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OFFICE OF THE DIRSCTOR -

e ————————
. GENERAL RESPONSIBILITY -

:

‘ \
;

o :

. Plans, co-ordinates and directs the activities of the Bureau and super- o
SECRETARIAL POOLThe main functions of the Bureau are to implement vises the application of financial regulations and rules to all budgetary and ¢UN financial regulations and rules and to carry out financial actions of the United Nations; :

f e

:

s 2other administrative, and financial policies Represents the Secretary-General on the Consultative Committee on '
j ;laid down by the Ceneral Assembly, on behalf of the Administrative Questions except when personnel questions are under discussion; R = th?lmi‘.. administrative and secretarial ‘.‘“

-General and under the Assistant Secretary- Represents the Secretary-General on the Staff Pension Committee, Joint i Burseu. ;

General for administrative and Financial Services., Staff Pension Board and Advisory Board on Compensation Claims;
1 6-5 Lantuiotvative AshiataitThe Bureau's basic responsibilities are: Represents the Department on the Publications Board and the Exhibits
9 G=3 Int jiste mm‘4ol olasksTo prepare and submit the annual budget and ad- Committee;

5 3 G Judes Siinekories snk d-'l'l 5~minister appropriations; :

Represents the Bureau in the work of various internal committees includ-
~ Toreceive and keep custody of all funds and to ing Missions Co-ordination Committee; .

:control and account for all disbursements; Speaks for the Department and the Secretary-General at meetings of the
,~ .To perform advisory functions and in some instances Advisory Committee on Administrative and Budgetary Questions, the Fifth

g
o

financial control functions for UN special programmes; Committee (as alternate to the Assistant Secretary-General, and the Board of TRE ]

- To seek the co-ordination of administrative and T Auditors. :

"

:
;

gt R RSfinaneial policies as between UN and specialized {4 :
!

.

:

:

'

_agencies;
:

;

I Bl 1 PD. Principal Director
:

'

b o

. Tomake studies and recommendations on administra- B i 1 D-2 Deputy Director
]

:

: i i.ve, bud » financial and accounting policies. ! Jis 1 G-4 Secretary
_

'

_

'

»

:

:

o
‘ I :
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‘

;
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:

:
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ACCOUNTS DIVISION

BUDGET DIVISION L4 OFFICE OF CHIEF
j

A

 TREASURY.
Plans and supervises the work of the Division and

and documentation on matters of accounting policyi
Represents the Bureau: in discussions with Departments and specialized

agencies on accounting matters; at meetings of TAB and its working parties on
accounting and control of Special Account funds; on the Committee on Contracts;Property Survey Board, and Claims Board; in dealings with Board of Auditors and
Inspection Service;

Authorizes payments on certified claims for vendors over $2,000 and for
travel over $3,000, and journal vouchers,

1 D-1 Chief of Division
1 P-5 Deputy Chief

;

1 G-4 Secretary
1 G-3 Secretary

‘annual bulget, reviews and finalizes Departmental
final budget text, informational tables on budget, and

s

of specialized agency budget; :
tions and controls expenditure through Departmental

table, and authorization proceduresj develops coding and
tions for Bureau control purposes;

applementary estimates to budget and budget estimestes, Assembly
all administrative and financial questiohs, and statemerts
lications of new proposals for Councils, Commissions and

prepares recommendations Collects and controls advances to the Working Capital
and contributions to the amual budget andto the Expanded Pr
-gramme for Technical Assistance; collects monies due to the UN;

;

Makes disbursements on receipt of certified vouchers;
‘maintains a te treasury records; ’

;.

Opens and maintains bank accounts; controls funds and deals
with administrative matters relating to investment of UN and
Joint Staff Pension Fund monies; s ok

Handles all liability, property and accident insurance Soier
0

NS
R =

p

'

matters under approved policies; Mgy
w

e ,' ;
necessary research on salary and allowance rates and ]

Comibtes mid of
.es

or reviews bulletins and instructions having financial
sues

Administrative Manuals; carries out administrative and
‘and review, including studies, as directed;

. Provides the Secretary of the Investments
Committee on Contributions.

1 P-4 Treasurer=security matters, including administra of claims for
_ 4 P-3 Administrative Officers, S 7

' 1l P-2 Administrative Officercontrol ofUNICEF and TAB admir ve budgets and
: 2 G-4 Clerks : -

nancial advisory services to , UNRWA
|

383 Clerk-Typists
.

:

3
. :

3

»

2 e
.

=3
?

) ‘_ 3
~with specialized agencies on administrative,-budgetary :

;

. e e
:

— —

ons and provides Secretary of Consultative Committee on
|

v 9 .

:
:

o

1 D-1 Chief of Division
|

1 P-5 Administrative cer e

; o A

:8 P-4 Administrative Officers
;

' TECHCAL SORFTA Lt
£

3

s
;

Tg::g M.fmind :::i: g;g::: -

'

Prepares vouchers for recording allocations and remittances to
. P’

: 53
1 Bl Ast rative Officer

i participating organizations and TAB and for inter-organizational
2

26-h
A

} exchanges, and advices of allocations;
: Prepares monthly and quarterly statements on the Central Fund

-

of the Expandeéd Programme for Technical Assistance ard monthly
currency reports for TAA; )

v
: Advises TAB, TAA and participating organizations on relatedAT

A

;

:

_ matters, ' o
:

Wandmerk

1 P-3 Administrative Officer (paid by TAB)
”

1 P-1 Administrative Officer - o
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GENER'L ACCOUNTING UNIT CLAIMS UNIT BUDGET ACCOUNTING UNIT PAY AND ALLOWANCE UNIT MACGHINE RECORDS UNIT -

‘

:

Pr se
.

i

d obligating Calculates the payment of salaiies, w: d a s
Z i5 Maintzins all journal and other Examines and approves for payment all rocesses ?1.1 allotmert advices B ad paymen » wages an Prepares IBM cards for 211 post

-

~ records subsidiary 320 machine~tabulated UN obligations (except TAA travel claims) documents, certifies latter as to availability of allowances to UN, UNICEF and TAB Headquarters staff| from allotment advices, oblimtifg Lren
f

-

xmmo Blo slone st Gt oo inclwling travel and subsistence claims by 1und§; verifies coding of obligating documents and and Tz.\A experts ard fellows (excluding those documents and wouchers;
. :

1 account codes: codes to the delegations, representatives or members VONGAARN b ;

: administered regionally); Produces all accounting records amiaccomt:. all inter-office of committees and commissions and vendors' Examines periodic posting records and monthly Processes salary advances; prepares IBM blocks| stat ements with the exceptrilin of someS = 1es aif b | ee, B tns .
statements of ‘::.udget account s;

; '
for all payments; prepares salary statemert s; subsidia ry records;

:

ey <
A "

Pre

monthly financial statements feMieres Jonrnkl Woushers Sie adjustients iy Computes amourts payable to life amd health Prepares month-end payroll and mid-. % on UN ;

' 1- P-3 Chief of Unit budget accounts for Geneva stotements and for payroll. insurance companies; month advance listing; T e gl| hmda .
s 3 P-2 Administretive Officers* :

. :
¢ Approves.advances and makes settlements for Produces statj_stj,_cal reports onChief of Unit 1l P-1 Administrative Officer 1 P-3 Chief of Unit 3

income tax reimbursement. pay and allowances as well a!s)obasic dfi’figgmAdminmistrative Officer 1 G-4 Accounts Clerk % P-2 Admmstr::‘tlve Officer
:

3
for economic statistics as arranged with theAdminis trative Officers 3 G-3 Accounts Clerk E'l‘ Db et Statistical Office of the Department ofAdministrative Officer 1 G-k Accounts Clerk (paid by TAA) 1. 63 agonn Elek 1 P-1 ‘kiministrative Officer Economic Affairs, ;e

Statistical Clerk 4 G-4 Payroll Clerks. ;

1 G-3 Accounts Clerk -Clerk Typist * one on loan to TAA
1 G-2 Accounts "lerk :

g o imjeChief of TAA Finance Unit
Sa i

oo

o 2 G-k Machine Operators(on loan)
:

1 G-4 Payroll Clerk (pa:d by UNICEF) 1 G-3 Junior Machine Operator:

1 G-4 Payroll Clerk (paid by TAA) 3 G-3 Keypunch Operators1 G-4 Payroll Clerk (paid by TAB) .

~
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