SERVICE ORDERS AND OFFICE MEMORANDA
IN FORCE RELATED TO HUMAN RESOURCES MANAGEMENT

SERVICE ORDERS

	No.
	Date
	Subject

	76
	28.04.69
	Designation, change or revocation of beneficiary

	135
	20.10.71
	Juridical Status - Headquarters Agreement

	159
	11.01.73
	Procedure to be followed for official travel paid by the Union

	111
(Rev.1) 

+(Rev.2)
	05.07.79 

01.07.81
	Classification of posts

Classification of posts

	10
	19.03.84
	Extension of the rental subsidy scheme for staff of the professional and higher categories

	21
	14.11.84
	Non-resident allowance and rental subsidy scheme

	45
	15.11.85
	Longevity step

	46
	25.11.85
	Reimbursement of the education levy

	99
	17.12.87
	Amendments to the rental subsidy scheme

	145
	24.11.89
	Hours of work

	32
	22.01.91
	Amendments to the rental subsidy scheme

	38
	08.04.91
	Provisional revision to the current rental subsidy scheme

	66
	18.02.92
	Overtime

	73
	31.08.92
	Home leave travel

	83
	17.12.92
	New common general service job classification standard for Geneva

	19
	01.11.93
	Language incentive scheme for staff in the professional and higher categories

	11
	13.06.95
	Consumption of alcohol on the premises of the Union and during working hours

	36
	04.06.96
	Financial and other obligations of staff members of the Union

	40
	01.07.96
	Classification guidelines for telecommunication engineering posts

	44
	28.08.96
	Traffic violations by international civil servants

	69
	26.09.97
	Supplementary payments to some staff members by Member States or any other entities

	75
	10.11.97
	Rules for in-service training of the staff of the ITU
Annex

	79
	28.11.97
	Authorization of absence

	83
	07.01.98
	Amendments to the Staff Rules applicable to appointed staff

	99
	17.09.98
	Personal promotion

	100
	01.10.98
	Amendments to the Staff Rules applicable to appointed staff

	9
	02.06.99
	Promotion of staff members subsequent to regrading of posts

	 
	 
	 

	00/10
	03.08.00
	Reorganization of the personnel and social protection department

	00/12
	12.09.00
	Election of representatives of participants to the ITU Staff Pension Committee - Term of office 2001-2003

	00/13
	26.09.00
	Retroactive adjustment of the salary scale for staff members in the
general service category for the years 1995, 1996, 1997, 1998 and 1999

	00/17
	08.11.00
	Conditions governing travels
Subsistence allowance and travel claim

	00/18
	09.11.00
	Personal appraisal for short-term staff

	 
	 
	 

	01/02
	20.02.01
	New performance appraisal system

	01/04
	28.03.01
	Decisions of the United Nations General Assembly concerning conditions of service - Annual amounts of mobility and harship allowance

	01/05
	09.04.01
	AD HOC group on review of classification of posts

	01/07
	15.05.01
	Measure to reward lateral staff movements under certain criteria

	01/08
	07.05.01
	Amendment to the staff rules applicable to appointed staff

	01/11
	19.06.01
	Establishment of a mediation function

	01/12
	19.06.01
	Change of practice in respect of the link between staff members and posts

	01/13
	19.06.01
	Rules applicable to part-time work 

	01/14
	17.07.01
	Amendment to the staff regulations applicable to appointed staff
Regulation 3.9.2.b)ii) "overtime"

	01/18
	18.09.01
	Conditions governing travel - terminal expenses 

	01/21
	27.09.01
	Staff security - Nomination of the senior security officer

	01/26
	07.12.01
	Official holidays in 2002

	 
	 
	 

	02/01
	15.02.02
	Decisions of the United Nations General Assembly concerning conditions of service for the professional and higher categories
Salary Scale - Education Grant - Dependency Allowances

	02/02
	05.03.02
	Appointment of mediators

	02/03
	09.04.02
	Status report and request for payment of dependency allowances
Allowances and supporting documents for the year 2001
Status report

	02/05
	04.07.02
	Standards of conduct for the international civil service

	02/06
	05.08.02
	Language training courses

	02/07
	19.08.02
	Amendments to the rental subsidy scheme

	02/08
	09.09.02
	New contracts policy

	02/09
	09.09.02
	Abolishment of managed renewable term (MRT) appointments

	02/10
	09.09.02
	Reduction of delays in the recruitment procedures

	02/11
	19.09.02
	Salary scale for staff members in the general service category

	02/12
	15.10.02
	Salary scale for staff members in the general service category engaged for conferences and other short-term service

	02/13
	29.10.02
	Temporary measures to be applied in light of decisions of the plenipotentiary conference (Marrakesh, 2002)

	02/14
	07.10.02
	Delegation of authority to the Deputy Secretary-General

	02/15
	07.10.02
	Delegation of authority in personnel matters at headquarters


 HYPERLINK "http://intweb2/serviceorders/serviceorders/2002/Os0215corr1e.doc" Corrigendum 1

 HYPERLINK "http://intweb2/serviceorders/serviceorders/2002/Os0215corr2e.doc" 
Corrigendum 2

	02/16
	07.10.02
	Official holidays in 2003

	02/17
	22.11.02
	Conditions governing official air travel

	02/21
	09.12.02
	Pensionable remuneration professional and higher categories

	02/22
	20.12.02
	Extension of temporary measures to be applied in light of decisions of the Plenipotentiary Conference (Marrakesh, 2002)


OFFICE MEMORANDA
	No.
	Date
	Subject

	9
	24.05.66
	Reimbursement of medical expenses for injury attributable to service

	77
	22.01.71
	Tax position at Geneva of a staff member whose spouse has a taxable income

	69
	17.10.77
	Up-Dating of Curricula Vitae

	74
	01.02.78
	Purpose and use of official post description

	84
	19.09.78
	Re-Entry in Switzerland

	86
	09.10.78
	Delivery of visas to staff members living in France

	2
	31.01.90
	New Swiss matrimonial property regime applicable to persons domiciled in Switzerland and married under a foreign matrimonial system without a marriage contract

	66
	28.02.92
	Insurance for buildings and personal property against damage caused by fire or by the elements in the Canton de Vaud

	9
	02.03.93
	Provision of spectacles with corrective lenses for work with a display screen

	13
	14.05.93
	Policy for extension of contracts beyond mandatory age of separation

	41
	09.05.94
	Purchase of real estate in Switzerland (Cantons of Geneva and Vaud) by staff members who are not Swiss nationals
Easing of conditions by the Host Country for the Canton of Geneva

	61
	06.09.94
	Estate duties
Annex

	66
	10.11.94
	Prevention of sexual harassment

	70
	15.12.94
	Affiliation of international civil servants and their spouses to the Swiss State Pension (AVS); Disability Insurance (AI); Loss of Earnings Insurance (APG) and Unemployment Insurance (AC) schemes

	3
	18.01.95
	Remboursement de l’impôt anticipé aux fonctionnaires internationaux
(F only)


	4
	01.02.95
	Affiliation of international civil servants and their spouses to AVS, AI, APG and AC schemes
(follows on from OM 70 dated 15/12/94)

	6
	24.03.95
	Affiliation des fonctionnaires internationaux et de leurs conjoints à l’AVS, AI, APG et AC (F only)
(follows on from OM 4 dated 1/2/95)

	9
	24.04.95
	Affiliation des fonctionnaires internationaux et de leurs conjoints à l’AVS, AI, APG et AC (F only)
(follows on from OM 4 dated 1/2/95 and OM 6 dated 24/3/95)

	15
	07.06.95
	Driving licences for non-Swiss international civil servants and members of their families resident in Switzerland

	17
	14.06.95
	Standards of conduct for international civil servants with respect to equality between women and men

	26
	14.09.95
	Policy for redeployment of staff following abolition of posts

	31
	17.10.95
	Registration of vehicles in Switzerland

	34
	24.10.95
	Right of family members of international civil servants to reside in Switzerland

	41
	11.01.96
	Access to the Swiss employment market for spouses and children of the family of international civil servants

	47
	27.03.96
	Personnel Department : Opening hours

	49
	11.04.96
	New Federal Health Insurance Act (LAMal)

	52
	29.05.96
	Official travel : Change of route and duration

	56
	20.06.96
	Nouvelle Loi fédérale sur l’assurance maladie (LAMal) (F only)
(completes OM 49 dated 11/4/96)

	62
	04.09.96
	Language training courses

	81
	17.02.97
	Reimbursement of tax payable in advance in the Canton of Vaud

	82
	17.02.97
	Changes in the special arrangements for international civil servants stationed in Geneva and residing in France regarding the purchase of a vehicle

	115
	04.12.97
	Eye tests

	124
	25.02.98
	Individual External Training
Annex

	11
	29.03.99
	Career Management Unit

	18
	24.05.99
	Radio and Television Licence fees

	26
	18.08.99
	Retroactive adjustment of post adjustment multipliers applicable to staff in the professional and higher categories in Geneva during the period of 1 July 1994 and 30 June 1995

	42
	22.12.99
	New ITU Travel Agency

	 
	 
	 

	47
	03.02.00
	Information sessions

	49
	25.02.00
	Affiliation volontaire des FI de nationalité suisse aux assurances sociales AVS, AI, APG et/ou AC (F only)

	52
	15.03.00
	Non-smoking policy in the ITU Premises

	 
	 
	 

	00/2
	24.05.00
	Transfer and detachment of staff – (President, TELECOM)

	00/4
	06.06.00
	Distribution of tasks in the Section of the Staff Health Insurance Fund (SHIF)

	00/11
	04.09.00
	Survey of household, housing and domestic service costs in Geneva
for establishing expenditure weights for the calculation of post adjustement indexes

	00/13
	29.09.00
	Survey of household, housing and domestic service costs in Geneva
for establishing expenditure weights for the calculation of post adjustement indexes

	00/17
	07.11.00
	Administrative procedures - circulation of correspondence of an administrative nature

	00/18
	13.11.00
	Election of participants representatives to the ITU staff pension committee (ITUSPC) - term of office 2001-2003

	00/21
	24.11.00
	Replacement of legitimation cards

	00/24
	08.12.00
	Election of participants representatives to the ITU staff pension committee - term of office 2001-2003. Scrutineer's report

	 
	 
	 

	01/08
	26.03.01
	Circulation of travel authorizations and issuing of a laissez-passer and visas

	01/10
	10.04.01
	Regulations governing customs privileges for vehicules

	01/16
	20.07.01
	Language training courses

	01/20
	17.09.01
	Cancellation of the special arrangements for international civil servants stationed in Geneva and residing in France regarding the purchase of a vehicle

	01/24
	22.10.01
	Security measures related to incoming mail, parcels or packages

	 
	 
	 

	02/03
	14.01.02
	Diplomatic clause in rental leases

	02/04
	14.01.02
	Swiss directive on the employment of domestic staff by international civil servants

	02/05
	14.01.02
	In service training - janv. juin 2002
Training activities

	02/06
	15.01.02
	Issuing of traveller's cheques 

	02/07
	15.01.02
	Measures concerning travel by Swissair

	02/09
	14.02.02
	Travel claims

	02/11
	20.03.02
	2002 edition of the staff regulations and staff rules applicable to appointed staff members

	02/15
	26.04.02
	World summit on the information society (WSIS)

	02/19
	16.07.02
	BELL language classes 2002-2003
Registration form

	02/21
	14.08.02
	Currency of payment of education grant and of education grant advance

	02/22
	22.08.02
	In-service training - Sept. Dec. 2002


 HYPERLINK "http://intweb2/serviceorders/office_memo/2002/ns0222ane.doc" Training activities

	02/24
	30.08.02
	Information services department

	02/25
	30.08.02
	Internal audit

	02/29
	25.10.02
	Staff changes

	02/32
	14.11.02
	Annual leave

	 
	 
	 

	03/01
	09.01.03
	ITU accounting rate of exchange - Post adjustment multiplier - January 2003


 

