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    20 December 1983

ADMINISTRATIVE INSTRUCTION

(Abolished and replaced by ST/AI/2004/1 of 8 Mar 2014)
To:
Heads of offices and departments, executive, 



administrative and finance officers, cheque signatories

From:
The Controller

Subject:  SEPARATION OF RESPONSIBILITIES AND DUTIES

 
OF CHEQUE SIGNATORIES AND FINANCE OFFICERS


DESIGNATED AS APPROVING OFFICERS

1.
This instruction sets forth two additional procedures with respect to the preparation of United Nations cheques, intended to improve internal control in the issuance of cheques.


(a)
The amount of a cheque is to be written on the face of the cheque twice, once in words and once in numbers. Where the amount of the payment is embossed on the cheque, the repetition of the amount may be in numbers alone.


(b)
The following statement is to be imprinted on the back of all cheques issued:

When cashing this cheque for the payee, you should require identification and endorsement in your presence, as claims against endorsers may otherwise result.

2.
These two procedures are to be applied effective immediately. Any exceptions are to be specifically approved by the Controller.
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