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The text of paragraph 3.2 should be deleted and substituted by the following: 

"3.2 Each trip undertaken by a staff member on duty is authorized by 
the responsible official, i.e., the Director-General, the Deputy 
Director-General, the Assistant Director-General or the Regional 
Director concerned, who satisfies himself that the proposed travel is in 
accordance with the travel plans and is properly justified." 
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Report by the Director-General 

-

1. Introduction 

1.1 During the detailed examination by the Standing Committee on Administration 

and Finance of the proposed programme and budget estimates for 1965, "a general 
•. • .. ... . . . . . . 

comment was made concerning the total amount provided for dufy. travel under 

Appropriation Section 4 as a whole‘and the possibility of,móre> detailed information 

being provided by the Director-General to future sessions of the Board was 

discussed. After an exchange of views as to the nature of the detailed 
- ： . . . . . . . . “•'• '. - - . - , ， 

information which would prove of most value, the Committee appointed a working 

party. In the light of the report.of the working party, the Committee concluded 
- • • • • • 

that the best way in which to deal with this matter 一 as a first step - would be 

for the Executive Board to appoint at its thirty-fourth or thirty-fifth session 

a working party for the purpose of considering a paper to be prepared by the 

Director-General which would include: 

(1) a description of the internal methods of control followed by the 

Organization in authorizing duty travel; and 

1 
(2) the travel regulations and procedieres which govern travel" • 

1.2 The Executive Board after further discussion of this recommendation of its 

Standing Committee "requested thé Director-General* tó sutanit the information to the 

Board at its thirty-fourth session. 'At that session the Board could decide on the 
2 

establishment of a working party if that was found to be the most- practicable"• 

1

 Off, Rec* Wld Hlth O r g” d Chapter IV, Part 2, paragraph 116. 
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 Off. Нес. Wld Hlth Org., 42-^3, Chapter IV, Part 2, paragraph 117. 
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2 . Budgetary controls 

2.1 The estimates for duty travel which appear for headquarters in the annual 

programme and budget estimates are developed as follows• Each unit indicates on 

a prescribed form the duty travel planned to be perfomied in the year concerned, 

giving details of each trip and the reasons for the travel, the number of days in 

travel status and the exact itinerary. The trips are then costed by the Budget 

Unit. These travel plans are then reviewed by the Director of the Division 

concerned^ amended if necessary and co-ordinated with the travel plans of the 

Division as a whole• The plans for the divisions are then reviewed by the 

responsible Assistant Director-General and, after possible further amendments, 

the detailed travel plans for the total activities for which each Assistant 

Director-General is responsible are submitted to the Director-General for his 

consideration and approval. After such approval, the travel estimates are 

included in the annual programme and budget estimates» 

2
#
2 These estimates are compiled about 18 months in advance of the year in which 

the travel is planned. The travel estimates appearing in the programme and budget 

estimates for 1965 were prepared about the middle of 19^3• In 1964, when the 

estimates of 1966 are prepared, each unit is required to review its 1965 plans and 

to make any changes which may become necessary• The revised plans will be subject 

to the same scrutiny as were the original plans. 

2
#
3 An identical procedure for review and approval of duty travel as described 

above with, respect to headquarters applies to the activities in the regions, except 

that the review carried out by the Assistant Directors-General is in the regions 

carried out by the Regional Directors. 

2.4 In the operating year allotments are issued for duty travel based on the 

cost of the latest revised plans. Such allotments are issued to the officials 

responsible for approval of duty travel, i.e. the Assistant Directors-General and 

Regional Directors. 
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3 . Administrative controlsand procedures 

J.I All official travel must be authorized in advance on a prescribed travel 

authorization form which must give full details of the proposed journey, including 

the purpose of the journey, exact itinerary and duration of the journey. 

3.2 Each trip undertaken by a staff member on duty is authorized by the 

responsible Assistant Director-General who satisfies himself that the proposed 

travel is in accordance with the travel plans and is properly justified, 

3.3 The travel authorization is then sent to the Finance Unit which must certify-

that funds are available within the appropriate allotment. Subject to funds being 

available, a travel order is then issued to the Organization's travel agency to 

provide the necessary tickets to the staff members. 

5•斗 Upon completion cf his journey, the staff member must submit a travel claim 

giving the details of the travel performed and the actual dates of the travel. 

To his claim must be attached any receipts for incidental expenses and the ticket 

stubs of the tickets furnished him by the travel agency. The claim is submitted 

to the staff member
г

s supervisor for review and approval and then to Finance Unit 

for settlenent. 

3.5 That portion of the Organization*s internal Administrative Manual dealing 

with travel arrangements and the procedure for its approval, as well as the travel 

authorization form, will be made available separately to the members of the Board 

for their information 


