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FINANCIAL RULES

1. BiRFt Financial Régulations, prôinulgatéd or i2th July, 1963, by

the Supervisory Authority on the basis of a text recommendedby the Permanent •

Bureau of the Paris Union and by the Permanent Concnittee of the Berne Union (see

document CCIU/I/4, para, 4), provide that :

" The Director, with the advice of the

Interunion Coordination Committee, shall

establish the rules regulating the

organisation of the financial

administration of BIRPI" (article 10.1)

and that

" The Director shall establish draft

accounting rules which shall be submitted

for advice to the Interunion Coordination

Conmiittee" (article 5.1).

2. Draft "BIRPI Financial Rules" (hereinafter referred to as "the

Draft") will be found in the annex to this docunent.

3. The Draft consists of two parts: I. Organisation of the

Financial Services; II. Accounts,
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4. The provisions of the first part are based upon article 10 of the

Financial Régulations, v/hile those of the second part are based upon article 5

those Régulations and, subject to slight modifications introduced in the light of

experience acquired during the first year of implementation of the Régulations,

upon the unanimous reccmmendations of the Financial Experts of the Paris, Berne

and Madrid Unions published on 28th June, 19^3 (see document CCIU/l/é, para. 36).

5. The Director believes that the Draft is only the first step towards

full financial rules and holds that the section of the financial rules relating

to accounts will need t» be completed. He. would prefer, hov^rever, to defer this

matter until a future meeting in view of the fact that the accounting system is

undergoing reorganisation and that the new methods have not been sufficiently

tested, There v;ill also be other questions v;hich, in the light of experience,

will require additions and improvements which should be thor»ughly considered at

s»me future meeting,

6. The Committee is invited to express its

views on th^ Draft included in the Annex to

this document.
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DRAPT RULES
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II. ACCObTîTS
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"  8» Documents relating to the distribution of common expenditure,
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I. QR&iJTISATION OF THE FBTANCIAL SERVICES

Article 1. (Administrative Hierarchy)

(a) The 3IBPI Flnanoial and Personnel Division is plaoed under a
member of the higher staff échelons '.vho also acts as Controller as stipulated in
article 10.2 (of the Finanoial Régulations issued on 12th July, 19ê3). This
person shall hereinafter be referred to as "Controller" in connection with oontrol
duties and as "Head of the Finance and Personnel Division" in connection with his
other duties.

(fc) This officiai, in the capacity of Controller, is directly
responsible to the Supervispry Authority. Should he refuse to approve any
expenditure proposed by the Director, the latter is entitled to order him to
authorise the said expenditure, such an order being"accompanied by explanations
therefor. In such cases, the Contr»ller shall préparé a report along with the
authorisation and shall immediately conununioate such report t« the Supervisory
Authority,

(c) In his capacity as Head of the Finance and Personnel Division
this officiai is plaoed under the Deputy Director whose duties include

administrative and financial matters (hereinafter referred to as "Deputy-Direotor").

(d) where the Controller is- prevented from attending to his duties due
to illness, leave or any other reason, an officiai other thàn the Deputy-Director
shall be assigned by the Director t* take over his responsibilities. Any such
assignment shall immediately be notified to the Supervisury Authority.

Article 2, (Authorisation to incur obligations)

(a) Subject to the provisions of paragraph (b) hereunder, any
authorisation to incur obligations shall be signed by the Deputy-Director and the
Controller. The Deputy-Director shall ensure that the proposed expenditure
complies with général policy and v;ith the programme, while the Controller shall
examine such proposed expenditure to see whether it complies with the budget,
whether the necessary funds will be actually available when payment is due, and
whether such expenditure complies with the principles governing the économie use
of BIRPI resources. The Controller shall ensure that ail obligations incurred
are duly recorded.
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The Head of the Financial Service shall deslgnate an officiai from this Service

to replace him in case of absence. Should both these officiais be away, the safe

shall be dpened in the presence of at least two persons; a list of contents of

the safe shall be prepared and the reraaining amount of cash shall be checked against

the remaining cash-in-hand listed in the cash book.

(q) Cash payments shall be made only on the basis of a payrnent

authorisation (see para. (a)).

(f) From time to time, at random intervais, the Controller shall make

unexpected checks on the amount of cash-in-hand.

Article 4. (Receipts)

(a) The only persons authorised to receive cash payments shall be the

Head of the Finance and Personnel Division or the Head of the Financial Service who

shall issue receipts Cherefor.

(b) Chèques issued by third parties to the order of BÏRPI shall be'

crossed and recorded on receipt. They shall then be endorsed by the Head of the

Finance and Personnel Division and one of the officiais authorised to that effect

by the Director with a view to being placed to the crédit of BIRFI postal or banking

ûccounts. No officiai is auCl.orised to cash any such chèques,•

(c) Chèques issued by BIRl'I to their own order, as well as any other

order issuéd by BIRPI for cash-payments to a bank, to the postal authorities or

to any other person, shall be signed by two officiais, one of whom must be either

the Director or Deputy-Director and the other the Controller or, in case the latter

is prevented from so doing, the Head of the Financial Service.

Article 5. (Tenders)

(a) Furchases of supplies, equipment and furniture.shall be..made on

the basis of three quotations, whenever they exceed five thousand francs. :

(b) Providing guarantees witli respect to quality and to delivery dates

are the same, the lowest offer shall be accepted. Furchases shall be made in

largest possible number of Member States.

Article 6. (Inventories)

(a) Inventories of equipment and furniture shall be kept by the Head of

the "Chancellerie'' who, for this purpose, shall be placed under the supervision of

the Controller. Every item of equipment or furniture the value or cost of which

exceeds one hundred francs shall be listed on such inventories. The Controller shall

check the inventory at regular intervais.
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(b) The Controller is responsible for inventories of stocks of paper
located elsewhere than in th.e BIRPI building.

(c) Kvery,officiai of BISP-I is responsible for the économie use of
office supplies made available to him. The Controller shall supervise the^
économie use of stocks of such supplies.

II. Accqunt s

Article 7» (Spécifie expenditure and common expenditure)

(a) Any expenditure incurred for the sole benefit of a given Union
shall be considered to be a spécifie expenditure of that Union.

(b) Any expenditure incurred for the benefit of tw.o or more Unions
shall be considered to be a common expenditure,

(g) BIRPI accounts shall be kept in such manner as to enable a clear

distinction to be made between items of spécifie and common expenditures.

Article 8. (Documents relating to the allocation of common expenditure)

(a) At the end of each financial year the follov/ing documents shall
be prepared with respect to the ye.ar olapsed:

(i) A list of officiais grouped accordihg to
the services to vjhich they have been assigne! during the year; there shall be as

raany groups as there e.ve salary allocation codes; the list shall contain

indications of any changes of assignment occurring during the year.' This list

shall be signed by the Head of tho Financial and Personnel Division and by the

Director.

(ii) A list of the number,of copies printed of the
varions periodicals issued by BIRPI; this list shall also indicate the number

of pages in each issue, It shall be signed by the Head of the Publications

Service, •

(iii) A list of the number of copies of any «ther
printed publication of BIRPI; the list shall also indicate the number of pages in

each publication. It shall be signed by the Head of the Publications Service.



CCIU/ll/6 ,
iinnex - page 6

(iv) V/ith respect to each printed
publication, a list indicating the total cost involved broken down into paper,

printing and binding costs, ■ Such lists shall be signed by the Controller.

(v) A list of officiai missions made for

the account of BIBPI outside Syâtzerland. These missions shall be grouped

according to the codes for allocation of expenditure appliedj when the cost of

any mission exceeds ten thousand Swiss fra.ncs, a spécial note shall ihdicate

the reasons for the mission and, whenever the expenses involved have been

allocated . among several Unions, an,..explanation of the percentage

àpplied, This list shall be signed by the Director,

-  • ■'" •(vi) - À list of conférences organised.by
BIRPI; the conférences shall be grouped according to the codes for allocation
of expenditure applied; should the cost of a conférence exceed ten thousand

Swiss francs, a spécial note shall indicate the reasons for convening such a
conférence and, where'the expenses involved have been allocated' .among several
Unions, an explanation of the percentage' applied. This list shall be signed
by the Director,

(vii) An account, signed by the Director,
explaining the use made of[building surface] by the varions Services of the
organisation. . . . .

(viii).' A list, signed by the Director, of
purchases of furniture or supplies amounting to more than five hundreci francs

each, indicating, against each purchase, the Service for which it was intended

;  ; (ix) A list of fees paid to third parties
(with the exception of fees paid for articles published in BIEPI reviews and
for translation of such articles), grouped according to the .codes of allocation
applied; where the fees paid for a given task exceed ten thousand Swiss francs

a spécial note shall indicate the reasons for which outside assistance was

necessary and, where expenses involved have been -allocated among several

Unions, an explanation of the percentage applied. This list shall be signed
by the Director,

(b) At least once every three years, the following documents shall
be prepared with respect to the full financial year immediately preceding their

préparation:

(i) A list, signed by the Head of the
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Pinancial Service, of bookkeeping entries vâth an indication of the number of

entries allocated to each Service.

(ii) A list, signed by the Head of the
"Chancellerie", of mail and documents, indicating, for each Service, the total
amount of mail received and despatched as 'vell as the number of nages of each

mimeographed document.




