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I« INTHPUCTION
Hy parag: aph 4 Geweral assembly rescluticn 2090 JXAXI1) of 4 Lecember 1967,
the eoretary General L reQuested:

“a) T prepare o tandard, concise documert set'ing forth the policles
int ! lown by the Gepnernd Assembly regarding the -~ontro: and limitation of
focument ation, inoluiing the proviasions approved in paragraph 1 above, the

ast ol pre-tyoing docunents and such other information as might be pertinent;

"y} T present the document referred to in sub-paragraph (a) above to
members pricr te each eselon of a council, board, commission, coamittee or
sther tody.”

THY, note 1o accordingly teing distrituted to all Member States as a General
Assemtly intc rmation dcocurent and will alsc be made avalilable at the opening
meeting (1 each body of the United Nations.

11. POLICY OF THE GENERAL ASSEMBLY REGARDING THE CONTROL
ANl LIMITATION OF DOCUMENTATION

%, The volume of United Nations documentation has been of concern to the General
Acsembly since the early days of the Organization. The reason for this concern is
threefold:

(a) The heavy ccst which such documentation entails;y
() The fact thal many Governments may find 1t difficult "to study it,
co-ordinate the views of interested departments on it, and brief their
representatives in such a manner as tc enable them to participate fully in the
{iscussions in the various meet ings";g/ and
(¢} The inability of the Secretariat to cope with the documentation
requirements in such a manner as to ensure that documents are available in
wood tine, and in the necessary language vereions, so that the work of the
various bodles can proceed smoothly.
The thir) reason bas assumed increasing importance as the work of the Organization
has expanded and new organs have been established.

1/ GSee paragraphs 7, 23 and 2k below.

2/ 0fficial Records of the General Assemd Twenty-firet Session, Annexes,
agenda item M0, document A/63L3, para. 101.
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b The difficulty described in (c) above pertains both to substantive departments
and to the technical and language services. In informing the General Assembly
in 1966 that he could not give the assurance, in respect of the 1967 calendar of
meetings, that pre-session documentation in the required languages could be
provided in good time, the Secretary-General stated:
"Apart from the reservations made in respect of the capacity of the technical
and language services, there is, of course, a further important element on
which the success of this conference programme depends, and on which,
similarly, no assurance can be given at this stage. Reference is made in
this regard to the ability of the substantive departments concerned to
provide the necessary basic pre-conference documentation soon enough to
allow for translation, typing, reproduction and distribution in good time
prior to the meeting to which it relates. A progra.me of the orcer of
magnitude as that now foreseen will place a considerable burden on the
substantive staff, If, for practical reasons, the time for submission of
texts cannot be met, the technical services will of necessity be unable to
fulfil their obligations.” 3/
L, In the light of its concern, the General Assembly has on a number of occasions
called for: (a) restraint on the part of delegations in requesting reports and
studies and meeting records, and (b) care on the part of the Secretariat in
drafting documentation to the end that it should be concise and as brief as
possible to cover the subject. It has also on two occasions adopted resolutions
stating 1ts policy on specific types of documentation: in 1958, when it considered
L
the report of the Committee on the Control and Iimitation of Documentation,-/ and
in 1967 when it considered a report of the Secret&ry-General.z/ As was stated in
the Secretary-General's report, some of his recommendations repeated decisions

taken by the General Assembly on the earlier occasion.

III. RECOMMENDATIONS OF THE GENERAL ASSEMBLY

5. The specific recommendations contained in the annex to General Assembly
resolution 2292 (XXII) approved in 1967, together with those of 1958 vhich are

3/ Ibid., agenda item 75, para. S.

4/ Ibid., Thirteenth Session, Annexes, sgends item 51, document A/3888,
3/ 1Ibid., Twenty-second Session, Annexes, agenda item 81, document A/6675.
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pertinent and which were not repeated,é/ are listed below, arranged by topics
under explanatory headings.

A. Records of meetings

(V) Summary reccrds

Whether they :~uld be dispensed with:

"Any organ establishing an ad hoc commi ttee or other subsidiary body should be
invited to consider whether the nature and objectives of the Proceedings of
that body might not allow that sumary records for its meetings be dispensed
with, relying on an adequate reflection of views expressed and decisions
reached in its final report, or that minutes only be provided. Established
bodies receiving summary records (or their parent bodles) should be invited
to re-examine their need for summary records in this light."

Maximum length:

" he length of summary records for any single two-and-a-half hour meeting
should not exceed fifteen pages unless exceptional circumstances so require."

Statements not to be reproduced in extenso:

"Statements made 1n meetings by representatives, members of the Secretariat ;
or others should not be reprcduced in extenso 1in summary records, or as
separate documents, unless a decision to that effect is taken by the body
concerned after a statement of the financial implications involved has been
submitted in accordance with regulation 13.1 of the Financial Regulations of
the United Nations."

(2) Verbatim records

Provision strictly limited:

"The provision of verbatim records should be strictly limited. No extension of
verbatim records beyond present arrangerents shall be made unless the General
Assembly so decides, with full knowledge of the financial implications
involved."

_6_/ The 1958 recommendations » which are extracted from raragraph 27 of the report of
the Committee on Coutrol and Limitation of Documentation, as approved by
General Assembly resolution 1272 (XIII), are identified bty an asterisk.
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B. Sessional reports

Material not to be included:

"Verbatim or summary records of an organ, or extracts therefrom, should not
be included in its report.

"The reproduction in the body of a report of summaries of views that have
already been set forth in the records should be allowed only in exceptional
cases and after the need to do so has been clearly demonstrated and approved

by the organ concerned, the financial implicat ions having been brought to its
attention.”

General drafting principles:

"Introductions containing background information should, as far as possible,
be confined to matters of substance rather than procedure and contain only
what it is essential to bring to the notice of the body to which the report
is submitted;

"Reports should become more and more concise as questions progress upwards
from bodies of less to bodies of greater authority;

"The distinction between records of meetings and reports on the consideration
of agenda items should be preserved.” #

Early submission a ne:essity:

"Reports of subsidiary bodies should be submitted in g8ood time so that the
issuance of those reports, first in provisional form, and later in final
Printed form, may be avoided."

C. Ampexes

Selection of material:

"The substantive departments concerned should strictly limit the number and
length of the documents they select for inclusion in the annexes to those
essential for the understanding of the relevant digcussion. Further, as a
specific point, nc document which 1is already, or vill be, printed or
reproduced by the internal offset process should be included in the annexes.
Equally, the inclusion of a document in an amnex should exclude it from any
separate printing or reproduction by internal offset later."”

[ees
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Contents and costs subject te approval ;
"The contents of the annexes and *heir pProduction costs ahould be reviewed

periodically by the Publications Board." §i

D. Lupplements

List subject to approval @

"The list of documents intended for issue as supplements should be reviewved
and approved periodically by the "ubllcitions Board."

Normally to be reproduced iaternally in a single form:

"All supplements should be considered for reproduction internally by offset
printing from typescripts, with the exception of reports of the main organs,
volumes of resolutions and certain others which for techiical reasons may not
lend themselves to internal reproduction. This should apply to versions ir
English, French, Spanish and Russian. £/ study should also be made to
determine the extent to which Chinese versions may feasibly be reproduced
internally from calligraphy.

"The reproduction of supplements in both a preliminary and a final form
should be limited to cases of strict necessity, for example, when a final
version of a particular report cannot be produced in time for adequate
consideration by the body to which it is submitted "

E. Technical papers

Selective reproduction:

"The present practice under which the technical papers submitted for
conferences, seminars and workshops are reproduced in printed form shcould
be modified to the end that wherever possible only selected papers or
sumaries would be printed."

F. Studies and reports

Possibility of reducing the frequency of reports:

"organs of the United Nations should be invited to undertake a general
revision of resolutions and rules requiring frequent reports, with a view to
considering whether such reports could not be issued at longer intervals." #

1/ The Publications Bourd 1s an inter-departmental body which determines, within
the Secratariat, and ensures the implementation of, the policies governing the
Preparation, pProduction, distribution and siale of documents.
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Procedures for matertial ontrituted “rom o Ltagge the ecretayigt

"In the -ase of the provieton, from sources utside the e retariat, ,r
material for inclusior in a alnd.e stuly or report, th ecretarial would
e assisted in their efforts o kee} documentat ion vithin planne imits i1
the following procedurer were siopted ;

\{) The tssuance, by organs in vhich 1le request fi1 the report g
study originates, of -lsar directives ap to the fim and v ume
it 17 desirable for the +eport or atudies o hase,

(11) The cacting of such Fequesis, vherever appropriste, in the form of
questionnaires, bearing in mind that carefully [oreulated Juestione
tend to elicit pertinent replies and that the submissicn .f mater{al
on the “asis of responres to set questions factilitates their
incorporation in single documsnt. This suggestion would t- wlthout
prejudice to the right of such sontritutors to present their ansvers
to the questiors raised in vhatever form would, 1n thetir view, be
required in their particular “age

(111) An eppeal to contributors in each case to endeavour to keep their
contributions within the requested limite " @

Treatment of replies of Covernments submitted in response to resclutions:
"Replies of Governments submitted ip response to specific resolutions should,

vherever possitle, be grouped in one compilation or in periudic cosgiletioas,
rather than {esued as separate documents."

documsntation wolicies

Proposals {nvolving do~umentation t, he covered by statement of financiel
implications:

] "Mull use should be ®ade, as regards proposals involving docusentation, of

¢ article 13.1 of the Financial Regulatiols of the United Mations (General

Assembly resolution 456 (V), ammex) aor. of the relevant nrovisions of the

H rules of procedure of United Nitions crgans. To this ed, the statement of

_ the Secretary-Gensral on administrative and financial iaplications, including
the documentary implications, should alvays be subwmitied to the Council,
commission or other cclipetent body in good time before this orgar takes s
decision, and its President or Chairman sbould duly drev the sttention of
its members to the extistence of the stateomm L." @

Control and limitation of documentation to be kept under constant reviev:

"The attentign of all organs of the Unjted Nations should be drawn to the
objectives eduction of documentatiog/ set forih in resolution 1203 (XI1)
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and they should be invited to consider the desirmbility of placing
on their agenda at their next session, and thereafter as necessary,
an item relating to the control and iimitation of their own
documentation."#
.. In resolution 2292 (XXII), the General Assembly also requested the
Secretary-General :
(@) "To teke all measures to ensure a rore effcetive presentation
and communi~ation of the documents in due time and simultancously in

the working languapes, as envisaged in the different rcgulaticns of
the organs of thc United Nations;" and

(b) "To ensure that no effort is spared vithin the Sccretariat to
carry out the rccommendations contuined in his report...",

lastly, in paragraph 3 of its resolution, the General Assembly:

"Urges the representatives of Member States and all other members
of ccomissions, committees and other bodies to co-operate

fully in carrying out the policies laid down by the General Assembly
in this respect."

IV. CO8T OF PRODUCING DOCUMENTS

T. The total cost to the United Nations of providing the pre-session, in-seggion
and post-session documentation of its various todies is somewhat difficult to
calculate with ary precision. As a general indication, table A in annex T to the
1968 budget estimatesg/ gives figures of $18,357,000 as the 1568 cost of conference
services at Headquarters and Geneva and $3,010,4C0 as ttre ccst for special
conferences and meetings. A further figure of $1,057,700 was included for
Of'ficial Records iu the estimates for contractual printing. The first two figures
include a pumber of expenses (such as interpretation, meetings service officers,
etc.) not specifically related to documentation; on the other hand, the
documentation services of the regional economic commissions are not included.

In most general terms, the cost of the conference service expenses (as distinct

8/ Official Records of the General Assembly, Tweaty-second Session,
Supplement Wo. 5 Hﬁms,.
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from those of the substantive units) for the provision of documentation for

United Nations bodies might, at present levels, be of the order of $20 million
gross per year,

8. As regards particular dccumentation services, it may be useful to provids
certain information on the processes involved, giving cost figures later. The
information is based on Headquarters experience and tg repeated froam material

1 provided the Committee on Conferences and thus refers to conferences; the processes

are, however, the same for meetings of other bodies.,

A. Translation

9. Translation, in United Nations usage, means the written rendering of a text
in another language. As a normal rule, translation is carried out in two
stages: (a) translation of the original text into the language required;

(b) revision of the translations. Revision is necessary (i) to ensure accuracy
of the original translation and its conformity with United Nations terminology
and usage and (ii) to ensure consistency cr style, particularly since sections
of a single document have to be given to saveral translators for the initial
translation. On an average » translation requires two-and-a-half times as long
as revision. Several years ago this ratio wase generally three to one , but the
increasingly technical and specialized subjects being dealt with have increased
the relative time required for revisgion.

10. Typists are required to prepare both translators' drafts and the final
revised texts of translations and to read and correct them as necessary. The

ratio of typists to translators is roughly one to one.

11. In most general terms and in normal conditions, where strict specialization
is not possible, a trarslator might produce from three or four pagesg/ a day

of difficult technical text and up to eight or nine pages a day of easy text.

For estimating purposes, taking into account actual experience, one might take as
an average five pages a day. On this basis, for a conference for which 2,000 pages
of pre-session documentation are envisaged, some 400 man-days of trarslation

time would be required for each language. To this, using the ratios mentioned

2/ The term "page" as used in this note refers to the standard typewritten page,
which, in English, contains about 330 words.
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above, some 160 mun-days of revision time would have to be added, as well as

40O man-days of typing. In this example, if the pre-se«sion documentation is to
be issued in four languages (original plus three others), the requirement in
man-days would be 1,200 for translation; 480 for revision; and 1,400 (including
original) for typing.

12. The atove deseribes the process and requirements for translation by the
regular staff. However, the capacity of that staff at present levels is not
sufficient to accommodate the workload emanating from the regular programme of
meetings and the publications programme . Therefore, it has become increasingly
necessary in recent years to have recourse to contractual translation for the
regular programme and to provide for contractual translation of all pre-session
documentation of special conferences, except in cases where such documentation
is negligible in amount. ]

13. A point must, however, be%mphasized with regard to the ability to arrange
for contractual translation. While some progress has been made in obtaining

or establishing such arrangements, the fact remains that contractual translation
is most suitable when there is no specific deadline for the compilation of the
‘ranslation or when there is at least a substantial interval between the date

of receipt ot the material for translation and the date on which it is needed.
In cases where the agenda and type of documentation required for a particular
conference are known well in advance, schedules for the submission of the
documentation can be prepared which, theoretically, should make it poussible to
arrange contractual translation. However, ever when the plans in this respect

are known and a schedule for the submission of documents has been prepared,

delays occur in the delivery of the material for translation, It may become
impossible if serious delays occur and if the volume of material involved is

great, to obtain translations by contractual meaus on time. This may result in

the necessity of using regular staff resources to the detriment of other
documentation.

14, As regards in-session documentation requiring translation, it is of course
necessary to have the staff needed for this surpose at the place of the conference.
Since in-session documentation is for the most part urgent, the major factors

in determining the number of such staff are the anticipated average number of

/...
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pages to be processed per day and the number of languages. The provision of
in-session documentation of 25 pages per day in four languages

(original and three others) would on the average involve the assignment of
15 translators, 6 revisers and 17 typists (the latter figure
including staff for typing the original).

B. Meeting records

15. Meeting records usually take the form of verbatim or summa. y records,

the latter representing the type most frequently provided. Both are subsequently
issued first in provisional and then in firel form.

(1) Provisional records

16. A verbatim record contains in wri.ten form the entire proceedings of a
meeting, word by word, as spoken. The verbatim record of a meeting of two and
one-half to three hours' duration would average 50-60 typewritten pages in

the standard format. Most verbstim reporting in the United Nations is done by a
process providing "immediate copy"”, i.e. the transcript of a given meeting is made
to a schedule by which it will be completed on stencils, or ready for
reproduction not more than one and one-half hours after the end of the meeting
and thus for distribution to delegations within a few hours after the meeting.
17. To maintain this schedule it is necessary to have a team of not less than
eight reporters for each language in which the record is to be issued, each

team working on a time-table of ten-minute "takes". The ratio of typists to
verbatim reporters is one to ome. A meeting for which the verbatim record is

to be taken in three languages, for instance, reguires a team of twenty-four
verbatim reporters and twenty-seven typists, the latter figure including one
co-ordinator per group.

18. Verbatim records can also be prcduced by transcription from sound recordings.
This method requires that the meeting be recorded in each of the languages in
vhich the written record is to be provided, using interpretations of speeches
made in other than the origifial language. The sound recordings are then
transcribed by senior typists, who are assisted by translators who have monitored

/...




A/INF/1.04
English
Page 10

the neetin, For each language, tWo monitrs gpao elght verbatinm trangcriters
are assigned, Thus, for a meeting to be Provided with verbatim records in three
languages, six "renttorg" and twenty-four verbatim transcribers are reguire |,
This method ( = bro1ucing vertatipg records is slower than the one empl: ying
verbatim réporters so that while tLhe verbatim reporting teams can service

two Deetings a day without excessgive overtime, the transcription teams would

for a continuing schedule of meetings, serve one. Thus, the number of teamg

is some fifteen Pages for g two-and-a-half-hour meeting,

20. Summary records are prepared by pr!%is-writers who, in the United Nations,
are normally algg translators. As a ruzé a team of t}),ee précis-writers cevers
each meeting., gych a team drafts g summary in half a day. The drart summary
records are torrected by a reviser before being stencilled. The schedule ig
geared to the distribution of the provisional summary record in its original
langlage within forty-eight hours after the beeting., The translation of summary
records is urndertaken ang organized with g view to issuance within seventy-two
hours after the meeting,

2l. The Preparation of the original language version of the summary record of g
meeting therefore requires a fyl] day's assignment of three précis-writers; its
trunslation requires twg translators for each lanpuage into which the record is to
be translateq, The revicsion of the original requiresg half g reviser!'s day as
does the revision of each translation, The typing of the drafts and the
ntencilllng of the firaj texts of g fifteen-page Jummary record require three
typists for egch language, Thus, a "veam" for Providing a Summary record of

one meeting g day in three languages would te composed of 7 tranalator/précis-
writers; 1-1/2 revisers; and 9 typists.

(2) Final records

22. The descriptions above regarding the Provigion of verbatim and summery

records relate only to the operantions during a session; in hoth cases the output
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during the session is considervd provisional and further actiop {s requireq -
establish the fi.a) record ;

(a) In the case of verbatim records, the Provisional version ip g
Particular language contains the interpretations into that larguage of
8peeches made in other languages. To establish the fina) verbatim recoprd
in that language 1t 1 Drcessary to translate the speechea made in other
languages from their respective origirals, Moreover, 1elegations and ot her
Participants may sudbmit corrections to the provisional record which have tg
be taken intc account {n establishing the fina] record ;

(b) 1In the case of Summary records, the correctiors submitteq by
Participants must be reflectad, new translations made of those portions of
the record, and the final text editad and rept . Juced.

The amount of work involved ip these ~perations 1s not measurable in the came
standard terms as that for the prepar: - inn of the Provisional records. Ag a
minimum, the Preparation of final verbatim records requires translation from the
language of the original speech into each other language of the records, Thus,
twenty eeetings would give rise to, gay, 1,000 pages of records i{n one language .
If the records are to be issued ip three languages, this would result in

2,000 pages of translation 1f al1] interventions were in those three languages;
this figure woulq be increased by the number ang length of interventions in
languages other than one of the three ifnvolved, The avount of work involved ip
editing and entering corrections would depend on ihe cir-umstances of each case,
As regards 8'mmary records, the amount of translation, editing and other work
involved ip establishine the final record depends largely on the number of
corrections received, although a certain amount of editing ang retyping 1s involved
in any cane. Corrections to summary records are, however, more frequent and

the 1ntervention| .

Ce Illustr tive b wn cost

25. Generally using the examples glven above, and including an element for the
expenses of reproduction, the calculated costs of documentation in each case would
be of the following order:
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‘ (a)
(v)
(c)
(a)

The above

writing, typing and reproductich services required, except thst the translation
costs involved in establishing the final texts of verbatim records have been
estimated on the basis of contractur. translation. They do not include editing,
distribvution or certaiwr\er operations involved, nor any element of overhead,
nor, as indicated previously, any factor for the cost of substantive preparation.
24. As regards statements made in meetings which, in accordance with the
recommendation contained in paragraph (b) of the annex to General Assembly
resolution 2292 (XXII) (see paragraph 5 above), "should not be reproduced

in extenso in summary records, or as separate documents, unless a decision to
that effect is taken by the body concerned after a statement of the financial
implications has been submitted", it may be pointed out, as a general indication
based on the figures in paragraph 23 (b) above, that the circulation of a statement

of ten pages in four languages involves a cost in terms of the value of internal
services of the order of $900.

Froduction of 000 peges of pre-session documentation in
fou. languaves (original plus three others) cecececcceccescs $193, 800

rrovision «f 10 pages of in-session documentation per day
tor a sesaion f three weeks, in four languages csececcesce $ 13,500

frovision of a verbatim record for »ne meeting in
three Languages - using the "immediate copy" procedure .... $ 3,810

Frovision of a sumary record for one meeting in
three lwuaees 50080000406 00000000 0000000000060 00600000000000 $ 1,120 -

figures are the calculated costs of the internal translation, précia-









