall arrange for the Aud1tors to have 
access at aJ.l convenient ttmerJ during the year to all accounting recoro.s and 
infomation relevant thoroto 'I'Thich they may require. Roquests by thE;~ Auditors 
for official fileo whj.ch ntay deal wHh matterH of policy should however be made 
through the. Assistant Secretary-General for Administration and Finance. 

Rule !1-9. These rules shall become effective as of 11 March 1946. 
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ALLOTMENTS OBLIGATIONS A.1rD EXP}l:l'J"DITU.REi3 . 

PART I. EY..PEl\'DITURE CO:NTROL SECTTOl'T 
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A. Dl1IECT CONTROL OVER COW1l~I_1MENT OF UNITED NATIONS· 1!'UNDS 

1~ P,;ro.J?!.~~Y e:JC~~~~· Examination of obligatior1s of $1000 or more in 
value :f'or propriety in. accordance with the requirements of SGB/4., Rule 10, 
excepting availabiltty of funds vrhich is determined by Budget Accounts .section. 

(a) Approval of the Comptroller required for all obligations exceeding 
$5000 :in value. 

(b) Approval for the Comptroller by Chief of Section for obliga:tions 
between 4il000 and $5000. 

(c) Approval for the Comptroller of obligations of $1000 or less 
delege.ted to :r.rurchasing off:icials by the Assistant Secretary-General 
for Administrative and :B':tnancial Sorvicec. · 

2. Examinatlon of Contro.ct Drafts. All d.rafts of contracts imposing an 
obligation-c;n:··;:JUI·L~,rN:a.:·~~:·:~[~sfu!;d:8are cxarr.:!.ned for r-.tnancial propriety by 
the Pe.yment Control Section p:d:xc· to approY<:.'tl 'by or on i:)(~hal:f of the 
Comptroller and. a:.•a Bu1;Ject ·co tho sa1no liru.i tations as other types of 
obligations. ~'inB.n~::'lal conditio::J.s 1 etc., under the contracts are closely 
examined as to practicaM.li ty and clarity. 

An analysis is made of contingent obl·.tgations vrhich may be incurred as 
a result oi' any contract. 

B ~· CONTROL OVER EXPENDITURES OF UNIT.Fm NATIONS FUNDS 

1. Control over e;x:pend.:Ltures for good.s and services renderefl _______ ,...,..__..__ . ------
(a) Assurance that only authorized officials have ordered goods or 
services. 

(i) All signatures on purchase orders and recei-vers report 
verified against list of officials to whom.authority 
ha.s been .delegated. for these purposes. 

(b) Assurance that goods or services have been recei vod as ordered .• 

(i) 

( ii) 

(iii) 

I\ncei'Te:r.: s report is reg_u.i:cod shmling q_uantitie~ u.nd description 
of goods received. 

Vendor's invoice required showing quanti ties·. and amounts bi.lled. 

Copy and original purchase order required :showing i:iniouP,ts 
ordered. lnvoices, receivers report and·pnrchase order are 
compared. Irregularities v1ould be. basis for dtsallowance or 
payment after adju,stw~mts ef;fected OJ\1 ~f;hci ... b,t;t!~~};~ .at· Aeli":Veries. 

(c) Control over accuracy of J?P,yment and. substanttati,on thereof. · 
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(i) Determination that payment has not been previously made. 
Individual :payee ·card.s maintained in Ex:pendi ture Control 
Sectlon showing all previous pa;yments. This card examined. 
:prior to certification of :payment. Payment noted on card 
after certification. 

( ii) Accuracy of calculations sub,iected. to careful audit. 

(iii) Substantiation of :payment. Voucher :prepared for each 
appro·ved payment showi.ng amount to be :paid, name of vendor, 
purpose of pa;yment and carrying the signature of the auditor 
and recei ve:r of the voucher. Voucher register also ·prepared 
to control totals of vouchers :issued'> Voucher register 
I'econciled iv;l th all vouchers lister~ thereon. Checks reconciled 
with voucher register after preparation. 

2~ Control over ex})endituxes for official travel ........,._.._ .. ~-...o:--~-·---·-·------..---'"""'---·----·~ 
(a) Assurance that official travel has been authorized. No reimbursement 
for official travel approved by tho Ex:pend.i ture Cont:rol Section without 
properly signed. travel authorization lPorm TT8. 

(i) 

( ii) 

This does not in all cases a:rxply to advances which ar~ 
sometimes lssued priol.' to· performg,nce of the travel without 
receipt of a Form TT8. All travel advances, hovrever, require 
vrri tten approval frc.~m the Executive Officer of the Department 
to which the traveller 1a attaohed. 

In no event will the amount of the travel advance requesteJ;l 
by a· travel,Jer .exceed the amount of pe1~: di::em whieh .:wo:ul.d. \be 
earned in the :period o:f' estl:ma.ted. clays of travel. 

(b) Control over tickets purchased on transportation orders. Payment 
for tickets :purchased by Headquarters for officials of the United Nations 
requires that the appropriate travel authorization 1.s referenced. Copies 
of all transportation orders issued outsicle of Headquarters are required. 
to be forwarded to Headquarters. · 

(c) Control over reimou:rsements to official travellers f<l\t".p~ra.o:ml 
expenses including travelli.ng per diem. 

(i) Reimbursc3ment requires preparation, audit and a:pproval by the 
'Exp~n.ditu.re Control Section of an official reimbursement 
voucher sicned by the travel:l.er a.n<l acoom,pamed by a- S't·~~ttettt 
givi.ng h:l.s full itinerary. 

( ii) Deducted from, the amount of e;lq)enses claimed will be all 
advances made to him whether at Headquarters or abroad .• 
AO.vances made abroad are controlled by inter-office vouchers 
received and charged to the individual account receivable of 
the traveller~ 

(iii) Individual account card also a control over duplication of 
pa.ymen ts ,, . 

3. Contz;:ol over d..aily living and installa t1.on allowances 

. (a) Authorization to :pay .. Receipt of Form P25 from. Bureau of Personnel. 
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(b) Control over du:plicatton of pa;yments to~ in~~i v:td.ual by verification 
against individ.ual pa.yee cards. 

(c) Control over entitlement of Staff. Members to per diem for days 
served is based on time and attendance re1;orts from Departments concerned 
which are revie·vred by the Expend:i..tt.lre Coxitrol Sect:ton. 

(d) Control over per diem subs :\.stonce allovm.ncos to entitled members 
of Con:uni ttees or Corm:niss:Lons is based upon certification of tho:tr 
a ttenclunce by the Secretary of the Comm:i. ttee etc., who is normally an 

., ; officer of tho Secretariat. · · · 

(e) Control over accuracy of payment 1;ased on aua.i ted roster lists 
pre:parecl by Exp(mcli ture CoiJ.·Gr'ol Section and r'econcifed with last payment. 

l.t.. Control over salaJ:.•y advam;es 
- ... - ... ""-"'·-·-.. --,_._,__,, __ ..... ,.,""";"•-"<··· ... ~ 

; . 
(a) Authorizatto:n: to: r;ay; !~otiftcation from the' Bureau of Personnel as 
to nmount and rate of J.,iq_ui.dation. 

(b) Control over re:r;nyment. Staff Accounts Section notified by 
Expend:i.tu.ro Control Sect ton to charge Sta:ff 1\-fer.nbors I :payroll account. 

{, ~ ;,' ''\. 'i o I 

5~;: T:ransfer of fui1ds to bi:·ench offices _ ... _..,.._.,~ ...... ,_ ............. ,.-..... ,., ..... ~ ·-· .. ·-~-·~··--~--···--·l~ 
Autho:t;•i ty to transfer. Approval given by the Chief of the Division in 

each instl':nce. 

6. Control over the routi.ng of documents; (:protection against loss of 
accountini"reco~rd"S;·--e;;}?eaiting oTiiiiPorton t a.ocumcnts, .. etc. ) 

Documents Control Unit is responGible for aszemW.y and routing of all 
fini:'mctal documents SWP1?orttng or pertaining to expenditures. Prior5. ty 
mattel'S aJ.~e 3iven spec).al at.tent:Lon. Regi.sters of' incol.Tdng dqcuments.,. including 
1:m1~chase' orders and venclors t invoices, are maintained. for identifica t1on of 
snrae. 

I'l\RT II. STAFF ACCOUNTS SECTION 

CONTROL OF l'ATii[E!JTS OF REGtJLP.R SAt/illY AND Jl..Ll,OVf.r'\l~CES 

1. 'The Persol111$l Bureau is the authorii~y prescribed to f'tn"nish -:the 
' ' ' ~ ' authorizations in :eespeet of the· follm,r:l.ne;: · 

(a) . to 01xm a pay account; 

(b) to change the pay status of any staff member (incluq_ing 
ter111im,tions and official changes of assignment not affeeting 
sala:t'Y); 

(c) to pay representation allowances. 

B. CONTROL OV1iJR Fl\YMEN'J:S ]'OR OVEB.TIME AND }UGRT DIFFERENTIAL HOURS 

,· ", 

1. Authorizatton of overtime (Form F28)' and certification of overtime · 
hours (:rrorm F29) is required from duly authorized officials of deliartments 
concerned. 

2. Time and attendance re:ports from departments concerned must substantiate 
authorizat:ion aml ceJ."tification. (Under proposed revision of this proeed.ure 
se~parrt te authori za t:ion and certifi.ca tion forms would be eliminated and time 
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3. Authorization· to :pay n:i.ght differential - Time and attendance re:pbrtn, 
duly authorized, are received from departments concerned. 

C. cmrl:ROL OVER Dl!;DUC~~::ONS FROM PAYHOLIS 

1. !t..2.!:J~!l~.:!!-::~, Authorization for si:x:· per cetJt Proviclent Fund .de.duct:ions. 
automatic upon recel:pt Qf personnel action Form P8. 

2. Allotments to D.~pendento. Written authority from staff members conc«::>rned. 
------' a -----·...-

3. R~~,;rrtl£1!!.t~_<;?f,~aru.r1~f::-2E.• Written authorization from Expenditure 
Control. Section is required setting out amount and frequency of deductione1 • 

. 4. !!'2§!.E:!ali~~tl2!:~t'ote.,S?.lJ:.2.~· Authorization required in each instance 
is membership card recel.vei,l from AEwociated Hospital Service. 

5. Rental Deduct'i.ons. Authorization: Notificat:i:on from the Bureau of 
Peraonnei-showins-~amount of bi-weekly deduction to be charged. 

D. t CONTROL OVER ACCURACY Oli' PAYHOfrL 

1. : Pe.yroll is computed. according to Divisions and Departments. Control 
for each Division :i..s maintained show3.ng previous normal total, all changes:, 
new normal total and actual pay. Control totals are reconciled with payrol.l 
totals and there are independent postings to controls and to pay cards~· 

PART ~II. Bl,JI.GET ACCOUNTS SECTION 

A,. DIRECT CONTROL ~ CO~T~"TS OF UNITED NATIOUS FUN.00 

ABSURJl.NCE OF AVAILABILITY OF ALLOTM!!."'i'lT BALJ\NCE2 

1. Pl.1rchase Orders o All J;?Urchase orders issued. by Conference and General 
Serv:J.C"eS al"e .. refen::ed. to Budget Accounts Section for certification of 
availability of f'tmds,. The following requirements must be fulfilled: 

(a) An allotment should exist covertng the type of expenditure proposed. 

(b) Unobligated balance of the allotment must be suffi.cient to 
cover the amount of the proposed obligation. 

(c) No purchase order is to be approved by the Budget Accounts Section 
unless the signatures of authorized officials appear in the appropriate 
spaces. 

(d) Purchase orders are not to be issued until the obligation has been 
entered in allotment ledger and copies of the purchase order stamped 
"obligated".· 

2. _D_:a:y_e,:t.;,.~q9_!lzat1,~~-· The requirements for approval of travel 
authorizations are the· same as tho.se for purcll?-Se orders. 

3. lli_a?e.,ll~~~a. Oblf.fi<;:~igU;,j),£~f-.!~'i· Documents such as contracts, 
leases and any other correspondence which would commit the United Nations 
to an eXpenditure of f)rnds must be reviewed by the Budget Accounts Section .. 
and. a check mad.e to see that a..TJ. allotment exists for the purpose indicated.· 
and thc.t sufficient fund;s are available in the unencumbered balance. of. such 
allotment to me~t proposed expenditure. 



B., BECOTID CO!\'!TROLS OF .AL!,OTMENTE, OBT.tiGATIONS AND EXPENDITUREG 

1. Allotments ____ ,, __ 
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(a) Individual lea.ger accounts are :matntained for each allotment 
showlng initial and any addJ.tional allotments mad.e. 

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

(a) All obligations agalnst allotments are entered. after a:p:proval 
by the Co:uptr·oller and are rnL-1.intained in ledgers until aFproved 
ex:pendi tnre clocuments are rocei ved. 

3. ~~ 

(a) b!g,y.io.aJj.o;L£:L:f;2JS.tE:P!!..te.• Actual expenditures are entered 
in liq_uiclation ot~ obliga'Cio:u:: to ·zvhich they refer. Authority for 
entry ls a.pi>rovod voucher received from the Fa~rment Control Section. 

(b) .P..tF?_tr,ibJ:lt;Lc:n._£L!:J~.B.s'!:.L~23l· -Object accounts are posted 
simultaneou.sly '\·ri th the pos·i::.i~;.gn in l:Lq'lidation of· obli.gations; 
expenditures a:ro charged to appropriate object accounts to accumulate 
cost information. 

4. :Reconciliat:l.on 
-~--

(a.) Allotments. Balances of allotments are reconciled with 
pre-dB'tei .... minea.-total in general led.ger ana. the totals of allotments 
are reconciled. with the records of the Bureau of Adm.1.nistrative 
Management and Buclget. 

(b) .Q}~J.:.~.~!:.L~E.· Balance of unliq_u:l.dated. obligations are reconciled 
periodically with outstancling o·bliga.Mon a .. ocuments on file. 

(c) E:>:J:~_:t?-sl~!:~· All expendJ. tures are I'econciled periodically 
with :pre-d.etermined control account in the general ledger. 
Ex:poncli t'1..1res recorded. in the allotment ledger are ;J:•ec:onciled 
with expenditures :posted to ob,ject acco,,mts. 




