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Annex 1 to Administrative instruction ICC/AI/2004/001 on procedures for the elaboration and promulgation of administrative instructions

Administrative instruction proposal form

Part I – Identification of proposal and submitting office

Title of the proposed administrative instruction:

Submitting Office:

Name of Head of Unit/Section:

Date:  …………………………………………….

Signature:  ………………………………………..

Approving Section:

Name of Section Chief:

Date:  ……………………………………….……

Signature:  ……………………………………….

Part II – Explanatory memorandum

Reasons for submitting the proposal for administrative instruction:

Legal authority upon which the proposal is founded:

Compliance with the Statute, Rules of Procedure and Evidence and other instruments and administrative issuances of the Court:

Prior administrative instructions that are superseded or amended by this proposal:

Part III – Consulted offices

On ……………… a copy of the present proposal and AIP Form has been sent for information to:

1.
Office of the President:



Date received back: ……………………..

2.
Office of the Prosecutor;



Date received back: …………………….

3.
Immediate Office of the Registrar;



Date received back: …………………….

On …………...... a copy of the present AIP Form together with an AIP Response Form has been sent to the Heads of Sections of all major organizational units which are affected by the present proposal for consultation:    


a.  Personnel Services Section

□
This proposal can affect staff welfare, working conditions, general conditions of life or other personnel policies and has been referred to the Personnel Services Section for consultation with appropriate staff representative bodies.

□
This proposal does not affect staff welfare, working conditions, general conditions of life or other personnel policies.………………………………………



Date received back: …………………….


b.  ………………………………………



Date received back: …………………….


c.  ………………………………………



Date received back: …………………….


d.  ………………………………………



Date received back: …………………….

Part IV – Review by the submitting office
Responses to the proposal:

□
The Submitting Office received no amendment proposals from the Consulted Offices;

□
The Submitting Office received amendment proposals from the Consulted Offices, 

□
The Submitting Office received comments or amendment proposals from:

□
The Office of the President;

□
The Office of the Prosecutor;

□
The Immediate Office of the Registrar;
Consultation on the amendment proposals:
Part V – Certification by central Registry
The present proposal, together with the completed AIP Form and AIP Return Forms were received by the Central Registry on: ………………
The Central Registry certifies that:

□
The proposal is not inconsistent with issuances higher in the hierarchy;

□
The requirements for consultation contained in Section 5 of Presidential Directive ICC/PRESD/G/2003/001 have been fulfilled;

□
The Legal Advisory Services Section has given clearance for the proposal;

□
The proposal is drafted concisely and clearly in accordance with the rules and Directives on the editorial style of the Court;

□
A translation has been provided by the Translation Unit;

□
The following administrative instructions will be superseded or amended by the present proposal:

The certified proposal is forwarded by the Central Registry to the Office of the President and the Office of the Prosecutor for formal approval.

Date:  ……………………...

Signature: …………………

Part VI – Formal approval by the President and Prosecutor
President’s approval.

The certified proposal was received by the Office of the President on: ………………….

The President, 

□ 
Does not approve the proposed administrative instruction and sends it back to the Submitting Office and the Central Registry.  The reasons for this disapproval are the following:

□
Approves the proposed administrative instruction and forwards it to the Office of the Prosecutor;

Date: ………………………..

Signature: …………………..

Prosecutor’s approval.

The certified proposal with Presidential approval was received by the Office of the Prosecutor on: ……………………

The Prosecutor, 

□ 
Does not approve the proposed administrative instruction and sends it back to the Submitting Office and the Central Registry.  The reasons for this disapproval are the following:

□
Approves the proposed administrative instruction and forwards it to the Central Registry for promulgation;

Date: ………………………..

Signature: …………………..

Part VII – Promulgation

The Registrar/name official to whom the Registrar has delegated specific authority hereby promulgates the administrative instruction 
Date: ………………………

Signature: …………………

This administrative instruction shall bear the following reference number: …………………
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