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INTRODUCTORY NOTE

The United Nations Hditorial Manual is intended to serve as an
authoritative statement of the rules to be followed in drafting,
editing and reproducing United Nations documents, publications and
other written material, particularly as regards matters on which no
international standards have been set and matters on which there is a
choice of acceptable practices. It is assumed that the users of the
Manual will have a good knowledge of English style and usage and an
awareness of the best standards set in comprehensive editorial manuals,
a number of which are readily available.

The Manual deals primarily with English style but is applicable,
mutatis mutandis, to texts in other languages. Where it has been
deemed useful, examples have been given in English, French and Spanish.

Although based mainly on the practices and policies that have
evolved at Headquarters, the Manual is meant to provide editorial
guidance for all parts of the Secretariat. The rules and policies set
forth herein have been developed on the basis of experience. They have
grown out of the needs of the Organization in the course of its
development. They are designed to suit the special nature of United
Nations documentation, which must take account of the various cultures
represented in the Organization, the multiplicity of languages, and the
need to produce texts that are intelligible to all readers, many of
whom have a limited knowledge of the languages of the United Nations.

The directives set forth in the present Manual supersede all
earlier rules on the subjects dealt with herein.

The Riitorial Manual was prepared for the United Nations under the
authority of the Chief Editor, Department of Conference Services, by a
consultant, Anna May Nielsen, formerly Special Adviser to the Chief
Editor.
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I. DEFINITION OF THE TERM "DOCUMENTAT ION*®

The term "documentation®” as used in the United Nations signifies
a body or accumulation of written material issued for or under the
authority of an organ of the United Nations, irrespective of the form
in which it is issued or of the process by which it is reproduced.
It includes various tyzes of written material but is not limited to
"documents”, in the special sense in which that word is used in the
United Nations (see chapter II, section A, below) .

II. CATEGORIES OF DOCUMENTATION

The main types of documentation issued by the United Nations are:

(a) Documents. produced for, or emanating from, its principal
organs and their subsidiary organs;

(b) Official Records of the principal organs and their subsidiary
organsj

(¢) Publications other than Official Records;

(d) The Journal of the United Nations;

(e) Public information material, including publications,
brochures and pamphlets;

(f) Non-symbol papers.

These categories of documentation are described below, with
cross-references to other relevant instructions.

A. Documents

The term "document” is used to designate written material
officially issued under a United Nations document symbol (see
chapter III, section A, below), regardless of the form of
reproduction. In practice, the term is applied mainly to material
offset from typescript and issued under a mast-~head.

Most documents are intended to serve as a basis for discussion at
meetings of United Nations bodies.

United Nations documents include the various types of written
material described in the following paragraphs of this section.
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Repo rts

In the strict use of the term, a report is a statutory document
called for by the Charter of the United Nations (e.g. by Articles 15
and 98) or authorized by a resolution of the General Assembly or by
another principal or subsidiary organ. It is an "account given or
opinion formally expressed after investigation or consideration or
collation of information"™ (Concise Oxford Dictionary).

The term "report®” is also applied in a broader sense to documents
containing information regularly supplied by Governments of Member
States or prepared by the Secretariat at the request of a legislative
body. A characteristic format is usually adopted and maintained for
reports in a given series.

Reports of the Secretary-General

Generally speaking, the term "report of the Secretary-General” is
used to designate documents in which the Secretariat renders an account
of action taken under a resolution to the body that adopted the
resolution or called for the action. Any such report involving
matters of United Nations policy bears the title "Report of the
Secretary-General®; a report on a procedural or non-policy matter
should be attributed to the Secretariat,

Reports of principal and subsidiary organs

As regards principal organs of the General Assembly, as defined in
Article 7 of the Charter of the United Nations, the Security Council,
the Economic and Social Council and the International Court of Justice
submit to the General Assembly (under Article 15 of the Charter) annual
reports on their work and on the work of their subsidiary organs. The
Secretary-General submits to the General Assembly an annual report on
the work of the Organization. These reports are issued as printed
supplements to the Official Records of the General Assembly for the
session concerned. Until 1975, the Trusteeship Council reported
annually to the General Assembly; it now reports to the Security
Council on "strategic areas®” in the sense of Articles 82, 83 and 84 of
the Charter. The reports are issued as Special Supplement No. 1 to the
Official Records of the Security Council for the year concerned.

Subsidiary organs submit reports to their parent organs. Reports
of the main subsidiary organs of the principal organs mentioned above
(with the exception of the International Court of Justice) are issued
as supplements to the Official Records of those organs; most other
reports of subsidiary organs are issued as documents with a mast-head.

Many reports are issued in series, either at regqular intervals or
after a session of the reporting body.
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Memoranda

The term "memorandum™ is used to designate a document the chief
purpose of which is to sketch in the background of a subject, to recall
facts or decisions, or to place facts on record.

Notes

Notes are, as a rule, short documents conveying or transmitting
information or comments and suggestions. .

Analyses, studies and surveys

Analyses, studies and surveys of specific subjects prepared by the
Secretariat at the request of leyislative bodies or in accordance with
their terms of reference may be issued as documents for the bodies
concerned, as Secretariat documents or as publications, depending on
their nature, purpose and legislative authority.

Replies to questionnaires

Replies to questionnaires sent by the Secretary-General to
Governnents and other bodies in response to a request by a legislative
body or in accordance with its terms of reference or those of the
requesting body may be issued in full, in part or in summary, according
to the authority for the document.

Working documents

Working documents prepared for United Nations bodies include the
classes of documents indicated below. 1/

Agenda

An agenda is a list of items to be considered at a session of an
organ or, in the case of the Security Council, at a single meeting.

Provisional agenda are issued in advance of sessions. They are
usually prepared by the Secretariat or drawn up at a session of a
United Nations body for its next session.

Rules with regyard to the presentation and drafting of agenda are
given in article B 2, chapter V.

i/ "Conference room papers” (sometimes referred to informally
as "CRPs") are widely used as a basis for discussion in United Nations
bodies. They are not "documents" in the strict sense of the word (see
chapter III, section D, below).
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Draft resolutions and draft decisions

A draft resclution or a draft decision is a proposal submitted in
the form of a resolution or decision. It may be submitted by one or
more delegations, by a principal or subsidiary organ or by an officer
of the body concerned, or by the Secretary-General.

A proposal submitted in the form of a resolution should be
referred to as a "draft resolution"™ until it is adopted by the organ
whose name it bears. Thus, a text adopted by a subsidiary body as a
draft resolution to be acted upon by its parent body should be referred
to as a “draft resolution” until it has been adopted by the parent body.

Amendments

An amendment is a change proposed by one or more delegations or by
any other competent entity to a draft resolution, draft decision or
amendment submitted by another delegation or other delegations. It
bears its own document symbol or identifying number, not a variant of
the symbol of the text to which it refers.

The term "draft amendment® should never be used. An amendment to

an amendment should normally be so identified. The prescribed forms
are shown in the following examples:

Englishs

-+« the amendment by Prance (...) to the amendment by
Norway (...) to draft resolution ...

French:

. s+ l'amendement de la France a l'amendement de la
Norvége (...) au projet de résolution ...

Spanish:
«es la ennienda de Francia (...) @ la enmienda de

Noruega (...) al proyecto de resolucidn ...

When a sponsor modifies his (or its) own draft resolution or
amendment, the text is referred to as a "revised draft resolution™ or
“revised amendment”, as appropriate.
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Communications

Communications include the texts of letters and telegrams received
by United Rations bodies or by the Secretary-General, or sent to Member
States or United Nations missions; comments from non-governmental
organizations in consultative status; petitions emanating from
individuals and groups in Trust Territories and Non-Self-Governing
Territories, and the like, reproduced for distribution under a document
symbol (see article B 2, chapter III, below).

Addenda, corrigenda and revisions

Additions to, and corrections and revisions of, the documents
described above are issued under the original document symbol
supplemented by a suffix such as "add.", "Corr." or "Rev.%, as
appropriate. (For the correct use of suffixes to document symbols, see
chapter I11I, section A, below.)

B. Official Records

The Official Records of the United Nations are a series of
printed publications relating to the proceedings of the principal
organs of the United Nations and, when the General Assembly
specifically so decides, of certain United Nations conferences; they
include verbatim or summary records of meetings of the organ concerned,
documents or check-lists of documents relevant to its discussions,
which are issued in the form of annexes to those records or of
quarterly supplements in the case of the Security Council; and the
reports to those organs of their subordinate or affiliated bodies,
compilations of resolutions, certain reports of the Secretary-General,
and other selected publications, which are issued in the form of
supplements.

C. United Nations publications

The term "publication" is. applied to any material - whether
reproduced by means of the offset and other internal resources of the
Secretariat or printed externally under contract - which is issued
under an authorization of the Publications Board. 2/ Most are offered
for sale.

2/ The terms of reference of the Publications Board are described
in united Nations, Organizational Manual (ST/SGB/Organization, annex).
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In addition to the Official Records of United Nations bodies
issued in final form, United Nations publications include recurrent
items (such as periodicals, the United Nations Treaty Series and the
United Nations Yearbook) and studies and reports.

Publications bearing an official United Nations document symbol
(in addition to their sales number) are defined also as "documents”.

D. Journal of the United Nations

The Journal of the United Nations presents information on the
programme of meetings and the agenda of United Nations organs in
session; a very brief indication of action taken at meetings held the
preceding day; announcements of special events such as the celebration
of United Nations Day; and announcements of the signature and
ratification of agreements. A separate Journal is issued throughout
each session of the General Assembly. Similar journals are issued at
other United Nations offices and also elsewhere on the occasion of
special conferences.

A "Daily List of Documents" is issued as a separate document under
the symbol ST/CS/SER.D/-.

E. Non-symbol papers

- The United Nations issues many miscellaneous types of material,
including background and technical papers for seminars and other ad hoc
meetings that are not included in the formal calendar of meetings
approved by the General Assembly. Such papers are usually issued
informally, in the form of papers offset from typescript. They do not
bear an official document symbol but may bear an identifying number.
They are usually distributed only to persons directly concerned with
the subjects covered, for example the participants in a meeting.

Copies of all such papers are deposited in the Dag Hammarskj®ld Library.

F. Public information material

The United Nations also issues publications, periodicals,
brochures, pamphlets, press releases, fliers, catalogues and other
material designed to inform the public about United Nations
activities. Such material is not covered in the present Manual.

Article 2 1
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III. IDENTIFICATION

United Nations documents are identified by symbols, as described
below. United Nations publications are identified by sales numbers
and, with the exception of most Official Records, the Treaty Series and
periodicals, by document symbols also. The systems of identification
are described in detail below. Instructions with regard to the correct
forms to be used in referring to documents and publications are given
in article E 3. The identification of resolutions and decisions of
United Nations organs is explained in article D 10.

A. Document symbols

l. Basic system

Symbols of United Nations documents are composed of capital
letters combined with figures, usually arabic numerals. 3/ Roman
numerals, sometimes used in the past to designate subordinate bodies or
sessions, should no longer be used in document symbols. All languagde
versions of documents bear the same symbol and, normally, the same
date, which is the date of registration in the Documents Control
Section, Department of Conference Services. Documents relating to two
or more organs may bear two or more symbols, one for each organ. If a
document is reissued in the printed Official Records or as a sales
publication, it normally retains its symbol. 4/ Sales publications
other than certain Official Records, the Treaty Series and certain
periodicals normally carry a symbol in addition to the sales number.

Document symbols are composed of some or all of the following
elements:

(a) A letter denoting the main organ to whose body of
documentation the document belongs;

{(b) An. indication, in arabic numerals, of the session or year;

(c) A letter and number denoting the subsidiary body for which
the document is issued;

(d) An arabic numeral indicating the serial number;
(e) A letter or letters inaicating the distribution category)

(f) A suffix indicating a modification of the text.

3 For further details, see List of United Nations Document
Series Symbols (ST/LIB/SER.B/5/Rev.3) (United Nations publication,
Sales No. E.79.I.3).

4/ See also footnote 7 below.
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These elements are explained below.

The basic series elements of the principal organs of the United

Nations are:
a/-
E/~-
s/~
T/~

ST/~

General Assembly 5/

Economic and Social Council 6/
Security Council

Trusteeship Council

Secretariat

(The sixth principal organ, the International Court of Justice,
has a different system of documentation.)

Special basic series symbols have been established for certain

bodies, e.g.t
AT/~

CCPR

CERD/-

CPC/~

I/~

TCDC/-

D/~
UNEP /-
UNITAR/~-

WEFC /-

United Nations Adninistrative Tribunal

Human Rights Committee (under the International Covenant
on Civil and Political Rights)

Comnittee on the Elimination of Racial Discrimination
Committee for Programme and Co-ordination

United Nations Development Programme

United Nations Industrial Development Organization

High-Level Committee on the Review of Technical
Co—operation among Developing Countries

United Nations Conference on Trade and Development
United Nations Environment Prograimme
United MNations Institute for Training and Research

world Food Council

5/ See also subsection 2 below.

6/ See also subsection 3 below.

Article A 1l
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The documents of the subsidiary organs normally carry a symbol
consisting of the basic symbol of the parent body and, in addition,
one or more of the following elements and, in some cases, a number
corresponding to the order of their establishment or convocation:

=/AC. oo/~ Ad hoc committee or similar body

=/Ce eoe/- Standing, permanent or sessional committee

«/CNe o5 o/~ Commission

-/mNF. . ~./- conference

-/GC/~ Governing Council

-/PC/~ Preparatory Committee

-/SC. .../~  Sub-Committee

-/Sub. .../=- , Sub-Commission

=-/WGe oo o/~ Working Group

The symbols of subsidiary organs other than sessional committees do
not include the indication of the session, in the case of the General

Assembly, or that of the year, in the case of the Economic and Social

The documents of some subsidiary organs bear a symbol consisting of
the basic symbol of the parent body followed by the acronym of the
subgsidiary organ, e.g.:

A/SPC/~ Special Political Committee (of the General Assembly)
E/ECWA/ - Economic Commission for Western Asia
E/INCB/~- International Narcotics Control Board

Publications prepared by the Secretariat under the United Nations
publications programme bear a document symbol consisting of the basic
symbol ST/- and an acronym indicating the subject area, e.g.:

ST/DCS/=~
ST/ESA/~-~

ST/ESA/STAT/~-

Article A 1
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The following elements may, where appropriate, be added to a
series symbol:

Elements denoting the nature of the document:

-/INF/~- Information series
-/MIN/~ Minutes
-/NGO/ =~ Documents containing communications from

non—governmental organizations

~/PET/~ Petitions

-/PV. ... Verbatim records of meetings (procés-verbaux)

-/RES/- Preliminary issue of texts of adopted
resolutions 7/

-/RT/=- Record of testimony

=/SRe cee Summary records of meetings

-/WP.- wWorking paper

Elements denoting modification of the text:

-/244. VAddendum - Indicates an addition of text to
the main document.

-/Amend . Amendment - Indicates the alteration, by
decision of the competent
authority, of a part of an
adopted formal text [not to be
used to correct technical errors].

7/ The adopted texts of resolutions of most of the main organs
of the United Nations are issued individually in provisional form as
documents bearing a symbol including the element "RES" (e.g.
A/RES/36/10) . When the resolutions are compiled and issued as a
supplement to the Official Records of the organ concerned, the
supplement bears a document symbol of the body concerned and no mention
is made of the earlier individual symbols. The system of identifying
resolutions in their final form is explained in article D 10.

The adopted texts of resolutions and decisions are sometimes
compiled and issued in an information document in the series of
documents of the body concerned under an "-/INF/-" symbol.

Article A 1
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-/Corr. Corrigendum - Indicates modification of any
specific part of an existing
document to correct errors, revise
wording or reorganize text, whether
for substantive or technical
reasons.

-/Corrigendum Consolidated corrigendum to summary
records of the public meetings of a
session. The suffix "Corrigendum”
is constant and does not vary with
the language of the document. (See
also article D 8.)

-/Corrigendum/Add.1l Consolidated corrigendum to summary
records of the closed meetings of a

session. (See also article D 8.)

- /Excerpt Indicates the issue of an excerpt
from a document when only that part
is required.

-/Rev. Revision - Indicates a new text superseding

and replacing that of a previously
issued document. To be used when
the document must be reissued in
its entirety. (It should not be
used if the purpose can be
accomplished by issuing a
corrigendun. )

-/Summary Indicates a summary of a report or
other document, prepared
specifically to facilitate its
consideration by an organ.

On the rare occasions when it is deemed necessary to reissue a
document in its entirety because of a technical error such as serious
misprints or errors resulting from the malfunctioning of a machine,
complete texts of corrected documents may be issued under the original
symbol followed by an asterisk and a corresponding footnote reading
"Re issued for technical reasons®. The symbol element "Rev." is not
used in such cases since it might seem to imply a substantive change in
the document. The corrected text should bear a new date.

when reference is made in a document symbol to more than one
corrigendum or addendum, the forms shown in the following examples

should be useds
A/36/441 and Add.l and 2

A/C.5/36/28 and Corr.l1l=3
E/1981/13 and Corr.l and Add.l
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Elements denoting special distribution category:

=/L.- Limited
-/R.- Restricted

An explanation of distribution categories is given in chapter V
below and in article H 4.

2. Identification of documents of the General Assembly
and its subsidiary bodies

Docunents and records

Documents of the first to the thirtieth session of the General
Assembly were numbered consecutively. Documents and meeting records of
the thirty-first and subsequent sessions are numbered in separate
series by session. The session is indicated in the symbol in arabic
nurerals, following the indication of the body concerned. The
remaining elements conform to the usual pattern: serial number,
preceded, where appropriate, by the distribution indication, and the
serial number within the series concerned. For example, A/36/2 is the
second in the series of main documents of the General Assembly at its
thirty-sixth session, and A/C.5/36/L.22 the twenty-second in the series
of limited distribution documents for the Fifth Committee at that
session. It should be noted that, for the Main Committees and the
General Committee of the General Assembly, the indication of the
Committee comes before the indication of the session (e.g., A/C.2/36/-%
A/BUR/36/-)

Symbols of documents issued for special sessions include an
element consisting of the letter "S/-" followed by a numeral denoting
the session. From the first to the seventh special session, a roman
numeral was used to denote the session (e.g. A/S-I1/-); beginning with
the eighth special sesson, in 1978, an arabic numeral has been used
(e.g. A/S-8/-). Emergency special sessions include the element "ES-",
followed by a numeral denoting the session. From the first to the
fifth emergency special session, a roman numeral was used to denote the
session (e.g. A/ES-I1/-)3; beginning with the sixth emergency special
sesson, an arabic numeral has been used (e.g. A/ES=6/-).

In the series of main documents of the General Assembly, an
appropriate number of serial numbers are reserved for printed
supplements to the Official Records of the General Assembly. Thus, for
exanple, at the thirty=-sixth session of the General Assembly, the
symbols A/36/1 to A/36/55 were reserved for supplements Nos. 1 to 55.
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The verbatim records of the General Assembly at its first to
thirtieth sessions were numbered consecutively. Thus, the symbol
A/PV.2433 denotes the verbatim record of the 2433rd plenary meeting of
the General Assembly. Beginning with the thirty-first session, the
records have been numbered by session. Thus, the symbol A/35/PV.10
denotes the verbatim record of the 10th plenary meeting of the General
Assembly at its thirty-fifth session.

The summary records of the Main Committees of the General Assembly
(other than the First Committee, which is provided with verbatim
records) follow a similar pattern. Beginning with the thirty-first
session, they have been numbered by session. Thus, the symbol
A/C.2/SR.1665 denotes the summary record of the 1665th meeting of the
Second Committee of the General Assembly (with no indication of the
session) s the symbol A/C.2/36/SR.1l3 denotes the summary record of the
13th meeting of the Second Committee at the thirty-sixth session of the
General Assembly.

Resolutions and decisions

The systems, past and current, of identifying resolutions of the
General Assembly are explained in detail in article D 10.

3. Identification of documents of the Economic and Social Council

and its subsidiary bodies

" Documents and records

From the first to the sixty-third session of the Economic and
Social Council, documents and meetings of the Council and its
subsidiary bodies were numbered consecutively. Certain changes were
then introduced, as explained below.

For some years, the Economic and Social Council, at its
organizational session in January, drew up the basic programme of work
on an annual basis and, in that context, decided on the allocation of
items between the agenda for its first regular session of the year and
the agenda for its second regular session.

In order to reflect that process and to facilitate the changes in
the operation of the Council envisaged in General Assembly resolution
32/197 of 20 December 1977 - such as those relating to the adoption of
a biennial programme of work and to the scheduling of subject-oriented
sessions - certain modifications were introduced in the symbol series
of the documents of the Council and its sessional committees.

To that end:

(a) After the sixty-third session, the sessions of the Council
were formally identified as the organizational, first regular and
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second regular sessions of a particular calendar year, as prescribed in
rule 1 of the rules of procedure of the Council. Thus, what would have
been called the sixty-fourth and sixty-fifth sessions were designated
the first and second regular sessions of 1978;

(b) Special sessions, including subject-oriented sessions, are
now numbered consecutively within each year, and are identified as the
first special session, [year]; second special session, [year]; etc.:

(c) The sessional committees of the Council were redesignated:
First Committee (formerly Economic Committee), Second Committee
{formerly Social Committee) and Third Committee (formerly Policy and
Programme Co-ordination Committee) j

(d) Ad hoc sessional committees may be set up as required; these
are described as ad hoc sessional committees on particular subjects.

Accordingly, the symbols of documents of the Council and its
sessional committees consist of combinations, as appropriate, of the
following elementss

(a) The parent body (i.e. the Council): E/- ;

(b) The year of consideration or, in the case of a document
carried over to another session, the year in which the document was
- £irst submitted for considerations

{(c) The sessional committee: C.l, C.2 etc.;

(d) Until 1979, for adopted resolutions and decisions of the
Council issued singly in a document bearing a mast-head, the
appropriate indication (RES or DEC), the year and the serial number.

The summary records of plenary meetings of the Council are issued
first in provisional form and in limited distribution. At the end of
the year the records of all the sessions, regular and special, are
reissued in corrected and edited form in the series Official Records of
the Economic and Social Council, 18.., for the year in question. The
meetings are numbered consecutively throughout the year, beginning
with 1 each year.

No change has been made in the symbol series of the subsidiary
bodies of the Council. Their reports continue to be issued as
supplements to the Official Records of the Economic and Social Council,
except that the supplements are numbered consecutively throughout the
year rather than by session as in the past. They are identified as
Official Records of the Economic and Social Council, 19..,

Supplement No. ... .
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Examples of the revised document symbol series are shown below.

Economic and Social Council

E/1981/1; E/1981/L.1l; E/1981/SR.1

Pirst Committee

E/1981/C.1/1y E/198l1/C.1/L.1;y E/1981/C.1/SR.1

Second Committee

E/1981/C.2/1; E/1981/C.2/L.1; E/1981/C.2/SR.1

Third Committee

E/1981/C.3/1; E/1981/C.3/L.2; E/1981/C.3/SR.1l

Ad hoc sessional committees

E/1981/C.4/1; E/1981/C.4/L.2} E/1981/C.4/5R.1

Information documents

E/1981/INF/1

Statements submitted to the Council by non-governmental
organizations

E/1981/NGO/1

Resolutions and decisions

Resolutions and decisions are now numbered on a yearly basis:
resolutions beginning with 1 and decisions with 100 (e.g. resoclution
1980/12, decision 1980/103) . The numbers of resolutions and decisions
adopted in 1978, however, began with 1 for both series (e.g. resolution
1978/1, decision 1978/1) .,

The systems, past and current, of identifying resolutions and
decisions of the Economic and Social Council are explained in detail
in article D 10, chapter III.

Documents of subsidiary bodies of the Council

Certain modifications have been introduced in the symbol series of
the documentation of the subsidiary bodies of the Economic and Social
Council, following the pattern of the symbol series used for the
documents of the Council. As of 1 January 1982, the mimeographed
documentation of the subsidiary bodies bears symbols consisting of the
following: the symbol of the parent body; the symbol of the subsidiary
bodys the year of consideration; and the number in the series.
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The reports of the subsidiary bodies continue to be issued as
supplements to the Official Records of the Economic and Social Council.

Exanmples of mimeographed document symbol series are given below.

Commission on the
Status of Women

Committee on Crime
Prevention and Control

Commission on Narcotic Drugs

Commnission for Social
Development

Population Commission
Statistical Commission
Commission on Human Rights

Comnission on
Transnational Corporations

Intergovernmental Working
- Group on a Code of Conduct

Intergovernmental Group of
Experts on International
Standards of Accounting

and Reporting

Comnmittee for Programme
and Co-ordination

Committee for Development
Planning

twenty-ninth session

seventh session

thirtieth session

twenty-e ighth session
twenty-second session
twenty-second session

thirty—-eighth session

eighth session

fifteenth session

fifth session

twenty-second session

eighteenth session

E/QN.6/1982/1

E/AC.57/1982/1

E/CN.7/1983/1

E/QN.5/1983/1
E/CN.9/1983/1
E/QN.3/1983/1

E/CN.4/1983/1
E/C.10/1982/1

E/C.10/AC.2/1982/1

E/C.10/AC.3/1982/1
E/AC.51/1982/1

E/AC.54/1982/1
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B. Sales numbers

l. Basic system

Most United Nations publications except the Official Records, the
Treaty Series, periodicals and non-sales items carry a sales number 8/
on the reverse of the title-page (or on the reverse of the front cover
in the case of a publication with a self-cover), in a box; the sales
number appears alsoc on the outside back cover.

The sales number consists of some or all of the following elements:

(a) A capital letter indicating the language (A - Arabics
C - Chinese; E - English; F -~ Prench; R - Russian; S - Spanish)j

(b) The last two digits of the year of issue; 9/

(c) A roman numeral indicating the subject category as shown
below;

(d) A serial number identifying the individual title.
EXAMPLES:
English: Sales No. E.81.I.11
French: Muméro de vente F.81.I.11
Spanish: Nimero de venta S.Bl.I.li
In English, the former practice of placing a colon after the word

"No." has been discontinued. A space should be used between the words
"Sales No." and the number itself.

8/ At one time, the form “Catalogue No." was used instead of
"gales No.". The form "Sales No." should however be used in references

even in cases where the words "Catalogue No." appear on the publication
itself.

9/ Prior to 1958, the year was given in full (see ST/FB/12 of
20 November 1959). Even for publications issued before 1958, it is now
the practice to give the sales number in the shortened form, that is,
without the indication of the century (e.g: 80, not 1980)}.
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The following subject categories have been established for sales
publications (other than the Official Records, the Treaty Series and
some periodicals) s

I. General information and reference (including rules of
procedure of organs, indexes, catalogues, publications
of the Department of Public Information)

II.A. Economics

II.B. BEconomic and industrial development (UNIDO publications)
II.C. World economy

I1.D, Trade, finance and commerce (UNCTAD publications)

II.E. European economy

I1.F. As ian economy

II.G. lLatin American economy

II.H. Public administration

II.K. African economy

III. . [Public health - category not in use since 1948;
publications on this subject issued by the World
Health Organization]

Iv. Social questions (including UNICEF)

V. International law
VI.A. Tzu;teeship agreenents
VI.B. Trust and Non-Self-Governing Territories
ViI. Political and Security Council affairs

VIII. Transport and commnications
IX. Disarmament and atomic energy
X. International administration

XI. - Narcotic drugs
XII. [Not used]
XIII. Demography
XIV. Human rights
XV, UNITAR
XVI. Public finance and fiscal questions
XVII. International statistics
The sales number is assigned by the Sales Section, Department of

Conference Services, at the time when a completed manuscript is
submitted for publication.
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2. Documents issued as publications

When a document bearing an official United Nations symbol is
issued also as a sales publication, it is identified both by the symbol

and by the sales number, which appear in boxes on the reverse of the
title-page. )

EXAMPLES 3

E/1980/38
ST/ESA/106

UNITED NATIONS PUBLICAT ION

Sales No. E.80.II.C.2

When a single document issued first with a mast-head is reissued
as a publication, it should bear the appropriate symbol for the
publication (see section B, subsection 1, above). It may also bear the
original symbol (followed if necessary by =-/Rev...) if the original
symbol is still relevant and if the normal distribution for the
original symbol series is still required. If, however, the original
symbol is no longer relevant, only the new symbol required for the
publication series should be given. A note should appear on the
reverse of the title-page stating that the text was originally issued
under the earlier symbol.

when two or more documents bearing, say, E/- symbols are put
together and issued as a publication, the new version should normally
bear only the appropriate symbol for the publication. A note on the
reverse of the title-page should explain that the publication includes
the earlier documents.
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C. Identification of printed Official Records

The printed Official Records of the United Nations comprise the
verbatim and summary records of certain United Nations bodies, as
determined from time to time by the General Assembly, and of
supplenents to the records (including the volumes of resolutions) and
annexes to the records. The meeting record entitlements are reported
each year in an information document of the General Assembly
(A/INF/(session)/~) .

The complex system of identifying the Official Records of meetings
of United Nations organs is explained in United Nations Documentation
(ST/LIB/34/Rev.l) .

D. Identification of conference room and working papers

Conference room papers and working papers, which are not official
documents but informal papers in one or more languages. considered to be
of concern primarily to the members of an organ, were formerly issued
without a symbol. As of September 1982, they are given a symbol
composed of the following elements: the symbol of the organ to which
the paper pertains;s the relevant session if the organ has a numerical
series of sessions or the year of issue of the paper if it does noty
the letters "CRP" or "WP" as appropriatej; and the number of the paper
in the series.

When the conference room or working paper pertains to a subsidiary
body having a numerical series of sessions of its own independent of .
the parent body, the indication of the session in arabic numerals
follows the symbol of the subordinate body.

Examples of the revised system of numbering conference room and
working papers are shown below:

A/C.5/37/CRP.1 A/CONF,. 114 /1982/CRP.5
A/ES-7/WP.2 A/AC.172/1982/WP.6
1CSC/16 /CRP. 3 A/ON.9/WG.5/3/CRP.7/Add.1
E/C.2/1982/WP. 4 A/ONF.114/PC/1/WP.8

E. Other means

1. Informal identifving numbers

Miscellaneous types of written material of ephemeral or limited
interest are issued without an official document symbol. Such material
includes technical, background and country papers for seminars and
other ad hoc meetings that are not on the calendar of conferences, and
the like.
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For convenience, such papers are often given some kind of
identification, usually in the form of letters and numbers suggestive
of their origin or purpose. Except as indicated above, in relation
only to conference room papers and working papers, the identification
assigned to such papers should not bear any of the basic elements
denoting the main organs of the United Nations (&/-, E/=, S/=, T/=-,
ST/-) or denoting autonomous and semi-autonomous bodies (for example,
pp/-, ID/-, TD/-, UNEP/-, UNITAR/- and EFC/-).

2. Job numbers

Strictly for internal purposes, a job number is assigned to all
material reproduced by the United Nations. It comprises the last two
digits of the year and a serial number corresponding to the order of
submission of the manuscripts to the Documents Control Section,
Department of Conference Services. The number appears in the lower
left-hand corner of the first page of documents and papers and in the
tagline on the back cover of printed works, or, in the case of
publications issued with an art cover, on the last page before the back
cover.

3. Bcok numbers

Publications issued by the United Nations do not normally bear an
international standard book number {ISBN) .

IV. FORMS OF REPRODUCTION

United Nations written material may be issued by offset from
typescript or from word-processing print-outs or by letterpress or
photocomposition techniques. Certain documents, in particular Official
Records, are sometimes issued first in provisional form (usually with a
mast-head) and later in final form (with a cover), incorporating
editorial and other changes.

Documents intended to serve as the basis for discussion at
meetings of United Nations bodies (draft resolutions, amendments,
memoranda, notes, reports of the Secretary-~General, and the like) are
usually reproduced by offset from typescript or from word-processing
print-outs and issued with a mast-head (see article B 2). 10/

10/ Such documents were usually referred to in the past as
*mimeographed documents"” since they were formerly reproduced by
mimeograph. They are referred to in this Manual as "documents bearing
a mas t-head",
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V. DISTRIBUTION

For distribution purposes, documents and meeting records are
classified in the following categories, each indicating the pattern and
scope of distribution:

English French Spanish
GENERAL GENERALE GENERAL
LIMITED LIMITEE LIMITADA
RESTRICTED RESTREINTE RESERVADA

The distribution pattern for these categories is described in
article H 4. Detailed information concerning other aspects of the
distribution function and the control of distribution are given under
the same heading.
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Chapter

I.

II.

III.

Iv.

V.

vi.

VII.

ARTICLE B 1. PRESENTATION

QONTENTS

MAST-HEAD . ® o o o o ¢ e o o o e o o o o o

mmmz NGI'ATION L] ® © o o e e & &5 ¢ o * o o

TITLES AND SUBTITLES . o « o o « o o o o «

A.

B.

c.

Documents issued for organs having sessions . « « . .

Documents issued for organs that do not have a
sessional agenda (in particular, the Security

&unci l) e o o ) ® ® o o e e e o o o e o

Special titles for documents containing
the inclusion of items in the agenda of
Msembly L ] L] * L] L ] * [ ] L ] L] L ] L] L] L] L] L]

INTRODUCTORY NOTE BY THE SECRETARIAT . . .

TABLES OF CONTENTS « ¢ ¢ 2 o o o o o o o« «

mDY OF THE TEXT . .- e e o e o & o ¢ s o

ANNEXES AND APPENDICES .+ ¢« o o o o o o o o

I. MAST-HEAD

requests for
the General

All United Nations documents (as defined in article A 1,

chapter I1I, section A), other than publications (excluding printed

33

33

39

40
42
42
44

44

Official Records), carry a mast-head identifying the body under whose

authority  the text is issued and giving information with regard to the
scope of its distribution, the symbol category to which it belongs and
the language of issue.

The following elements should normally appear on the mast-head:

(a)

(b)

(c)

The words "United Nations™j

The United Nations emblem;

The name of the principal organ (General Assembly, Security

Council, Economic and Social Council, Trusteeship Council, Secretariat)
or of certain other major organs (in particular, autonomous and semi-

autonomous bodies such as the United Nations Development Programme,
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the United Nations Conference on Trade and Development and the United
Nations Industrial Development Organization) s

(d) At the right, the symbol block, consisting of the following:

(1) 1Indication of distribution category;
(1i) Symbol of document;

(iii) Date;

(iv) Language indication.

In the mast-head of documents for United Nations special
conferences, the emblem of the conference, if any, should be placed to
the left of the title of the conference, under the rule below the name
"tnited Nations". The place and dates of the conference should be
given below the name of the conference.

The use and design of mast-heads on documents are regulated by the
Office of legal Affairs and the Documents Control Section of the
Department of Conference Services, in accordance with legal and other
criteria. 1In any case of doubt with regard to the propriety or design
of a mast-head, the Documents Control Section should be consulted.

Distribution category

- Distribution may be "GENERAL®", "LIMITED" or "RESTRICTED" (see
article H 4). '

Document symbol

The form, use and meaning of document symbols are explained in
article A 1, chapter III.

Date

The date given on the mast-head of a document should be the date
on which the document is submitted to the Documents Control Section.

The date on a document that is a translation should normally be
the same as that on the document in the original language.

The date should be given in the standard form, e.g. 15 May 1982,

Language

The language of the document should be indicated under the date in
block capital letters, in the following form, e.g.:

ORIGINAL: ENGLISH
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The language indicated refers to the main document and not to any
annexes or attachments to it. If any of these are translations from
other languages, the fact should be noted in square brackets under and
to the right of the heading of the annex or attachment.

When other language versions of the same text exist, they should
be listed in the alphabetical order of the language of the document,
which, in English, would be:

ARABIC/CHINESE/ENGLISH/FRENCH/RUSSI AN/SPANISH

An exception is made, for technical reasons, when a document contains
equivalent texts in two or more languages. 1In such cases, the languages
should be indicated thus:

ENGLISH/FRENCH/SPANISH/RUSSIAN/CHINESE/ARABIC

(all languages following the same order, which corresponds to the order
in which the languages became official and working languages of the
United Nations)..

If the text is a translation, the language or languages of the
original should be indicated as shown in the following examples:

ORIGINAL: FRENCH

- ORIGINAL: ENGLISH/FRENCH

When part of the text is submitted in one language and part in
another, the following form should be used:

ORIGINAL: ENGLISH/FRENCH
Where two or more separate texts in different languages are submitted
as equally authentic original languages (as may be the case for,
say, a convention), this should be shown as follows:

ORIGINAL: ENGLISH AND FRENCH
Thus, an oblique (/) is normally used when the original is made up of
parts of texts in other languages; the word "and" is normally used when
there are two or more full and equally authentic texts submitted as

originals.,

Where different parts of the document are translated from
different languages, this should be shown, for example, as follows:

ORIGINAL: FRENCH/RUSSIAN/SPANISH

the languages being listed in the alphabetical order of the language of
the document itself.
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If, for some reason, a document is not issued in all the working
languages of the organ concerned, as may be the case, for example, with
corrections, that fact should be indicated, for example, as follows:

ENGLISH, FRENCH AND RUSSIAN ONLY

Documents giving the text of adopted resolutions (such as A/RES
documents and volumes of resolutions) should bear no indication of
original language.

Documents may be submitted only in the official languages of the
body concerned. If a document is based on a text written in a language
other than one of the official languages, it must be translated into
one of the official languages and submitted in that language. The
language in which it is submitted is then considered to be the
"original language" of the document. Thus, if a document is to be
issued setting forth the text of a letter received in, say, Danish, the
letter should be translated into, say, English, and the document
submitted in English. The English text would bear the indication:

ORIGINAL: ENGLISH
and the French text, for example, the indication:

FRANGAIS
ORIGINAL : ANGLAIS

If a document contains separate texts, such as replies of
Governments reproduced verbatim, the original language of each separate
text, together with the date, should normally be indicated in square
brackets below and to the right of the name of each of the countries
concerned (not underlined in typescript but italicized in print).

EXAMPLE:
COLOMBIA
fOriginal: Spanish]
[15 September 1981}

[Original: French]
{18 July 1982]

UNION OF SOVIET SOCIALIST REPUBLICS

[Original: Russian]
[14 August 1982]

All of the languages concerned should be indicated in the
distribution block in the mast-head, according to the rules given above.

Article B 1



-33-

Mast-head on certain publications

A mast-head is also used on certain publications, in particular
the final texts of Official Records, including summary and verbatim’
records and annexes.

When a document carrying a mast-head is reissued, unchanged, under
a cover, it should not have a title-page.

II. CORNER NOTATION

In a document prepared for a session of an organ, there should
normally appear in the upper left-hand corner, below the mast-head, the
name of the organ if subsidiary to that named in the mast-head, the
number of the session and, if known, the item of the agenda or
provisional agenda to which the document relates. In the case of some
subsidiary bodies whose sessions are not scheduled regularly in
advance, the place and date(s) of the session may also be given.

The name of the organ concerned should appear in full capital
letters and, below it, the indication of the session and of the item in
lower-case letters with an initial capital for the first word and for
any other word that would normally be spelt with an initial capital.
If, however, the organ for which the document is issued is a subsidiary
organ of a subsidiary organ of that named in the mast-head, the name of
the parent subsidiary organ should appear first, in full capital
letters, followed by the name of the subsidiary organ, in lower-case
letters, with an initial capital for the first word and for any other
words that would normally be spelt with an initial capital.

EXAMPLE:

{below Economic and Social Council mast-head]
CAOMMISSION ON HUMAN RIGHTS
Sub~-Commission on Prevention of

Discrimination and Protection
of Minorities
~+ « Session
Item ... of the provisional agenda

III. TITLES AND SUBTITLES

A. Documents issued for organs having sessions

The following rules are given for guidance in establishing the
titles of documents to be issued with a mast-head.
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A document may have one, two or more titles or subtitles. For the
sake of distinction, these are designated below as "general"”,
“secondary” and "descriptive”. If there is only one title, it should
be treated as a "general" title.

The titles should appear, centred, above the text, the first one

four spaces below the corner notation, if any. Each title should begin
with a capital letter and each should begin on a separate line.

1. General titie

As a rule, the first ("general™) title indicates the general
subject to which the document relates, in many cases an agenda item.
The wording of all documents pertaining to one general subject should
be uniform within a given body of documentation.

When the general title is the title of an agenda item, the wording
should conform exactly to that of the item as it appears in the agenda,
except that, in both an item and a sub-item, an element (following a
colon) indicating a report of the Secretary-General or of an organ
should be treated, not as part of the general title, but as a
"descriptive” title (see subsection 3 below).

In the case of an item that has sub~items, the sub-items may be
omitted from the general heading. If, however, the document concerns a
sub~item, the main part of the title of the agenda item and the title
of the sub~item should be given. In most documents, both should be in
full capital letters. In documents of the General Assembly, however,
the title of the item and the title of the sub-item should be run on,
separated by a colon. (This form is followed since many documents of
the General Assembly carry the titles of several items.) The letter
identifying the sub-items should be given in the corner notation but
should not appear in the heading.

EXAMPLE:
[corner notation indicating agenda item 62]
OPERAT IONAL ACTIVITIES FOR DEVELOPMENT
* * *
[corner notation indicating agenda item 62 (j)]
OPERATIONAL ACTIVITIES FOR DEVE IOPMENT

TECENICAL CO-OPERAT ION ACTIVITIES UNDERTAKEN
BY TEE SECRETARY-GENERAL
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If a document concerns two items that are being considered
jointly, the titles of the two items should be given, one under the
other, centred. The numbers of the items should appear in the corner
notation.

EXAMPLE:
[corner notation indicating agenda items 72 and 76]

HUMAN RIGETS AND SCIENTIFIC AND TECHENOLOGICAL DEVE LOPMENTS

INTERNATIONAL COVENANTS ON HUMAN RIGHTS

In reports the nature of which is implicit in the name of the
submitting body and in which the title of the submitting body is
contained in the subject heading (e.g. in the title of an agenda item),
no heading other than the general heading is normally necessary.

EXAMPLE:

REPORT OF THE SPECIAL COMMITTEE ON THE CHARTER OF THE
UNITED NATIONS AND ON THE STRENGTHENING OF THE ROLE OF
TEE ORGANIZATION

The general heading should be centred and should be written in
full capital letters. If it covers more than one line, there should be
one and one~half spaces between the lines. 1If it covers two or more
lines, the last line should be centred and indented (in inverted

pyramid style).
EXAMPLES*

QUESTION OF THE COMPOSITION OF 'IHE RELEVANI ORGANS
OF THE UNITED NAT IONS

ADMINISTRATIVE AND BUDGETARY CO-ORDINATION OF THE
UNITED NATIONS WITH THE SPECIALIZED AGENCIES AND
TEE INTERNATIONAL ATOMIC ENERGY AGENCY

2. Secondary title

Under the general title, there may be a secondary title relating
to a particular area of interest within the general subject. (It
should be noted, however, that a sub~item of an agenda item is treated
as part of the "general" title, not as a secondary title. See
subsection 1, above.) The wording of the secondary heading should be
uniform in all documents on which it is used.

Article B 1



EXAMPLE:

ADMINISTRATIVE AND BUDGETARY CO~ORDINATION OF THE
UNITED NATIONS WITH THE SPECIALIZED AGENCIES AND
TEHE INTERNATIONAL ATOMIC ENERGY AGENCY

Administrative co-ordination of electronic data-processing
and information systems

A distinction should be made between such a secondary title and
the title of a draft resolution, which should be treated as indicated
in subsectiion 3 ("Descriptive title") below.

The secondary title should appear under the general title in

initial capital and lower-~case letters, underlined. It should come
above the descriptive title.

3. Descriptive title

The nature of the document (for example, report, memorandum, draft
resolution, study, communication) and the author or originating body
(for example, Secretary-General, special rapporteur, delegation or
delegations, or an organization) should be shown in a descriptive
title, which should be centred, in initial capital and lower—case
letters, underlined. The wording and use of such subtitles are
explained in article B 2, below.

When an agenda item or sub-item includes, after a colon, a mention
of a report of the Secretary—-General or of a subsidiary body, the colon
and the mention of the report should not be included in the “"general"
title of the document. On the document containing the report referred
to, however, the words "Report of ..." should appear as the descriptive
subtitle.

Thus, on a document relating to an agenda item readings

"Peaceful settlement of disputes between States: report of the
Secretary-General®

the heading would read as follows:
PEACEFUL SETTLEMENT OF DISPUTES BETWEEN STATES

Report of the Secretary—=General

* * *
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On a document of the General Assembly relating to a sub-item
reading:

"Per sonnel questions:

" (a) Composition of the Secretariat: report of the
Secretary-General

the heading would read:

PERSONNEL QUESTIONS: COMPOSITION OF THE SECRETARIAT

Report of the Secretary-General

4, Additional subtitles

Titles of addenda and corrigenda

Addenda and corrigenda bear a separate subtitle, centred below the
- other titles, in initial capital and lower-case letters, underlined.

EXAMPLE:
TRAINING AND RESEARCH

EXAMINATION OF LONG-TERM TRENDS IN ECONOMIC DEVELOPMENT

Health as an integral part of development

Report of the Secretary-General

Corrigendum

The word "Corrigendum®™ is always given in the singular, even when the
document presents more than one change.
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If an addendum has a title of its own, the title appears in full
capital letters below the word "addendum".

EXAMPLE:

English

Addendum

SECOND PROGRESS REPORT

French

Aaditif

DEUXIEME RAPPORT INTERIMAIRE

Spanish

Adicién

SEGUNDO INFORME SOBRE LA MARCHA DE LOS TRABAJOS

Revisions

Revisions do not bear a separate subtitle. The fact of the
revision is shown rather by the insertion of the word "Revised" in the
descriptive subtitle. For example, if the original document bore the
subtitle:

Poland: draft resoclution

the revision should bear the subtitle:

Poland: revised draft resolution

The form "revised draft resolution® should be used whether the
text is a first, second or other revision.

The symbol suffix "Rev."™ (see article A 1, chapter III, section 3)
does not necessarily mean that the cocument is a text altered by the
sponsors. The "Rev.," symbol suffix may apply to one language only.
When the original text remains unchanged and one or several translations
are "revised", the latter, although they bear the symbol
®eee/eeo/Rev. ...", should not be called "revisea draft resolution”
but should retain the title of the original document. The use of the
word "revised” in a subtitle should be reserved for texts altered by
the sponsors,
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5. Composite example of titles 1/

The presentation of titles is shown in the following example:

JOINT INSPECTION UNIT [General title:
agenda item]

Evaluation of the translation process {Secondary title:
in the United Nations particular aspect
of item]
Report of the Joint Inspection Unit [Descriptive title:

nature of document]

Addendum [additional
subtitle]

B. Decuments issued for organs that do not have a sesgional
agenda (in particular, the Security Council)

In documents of the Security Council and other organs that do not
have sessional agenda, the main title is usually one that indicates the
nature of the document (letter, note verbale, draft resolution, report).
The main title should be given in full capital letters, centred.

Subtitles, if any, should be in initial capital and lower~case letters,
centred below the main title.
The following titles are representative:

NOTE VERBALE DATED ... FROM ... TO THE SECRETARY-GENERAL

* * *

SUMMARY STATEMENT BY TEE SECRETARY-GENERAL ON MATTERS
OF WHICH THE SECURITY COUNCIL IS SEIZED AND ON THE
STAGE REACHED IN THEIR CONSIDERATION

® * *

SUBJECT HEADING

eesy ooo and ...t draft resolution

1l/ Detailed instructions for the typing of headings are given in
the typing manuals issued for internal use by the Stenographic Service,

Department of Conference Services.
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C. Special titles for documents containing requests for the
inclusion of items in the agenda of the General Assembly

1. Reqguests submitted at least 60 days before the opening of
the session (rules 12 and 13 of the rules of procedure)

Request for the inclusion of an item in the provisional agenda of
the ,..th session

Demande d'inscription d'une question & l'ordre du jour provisoire
de la ...&me session

Solicitud de inclusién de un tema en el programa'provisional
del ... perfodo de sesiones

2. Requests svbmitted at least 30 days before the opening
of the session (rule 14 of the rules of procedure)

Request for the inclusion of a supplementary item in the
agenda of the ...th session

Demande d'inscription d'une gquestion supplémentaire 2
1l'ordre du jour de la ...éme session

Solicitud de inclusién de un tema suplementario en el
programa del ... periodo de sesiones

3. Requests submitted less than 30 days before the opening of
the session or in the course of the session (rule 15 of
the rules of procedure)

Request for the inclusion of an additional item in the
agenda of the ...th session

Demande d'inscription d'une question additionnelle 2a
l'crdre du jour de la ...éme session

Solicitud de inclusién de un tema adicional en el
programa del ... periodo de sesiones

The provisional agenda, together with the supplementary and
additional items, constitutes the draft agenda of the General Assembly.

Typical headings are shown in the following examples.
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EXAMPLES:

Exgggle 1l

REQUEST FOR THE INCLUSION OF AN ITEM IN THE PROVISIONAL
AGENDA OF THE THIRTY-~SEVENTH SESSION

QUESTION OF THE REVIEW OF THE CONVENTION ON INTERNATIONAL
LIABILITY FOR DAMAGE CAUSED BY SPACE OBJECTS

Note by the Secretary-General

Examgle 2

REQUEST FOR THE INCLUSION OF AN ADDITIONAL ITEM IN THE
AGENDA OF THE THIRTY-SEVENTH SESSION

IMPLEMENTATION OF THE COLLECTIVE SECURITY PROVISIONS OF
THE CHARTER OF THE UNITED NATIONS FOR THE MAINTENANCE
OF INTERNATIONAL PEACE AND SECURITY

letter dated 30 August 1982 from the Permanent Representative
of Sierra leone to the United Nations addressed to the
Secretary-General

Example 3

REQUEST FOR THE INCLUSION OF A SUPPLEMENTARY ITEM
IN THE AGENDA OF THE THIRTY-SEVENTH SESSION

QUESTION OF THE MALVINAS ISLANDS

letter dated 16 August 1982 from the Ministers for Foreign Affairs
of Argentina, Bolivia, Brazil, Chile, Colombia, Costa Rica, Cuba,
the Dominican Republic, Bcuador, El Salvador, Guatemala, Haiti,
Honduras, Mexico, Nicaragua, Panama, Paraguay, Peru, Uruguay

and Venezuela addressed to the Secretarv-General
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IV. INTRODUCTORY NOTE BY THE SECRETARIAT

Where the text of a communication or communications referred to in
the principal title or subtitle is preceded by an introductory note of
comment or explanation, the note should be indented above the text
proper, or above the table of contents, and separated from it by
several extra spaces. It should have a separate runin side~heading.
If there is more than one paragraph, the heading should be a shoulder
heading rather than a rumin heading.

EXAMPLE:

LE'TfER DATED ... FROM THE PERMANENT REPRESENTATIVE OF ... TO THE
UNITED NATIONS ADDRESSED TO THE SECRETARY-GENERAL

Note by the Secretary—General. Pursuant to rule 124
of the rules of procedure of the General Assembly, the
Secretary-General has the honour to transmit herewith
for the information of ...

By a letter dated ..., I submitted to ... a memorandum
concerning the guestion of ...

For examples in French and Spanish, see article B 2, chapter III,
section A.

V. TABLES OF CONTENTS

A document that has been organized under many headings and
subheadings should have a table of contents. A short document or one
on a single theme with no major divisions should not normally have one.

The table of contents, if any, should follow immediately after the
title and subtitles except in cases where the document begins with a
short introductory note by the Secretary-General or by the Secretariat
(see chapter IV above), in which case the table of contents should come
after the note.

The heading "CONTENTS" (not "TABLE OF CONTENTS") should appear in
block capital letters, centred. In documents reproduced from
typescript, the relation of section and subsection headings should be
shown by the use of progressive indention, not by such means as the use
of capital and lower-case type or underlining. Second and subsequent
lines of a heading should be blocked under the first. Paragraph
numbers (inclusive) and page numbers (only the page on which the
relevant text begins) should be given, as appropriate. The titles of
annexes and appendices should be given, but not the titles of any
subdivisions in the annexes or appendices unless this would serve a
useful purpose. In documents, chapter headings are usually given in
block capital letters. In publications, the choice of type for
headings and subheadings is a matter for the copy-preparers.
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The headings and subheadings in the table of contents should
correspond exactly with those in the text in wording, punctuation and
the use of initial capital letters, but not in the style of typing;
thus a heading that appears in the text in block capital letters should
not necessarily so appear in the table of contents. The correct form
for the table of.contents of a document is shown in the example given

below.

Further instructions with regard to the drafting of tables of
contents and examples are given in article E 1.

EXAMPLE:
CONTENTS
Paragraphs Page
IntrodUCtion o L] L] L ] * L] L ] L ] L] . L ] L ] L ] L] L] L] L] L] * l - 2 3
I. STRUCTURAL AND INSTITUTIONAL REFORMS . . . 3-8 4
II. STATUS OF THE CO-OPERATIVE MOVEMENT, WITH
EMPHASIS ON MULTIPURPOSE AND HOUSING
CD"OPERATIVES ® 6 ® © o e o e o o ® ° e o 9 - 18 6
III. THE ROLE OF CO~OPERATIVES IN LAND AND
AGRARIANREPORM.'.............19-23 ll
IV. THE RQLE OF CO-OPERATIVES IN THE INTEGRATION
OF WOMEN IN THE DEVELOPMENT PROCESS . . « » 24 - 33 12
V. THE CONTRIBUTION MADE BY CO-OPERATIVES
'IUDE\ELOPIENT.-........-....34‘-46 15
Ao Equitable PIOfit‘Sharirﬂ e ® o ® o o o o 35 - 37 16
B. RWIar partiCiPatiOn s ® o © ® ® o e o 38 - 43 16
C. Contribution to over—-all development . . 44 - 46 18
VI. INTERNATIONAL AGENCIES AND THEIR ROLE IN
PRmUI'ING CO-OPERATIVES e & e & o e o o o o 47 - 55 19
VII. mmLUSIoNS ® [ ] L] [ ] . L] L ] L ] L ] . L] L ] ® L] * [ ] 56 - 80 22
Annexes
I. Questionnaire on national experience in promoting
the co—-operative movement
II. Countries that have submitted replies to the

United Nations questionnaire on national experience
in promoting the co-operative movement

Article B 1



-4 4~

VI. BODY OF TRE TEXT

Docunents other than short notes and memoranda and circulars should
normally be organized under topical headings and subheadings as
described in article E 2 below.

VII. ANNEXES AND APPENDICES

Annexes and appendices are identified by the word "Annex" or
" appendix®, as appropriate (see article C 1, chapter II, section C,
below), followed by a roman numeral. In typescript, the word "Annex" or
*Appendix", with the identifying number, normally appears in lower-case
with an initial capital, underlined, above the subject heading, which
should be given in block capital letters.

EXAMPLE:
Annex 1

COMFOSIT ION OF ORGANS
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Chapter

I.

1I.

III.

Iv.

V.

ViI. -

VII.

VIIiI.

IX.

XI.

ARTICLE B 2. TYPES OF DOCUMENTS

CONTENTS

REEORTS ® ® e e o © o6 e s e e o ¢ & * o o ® e o o

A'
B‘
cC.

Reports of principal and subsidiary organs .
Reports of the Secretary-General . . . . . .

Other reports « « ¢« ¢ ¢ o o« o« o o o o o o o o

WOMNDA AND Nm‘ES s ®© ® e e s e © © & © © o o o

mMﬂNI CATIom e o e e e e e * o @ o o o o o o .

A.
B L]
C.

letters, telegrams and notes verbales . . . .
Letter transmitting a memorandum, report etc.

ktitions e o o e e o 8 @ © © o & o & * o o o

REPLIES TO QUESTIONNAIRES OR TO REQUESTS FOR COMMENIS . .

mWISIONAL AmA L] . L] L] L ] . * L] L] L] L] L3 L] L] -

PR@OQIS ® eo- e o o o o © s _ & o & o o o o o o e o

A.
B.
c.

Draft resolutions and draft decisions . . . .
Mendments . L ] L] . - o L] L] o L ] L] L] * L] L] L] -
Revised draft resolutions or amendments . . .

Documents concerning organization of work of
Main Committees of the General Assembly . . .

Documents referring items to a Main Committee
the General AssemblY .« « « o o ¢ ¢ o o o o o

INFORMATION CIRCULARS AND BULLETINS . ¢ « o« o « &

STATEMENTS OF FINANCIAL IMPLICATIONS OF PROFOSALS

EXCEPTIONAL CASES OF DOCUMENTS CONTAINING FULL TEXT
OF A ﬂATMNT . . L] L] L] L] L] . L] L3 . . L] . - L] L]

wm TYES OF DmUME Nm L] L] L] L] L d L] . L] L] L] L] L]

mDENDA AND mRRI &’NDA L] - L] L] L] . L] L] . . L] L] L]
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I. REPORTS

Reports that appear as United Nations documents 1/ are of several
types, including the following:

Reports of principal and subsidiary organs

Reports of the Secretary-General or of the Secretariat

Reports of other organizations in the United Nations system

Reports of special rapporteurs

Reports on special studies

A. Reports of principal and subsidiary organs

Reports of principal organs (for example, the report of the
Security Council to the General Assembly, under Article 15 of the
Charter of the United Nations) are issued in the series of Official
Records of the organ to which they are addressed and are prepared in
print or photo-offset.

Reports on the proceedings of sessions of subsidiary organs
submitted to the parent organ are issued either in the Official Records
series of the parent organ or as mast-head documents 2/ for the session
of the parent organ. In the latter case, the agenda item title will
normally be descriptive ("Report of ...") and will be the only title the
document requires. : -

EXAMPLE:

COMMISSION ON RUMAN RIGHTS
Thirty-fifth session
Agenda item 6

REPORT OF THE SUB~-COMMISSION ON PREVENTION OF
DISCRIMINATION AND PROTECT ION OF MINORITIES
ON ITS THIRTY-SECOND SESSION

1/ For a definition of the term "document" as used in this
Manual, see article A 1.

2/ For convenience, the term "mast-head document” is used in this
chapter to designate documents other than Official Records bearing a
mast-head as distinct from documents issued with a cover, sometimes as
publications.
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Reports of subsidiary organs set up to consider specific questions
are normally submitted under an agenda item of the parent body's session.

EXAMPLE:

COMMITTEE ON ...
nth session

Agenda item ...

AGENDA ITEM TITLE

Report of the Group of Experts

B. Reports of the Secretary-General

Apart from designation of the report rendered annually by the
Secretary-General to the General Assembly on the work of the
Organization under Article 98 of the Charter of the United Nations, the
term "Report of the Secretary-General" is used to designate the
following: documents prepared by the Secretariat that deal with policy
questions engaging the responsibility of the Secretary-General;
documents containing an account of action taken in response to a request
addressed expressly to him in a resolution or other decision of an
organ; and reports on studies carried out by the Secretary-General on
specific problems, at the request of an organ, sometimes with the
assistance of a group of experts. These are normally issued as
documents of the organ concerned.

EXAMPLE:

Thirty-£ifth session
Item 79 of the provisional agenda

INTERNATIONAL YEAR OF DISABLED PERSORS

Report of the Secretary-General

Reports involving the personal responsibility of the
Secretary-General should be referred to the Executive Office of the
Secretary-General for prior clearance.
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If a text does not involve the personal responsibility of the
Secretary-General, for instance a document by which he transmits to an
organ, at the request of that organ, comments received from Governments
or specialized agencies, attribution may be made to the
Secretary-General either in a title or in an introductory note.

EXAMPLE:
INFORMATION FROM NON-SE LF-GOVERNING TERRITORIES
TRANSMITTED UNDER AKRIICLE 73 e OF THE CHARTER
OF THE. UMNITED NATIONS

Report of the Secretary-General

C. Other reports

Other reports include studies and surveys, which are usually
information papers prepared by the Secretariat or special rapporteurs at
the request of legislative bodies, sometimes with the help of
consultants.

The titles and subtitles should indicate the agenda item or subject
and the authorship. 3/

II. MEMORANDA AND NOTES

Documents bearing the designation "Memorandum®™ are normally issued
for the purpose of placing facts on record or sketching in the
background of a subject.

Documents bearing the designation "Note" are, as a rule, short
documents transmitting information or comments.

Memoranda and notes should have subtitles indicating
authorship, 3/ which should follow the agenda item title and any other
subtitle. 1In the case of an organ which does not have a sessional
agenda, and which does not therefore have an agenda item as the general
heading, the information may appear in the general title.

Memoranda and notes may be attributed to the Secretary-General or

the Secretariat, to the chairman or other apmopriate officer of any
United Nations body by official title, or to the executive head of a

major conference or regional commission or to its secretariat. When
a document is attributed to a rapporteur or special rapporteur, the

3/ Regulations with regard to the attribution of authorship are
set forth in article H 2.
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name - and, if a rapporteur, the country - is also given. 1In the case

of a special rapporteur, who writes in his own expert capacity, the name
alone should be mentioned.

Documents originating in the Secretariat should be attributed to
the Secretary-General if they deal with policy questions that engage his
responsibility or if they contain proposals for consideration by an
organ; otherwise they should be attributed to the Secretariat.

EXAMPLES ¢

GENERAL AND COMPLETE DISARMAMENT

Note by the Chairman

* * *

NOTE BY THE CHAIRMAN
[e.g. Security Council document, with no agenda item title]

® * *

ORGANIZATION OF THE THIRTY-SEVENTH REGULAR SESSION OF THE
GENERAL ASSEMBLY, ADOPTION OF THE AGENDA AND ALLOCATION
OF ITEMS

Memorandhm by the Secretary-General

* * *

The forms "prepared by" and "submitted by" should not be used in
the headings of memoranda and notes.

When the main body of the text is preceded by a brief explanatory
note by the Secretariat, a run-in heading may be used if necessary for
the note. A subtitle should not be used in such cases. (See also
article B 1, chapter 1V, above.)
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III. COMMUNICATIONS

A. letters, teleqrams and notes verbales

The desctiptive title of a document containing the text of a
communication 4/ should be made up of the following elements, in the
order shown:

(1) letter ...
Telegram ... (To be used for telegrams and

radiograms)

Note verbale ...
Communication ... (If none of the others applies -

rarely necessary)
{2) ... dated ...

(3) ... from ... (The sender is always mentioned first
in English.)

(4) [Name and/or
title of sender])

(5) eoo £O o0
or

s se addressed to ... (when the word "to" occurs in the
title of the sender, the word
saddressed®™ should be included
to avoid ambiguity.)

(6) [Name and/or
title of"
addressee]

If the Secretary-General is the sender or the addressee, it is not
necessary to add "of the United Nations" unless the name of another
organization appears in the heading.

In Prench, if the name of the addressee is shorter, it comes first
(e.g. Lettre datée du 3 mars 1981, adressée au Secrétaire général par la
Représentante permanente des Etats-Unis d'Amérique); otherwise the name
of the sender comes first (e.g. Note verbale datée du 10 septembre 1979,
adressée par le Représentant de la France au Président de l'Assemblée
générale) .

4/ See also article D 9.
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In Spanish, the name of the addressee is given first (e.g. Carta,
de fecha 3 de marzo de 1981, dirigida al Secretario General por el
Representante Permanente de la India ante las Naciones Unidas).

No information other than that referred to above should normally be
given in the title of a document containing a communication. In
particular, no wording should, as a rule, be added to indicate the
subject of a communication, since it is not for the Secretariat to
interpret and summarize the content of a text that is given in full in
the document. (See, however, section B below.)

EXAMPLES:
English

Letter dated 12 September 1980 from the Permanent Representative
of ... to the United Nations addressed to the Secretary-General

Telegram dated 10 July 1979 from the Minister for Foreign Affairs
of ... to the President of the Security Council

Note verbale dated ... from the Chargé d'affaires a.i. of the
Permanent Mission of ... to the United Nations addressed to
the Secretary-General

French

Lettre datée du 12 septembre 1980, adressée au

Secrétaire général par le Représentant permanent
de ... auprés des Nations Unies

Té1égramme datée du 10 juillet 1979, adressée au
Président du Conseil de sécurité par le Ministre
des affaires étrangéres de ...

Note verbale datée du ..., adressée au Secrétaire général
par le Chargé d'affaires a.i. de la Mission permanente
de ... auprés des Nations Unies

Spanish

Carta, de fecha ..., dirigida al Secretario General por el
Representante Permanente de ... ante las Naciones Unidas

Telegrama, de fecha ..., dirigido al Presidente del Consejo de
Sequridad por el Ministro de Relaciones Exteriores de ...

Nota verbal, de fecha ..., dirigida al Secretario General

por el Encargado de Negocios a.i. de la Misidn Permanente
de ... ante las Naciones Unidas
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B. letter transmitting a memorandum, report etc.

The heading of a document giving the text of a letter transmitting
a memorandum, note, report or other document shLould read as follows:

letter dated ... from ... to ..., transmitting a [memorandum]
from ... tO <.

It should however be noted that in the check-~list of documents of
the Security Council, an indication of the subject may be added to
facilitate later research, particularly if a communication or an item
transmitted with a communication is one to which frequent reference is
likely to be made.

EXAMPLES:

Letter dated 9 November 1978 from the Permanent Representative
of Zambia to the United Nations addressed to the President of
the Security Council [containing a complaint by Zambia)

Letter dated 24 November 1978 from the Permanent Representative

of the Union of Soviet Socialist Republics to the United Nations

addressed to the Secretary-General [transmitting the text of the

Declaration of the States Parties to the Warsaw Treaty adopted
in Moscow on 23 November 1978]

" Letter dated 10 November 1978 from the Secretary—-General to the
Governments of all States Members of the United Nations or members
of specialized agencies, containing a further appeal for voluntary
contributions for the financing of the United Nations Peace-Keeping

Force in Cyprus

In the third example, that of a letter emanating from the
Secretary-General, it was permissible to indicate the subject of the
document in the provisional form in which it was circulated. 1In such
cases, it is not necessary to place the subject in square brackets.

C. Petitions
The rules for titles of communications given in section A above
apply to petitions issued as documents of the Special Committee against
Apartheid, in the series A/AC.115/L. ... . Below the title a
parenthetical note should be added, in the following forms:

EXAMPLE:

(Circulated in accordance with a decision taken by the Sub-Committee
on Petitions and Information at its nth meeting, on ... [date])
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A different treatment is given to petitions and similar
communications relating to Trust or Non-Self-Governing Territories,
issued in the series T/OOM. ¢eoe/Le ces OF T/PETe eeo/eee, fOr Trust
Territories, and A/AC.109/PET. ..., for Non-Self-Governing Territories.
They bear a main title giving merely the type of communication

("COMMUNICATION ..." or “"PETITION ..."), the name and/or title of the
sender and the Territory to which it relates. An appropriate
parenthetical note concerning the authority for the circulation of the
document follows. (No other information is given in the title because
the text of the communication, including headings, address of sender and
date, is given exactly as received.)

EXAMPLES ¢

English

PETITION FROM THE BIKINI/KILI COUNCIL CONCERNING THE
TRUST TERRITORY OF THE PACIFIC ISLANDS

(Circulated in accordance with rule 85, paragraph 1, of
the rules of procedure of the Trusteeship Council)

French

PETITION PRESENTEE PAR LE CONSEIL DE BIKINI ET KILI,
CONCERNANT LE TERRITOIRE SOUS TUTELLE DES ILES DU
PACIFIQUE

(Distribuée conformément au paragraphe 1 de l'article 85 du
réglement intérieur du Conseil de tutelle)

IV. REPLIES TO QUESTIONNAIRES OR TO REQUESTS FOR COMMENTS

Information submitted by Governments, specialized agencies or other
organizations in response to questionnaires or requests for comments
addressed to them by the United Nations may be reproduced in full, in
part or in summary, according to the authority under which it was
requested. The titles of the documents in which the information is
transmitted to the organ that requested it should indicate the sender
and the authority for the reply, as shown in the examples given below.

If the document is submitted to an organ for a given session, the
agenda item title should appear first, followed by a subtitle or
subtitles as necessary. If the document is not submitted under a
specific agenda item, the main title should be explanatory.
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Where a document bears a title or subtitle that defines the
material contained therein, and it is necessary or desirable to preface
the main body of the text by a brief explanatory note by the
Secretariat, this should be done in a paragraph with a run-in heading.
The text of the introductory note should be indented from the normal
text margin. (See example 1 below and article B 1, chapter IV, above.)

EXAMPLE 1:

AD HOC COMMITTEE ON
INTERNAT JONAL TERRORISM

OBSERVATIONS OF STATES SUBMITTED IN ACCORDANCE WITH
GENERAL ASSEMELY RESOLUTION 3034 (XXVII)

Note by the Secretariat. By paragraph 7 of its resolution
3034 (XXVII), the General Assembly invited States to ... and to
submit observations to the Secretary-General by 10 ApriT 1982. ...
The observations received from States by 10 May 1982 are
submitted herewith. Any observations that may be received later
will be included in addenda to the present document.

CONTENTS

Msttia L] 70 L] L d L] * * L ) L] L L] L] L] L] @ L] ; * L] L )

Belgium L] L] L] L] L] L * L] L] . ® L L) L] * L] L] L] L] .
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EXAMPLE 2:
[An addendum to the above:}
AD BOC COMMITTEE ON
INTERNATIONAL TERRORISM
OBSERVATIONS OF STATES SUBMITTED IN ACCORDANCE WITH
GENERAL ASSEMELY RESQLUTION 3034 (XXVII)
Addendum

CONTENTS

New Zealand .« . ¢ « ¢ o o ¢ o o o o s o
PAraguay « « « o o o o o o o o o o o o o
* * *
EXAMPLE 3:
COMMITTEE ON THE PEACEFUL
USES OF OUTER SPACE
REVIEW OF NATIONAL AND CO-OPERATIVE INTERNATIONAL

SPACE ACTIVITIES FOR THE CALENDAR YEAR 19--

Information received from Member States in response to
the Secretary-General's request of ... 1/

Addendum

CONTENTS

Argentina L] e o o o * e L] e o o o « o o o . s e
Au Stria [ . ® e © o o ® e o o e ® o e o o o e o

Pak istan ® o o e ©® o o o e ®© o e @ o o o © & o

1/ Submissions by Member States reproduced
without change.
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EXAMPLE 4:

COMMISSION ON HUMAN RIGHTS
ess .session
Agenda item 10 (c)

QUESTION OF THE VIOLATION OF HUMAN RIGHTS AND FUNDAMENTAL

FREEDOMS, INCLUDING POLICIES OF RACIAL DISCRIMINAT ION AND

SEGREGATION AND OF APARTHEID, IN ALL COUNTRIES, WITH

PARTI CULAR REFERENCE TO COIONIAL AND OTHER DEPENDENT
COUNIRIES AND TERRITORIES

MODEL RULES OF FROCEDURE FOR UNITED NAT IONS BODIES DEALING
WITH VIOLATIONS OF HUMAN RIGHTS

hservations of Governments reqarding the preliminary draft

of model rules of procedure prepared by the Secretary-General
(E/CN.4/1021/Rev.l)

Note by the Secretariat. In accordance with the request
contained in Commission resolution 15 (XXIX), the Secretary-
General transmitted to all Member States the report of the
working group on model rules of procedure (E/CN.4/1086) and
invited them to submit comments thereon. The replies received
up to 15 November 1973 are reproduced below.

CONTENTS

kuado: L ) L L] L3 o L] L L] L] * L] L) L L] L] . L2 L] L ] L]
F i nland L4 L] ® . L] L] L] L] L 2 L3 L] . L - . L] L] L . L]

kmerlmds ® L L] L ] [ ] L L) L] L] L3 L L 4 ® e L ] ° L] *
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V. PROVISIONAL AGENDA

In a document containing a provisional agenda, the corner notation
below the mast-head on the left-hand side should normally give the name
of the organ, if different from that in the mast-head, the number of
the session, the place where it is to be held and, if known, the dates
of the session. It is not necessary to repeat in the heading
information that is given in the corner notation.

Provisional agenda may be issued either with or without
annotations. The title and the subtitles, if any, depend on the
content of the document.

EXAMPLE:

COMMITTEE FOR DEVEIOPMENT PLANNING

Nineteenth session

18-27 April 1983

Item 1 of the provisional agenda
PROVISIONAL AGENDA

1. Adoption of the agenda.

2. Prospects and policies for sustained recovery and
restoration of development.

3. Options for the developing countries.

4. The need for initiatives in international co-operation
for developments

(a) International monetary and financial sy'stem.
including debt renegotiation;

(b) Trade and primary commodities.

5. Identification of the least developed among the
developing countries.

6. Future programme of work.

7. Adoption of the report of the Committee to the Econonmic
and Social Council.
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If the annotations are in the same document as the provisional
agenda but appear after the list, it is not necessary to repeat the

title of each item to be annotated; the indication "Item 2% etc.
suffices. :

EXAMPLE?$
COMMISSION ON TRANSNATIONAL CORPORATIONS

Intergovernmental Working Group on a
Code of Conduct

Ninth session
17-28 March 1980
PROVISIONAL AGENDA
1. Op;ning of the session.
2. adoption of the agenda and organization of _work.
3. Preparation of a code of conduct.

4. Draft provisional agenda for the tenth session of the
Intergovernmental Working Group on a Code of Conduct.

ANNOTATIONS

Item 3

At its eighth session, the Working Group requested its
Chairman to prepare, on the basis of the discussions held by
the Working Group, ...
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In the case of a subsidiary body, it may sometimes be desired to
indicate the time and place of the first meeting of the session. This
may be done as in the following example:

EXAMPLE:
UNITED NATIONS CHILDREN'S FUND

Bxecutive Board
1982 session

ANNOTATED PROVISIONAL AGENDA

for the Executive Board session to be held at
tnited Nations Beadquarters 7-18 June 1982

1. Aoption of the agenda

2. General debate

The Executive Director will make an opening statement
highlighting developments affecting the policies and work of
UNICEBF. The Board will have before it the general progress
report of the BExecutive Director (E/ICEF/cecc)e oo

Sometines, the annotations to the provisional agenda are issued at
a later date, as an addendum to the document containing the provisional
agenda.

EXAMPLR:

ADVISORY COMMITTEE ON THE APPLICATION OF

SCIENCE AND TECHNOLOGY TO DEVELOPMENT
nth session
New York
Dates

PROVISIONAL AGENDA
1. Opening of the session.
2. Election of officers.

3. o6
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EXAMPLE:

[Addendum to the above, issued later:]

ADVISORY COMMITTEE ON THE APPLICATION OF

SCIENCE AND TECHNOLOGY TO DEVEIOPMENT
nth session

United Nations Headquarters
Dates

ANNOTATIONS TO THE PROVISIONAL AGENDA

2. Election of officers

The officers elected at the nth session of the Advisory
Committee were: ...

VI. PROPOSAILS

The rules that follow relate to draft resolutions, amendments and
other written proposals, such as draft texts for inclusion in reports
and procedural motions submitted in writing. The descriptive subtitle

_ of the document should indicate the nature of the proposal and the
person or body by which it is put forward. .

A. Draft resolutions and draft decisions

A draft resolution or draft decision may, subject to the rules of
procedure of the body concerned, be submitted by one or more
delegations, by another organ (including the Secretariat), by a
subsidiary organ, or by the chairman, vice-chairman or other officer of
the body concerned. A document containing a draft resolution or
decision should have a subtitle, centred, in initial capital and
lower-case letters, underlined, giving the name(s) of the sponsor(s)
and the nature of the document.

The full names of sponsoring States should be given in the
alphabetical order of the language of the document, in list style, that
is, omitting the definite article before names that normally have it.
The word "and" should separate the last two names. There should be a
colon between the list of sponsors and the words "draft resolution” or
"draft decision".
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EXAMPLES3

Philippines: draft resolution

Argentina, Costa Rica, Germany, Federal Republic of, Netherlands,
Poland, Union of Soviet Socialist Republics, Yugoslavia

and Zambia: draft resolution

Draft resolutions or other proposals submitted by the Secretary-General
or by the chairman or president of a given body

The heading of a draft resolution or other proposal submitted by

the Secretary~General or by the chairman or president of a given body
should be in the form indicated below:

Draft resolution submitted by the Secretary-General

Proposal submitted by the Secretarv-Ganeral

Dratt decision submitted by the Chairman

Text submitted by a group

When a group such as the Group of 77 wishes to submit a text to a
meeting or conference, it is usual to attribute the text to one member
State and to put a footnote such as the Afollcwingz

English

*On behalf of the States Members of the United Nations which
are members of the Group of 77.

French
*Au nom des Etats Membres qui font partie du Groupe des 77.
Spanish

*En nombre de los Estados Miembros integrantes del Grupo de
los 77.
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B. Amendments

An amendment is a proposed change in a draft resolution or
amendment submitted by a delegation or delegations other than the
sponsoring delegation(s) or organ. 5/ If only one change is proposed,
the word "amendment®™ should appear in the title in the singular;
otherwise "amendments® should be used. The title of a document
containing an amendment should follow the examples given below.

EXAMPLES ¢

Belgium and New Zealand: amendments to draft resolution

A/C.5/36/Le <..

Paraguay and Venezuela: amendment to draft decision
A‘c.3‘35‘£. * 00

Algeria: amendment to the draft resolution recommended by
the Second Committee (A/36/. .., PArae o..)

The term "draft amendment® should never be used. The term
*"amendment to the amendment® (French: "amendement & l'amendement"”;
Spanish: "enmienda a la enmienda”™) is preferred to the term "sub-amendment®.

C. Revised draft resolutions or amendments

The correct form for the subtitle of a document containing a revised
text of a draft resolution or amendment is shown in the following examples:

EXAMPLES s
Mexico: revised draft resolution

Afghanistan and Cuba: revised amendments to draft

resolution A/C.5/36/L. ...

The word "revised"” should be used as shown whether the text is a first,
second or other revision.

5/ The term “amendment” should never be used for changes
made by sponsors in their own text, whether a draft resolution or
amendment; texts incorporating changes made by the sponsors should be
referred to as "revised draft resolution® or "revised amendment®.
A document containing the correction of an error or errors, whether
factual or technical, should be referred to as a "corrigendum”
(French: "rectificatif®; Spanish: “correccién”").
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D. Documents concerning organization of work of Main
Committees of the General Assembly

At the beginning of each session of the General Assembly, the
Chairman of each of the Main Committees submits to the Comnmittee a note
containing suggestions for the organization of its work. The heading
of the document should be in the form indicated in the following

examples

ORGANIZATION OF THE WORK OF THE TEIRD COMMITTEE

Note by the Chairman

B. Documents referring items to a Main Committee of
the General Assembly

At the beginning of each regular session of the General Assembly,
the President transmits to the Chairmen of the Main Committees a list
of the agenda items allocated to their respective committees.
Traditionally, the heading of the document containing the President'‘'s

letter reads as followss

Englishs
T . ALIOCATION OF AGENDA 1TEMS

letter dated ... from the President of the General Assembly
to the Chairman of the ... Committee

Prenchs

REPARTITION DES POINTS DE L°'ORDRE DU JOUR

lettre, datée du ..., adressée par le Président del'Assemblée
générale au Président de la ... Commission

Spanish:
ASIGNACION DE LOS TEMAS DEL PROGRAMA

Carta de fecha ... del Presidente de la Asamblea General
al Presidente de la ... Comisidn
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VIiI. INFORMATION CIRCULARS AND BULLETINS

The following heading indicates the correct form for standard
circulars issued under a Secretariat mast-head:

INFORMATION CIRCULAR
Tos Members of the staff
From: The Assistant Secretary-General for Personnel Services

Subject: APPOINTMENTS, PROMOTIONS AND OTHER STAFF CHANGES

VIII. STATEMENTS OF FINANCIAL IMPLICATIONS OF PRCPOSALS

The descriptive subtitle of a document containing a statement of
financial implications is made up of two elements: the first
jdentifies the proposal concerned, the second the author of the
statement.

EXAMPLE:

Administrative and financial igglications of draft
resolution A/C.5£...(L. ves

Note by the Secretary-General

This subtitle normally comes below the main or general title - usually
the agenda item title ~ and any subtitle that may be necessary to
indicate the aspect of the item that is dealt with in the proposal.
Examples of the formulas to be employed, as appropriate, are given
below.

EXAMPLES

 First subtitles

Administrative and financial implications
of the draft resolution in A/C.6/36/c¢ ¢/Le eee

Administrative and financial implications

of the draft resolution recommended by the
Fi! st comittee (A/c. 1/36/. . ./L. e Q)
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Administrative and financial implications

of the draft resolution recommended by the
Sub~Commission on Prevention of Discrimination

and Protection of Minorities (E/QN.4/ ..., chap. X)

Mministrative and financial implications of the proposal
submitted by the Secretary-General (A/C.5/36/..., P@rae e..)

Administrative and financial implications
of the draft resolution recommended by the
Bconomic and Social Council (A/36/3/Add. ..., Para. ees)

Second subtitle:

Note by the Secretary-General
Report of the Fifth Committee

Report of the Advisory Committee on Administrative and
Budgetary Questions

Examples of full subtitles

Administrative and financial igg' lications of [Note submitted
draft resolution A/C.1/37/c0e/Lo oo to the First
Committee]

Note by the Secretary—-General

* * *
Administrative and financial implications of [Report of the
the draft resolution recommended by the First Fifth Committee
Committee (A/37/c.., Para. vo..) to plenary]

Report of the Fifth Committee

* L 4 *

Administrative and financial implications of the [Report of ACABQ

draft resolution recommended by the Economic and to plenary]
Social Oouncil (A/37/3/2dd. ..., para. ...)

Report of the Advisory Committee on Administrative
and Budgetary Questions
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IX. EXCEPTIONAL CASES OF DOCUMENTS CONTAINING FULL TEXT
OF A STATEMENT

The General Assembly has ruled that speeches and statements by

representatives, by the Secretary-General or his representative, or by
persons presenting reports on behalf of committees or other bodies may
be reproduced in extenso in summary records or as documents only if
they serve as bases for discussion, provided that the relevant decision
is taken by the body concerned after a statement of the financial
implications has been submitted in accordance with regulation 13.1 of
the Financial Regulations of the United Nations (General Assembly
resolution 2292 (XXII), annex, para. (b), as reaffirmed by

resolution 2538 (XXIV), para. 10 (e), and resolution 31/140,

sect. II, para. 5).

In the rare cases in which reproduction of a statement or speech
as a document is approved, the general and descriptive headings of the
document containing the full text of the statement or speech should
appear in the following form:

EXAMPLE:

REPORT OF THE ....CDMMISSION ON THE
WORK OF ITS ... SESSION
Statement made by the Chairman of the .;. Commission at
the ... meeting of the ... Committee

X. OTHER TYPES OF DOCUMENTS

Other types of documents include:

Analyses (e.g. of replies to questionnaires; of comments and
proposals relating to draft texts)j;

Compilations (of proposals etc.)s
Information documents (e.g. attendance lists 6/).

The title and subtitles should indicate the agenda item or subject
and the authorship.

S/ See also article D 7.
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XI. ADDENDA AND CORRIGENDA

Addenda and corrigenda should bear exactly the same title as the
document to which they relate and, in addition, the subheading
"Addendun” or "Corrigendun™; French: “"Additif" - "Rectificatif®;
Spanish: "Adicidén™ - ®"Correccidn®, as appropriate. The subtitle
should be centred and should be in lower case with an initial capital.

The full title would appear in the form indicated in the following
exampl e :

DRAFT INTERNATONAL COVENANTS ON HUMAN RIGHIS

Report of the Secretary—-General

Addendum

The use of symbol suffixes for addenda and corrigenda is explained
in article A 1, chapter III, section A.
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ARTICLE C 1. SURVEY OF PUBLICATIONS

CONTENTS
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I. TYPES OF PUBLICATIONS

United Rations publications include major studies and reports,
yearbooks, periodicals and other recurrent publications, Official
Records, proceedings of conferences and of some seminars and symposia,
the volumes of the United Nations Treaty Series and indexes to
proceedings of the main organs of the United Nations. These
publications are issued primarily for official use but most are also
placed on sale to the public.

In addition, the Department of Public Information issues
publications designed to further public understanding of the work and
purposes of the United Nations, some of which are distributed free of
charge but most of which are placed on sale.

Catalogues and check-lists of sales publications are issued
periodically.

A. Recurrent gublications

Recurrent publications include periodicals, technical journals and
bulletins. They cover many fields, including disarmament, development
planning, economics, statistics (trade, housing, demography, industry),
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and human rights legislation. There is an established form for each
such publication, which is reviewed from time to time by the
Publications Board or by groups set up for the purpose.

B. Studies and reports

The studies and reports issued as publications are, for the most
part, the product of work done by the Secretariat or, at the request of
the Secretary-General, by experts and consultants, in response to
requests from the legislative bodies of the Organization or in
implementation of the programme of work governed by the terms of
reference of the Secretariat units concerned.

C. Official Records

The Official Records (see article A 1, chapter II, section B) are
a series of printed publications relating to the proceedings of the
principal organs of the United Nations and of certain United Nations
conferences;y they include verbatim or summary records of the meetings
of the organ concerned, annexes and supplements. There is an
established form for their presentation, which is described in internal
instructions for editors of O0fficial Records.

IXI. PRESENTATION

A. Front matter

The f£ront (or preliminary) matter of a United Nations publication
may contain some or all of the following elements, normally in the
order shown:

Cover and spine

Half-title (the title of the publication standing alone on a page)

Title-page (including, where relevant, a copyright notice)

Reverse of the title=page (including, where relevant, a copyright
notice) (see also article A, chapter III, section B)

Letter of transmittal
Foreword
Preface (including, where relevant, acknowledgements)

Table of contents (including list of figures, maps and tables)
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Errata list
Explanatory notes (including disclaimers and list of abbreviations)

Summary, conclusions and recommendations

Front matter should be paginated in bold lower-case roman numerals
at the bottom of the page, the title-page being counted as page i,
although no folios should actually appear on the title-page or its
verso. Note that this special pagination is in addition to the
consecutive pagination of the entire text referred to in article G 2,
chapter IIX, below.

l. Cover
Detailed rules governing the layout and preparation of covers of

United Nations publications are given in article E 1.

2. Spine

United Nations publications may, at the discretion of the
Publishing Division, bear a spine. When submitting a manuscript for
‘publication, the submitting office should prepare a text for the spine,
even if it is not known whether the publication will bear one.

The spine usually includes the title of the work (or, if space is

limited, a short version of it), the United Nations emblem, and the
words "United Nations".

3. Title-page and reverse of the title-page

The title-page and the reverse of the title-page carry all
information required for library cataloguing purposes. For the few
publications for which the United Nations secures copyright (see
article H 6), the copyright notice normally appears under the symbol
box on the reverse of the title-page (see article E 3, chapter XI,

section J).

Detailed rules governing the layout and preparation of title-pages
are given in article H 1.

4. Symbol note

United Nations publications in which mention is made of United
Nations documents usually bear, on the reverse of the title-page, the
following note:
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Symbols of United Nations documents are composed of capital
letters combined with f£igures. Mention of such a symbol
indicates a reference to a United Nations document.

The text of this note in Prench and Spanish may be found in
article E 6, chapter II.

where an explanatory note is included in the front matter, the
symbol note may be included in it.

5. Letter of transmittal

A letter of transmittal may be included in a publication the text
of which has been prepared for the United Nations, at the request of
the Secretary-General, by one or more experts or consultants.

The text of the letter should appear under the headings

LETTER OF TRANSMITTAL DATED ... FROM ... TO THE
SECRETARY-GENERAL OF THE UNITED NATIONS

The text should be given without the date, salutation and
complimentary closing.

If a letter of transmittal accompanying the report of any person
or body does not really contain any information, it may, at the
discretion of the editor, be omitted.

letters of transmittal addressed to the Secretary-General by
committees or groups outside the Secretariat shall not normally, in
their published form, refer by name to members of the Secretariat who
have provided assistance in the preparation of the report. When such
committees or groups wish to acknowledge assistance, they should be
advigsed that the apmropriate way of doing so is by mentioning the
department or office concerned.

6. Foreword or preface

The front matter may include a foreward or a preface, sometimes
both. A foreword is usually written and signed by a person other than
the authorj the preface, which is prepared by the author, is not
signed, except in the circumstances indicated in the following
paragraph.

A foreword or preface contains material that does not bear directly
on the subject-matter of the publication. It may deal with the genesis,
purpose and scope of the subject-matter and may include acknowledgements

of indebtedness. Sshould it be necessary to include in any publication
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prefatory remarks that are not purely formal or explanatory, these
should, as appropriate, be signed by the Secretary-General, or, on his
instructions, by an Under—-Secretary-General, by the executive secretary
of a regional commission, the representative of the Secretary-General
in charge of a major conference, or other official of comparable
authority. Prefaces signed by an Under-Secretary=-General or by the
executive secretary of a regional commission should be addressed to the
Secretary-General and should be preceded by an introductory note signed
by the Secretary-General.

7. Table of contents

The table of contents should be headed "Contents” (French: Table
des matieres; Spanish: Indice). It should be prepared in the same
way as that described for documents other than publications (see
article E 1), except that double spacing should be used for copy to be
sent for typesetting.

Lists of tables, figures and maps should be provided. They should
be given at the end of the table of contents, under separate headings.
(Note that in United Nations documents the term "figure® is normally
used for photographs and other illustrations, charts, graphs and
the like.)

8. Errata

Errors detected at a stage of production of a publication at which
it is not feasible to correct them should be listed in the front
matter, under the heading "Errata®. The errata list normally appears
immediately after the table of contents. If it is not possible to
include the list in the front matter, a separate sheet containing the
errata may be prepared and attached to the publication at the time of
distribution.

The method of presentation of errata is described in article D 8,
chapter III.

9. Explanatory notes

Explanatory notes should normally be the last element in the front
matter, coming after the table of contents and before the text.

They may include editorial notes, a list of abbreviations, and
disclaimers. At the discretion of the editor, these elements may
appear under separate headings or may be combined under one heading.
In the latter case, they may be separated by asterisks or by extra
BPGOQ.
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Detailed instructions for the preparation of explanatory notes are
given in article E 6.

10. Summary, conclusions and recommendations

When included in a printed report, the "Summary, conclusions and
recommendations® may be considered to be part of the front matter and
the pages may be numbered with lower—-case roman numerals.

B. Body of text

The body of the text may, in the case of a study or report,
comprise an introduction and the substantive chapters or, in the case
of a bulletin or periodical, separate articles or essays, each with its
own introduction and substantive chapters.

The introduction may state the subject-matter and the authority
under which the document has been prepared (for example, a resolution
of a United Nations organ or the terms of reference of a Secretariat
unit) and may explain the organization of the material.

In a publication, headings and paragraphs are not normally numbered
unless this would serve a useful purpose, as, for example, in the case

of a publication that is also a document to which reference may be made
in -a legislative body. :

Instructions with regard to the drafting of the text are given in
articles E and F below.

C. End matter

The end matter may include any or all of the following elements,
normally in the order showns

Annexes

Adppendices

Notes

Glossary

Bibliography or reference list
Index

Back cover (including sales notice and tagline)

Zach element of the end matter should begin on a separate right-
hand page.
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l. 2Annexes and appendices

Matter added to the main body of a manuscript should, normally, be
identified as an "annex". Matter added to an annex should be
identified as an “"appendix". The word "Annex" or "Appendix" and the
appropriate number, if any, should be centred as a heading above the
title of the annex or appendix, in initial capital and lower-case type,
underscored in typescript. The title of the annex or appendix should
be in full capitals.

Annexes should be numbered consecutively with roman numerals,
beginning with I. The word "Annex” should precede the number. A
single annex should not be numbered, but should be headed "aAnnex".

Appendices should be numbered consecutively with roman numerals, -
beginning with I, within each annex. The word "Appendix"™ should
Precede the number. A single appendix should not be numbered, but
should be headed "Appendix”. '

All annexes and appendices should normally be grouped together at
the end of the text. In certain cases, however - for instance, in a
Publication containing separate articles - annexes and appendices
should follow the relevant part of the text.

- - V 2. Notes

Source and other reference notes are normally given at the end of
major divisions in United Nations documents and Official Records. The
forms to be used are explained in article E 3, chapters I and III,
below. Other types of notes are rarely used.

3. Glossary

The form outlined below is prescribed for glossaries in United
Nations documents and publications reproduced from typescript. 1In
pPrinted publications, other forms may be followed at the discretion of
the editor and copy-preparer..

The words to be defined in the glossary should be listed in
alphabetical order unless some other logical order is implied. Each
keyword (or lemma) should begin on a separate line and one or two
spaces should be left between entries. The keyword should not be
capitalized unless it is a proper noun or adjective and would normally
require an initial capital letter, nor should it be underlined unless
it would normally be underlined (or italicized) in a text.

Each keyword should be followed by a colon. The definitions
should be aligned on the left in such a way that the keywords stand out
prominently .
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If some or all of the definitions consist of more than one
sentence, all should be followed by a full stop. Otherwise, no
punctuation should be used at the end of the definition.

A uniform style should be followed for the definitions.

For an example, see the glossary at the end of article E 4.

4. Bibliography or reference list

Information regarding the preparation and presentation of
bibliographies and reference lists can be obtained from in-house
manuals used for United Nations Bibliographic System (UNBIS) of the
Dag Hammarsk3j3ld Library. Some information concerning the preparation
of reference lists is given in article E 3, chapter ZVI, below.

5. Index

In the rare cases in which it is decided to include an index in a
United Nations publication, provision for its inclusion must be made
with the agreement of the Publications Board. The index should be
prepared in co-operation with the Dag Bammarskjdld Library, making
use of UNBIS Bibliographic reference tools, particularly the
UNBIS Thesaurus for subject analysis.

An index, where required, should be submitted for printing as soon
as possible after the manuscript proper has been sent to the Publishing
Service. If the text has paragraph numbers, the index should give
references to paragraph numbers rather than to page numbers. If
agreement has been reached between the editorial services and the
submitting department to refer to pages, arrangements must be made with
the Publishing Service for the index to be completed when page proofs
of the manuscript are received.

6. List of other publications in a series

In certain publications issued in a series on a given subject, a
list of other publications in the same series has, occasionally, in the
past been included at the end of the text or on the reverse of the
front and back covers. The inclusion of such cumulative lists is
however discouraged: it is very difficult to give up-to-date
information concerning the availability of earlier items in the series
and concerning the availability of translations inasmuch as earlier

items may be out of print and translations may be at various stages of
production.
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7. Back cover

The back cover of publications normally carries a sales notice, in
the six official languages of the United Nations, explaining how to
obtain United Nations publications.

It carries also a tagline in English, showing the place of
printing, the price, the job number, the date of printing and the print
run, the document symbol if any, and the sales number.

EXAMPLE:

HER | r"ub,—o“hq’,.-"d
- - .a.-;,nbu.,e,u,.»u.l,.m ,).Jui
WSARERSEBEN
RAGAERNE LR NS AN STVATLAN RE. INSTIARBANAYREALNRAINER,

HOW TO ORTAIN UNITED NATIONS PUBLICATIONS

Unitsd Nations publications mey be cbtained from bookstores and distributors
the worid. Consult your bookstore or write t0: United Nations, Sales
Section, New York or Geneve.

COMMENT SE PROCURER LES PUBLICATIONS DES NATIONS UNIES

Les publications des Nations Unies sont en vents dane les librairies et les agences
dépositaires du monde entier. Informes-vous aupris de votre libraire ou
4 : Nations Unies, Section' des ventss, New York ou Gendve.

EAK DOIYUINTD M3XANNN OPTAER3ANNN OBBEINHENHLIX NAIINN

Hagazas Oprasxsages O0reansesmmz Hanmfl MONNO XYRNTL 3 KNRERMX MArS-
SEEAX E AMOETCTEAX BO BCOX pafiomax MNpA. Hasoxuys cHPAEKE 00 RIAARARX =
SAIDN ENKEEON MAMAINES NAN DNIINTE DO Agpecy: Oprammsagss OO0nezNEeNEMIX
Hanxit, Cexxna 0o apoaame sagansf, Huo-FHops nax Jilensna.

COMO CONSRGUIR PUBLICACIONES DE LAS NACIONES UNIDAS
Les publicacionss de las Naciones Unides estin en wenta en librerias y casas distri-

hﬂ-u-unmddnnhMaﬂModﬂn-a Naciones
Unides, Seccién de Ventas, Nusva York o Ginebra.

Litho in United Nations, New York 01500 United Nations publication
81-57633—August 1982-5,150 Sales No. E.82.V.2
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III. POLICY

Policy with regard to such matters as the presentation,
distribution and sale of United Nations publications is laid down
by the Publications Board. Some of these matters are covered in
article H below.

Article C 1
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The General Assembly has on a number of occasions adopted
resolutions in which it has stated its policy on specific types of
documentation, including reports submitted to it by its subsidiary
organs, by its Main Committees, by the Trade and Development Board and
by the Industrial Development Board. The principles laid down by the
Assembly are reflected in the rules set forth below.

The following are general rules for reports of all legislative
bodies. Further instructions for reports of specific organs are given
in articles D 2, D 3, D 4 and D 5 below.

Reports should present the required information as briefly as
possiblejy apart from the obvious savings in documentation costs that
result from brevity, there is the added advantage that the body to
which the report is addressed will be able to deal with it more
speedily if the conclusions and recommendations are clearly and
concisely presented.

Reports should be action-oriented and contain precise information
confined to a description of.the work done by the organ concerned, to
the conclusions it has reached, to its decisions and to the
recommendations made to the organ to which it is reporting.

Article D 1
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I. ELEMENTS

Subject to the special instructions for specific types of reports
given below, reports should be made up of the following elements:

(a) Introductory matter, including only such background
information as it is essential to bring to the notice of the organ to

which the report is addressed;

(b) WwWhere appropriate, a concise account of deliberations,
supplemented by references to meeting records, if anyj) extracts from
verbatim or summary records should not be included;

(c) Decisions of the reporting organ, clearly distinguished from
the account of deliberations: the decisions may be presented in a
separate section (with cross-references, if appropriate, to the account
of deliberations) or each decision may follow the account of the
consideration of the relevant agenda item, provided that it stands out
visually (by underlining, indention etc.);

(d) Recommendations made to the organ to which the report is
addressed and a concise statement of issues requiring action by it, set
out in a separate chapter, with cross-references, if appropriate, to
the account of deliberations;

(e) A summary of the concliusions, proposals and recommendations
contained in the report; this is not necessary if the chapters
containing decisions and recommendations are concisely presented;

(f) Annexes should be as few in number and as brief as possiblej;
no texts that are available in easily accessible documents should be
annexed to or incorporated in the report; texts that are not easily
accessible should not be annexed when their substance can reasonably be
incorporated in the main body of the report. As indicated in article
D 7, and with the exceptions noted, attendance lists should not be
annexed. In no case should the texts of speeches be annexed. Matter
to be annexed should include statements of financial implications of
decisions taken and, if appropriate, a list of documents.
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II. IDENTIFICATION OF PARTS OF REFPORTS

Chapters should normally be identified by roman numerals. The
introduction should not normally be numbered. Sections should normally
be identified by capital letters, subsections by arabic numerals.
Further subsections may be identified by the series: (a), (b) etc.,
(1), (i) etc.3 a., b. etc.y} and i., ii. etec., (French and Spanish:

a), b) etc., i), ii)) in that order. 1/ (See also article E 2.)

III. NUMBERING OF PARAGRAPHS

Paragraphs should be numbered consecutively with arabic numerals,
beginning with 1, throughout the main body of the text (including the
introduction). Subparagraphs should be identified in the following
way:s first degree, (a), (b) etc. (French and Spanish: a), b) etc.)s
second degree, (i), (ii) etc. (French and Spanish: i), ii) etc.);
third degree, a., b. etc.; fourth degree, i., ii. etc. (See also
article F 6.)

The paragraphs of each annex or appendix should, where
appropriate, be numbered consecutively with arabic numerals, beginning
with 1. :

IV. NUMEERING OF REFERENCE NOTES AND FOOTNOTES

Source and reference notes should be given in consolidated lists
(see article E 1, chapter I, section C). They should normally be
numbered consecutively throughout the text of the report with arabic
numerals, beginning with 1. 1In the case of a lengthy study or report,
such as the annual report of the Economic and Social Council to the
General Assembly, the notes may be numbered consecutively throughout
each chapter.

In each annex and appendix the notes should be lettered
consecutively with lower-case letters, beginning with a. If there are
more than 26 notes, they should be numbered with arabic numerals.

Footnotes to tables should be lettered consecutively, beginning
with a in each table.

l/ whether they are used to identify subsections or
subparagraphs, the indications (a), (b) etc., and a., b. etc. should
not be underlined in a text that is to be reproduced from typescript.
In a text that is being prepared for printing, however, they should be
underlined.
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V. NUMBERING OF ANNEXES AND APPENDICES

Annexes should be numbered consecutively with roman numerals,
beginning with I. The word "Annex" should precede the number.
A single annex should not be numbered.

Matter appended to an annex should be iderntified as an appendix.
Appendices should be numbered consecutively with roman numerals,
beginning with I. The word "Appendix™ should precede the number.

A single appendix should not be numbered.

VI. VOTING

Voting should be recorded as shown in the section relating to
reports of Main Committees of the General Assembly (see article D 2).

Article D 1
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ARTICLE D 2. REPORTS OF MAIN COMMITTEES
OF THE GENERAL ASSEMBLY'

CONTENTS
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I. GENERAL CONSIDERATIONS

Headings below the mast-head should give:

(a) The subject of the report, the wording corresponding to that
of the main title of the agenda item considered (or in the case of an
item with sub-items, the wording before the colon);

(b) The name of the committee submitting the reports;

(c) The name of the rapporteur (with surname in capital letters)
and the rapporteur's country of nationality (in parentheses) .

EXAMPLE: : : - -
HUMAN RIGHTS AND SCIENTIFIC AND TECHNOLOGICAL DEVELOPMENTS

Report of the Third Committee
Rapporteur: Mr. Ivan GARVALOV (Bulgaria)

With the exception of headings introducing recommendations or
decisions of the committee, no headings or subheadings should be used
within the report unless they are needed to separate different
substantive topics within an item or sub-item,

l/ These instructions also apply, mutatis mutandis, to reports
of the sessional committees of the Economic and Social Council.
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-88-

II. FORM AND CONTENT

Introductory matter

Introductory matter should include, as appropriate:

(a) References to background texts, such as the General Assembly
resolution under which the item was placed on the provisional agendaj

(b) The names of States or organs submitting the item for
inclusion in the agenda, together with the precise title of the item as
submitted and a reference to the document(s) containing the request for
inclusion and the explanatory memorandums

(c) The number of the meeting at which the General Assembly
decided to include the item in the agenda and allocated it to the
committee;

(d) The precise title of the agenda item as approved by the
Assembly in cases where the title was changed from that originally
submitteds

(e) The titles and document symbols of papers forming the basis
of the committee's reviews

(£) The number(s) and date(s) of the meeting(s) at which the
conmittee considered the item. o

Background documents or basic papers before the committee = for
example, resolutions, reports of principal or subsidiary organs or
reports of the Secretary-General - should be referred to by number or
by title and document symbol. Their gontent should not be summarized
or quoted at length; if necessary, very brief direct quotations may be
made.

Proposals

Draft resolutions should normally be recorded in the order of
their submission, under the appropriate subject subheading, if any.
References to amendments should follow as closely as possible the
mention of the draft resolution to which they pertain.

Draft resolutions that are adopted without change or with
amendments of form only should not be reproduced, in extenso or
otherwise, in the body of the report; in recording amendments
submitted, only as much of the text of the draft resolution and the
amendments as is essential to understanding should be given.
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Proposals which have not been adopted or which have been
substantively amended before adoption and which it is desired to place
on record should not be summarized; either the operative part or the
entire text, as necessary, should be reproduced between gquotation marks.

Document symbols should be given for all proposals, whether draft
resolutions, amendments or other.

. EXAMPLE s

At the ... meeting, on ..., the sponsors of draft resoclution
A/Ce oo </36/L. ... accepted the amendment submitted by «ee; «..
and ... (A/C. .../36/L. ... and Add.l), which then became sponsors
of the revised draft resolution (A/C. .<+¢/36/Le ooe /Rev.l).

When a draft resolution or amendment has been issued as a
document, it should be introduced in the report as “"draft resolution
[amendment] submitted by [name of State]®, not "by the representative
of [name of State]”. When a motion or proposal is introduced orally
during the meeting, the phrase "by the representative of [name of
State]® should be used.

Sponsors of proposals, whether States or organs, should be
identified. The names of States submitting a proposal should be given
in the alphabetical order of the language version of the report. The
names of sponsoring States or organizations should be underlined the
first time they are given in the report. -

Instructions relating to the presentation of quoted texts of draft
resolutions are given below, under the heading "References to the text
of draft resolutions or decisions”.

Debates

The number (8) and dates of the meeting(s) at which the item under
consideration was discussed and voted on should always be given.

The views expressed during the discussion should not, save in
exceptional cases, be summarized or in any other way described or
reproduced in the report. Thus, it should not normally be necessary
for a committee to require the rapporteur to submit a draft report to
it for approval before the report is submitted to the General Assembly.
All exceptions are subject to the rule set forth in paragraph (f) of
the annex to General Assembly resolution 2292 (XXII), and reaffirmed in
its resolutions 2836 (XXVI) and 33/56. The secretary should bring this
rule to the attention of the committee and inform the committee of the
financial implications of any exception it might des ire to make.

The number of delegations taking part in the debate should not be
stated.

Article D 2
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Voting

The number of votes cast should be given in figures and not
written out, with the exception of a zero vote, which should be

written "none”.,

Since the introduction of the mechanical system of voting, reports
of Main Committees (and the records of the meetings) reflect the three
categories (In favour, Against, Abstaining) even when there is no State
to be mentioned in one or other of the three categories. The word

"None® therefore appears after the word "Abstaining® in roll-call and
recorded votessy it is not merely omitted as in the past.

EXAMPLE:

The draft resolution was rejected by a roll-call [recorded]
vote of 65 to 30. The voting was as follows:

In favour: ...,

Against: ...

Abstaining: None.

If no vote is taken - the Chairman announcing that in the absence
of objection the draft resolution will be considered adopted
[unanimously] - the formula "The draft resolution was adopted without
objection."” should be used, not "The draft resolution was adopted
unanimously."” or "The draft resolution was adopted without a vote.”

The word "unanimously” should be used only in cases in which there is a
vote,

The voting should be reported as indicated in the following
examples:

EXAMPLES s

(a) A vote by show of hands or a non-recorded votes

The draft resolution was adopted by 77 votes to 40, with
26 abstentions, '

The draft resolution was rejected by 86 votes to S59.

Article D 2
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(b) A roll-call or recorded vote:

The draft resolution was adopted by a roll-call [recorded]
vote of 67 to 40, with 23 abstentions. The voting was as follows:

In favour: oo

ggainst: ace
Abstaining: ...

* * *

The draft resolution was rejected by a roll-call [recorded]
vote of 95 to 42. The voting was as follows:

In favour: ee e

egainstx co e
Abstainings ...

In all cases, the names of the States, written out in full, should be
given in the alphabetical order of the language version concerned,
beginning with A, and not in the order of the voting. The names of the
States should be separated by commas, and there should be no "and®
between the last two names, e.g. ... United Republic of Tanzania,
Yugoslavia, Zambia. - ‘ : -
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(¢) A vote by secret ballot:

3. The Committee voted by secret ballot to decide on its
recommendations. The result of the voting was as follows:

Number of ballot papers: 88
Invalid ballotss 0
Number of valid ballots: 88
Abstentions: 1l
Number of members voting: 87
Required majority: 44

Number of votes obtained:

Mr. Jan Vermeer - « o ¢« o s o o 82
Mr. Thomas J. Smith . . « « « =« 77
Mr. I. I. IVAaNOV =« o o o o o e 75
Mrs. Josefina Gonzélez . . . . 58

Four other persons received a total of 14 votes.

4. Mr. Vermeer (Netherlands), Mr. Smith (United States of
America), Mr. Ivanov (Union of Soviet Socialist Republics)
and Mrs. Gonzdlez (Chile), having received the required
majority, were declared recommended for appointment as
members of the ... Committee for a three-year term beginning
on ... )

{d) No dissenting votes:

The draft resolution was adopted by 125 votes to none.

when a draft resolution is voted upon in parts, there should be a
separate paragraph or subparagraph for each vote.

EXAMPLE:

22. The Third Committee voted on draft resolution
A/Ce3/ce ./~ as follows:

(a) The second paragraph of the preamble was adopted
[rejected] by 97 votes to 23, with 30 abstentions;

(b) Operative paragraph 2 was rejected [adopted] by
85 votes to 42, with 23 abstentions;

(c) The draft resolution as a whole was adopted by
83 votes to 35, with 32 abstentions.
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References to the text of draft resolutions or draft decisions

If more than one draft resolution or draft decision is recommended
for adoption by the General Assembly, the reference to the paragraph (s)
of the report containing the text (see below, under the heading "Draft
resolutions”) should immediately precede the record of the voting on
each text.

EXAMPLE:
The Committee adopted the draft resolution, as orally

revised (see paragraph 15, draft resolution III) by 68 votes
to 20, with 3 abstentions.

Recommendations of the committee

Draft resolutions and draft decisions recommended for adoption by
the General Assembly should be placed at the end of the report, preceded
by the heading "Recommendation[s] of the ... Committee". If there are
two or more draft resolutions or decisions, the plural should be used.
Decisions of the committee not requiring endorsement by the Assembly
should not be reproduced under the heading “"Recommendation[s] of
the ... Committee®™ but should appear in the relevant part of the report,
if necessary under the heading "Decision(s] of the ... Committee”.

praft resolutions

Draft resoluﬁions should be given in the order of their adoption or
according to their subject-matter and should be preceded by an
introductory paragraph reading as follows:

The ... Committee recommends to the General Assembly the
adoption of the following draft resolution{s]:

The draft resolutions should be numbered with roman numerals; a
single draft resolution should not be numbered. The centred heading
indicating the number should read "DRAFT RESOLUTION ...". All draft
resolutions should have titles; these should appear in upper- and
lower-case type underlined, initial capitals being used only for words
that normally have initial capitals. Where two or more related draft
resolutions, each complete in itself, are incorporated under a single
number and title, each draft resolution should be further identified by
a capital letter, centred on a separate line immediately preceding the
text. The draft resolutions identified by capital letters may, if it is
so desired, have individual titlesj; these should never duplicate the
main title. The form of the draft texts should be as close as possible
to the form in which the resolution would appear if adopted.

Article D 2
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EXAMPLES:

DRAFT RESOLUTION I

Chemical and bacteriological (biological) weapons

A

The General Assembly,

Recalling its resolution 32/72 of 9 December 1977, in which it
set forth, inter alia, the terms of reference of the Committee on

Conferences,

DRAFT RESCLUTION IV

Programme budget for the biennium 1982-1983

A

Revised budget appropriations for the biennium 1982-1983

The General Assembly

Resolves that for the biennium 1982-1983 ...

In the presentation of the texts of resolutions, whether in draft
or adopted form, the guidelines set forth with regard to resolutions
{(see article D 10) should be followed. It should be noted that the
paragraphs of the operative part should be designated "operative
paragraph ..." only in references to a draft text or to a single
operative paragraphs in references to an adopted resoclution, the word
"operative® should be omitted.

Draft resolutions adopted by a committee should not be reproduced
in any committee document other than that containing the report of the
rapporteur,

The text of a draft resolution submitted by a delegation or by a

committee or other organ for discussion remains and should be identified
as a "draft resolution” until it is adopted by the General Assembly.

Article D 2



Draft decisions

Draft decisions should appear after the draft resolutions, if any.
They should be given in the order of their adoption or according to
their subject-matter and should be preceded by the following
introductory paragraphs

The ... Committee [also] recommends to the General Assembly
the adoption of the following draft decision [or draft decisions]:

Draft decisions should be identified in the same manner as draft
resolutions; a single draft decision should not be numbered. The number
should be centred on a separate line above the text of the draft
decision.

EXAMPLE:

DRAFT DECISION II
The General Assembly decides that ...

Note that when a draft decision is adopted, the verbs are changed

to the past tense.

References to documents

References to documents, whether issued with a mast-head or
reproduced in the Official Records of any organs, and to United Nations
publications should follow the established forms explained in
article E 3.
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ARTICLE D 3. REPORTS OF SUBSIDIARY ORGANS OF THE GENERAL ASSEMBLY

By paragraph 2 of its resolution 34/50 of 23 November 1979, the
General Assembly decided to apply to its subsidiary organs the
guidelines accepted by the Economic and Social Council for its
functional commissions and standing committees. 1/ It was understood
that particular subsidiary organs would be allowed to introduce specific
adjustments in their reporting procedures in the light of their
established functions and of the questions with which they dealt.

The guidelines are set forth below. In section II, paragraph 5, of its
resolution 36/117 A of 10 December 1981, the General Assembly requested
its subsidiary organs to ensure that their reports should be as brief as
possible and should not exceed the desired limit of 32 pages.

GUIDELINES

(1) The reports should seek to present clearly and succinctly all the
information that the General Assembly needs in order to review the work
of its subsidiary organs and to act on the recommendations made by them.

Chagtet 1

(2) Matters calling for action by the General Assembly or brought to
its attention should normally be given in chapter I. These would

includes

(a) The text of draft resolutions and decisions recommended for
adoption by the Assembly;

(b) A concise statement of any other issues requiring action by
the Assembly, including the draft agenda proposed by the subsidiary
organ for its next session. Each issue should be set out in a
separately identified paragraph. If the relevant decision of the
subsidiary organ was in the form of a statement of this issue, it should
be reproduced in full; if it formed part of a more lengthy exposition,
only part of which required action by the Assembly, then only the issue
to be acted upon should be given. A cross-reference should be made to
the relevant paragraphs of the report:;

{c) Any other matters requiring special attention, such as
proposed changes in membership or comments on the pattern of sessions.

Other chapters

{(3) Each item on the agenda of the subsidiary organ should be given in
a separate chapter, beginning with chapter II.

l/ See Economic and Social Council resolutions 1979/1 of
9 February 1979; 1979/41 of 10 May 1979 and 1979/69 of 2 August 1979.
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(4) The account of proceedings should consist of a concise statement of
information that the organ considered it essential to transmit to the
General Assembly. The method of reporting should vary according to the
nature of the organ and the questions before it. One organ might
conduct its work by consensus; another might have before it items that
involved differences of opinion and numerous draft resolutions and
amendments that it might wish to place on record.

(5) The views expressed should not normally be attributed to particular
speakers but should be summed up and presented collectively. Such forms
as "Several representatives expressed the view that ..." and "The
Commission noted with interest ..." should be used. When, however, the
nature of the debate is such that it would be desirable to identify the
speaker, this should be done, normally upon the proposal of the
Chairman, the Rapporteur or a delegation. Details of voting could be
given as apmopriate.

(6) 1In the case of an organ that conducts its work by discussion and
consensus rather than by adopting texts for submission to the General
Assembly, any conclusion it reaches would be summarized and presented in
chapter I, for the convenience of the Assembly.

(7) The report should also contain chapters on programme objectives,
decisions adopted by the organ (other than those in chapter I requiring
action by the General Assembly) and the organization of the session
(opening and duration, election of officers, and agenda). In the
chapter on the organization of meetings, a brief mention may be made of
opening statements, with a reference in one or two sentences to their
general theme. The statements would not be summarized at length, nor
would they be given in whole or in part in an annex.

Annexes and appendices

(8) Matters to be annexed should include the statements of financial
implications of decisions taken by the subsidiary organ during the
session and, if appropriate, a list of documents.

(9) A subsidiary organ might also decide that the annex should contain
the record of a discussion of a specific issue. The manner in which
such a record would be prepared should be considered by the organ, in
consultation with the Secretariat, at the time when the inclusion of the
record is decided upon.
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ARTICLE D 4. SESSIONAL REPORTS OF FUNCTIONAL COMMISSIONS AND
STANDING COMMITTEES OF THE ECONOMIC AND SOCIAL COUNCIL

CONTENTS
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I. GENERAL CONSIDERATIONS

The reports of functional commissions and standing committees of
the Economic and Social Council should present clearly and succinctly
all the information that the Council needs in order to review the work
of its subsidiary bodies and to act on the recommendations made by them.

Wherever possible, reports should concentrate each time on a
limited number of questions, including matters requiring action or
approval by the Council, and should present clearly and succinctly the
information the members of the Council will need in order to take .
decisions. Other matters, including those of a technical nature, which
may be the subject of continuing study and action by the commission but
which may not require detailed attention by the Council since no change
of policy or procedure is involved, need be referred to only briefly.

l/ These instructions apply, mutatis mutandis, to reports of
subsidiary bodies of these organs. The word "commission” has been used

throughout, for convenience.
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II. FORM AND CQONTENT

Cover and prefatory matter

For layout and style, the cover shown in exhibit I should be used
as a model.

The title-page should contain the same copy as the cover,
including the document symbol and, in addition, in the lower part of
the page, the United Nations imprint (comprising the United Nations
emblem, the name "United Nations®™, the words "New York"™ and the year of
publication) . The standard note concerning symbols of United Nations
documents should appear on the reverse of the title-page, above the box
containing the document symbol of the report.

The table of contents should consist of four elements, arranged in
parallel columns: (a) chapter numbers, (b) headings and subheadings,
(c) paragraph numbers, and (d) page numbers.

The heading "Introduction® is not normally required.

Chapter concerning matters calling for action by the Economic
and Social Council

Chapter I of the report should be entitled "Matters calling for
~action by the Economic and Social Gouncil or brought to its attention”.

It should contains

(a) The text of draft resolutions recommended for adoption by the
Council. Draft resolutions, if more than one in number, should be
identified by roman numerals, centred above the title. A cross-
reference ghould be made, by means of a footnote to the title of each
draft resolution, to the paragraphs of the report containing the
account of the commission's discussion of the item. The number and
date of the meeting at which the draft was adopted by the commission
should not be repeated in the footnote, since they are given in the
paragraphs referred to. For the presentation of draft resolutions, the
instructions given in article D 2 should be followed;

EXAMPLE:
Draft resolution II

Access of women to education 2/

2/ See paragraphs 6570 above.
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(b) A concise statement of any other issue requiring action
by the Council, including the draft agenda proposed by the commission
for its next session and the proposed date and place of the next
session. Each issue should be set out in a separately identified
paragraph. If the relevant decision of the commission is in the form
of a brief statement of the issue, it should be reproduced in full; if
it forms part of a more lengthy exposition, only part of which requires
action by the Council, then only the issue to be acted upon should be
given. A cross-reference should be made to the relevant paragraphs of
the reports

{c) Any other matters requiring special attention, such as
proposed changes in membership, and comments on the pattern of
sessions.

Chapters concerning the consideration of agenda items

Each item on the commission's agenda should be dealt with in a
separate chapter, beginning with chapter I1I.

The account of proceedings should be a concise statement of
information that the commission considers it essential to transmit to
the Council. Obviously, the method of reporting will vary according to
the nature of the commission and the questions before it. One ‘
commission may conduct its work by consensus; another may have before
it items that involve differences of opinion and numerous draft
resolutions and amendments that it may wish to place on record.

The views expressed should not normally be attributed to
particular speakers but should be summed up and presented
collectively. Such forms as "Several representatives expressed the
view that ..." and "The Commission noted ..." may be used. When,
however, the nature of the debate is such that it would be desirable to
identify the speaker, this should be done, normally on the proposal of
the chairman, the rapporteur or a delegation. Details of voting could
be given as appropriate.

In the case of a commission that conducts its work by discussion
and consensus, rather than by adopting texts for submission to the
Council, any decisions it takes should be summarized and presented in a
separate chapter for the convenience of the members of the Council.

Draft resoclutions that have been adopted without change, or as
revised by the sponsors, or with amendments of form only, should not be
reproduced, in extenso or otherwise, in the account of proceedings,
which should then contain either a brief summary of the discussion,
followed by a reference to the chapter in which the text of the
resolution adopted appears, or, if necessary, a reference to the draft
resolution and to any amendments put forward that were not adopted, a

Article D 4
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brief summary of the discussion and then a reference to the chapter in
which the text of the resolution adopted appears. Where it is
considered necessary to refer to substantive amendments that were
subsequently adopted, or to proposals or amendments that were rejected,
only as much of the text of the draft resolutions or amendments as will
enable the reader to follow the discussion should be reproduced.

If a draft has been adopted without opposition, it is normally
unnecessary to give the Council a detailed account of the proposals
submitted and the discussion that preceded its adoption. Even on items
requiring the Council's action, the account of proceedings should be
limited to essentials.

The commission should not adopt a resolution for the sole purpose
of recommending a draft resolution to the Economic and Social Council
for adoption. The decision to recommend the draft resolution to the
Council should be recorded and a parenthetical reference made to
chapter I of the report, where the text is to be found. .

EXAMPLE:

At the ... meeting, on ..., the Commission approved, by
26 votes to none, with 2 abstentions, the draft resolution
for adoption by the Economic and Social Council. (For the
text, see chapter I, draft resolution III.)

Other chapters

The report should also contain chapters on programme objectives,
decisions adopted by the commission (other than those in chapter I
requiring action by the Council), and the organization of the session
(opening and duration, election of officers and agenda). In the
chapter on the organization of meetings a brief mention may be made of
opening statements, with a reference in one or two sentences to their
general theme. The statements should not be summarized at length, nor
should they be given in whole or in part in an annex.

Programme objectives

Instructions concerning the form in which the programme objectives
should be presented will be given from time to time, in accordance with

the requirements of the Committee for Programme and Co-ordination and
the Council. ‘

Date and place of meeting of next session

There should be a separate chapter entitled "Date and place of
meeting of next session®™ if the commission has made a recommendation in
that regard. Reference should be made to the recommendation contained
in chapter I.
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Adootion of the report

In cases where it has been necessary to adopt the report, the
number of the meeting at which the report was adopted and the record of
the voting on its adoption should be given in a separate chapter
entitled *"Adoption of the .report®.

Decisions adooted by the commission

The penultimate chapter of the report should be entitled
"Decisions adopted by the Commission at its .., sSession®.

It should contain a brief summary of action taken or decisions
adopted by the commission other than those requiring action by the
Economic and Social Council, including any resolutions adopted by the
commission in its own name (notwithstanding the Council's decision, in
its resolution 1623 (LI), paragraph 10, that all resolutions adopted by
its functional commissions and subsidiary bodies should normally be in
the form of drafts for approval by the Council)

Resolutions, if any, should be numbered and set out according to
the presentation used in the Official Records of United Nations
organs. All resolutions should have titles; cross-references should
be given, by means of footnotes to the titles, to the relevant
paragraphs of the report. The instructions concerning resolutions
(see article D 10) should be followed. ' : '

, The subject of each of the other decisions should be given, in a
separately identified paragraph, with a cross-reference to the relevant
paragraghs of the report.

In the case of a conmission or committee that conducts its work by
discussion and consensus, rather than by adopting texts for submission
to the Council, any conclusion it reaches should be summarized and
presented in chapter I, for the convenience of the Council.

Chapter on organization of the session

The final chapter should be entitled "Organization of the
session®. It should be divided into a number of sections, the contents
and titles of which are indicated below. Where necessary, other
sections may be added. '
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Opening and duration of the session

Data on the opening and closing of the session and the place where
it was held should appear in the section entitled "Opening and duration
of the session®. A brief mention may be made of opening statements,
with a reference in one or two sentences to their general theme. The
statements should not be summarized at length, nor should they be given

in full or in summary in an annex.
At tendance

The section headed "Attendance® should be drafted in accordance
with the instructions on that subject given in article D 7 below.

The section should contain only a brief indication of the
participation.

EX2AMPLE:
The session was attended by the members of all States

elected to the Commission, by observers from 13 other States
and by representatives of specialized agencies and of other

intergovernmental and non-governmental organizations.

Election of officers

- The data on the election of officers, appearing in the section

entitled "Election of officers®, should include the number of the
meeting at which the election took place and, as appropriate, a record
of the vote.

Agenda

Under the heading "Agenda®, the introductory paragraph should
include mention of the meeting at which the agenda was adopted and
information on the voting, if any.

The agenda, set out in column form, should consist of, first, the
number of the agenda item in arabic numerals, and secondly, the title
of the agenda item. The document symbols of papers relating to agenda
items are not normally included in the agenda list. For all agenda
except those of the Security Council sub-items are introduced by a
colon, the titles of sub-items are followed by a semi-colon and those
of items by a full stop. '

If the agenda is very long, it may be given in an annex.
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Annexes and appendices

Matter to be annexed should include the statements of financial
implications of decisions taken by the commission during the session
and, if appropriate, a list of documents. For the form, see the sample
list of documents in exhibit II.

Por functional commissions only, annex I should contain the names
of confirmed representatives of States elected to the commission (and,
where appropriate, the names of alternates who have been duly
designated and approved in conformity with rule 13 of the rules of
procedure of the functional commissions) and the list of
States not members of the commission and organizations represented at
the session. (See exhibit III, below.)

The annexes should include, as appropriate, the following items,
under the headings indicated:

Statements of financial implications of actions and proposals
of the Commission

Pursuant to financial regulation 13.1 of the United
Nations, and in accordance with the request of the
Council, a statement of the financial implications of
draft resolutions and decisions- for action by the
Council and of commission resolutions and decisions
should be given. - -

Meetings of subsidiary bodies

The relevant annex should list, in columns, the names of
the bodies and their officersy the dates of their

sessions and the symbol of their report to the
Commission.

Publications and documents issued by the Commission

The relevant annex may give, in two parts (A and B), a
list of the United Nations publications and other major
documents prepared by the Commission in the period under
review and a list of the documents submitted to the
Commission at the session to which the report relates,
including reports of subsidiary bodies. The titles and
symbols of the publications and documents should be
given in the form of an annex.

A list of the United Nations publications and other major documents
prepared by the Commission in the periocd under review and of the
documents prepared for the Commission at the session to which the
report relates may be given in an annex. The list should be in three
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columns, giving respectively the document symbol, the title and the
agenda item. The title given should be that shown on the document but
any headings that reproduce the wording of the agenda item should be
omitted. (For a sample list, see exhibit II below.)

The commission's terms of reference and rules of procedure may be
annexed only if they have been substantially amended since the previous
report and are not available in a separate publication.

The annexes should not include the following items:
Statements in extenso (see General Assembly resolutions
2282 (XXII), annex, paragraph (b) (as reaffirmed by its
resolution 31/140, section II, paragraph 5) and 2538 (XXIV),
paragraph 10 (e))

Texts prepared by the Secretariat for the commission or
reports of subsidiary bodies
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Exhibit I

IXI. EXHIBITS

E/1982/14
F/CN.6/1982/14

COMMISSION ON THE STATUS OF WOMEN
REPORT ON THE TWENTY-NINTH SESSION

24 February~-5 March 1982

ECONOMIC AND SOCIAL COUNCIL

OFFICIAL RECORDS. 1982

SUPPLEMENT No. 4

«V 3N

“Q. 1’,
%

UNITED NATIONS
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Exhibit II
Annex IV
LIST OF DOCUMENTS BFFORE THE COMMISSION
AT ITS TMENTY-FINTE SESSION
Document number Menda item ritle or description
NM36/3564 and Corr.l 3 Report of the Secretary-General

on the World Conference of the
tnited Nations Decade for Women

2/CR.6/1982/1 and Corr.l 2 Annotated provisional agenda for
the twenty-ninth session
2/CN.6/1982/2 and Corx.l 3 (a) Report of the Secretary-General
and Add.l on measures taken by Governments

to implement the Progrzmme of
Action for the Second Half of the
tnited Mations Decade for Women

B/CN.6/1982/3 apd Corr.l 3 ) _ Report of the International Labour
’ - . Organisation on its activities
of special interest to women

R/CN.6/1982/4 3 (b) Report of the Inter~American
Commission of Women

B/CR.6/1982/5 3 (db) Report of the United Nations
Bducational, Scientific and
Cultural Organization on its
activities of special interest
to women

R/CN.6/1982/6 3 (o) Progress report of the Secretary-
General for 1980-1981

R/CN.6/1982/7 3 (e) Progress report of the Secretary-
General on the development of
statistics and indicators om the
situation of vomen

R/CX.6/1982/8 5 Report of the Secretary-General on
the preparations for the wWorld

Conference to Review and
Appraise the Achievements of the
United Mations Decade for Women
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Sxhibit IIT

Annex I

ATTENDANCE

Members
Canadas Maureen O'Neil, Louise Holmes,* J. R. Crowe,* Preda Paltiel, Judy Erola
Chinas Guan Minqian, Zhu Meide, Xie Shanshan 4
Cuba: Olga Pinlay, Jorge Morales*
Czechoslovakias Dagmar Molkovd, Va'clav Kodfs*
Byypt:s WNihad Abou Zikry, ¥Whed M. El-Ashry,* Mr. Hamed Ali
Pinland: Marjatta Rasi, Beva-Liisa Tuominen,* tlla Vaisto-Melleri,? XK. Jaatinen,*

Prances Marcelle Devaud, Michel Namoville,* Cécile Goldet,* Claude Jolif,*
Bdith Nowak,* Lucette Testart

German Democratic Republic: Helga Hoerz, Heinz Duehring,? Siegfried Nitzsche*
Ghanas Florence Dolphyne®*

Guatemala: Bdna Haydee Ledn Mendéndes

Bondurass Martha Lus Mejfa, Martha de Midence® )

Indias P. Patil, V. P. Marwah,*® S. Menon,* A. Sreenivas

Iraqs Adnan Assif, Suror Mahmoud®

Italys Pucla Gajotti de Biase, Lamberto Zannier,® Ester Caiani

Japan: TYoko Muita, Ryoko Akamatsu,® Mitsuko Horiuchi, Masamichi Yoshifuji,
Akame Mori, Hiroko Matsuo

lasotho: Mahlape T. Qoane

Malaysias Nik Safiah Abdul Karim, Fatimah P. Sri Datin Aamid-Don,*
8iti Norma Yaskob, Tuan Syed, Shahiszan Yunos, Syed Daniel

Nigeria: Qlajumoke Myc Cbafemi, lasisi Adetuyi®

Morways Grethe Vasrnoe, Gerd Vollset,* Lars Wensell,® Exling Stroemberg®

®  Alternates.

** Did not attend.
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Pakistan: Attiya Inayatullah, Aziz Ahmad Khane

Panama: Ernesto Koref

Senegal: Amadou Ba

Bpain: Maria Isabel Pérez Serrano Jauregui, D. Enrigue Suérez de Puga*
Sudan: Fatima Talib Ismael®®

:;;:;;dad anéd Tobago: Elmina Clarke-Allen, Lenore Dorset,* Cynthia Bishop*

Uganda: Marjorie Dungu**

Ukrainian Soviet Socialist Republics: Nina K. Kovalskaia

tnion of Soviet Socialist Republics: T. K., Nikolaeva, L. §. Lobanov,*
A. N, Samoilov, V. A. Tsarev,

A. I. Shaitukhov

United Kingdom of Great Britain and Northern lreland: R. T. Gardner of Parkes,
T. Spens,* C, J. Inghan,*
N. P. Carter,*
B. W. Mackenzie,*

W. G. Sandover*

United States of America: Nancy Clark Reynolds, Vivian L. Derryck,®
Margaret E. Galey, Harvey J. Peldman, Julia Jacobson,
James D. Phillips, Phillis Kaminsky, Robin Ritterhoff,
Carol A. Colloton . 1

vVenezuela: Hanna Binstock, Wilma Aray de Jiménez,* Delma Miralles,®
Dulce Maria Planas :

Zaire: Bolie Nonkwa, Mutombo Tshitambwe,* Bintou‘'a Tshiabola, Ngoi Kabuya

States Members of the United Nations represented by observers

Algeria, Argentina, Australia, Austria, Bulgaria, Chile, Denmark, Bcuador,
Germany, Federal Republic of, Greece, Hungary, Indonesia, Iran, 1Israel, Mexico,
Nethezrlands, New Zealand, Peru, Philippines, Foland, Portugal, Romania, Sweden,
Tunisia, Turkey, Yugoslavia

Non-member States represented by observers

Holy See, Republic of Korea, Switzerland
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tnited Nations Secretariat
Economic and Social Commission for Asia and the Pacific, Economic Commission

for Latin America, Bronomic Cosmission for Africa, BEconomic Commission for Western
Asia

tnited Nations bodies

Onited Nations Children's Pund, United Nations Industrial Development
Organization, World Food Programme, International Research and Training Institute
for the Advancement of Women

Specialized agencies

Inteznational labour Organisation, Pood and Agriculture Organization of the
Onited Nations, United Nations EZducational, Scientific and Cultural Organization,
World Health Organization

Other intergovernmental organizations represented observers

Commonwealth Secretariat, Council of Burope, League of Arab States,
Inter-American q-xnicn of Women (OAS) . ’ -

Liberation movements

South=iest Africa People’s Organization, African National Congress of South
Africa, Pan Africanist Congress of Azania

Non-governmental organizations

1: International Alliance of Women, International Confederation of
Pree Trade Unions, International Council of Women, International PFederation of
Business and Professional Women, International Planned Parenthood Pederation,
Women's International Democratic Pederation, World Federation of United Nations
Associations

Category II: All India Women's Conference, Associated Country Women of the
world, Bahé'i International Community, Commission of the Churches on International
affairs (World Council of Churches), International Catholic Child Bureasu,
Incecnational Council of Jewish Women, International Pederation for Home Economics,
International Pederation of Unjiversity Women, St. Joan's International Alliance,
Socialist International Women, Union of Arab Jurists, World Association of Girl
Guides and Girl Scouts, World Association of World Pederalists, World Jewish
Congress, World Union of Catholic Women's Organizations, World Women's Christian
Temperance Union, World Young Women's Christian Association, Zonta International
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ARTICLE D 5. REPORTS OF THE REGIONAL COMMISSIONS OF THE
ECONOMIC AND SOCIAL COUNCIL

CONTENTS
Chapter Page
I. GENERAL CONSIDERATIONS ¢ ¢ o o o o o o o o o o o o o o 111
II. REPORT ON REGIONAL CO-OPERATION . ¢ ¢ o o o o o o o o 112
III. ANNUAL REFORTS OF THE REGIONAL COMMISSIONS ¢ o o o « 118
IV, EXHIBITS o o ¢ o o ¢ o e o o ¢ » ¢ o o ¢ o o o s o o o 127

I. GENERAL CONSIDERATIONS

The regional commissions of the Economic and Social Council are the
followings

Economic Commission for Europe (ECE)

- Economic and Social Commission for Asia and the Pacific (ESCAP)
(former ly the Economic Commission for Asia and the Far East
(ECAFE) )

Economic Commission for Latin America (ECLA)
Economic Commission for Africa (ECA)
Economic Commission for Western Asia (ECWA)

When the commissions are mentioned together, they should be listed in
the order indicated above, which is the qrder in which they were created.

The regional commissions prepare an annual report on their wark.

The reports are issued as supplements to the Official Records of the
Economic and Social Council.
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At its organizational session of 1979, the Council decided as
follows (paragraph 2 of its decision 1979/1):

"The Council decided to discontinue the submission to it of
the reports of the regiocnal commissions. The reports would be
transmitted directly to all Member States and the Secretary-
General would revise the format and content of his annual report
on the meetings of the executive secretaries in order that it
should highlight developments within each region and draw the
Council's attention to specific issues requiring its consideration.
The report would also bring to the Council's attention any
decisions or recommendations of the commissions that statutorily
required approval by the Council."

The Council now receives a report on regional co-operation, which
serves as the basis for its consideration of regional activities. The
form and content of the report on regional co-operation are described
in chapter II, and the form and content of the annual reports in
chapter III, below, . '

II. REPORT ON REGIONAL CO-OPERATION

The annual report on regional co-operation prepared by the
Secretary-General should include:

(a) A brief assessment of the major developments within each
‘region;

(b) An outline of the work of the regional commissions;

(c) An account of the discussions at the meetings of the
executive secretaries.

The form and content of the report are described below.

Introduction

The introduction should state the period covered in the report and
the session of the Council to which it is submitted. It should mention
the annual reports of the commissions, with document references, and
should state that the reports supply further background information
about the matters dealt with in the Secretary-General's report on

regional co-operation.
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Chapter I: Issues calling for action by the Economic and Social
Council or brought to its attention

Chapter I of the report should bear the heading "Issues calling
for action by the Economic and Social Council or brought to its
attention”. It should be divided into sections, one for each of the
commissions. It should present the full texts of any draft resolutions
and decisions recommended to the Council for action in the reports of
the commissions, with footnote references to the parts of the reports
in which the relevant matters are discussed.

Any action recommended to the Council should be in the form of a
draft resolution or draft decision, as described below.

Omnibus draft resolution

For each of the commissions the draft texts recommended for action
should be grouped in one comprehensive or omnibus resolution, which
may, if necessary, be divided into a number of separate resolutions
designated A, B, C etc., each bearing its own title, or into sections,
identified by roman numerals (see skeleton and article D 10 below) .

For a commission such as ECLA that meets only once in two years,
the omnibus resolution would be included only in the years in which a
session is held.

The omnibus draft resolution should be introduced by a paragraph
worded as follows:

"At its ... meeting, on ..., the Economic Commission for ...

approved the following draft resolution for submission to the
Economic and Social Council for action:"
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The forms shown below are recommended for the omnibus draft
resolutions

Form 1: Omnibus draft resolution containing several separate
resolutions

Activities of the Economic Commission for ...
A
Title of draft resclution 1/

The Economic and Social Council,

Recalling its resolution ... of ... on problems of
availability and supply of ...

1. Decideg, ...

2, Requests the Secretary-General to prepare, for
submission to the Committee on ...
B
= - Title of draft resolution 2/

The Economic and Social Oouncil,

Having considered the report of the Economic Commission
for ...

Invites Governments to intensify their efforts with a view
to e e @

l/ See chapter III, [secéion «ee], paragraphs ... below.
2/ See chapter III, [section ...], paragraphs ... below.
The footnote reference may come after the main heading ("Activities

of the Economic Commission for ...") if a blanket reference is
considered to be sufficient.
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Form 2: Omnibus draft resolution divided into sections under a
common preamble

Activities of the Economic Commission for .., 1/

The Economic and Social Council,

Recalling the provision in paragraph 4 of its resolution ...
of ... to the effect that ...

I

1. Urges all Governments to make firm commitments to
sypport and implement the measures ...

2. eo o
- I1

3. Endorses the conclusions contained in the report of
the ...

4. Emphasizes the importance of ...

l/ See chapter 1III, section ..., below.

Other draft resolutions and decisions

Chapter I may if necessary include, in addition to the omnibus
resolutions relating to each of the commissions, one or more draft
resolutions of a general nature relating to several or all of the
commissions. It should also bring to the notice of the Council any
other matters requiring special attention such as proposed changes in
membership. In addition, it may contain draft decisions.

Chapter I may contain a draft resolution indicating the Council's
approval of the programme budget for regional co-operation when this is
relevant.

As there is no longer a need for the Council to take note of the

reports of the commissions, no draft resolution to that effect should
be included.
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Chapter II:s Major developments within the regions

Chapter II should bear the heading "™ajor developments within the
regions®. In separate sections devoted to each of the regional
commissions, a brief description should be given of the major
developments affecting the commission’s work. PFor this purpose, the
chapter may give a brief summary of the statements made by the
executive secretaries at the opening of the sessions of their
respective commissions. The chapter should deal with economic and
social progress and problems and with regional strategies, and may
touch on any political or other considerations affecting the economic
and social conditions and activities in the region and on trends and
changes in the programme of work.

The chapter should be based on drafts submitted by the executive
secretaries and should bear a footnote indicating that fact. It should
not cover more than 10 pages, and should not devote more than
2 pages to each region. 1In the years in which ECLA does not meet, the
sumary of that Commission's activities should be based on the
Executive Secretary's year-end appraisal of the regional economic
situation.
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Chapter III: Work of the commissions

Chapter III, which should be entitled "Work of the commissions”,
should give a brief account of the work of each of the commissions and
of action they have taken to comply with Council resclutions,
highlighting any major activities. It should draw to the attention of
the Council any decisions taken or recommendations made by the
commissions at their sessions that would require its consideration or
approval. In this connection, it should make appropriate
cross~references to the relevant draft resolutions or decisions
reproduced in chapter I and to background information in the annual
reports of the commissions. It should also indicate priorities, if
any, and should mention the financial and administrative implications,
if any, with a reference to the relevant annexes in the reports of the
commissions. It should give an analytical summary of the debates held
during the commissions' sessions, underscoring new trends and
priorities in the needs for economic and social development in each of
the regions concerned. It should not summarize commission resolutions
or decisions of purely regional interest; it should refer to them only
if they relate to broader policy. It should not be a description of

Secretariat activities but rather of matters that require the Council's
attention or action.

The Council's attention should be drawn to any other actions by
the regional conmmissions the special significance of which would, in
the view of the executive secretaries, justify their consideration by
the Council.

The chapter should not deal with such matters as the proposed date
and place of meetings, which are the concern of the Committee on
Conferences, or with the programme of work and the budget, which are
the concern of the Committee for Programme and Co—ordination. These
matters will be dealt with in other documents, as appropriate.

The chapter should not be longer than 15 pages (3 for each of the
commissions) .
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Chapter IV: Meetings of the executive secretaries

Chapter IV, entitled "Meetings of the executive secretaries®”,
should be based on the deliberations of the executive secretaries at
their two annual meetings, and should focus on co-operation and
co~ordination of regional and interregional activities and on global

policy.

In order to avoid a delay in the issuance of the report on
regional co-operation, an account of the work of the executive
secretaries may be given in an addendum to the report, to be issued as
soon as practicable after their second meeting of the year, which is
normally held just prior to the second regular session of the Council.

Annexes

The annexes should not include the following items:
Statements in extenso (see General Assembly
resolutions 2292 (XXII), annex, paraqraph (b)
(as reaffirmed by resolution 31/140, section II,
paragraph S) and 2538 (XXIV), paragraph 10 (e))
Lists of participants

Lists of documents and publications
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III. ANNUAL REFORTS OF THE REGIONAL COMMISSIONS

The annual reports of the regional commissions cover the work of
the commissions in the period under review (normally the period
between the sessions of a commission or, in the case of a commission
that holds biennial sessions, the period since its previous annual
report) .

The pattern of sessions is not uniform for the five commissions:
ECE, ESCAP and ECWA now hold annual sessions; ECA, which used to have
biennial sessions and, in alternate years, a meeting of the Committee
of the Whole, now has annual sessions, also designated conferences of
ministers; and ECLA now has a biennial session, without, as before, a
meeting, in alternate years, of the Committee of the Whole.

It is suggested that, whatever the nature of the sessions, the
annual reports should conform to the general pattern described below,
in order to provide members of the Council with comparable background
information relating to the report of the Secretary—-General on
regional co-operation described in chapter II above.

Cover and prefatory matter

For layout and style, the cover shown in exhibit I should be used
as a model.

The title~page should contain the same copy as the cover,
including the document symbol, and, in addition, the United Nations
imprint (comprising the United Nations emblem, the name "United
Nations"™, the words "New York" and the year of publication). The
standard note concerning symbols of United Nations documents should
appear on the reverse of the title-page above the box containing the
symbol of the report (normally a double symbol, in the Council and
commission series).

The table of contents should consist of four elements, arranged
in parallel columns: (a) chapter numbers, (b) headings and

subheadings, (c) paragraph numbers and (d) page numbers. (See
exhibit II.)

The front matter may include a list of abbreviations used in the
report. The list should come just before the introduction.

Introduction

The introduction should be brief. It should state the period
covered by the report and the date of its adoption by the commission
or the circumstances of its approval by the members of the commission.
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Chapter I: Issues calling for action by the Economic and. Social
Council or brought to its attention

Chapter I of the report should give the full texts of draft
resolutions and decisions submitted to the Council for action, with
cross-references to the parts of the report in which the relevant
items are discussed. The draft resolutions should be presented in the
form of an omnibus draft resolution, as described above, under the
instruction on the "Report on regional co-operation®. Chapter I
should also bring to the notice of the Council any other matters
requiring special attention, such as proposed changes in membership.

T™he number of the meeting at which a draft resolution or other
decision submitted for adoption by the Council was approved by the
commission should be given in an introductory paragraph.

EXAMPLE:

At its ... meeting, the Commission [unanimously] adopted the
following draft resolution for submission to the Economic and
Social Council for actions

TITLE OF DRAFT RESOLUTION x/

The Bconomic and Social Council,

Recalling its resolution ... of ... on problems relating to ...

1. mcides e o

2. Utge o oo

»

%X/ See chapter III, section C, paragraphs ... to ...,
below.
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Chapter II: Work of the Commission since ...

The title for chapter II should always indicate the period
covered in the review of the commission's work.

EXAMPLES:
Work of the Commission since the ... session 1/

Work of the Commission since ... [date of approval of the
Previous annual report] 2/

The introductory matter to this or to any subsequent chapter of
the report should have no heading.

The three sections making up chapter II should be entitled,
respectively:

A. Activities of subsidiary bodies
B. Other activities
C. Relations with other United Nations programmes

An account of the work of a subsidiary body of the commission
need be given only if (a) the commission wishes to draw attention to a
particular aspect of its work, or (b) the work relates directly to a
guestion that is of immediate interest to the Council. Instead of a
summary of the activities of subsidiary bodies, there should be a list
-of the meetings of such bodies, with a reference to the document
symbol of the report on each meeting (see exhibit III below)

Reference may be made in section A, as necessary, to action taken
by the commission on the reports of subsidiary bodies3 this should be
done by referring the reader to the relevant paragraphs of chapter II.

l/ For the report of a commission holding annual sessions, or,
in the case of a commission that holds biennial sessions, for the
report in the year in which there is no session of the commission.

2/ In the case of a commission that holds biennial sessions,

for the report in the year in which a session of the commission i«
held.
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Chapter III

For commissions that have held a session in the period under review,
chapter III of the report should consist of the account of proceedings of
the session. It should be entitled "... session of the Commission".

The four sections making up chapter III should be entitled, respectively:

A. Attendance and organization of work
B. Agenda

C. Account of proceedings

D. Programme of work and priorities

Section A

The first paragraph of section A should state the opening and closing
dates of the session and the number of meetings held, and should refer to the
relevant meetings.

Section A should also contain (a) the names of States and organizations
attending the session 3/ and a reference to the commission document giving the
names of participants; and (b) information on the election of officers and on
other organizational matters, such as the composition and work of a drafting
committee. No repetitive subheading, such as "Organization of the work of the
session®, should be used within the section.

The data on the election of officers should include the number of the
meeting at which the election took place.

-Section B

Section B, introduced by a paragraph stating the number of the meeting at
which the agenda was adopted, should give, in column form, (a) the number of
the agenda item, in arabic numerals, (b) the title of the agenda item and, in
parentheses, the document symbol(s) of the principal paper (s) relating
thereto. Note, however, that the titles of those documents should not be
included, since they will be given in the annex containing a list of the
principal documents issued during the period under review (see under "Annexes"
below) .

3/ For instructions regarding the order of listing, see
article D 7. The names of representatives should not be given in
the report, nor should the names of United Nations staff members.
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EXAMPLES

Xx. At its ... meeting, the Commission adopted the following
agendas

1. Opening addresses.
2. Election of officers.
3. Adoption of the agenda (E/MNecee/cse)s

4. Economic development:

(a) Third United Nations Development Decade
(F/CN-.. o/o-o),

(b) Development planning and projections
(E/CN... ./..o’ E/CN..../.-.) ]

Section C

Section C should include such references as are to be made to the
opening or other statements. In no case should a statement be given
in extenso in chapter III or, indeed, in any other part of the
report. If desired, a brief summary of the main points of a statement
may be given.

Section C should also give, under headings conforming to the
substantive items of the agenda, a brief account of the debates

leading to the adoption of resolutions or draft resoclutions and
decisions.

Accounts of debates on agenda items should be brief. The views
expressed should be summed up and presented collectively, as far as
possible, and should not normally be attributed to particular
speakers. Such forms as "Several representatives expressed the view
that ...", "The Commission noted with interest ...", "Some delegations
believed that ...", "According tc one representative, the situation
.++" may be used. Only when it is necessary for purposes of
clarification should the speaker be identified. The views expressed
should be reduced to the essential points.

The section should refer to, but not repeat, the texts of draft
resolutions and decisions recommended for adoption by the Council set
forth in chapter I. There should, however, be a clear reference to
chapter I, where the texts are reproduced in full, such reference
reading:s "{(PFor the text, see chapter I, draft resolution ... )".

Where resolutions have been adopted unanimously, that fact should
be noted.
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Available information regarding the place and date of meeting of
the next session should be provided, whether the arrangements are
exceptional or otherwise, such information to appear under a
subheading entitled "Date and place of meeting of the next session".

Seczion D

Under the subheading "Programme of work and priorities" should be
given alsoc a brief analytical account (of about four pages) of the
main trends or changes in the work programme. The detailed work
programme formerly submitted to the Economic and Social Council as
part of the commission's report need no longer be included. For the
information of interested readers, the report should however give a
reference to the programme document submitted to the commission or to
the Committee for Programme and Co—ordination.

Chapter IV

" Chapter IV should be entitled "Resolutions and other decisions
adopted by the Commission at its ... session®. (The words
"Resolutions®” and "Decisions"” should be given in the plural, whether
or not there is more than one text.) It should contain the texts of
resolutions and other decisions adopted by the commission (other than
those specifically calling for action by the Council), together with
the number of the meeting at which the resolutions and decisions were
adopted and the date of adoption.

The subheadings "Resolutions™ and "Other decisions" should be
used, or, in cases where it may be more appropriate, subject
subheadings.

All resolutions should be identified by number. (Different
systems of numbering have been devised by the various commissions.)
The layout should conform to that used for resolutions in the Official
Records of United Nations organs. The relevant instructions relating
to resolutions should be followed (see article D 10 below). The draft
resolutions should be presented in the form of an omnibus draft
resolution, as described above under the heading "Report on regiocnal
co-operation”.

The heading of the resolution consists of the number, followed by
a full stop, and the title, with no full stop at the end. Initial
capitals should be used in the title only for words that normally have
initial capitals. All resolutions should have titles.
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Each resolution should bear a cross—-reference to the relevant

paragraphs of chapter III of the report; such references should be
made by means of footnotes to the titles of resolutions.

EXAMPLE:

83 (XVII). Establishment of the Regional Water Resources
Council 11/

ll/ See paragraphs ... to ... above.

For each decision not embodied in a resolution, the subject
should be given, together with a cross—-reference to the relevant
paragraphs of chapter III of the report. Decisions are now numbered,
according to various systems devised by the respective commissions.

Annexes

The annexes should include, as appropriate, the following items,
under the headings indicated:

I. Statements of financial implications of actions and
proposals of the Commission

Pursuant to financial regulation 13.1 of the United Nationms,
and in accordance with the request of the Council,

a statement of the financial implications of draft
resolutions and decisions for action by the Council and of
commission resolutions and decisions should be given.

II. Meetings of subsidiary bodies

The annex should list, in columns, the names of the bodies
and their officers; the dates of their sessionj and the
symbol of their report to the Commission. See exhibit III
below.

III. Publications and documents issued by the Commission

The annex should give, in two parts (A and B), a list of the
United Nations publications and other major documents
prepared by the Commission in the period under review and a
list of the documents submitted to the Commission at the
session to which the report relates, including reports of
subsidiary bodies. The titles and symbols of the
publications and documents should be given in an annex.

Article D 5



-126~

The commission's terms of reference and rules of procedure may be
annexed only if they have been substantially amended since the
previous report and are not available in a separate publication.

The annexes should not include the following items:
Statements in extenso (see General Assembly
resolutions 2292 (XXII), annex, paragraph (b)
(as reaffirmed by its resolution 31/140, section II,
paragraph 5) and 2538 (XXIV), paragraph 10 (e))
Lists of participants

Texts prepared by the Secretariat for the Commission or
reports of subsidiary bodies
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Exhibit I
(Cover page)

IV. EXHIBITS

E/1981/82
E/ESCAP/238

ECONOMIC AND SOCIAL COMMISSION
FOR ASIA AND THE PACIFIC

ANNUAL REPORT
30 March 1980 -20 March 1981

ECONOMIC AND SOCIAL COUNCIL
(OFFICIAL RECORDS, 1981 ]

SUPPLEMENT No. 12

UNITED NATIONS
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(Title page)

E/1881/52
E/ESCAP/2Z39

ECONGMIC AND SOCIAL COMMISSION
FOR ASIA AND THE PACIFIC

ANNUAL REPORT
30 March 1980-20 March 1981

ECONOMIC AND SOCIAL COUNCIL
OFFICIAL RECORDS, 1981

SUPPLEMENT No. 12

UNITED NATIONS
New York, 1981
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B L] %her actiVi ties L * L ] [ ] L] * [ ] L d * L] Ll
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III. ... session of the Commission . . . . ..
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B, Agenda ¢ « o o ¢ ¢ ¢ o o 0 0 00 0 o

C. Account of proceediﬁés o o = ; o o o o

D. Programme of work and priorities . . .

Iv. Decisiong adopted by the Commission at its
eee 8€B8ION ¢ o ¢ ¢ o ¢ o o ¢ o o 0 o o

Annexes

I. Statements of financial implications of actions and
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II. Meetings of subsidiary bodies .« « ¢ o ¢ ¢ ¢ ¢ ¢ ¢ ¢ o &

III. Publications and documents issued by the Commission . .
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Exhibit III

Annex

MEETINGS OF SUBSIDIAKY BODIES EELD DURING TEE PERIOD UNDER REVIEW

Document symbol

Body and officers Meeting or session of report a/
Conference of Ministers of Transport, Addis Ababa E/QN.14/72
Communications and Planning 9~-12 May 1979

Chairman: Yusuf Ahmed (Ethiopia)

Rapporteur: Mahmoudou Samoura

(Senegal)
Follow-up Committee on Addis Ababa E/CN.14/772
Industrialization in Africa 10-15 March 1980

Chairman: Tesfaye Dinka (Ethiopia)

Rapporteur: S. 2. Jer (Malawi)

Intergover nmental Committee of Experts Addis Ababa E/CN.14/774
for Science and Technology Development 10-16 March 1980

Chairman: Haile Lul Tebicke
(Ethiopia)

Rapporteur: M. L. Kaba (Guinea)

Conference of African Ministers Sixth session E/CN.14/776
of Trade Addis Ababa

17-20 March 1980
Chairman: Wole Chekol (Ethiopia)

Rapporteur: Leonard Simukwela Subulwa
(Zambia)
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Annex (continued)

(N

Document symbol

Body and officers Meeting or session of report a/
Joint Conference of African Planners, First session E/CN.14/740
Statisticians and Demographers Addis Ababa
24 March-
Chairman: Philip G. Gadegbeku 2 April 1980
(Liberia)

Rapporteur: M. Parmeet Singh (Kenya)

Technical Preparatory Committee Pirst session E/CN.14/780
of the Whole Addis Ababa

3-8 April 1980
Chairman: Mersie Ejigu (Ethiopia)

Rapporteur: Justin Gindehou (Benin)

a/ Copies of reports that are not available through the normal
distribution channels at United Nations Headquarters or at Geneva may be
obtained from the Regional Commissions Liaison Office, at United Nations
Headquarters. 7 -
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ARTICLE D 6. REPORTS OF THE SECRETARY-GENERAL

CONTENTS
Chagter Page

I. NATURE OF REmRTS e @ e e e s o ° ® © & © o o o o o o o e o 13 2
I I. MANDAM e o s e e o ® o o e o o ¢ & o e & o ° © ° o o o 13 2
III. FORMS OF ISSUANCE © e e e o o e o o e o & o L] e o o o o * 133

IV. CONFORMITY TO UNITED NATIONS POLICY AND PRACTICE . . . . . 134

I. NATURE OF REFORTS

Reports prepared by the Secretariat involving matters of United
Nations policy normally bear the title "Report of the
Secretary-General”.

Reports of the Secretary-General are statutory documents issued
mainly for the purpose of facilitating the work of the General
Assembly, other principal organs and their subsidiary bodies. They
include:

(a) Reports dealing with policy questions endaging the
responsibility of the Secretary-General;

(b) Reports giving an account of action taken in response to a
request addressed to the Secretary-General in a resolution or other
decision of a United Nations organ;

(c) Reports on studies or research on specific questions carried
out by the Secretariat at the request of an organ, sometimes with the
assistance of a consultant or a group of experts.

II. MANDATES

Reports of the Secretary-General are prepared in accordance with
specific mandates, in particular:

(a) The terms of reference of the Secretariat, as set forth in
the Charter of the United Nations;

(b) Resolutions or decisions of organs;
(c) The work programme approved by the General Assembly in the

budget of the United Nations.
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III. FORMS OF ISSUANCE

The reports of the Secretary-General are issued in various forms,
depending on their nature and function. A characteristic format is
adopted for recurrent reports issued under a standing mandate, such as
the World Economic Survey, and for reports in specific bodies of
documentation, such as reports of the Secretary-General relating to
items on the agenda of the General Assembly and of the Economic and
Social Council and reports to the Security Council on such matters as
credentials.

Reports relating to items on the agenda of legislative bodies are
usually issued by offset from typescript or from wordé-processing
print-outs, under the mast-head of the body to which they are
addressed, normally the body that requested them. Major reports, in
particular recurrent reports, are sometimes issued as printed
publications.

Reports relating to items on the agenda of legislative bodies bear
a heading corresponding to the agenda items under which they are to be
considered and the specific heading "Report of the Secretary-General”.

EXAMPLE:

CONTRQL AND LIMITATION OF DOCUMENTATION

Report of the Secretarv—-General

longer reports may bear, on the cover page, a concise summary of
the subject-matter, highlighting the main issues and recommendations.

For longer reports organized under a number of heaaings, a table
of contents should be given after the summary.

The introduction to the report should indicate, as briefly as
possible, the legislative authority for it, normally through a
reference to the resolution or other mandate under which it is
presented. It should not give the history of the item. It may refer
to earlier documents on the subject and to earlier resolutions or
decisions. It should not however reproduce or paraphrase the
resolutions or decisions in whole or in part.

Where appropriate, the reports should contain recommendations or
indicate any action that is required.
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IV. CONFORMITY TO UNITED NATIONS POLICY AND PRACTICE

Especial care should be taken, in reports of the
Secretary-General, to follow the editorial rules set forth in the
present Manual; to observe the established terminology; to give
accurate quotations and document references; and to conform strictly to
the policy guidelines issued from time to time by the General Assembly.

In accordance with various decisions adopted by the General
Assembly and other organs and by the Secretary-General regarding the
control and limitation of documentation, action-oriented reports
emanating from the Secretariat are normally limited to 24 pages
single-spaced. An exception is made in the case of documents such as
the budget estimates and the mediumterm plan that patently cannot be
kept within the 24-page limit. (See article H 1l.)
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ARTICLE D 7. ATTENDANCE LISTS FOR SESSIONS OF UNITED NATIONS
ORGANS AND CONFERENCES

CONTENTS
Chapter Page
I. LISTS ISSUED DURING A SESSIUN, MEETING OR QONFERENCE . . . 135
IX. LISTING IN REPORTS . ¢ ¢ o o o o o o o o o o s o o o s o o 136
III. PRESENTATION OF NAMES IN LISTS OF PARTICIPANTS . . « « « « 138

IV. OR.Dm OF LISTING . e e e ® o © e ® & o o+ & o © ¢ © ©° e ° o 139

1. LISTS ISSUED DURING A SESSION, MEETING OR CONFERENCE

At each session of the General Assembly, provisional lists of
delegations are issued as documents in the series ST/SG/SER.C/L. ... o
Af ter the session, a revised list is issued in the Official Records of
the General Assembly for the session concerned.

The revised list is put out in a trilinguali version (English,
French and Spanish), with the names and tztles in the language in which
they appear in the credentials.

The attendance list issued during a session of any other United
Nations organ should appear as a multilingual document containing the
names and the titles, if any, in the language in which they appear in
the credentials. If necessary, a revised list may be issued at the end
of the session or meeting, incorporating corrections and additions to
the original list. The list should be issued as an information
document of the body concerned, with an "INF®" element in the symbol.

If credentials are submitted in Cyrillic or other non—Latin
characters, the names should normally be transliterated in accordance
with the rules in force for the language concerned and the titles
should be translated into the most appropriate working language,
normally the language used by the United Nations for correspondence
with the Government (as shown on the worksheet issued by the
Correspondence Unit, Department of Conference Services).

In the case of expert groups whose status is such that their

documents are issued with a formal symbol, the multilingual list should
be issued as a document in the same series as papers submitted by
experts, not as an "INF" document.
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In the case of seminars and other similar ad hoc meetings, an
informal list of participants may be issued in the same series as the
working papers. Alternatively, the list of participants in a seminar
or similar meeting may be annexed to the report if the followirg
conditions are both met:

(a) A separate list has not been issuedy
(b) No translation is required.

The list may be multilingual even if the report is issued in one
language only. The servicing office or division is responsible for
forwarding two copies of the paper or report to the Dag Hammarskjdld
Library and for keeping a copy on file so that any subsequent inquiries
can be answered.

For all of the types of lists referred to above, the following
should be included as appropriate: names of representatives of member
States, in the case of a United Nations organ, or, in the case of a
conference or seminar, names of representatives of States invited to
participate or names of participants invited in their individual
capacitys names of observers of States not members of the organ or of
States not invited to participate in the seminar or conferencej invited
lecturers or consultants; the Secretary-General or his representative;
names of representatives of other United Nations bodies, specialized
agencies, other intergovernmental organizations and non-governmental
organizations; and the names of the officers. The order of listing to
‘be followed is shown in chapter IV._ The names of countries should all
be in the same language - the most convenient one for the meeting
concerned.

II. LISTING IN REPORTS

The General Assembly decided, in its resolution 2836 (XXVI), that
participants in meetings of its subsidiary bodies should not be listed
by name in reports unless they were serving in their individual
capacity. Accordingly, in the case of bodies whose membership consists
of States, the names of the representatives should not be given (with '
the exception of those of representatives on functional commissions of
the Mconomic and Social Council, whose member States nominate their
representatives for subsequent confirmation by the Council, and, where
necessary, those of alternates who have been duly designated and
approved in conformity with rule 13 of the rules of procedure of the
functional commissions), nor should the names of representatives of
other States, other United Nations bodies, specialized agencies or
other organizations, or members of the United Nations Secretariat
attending the session.
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The section concerning attendance in reports of subsidiary bodies
of the General Assembly or of the councils and in reports of
conferences, senminars or similar meetings held under the United Nations
should therefore contain, as appropriate:

(a) The list of members attending (either the names of member
States or the names of members serving in their individual capacity) in
the case of a United Nations organ, or, in the case of a conference or
seminar, the list of States invited to participate or the names of
persons participating in their individual capacity:

(b) The list of States Members of the United Nations not members
of the organ, or not invited to participate directly in the seminar or
conference, that were represented;

(c) The list of States not Members of the United Nations that
were represented;

(d) The list of other United Nations bodies, specialized
agencies, other intergovernmental organizations and non-governmental
organizations that were represented. The order of listing to be
followed is shown in chapter IV below.

Except in the case of functional commissions of the Economic and
Social Council, the information on attendance should normally be given
in the text of the report, in the section concerning the organization
of the session, under an appropriate subheading if required.

The attendance list in the report of a functional commission of
the Economic and Social Council should appear as annex I to its report.

EXAMPLES ¢
Example 1

An interregional meeting of experts was convened by the
Secretary-General to assist in the formulation of guidelines for
the establishment or improvement of ...

The following persons served as members of the group:

Yohannes W. Gerima (Ethiopia), Chairman

Helena Junqueira (Brazil), Vice~Chairman

Herbert L. Pottle (Canada), Rapporteur

Wilfred H. Chinn (United Kingdom of Great Britain
and Northern Ireland)

Ben Mady Cissé (Senegal)

Lucienne Talloen~El Rashidi (Belgium)

Article D 7



-138-

Example 2

Membership and attendance

The following States members of the Board were represented at
the ... session: Algeria, Australia, cen,

The following States members of the Conference sent observers
to the session: Argentina, Bolivia, ...,

The United Nations Development Programme was represented at
the session.

The following specialized agencies were represented at the
session: International Labour Organisation, ...

The following intergovernmental bodies were represented:
European Economic Community, ...

The following nongovernmental organizations in consultative
status with the Economic and Social Council were represented:
Category 1I: International Bar Association, ...

*® * *

II1. PRESENTATION OF NAMES IN LIS1S OF PARTICIPANTS

The preferred style in all United Nations documents is to omit the
prefixed titles Mr., Mrs., Miss and Dr. [French: M., Mme, Mlle, Drj;
Spanish: Sr., Sra., Srta., Dr.] (the last-mentioned being used, in any
event, only for a medical doctor representing a body such as the World
Health Organization in a medical capacity). In the case of a list of
participants issued early in a session or conference, however, it may
be useful to include such information for protocol purposes.

The presentation of the names of participants is governed by their
status. In the case of bodies in which the member is a Government or
organization and the person listed a representative of the Government

or organization, the name of the Government or organization should be
given first, in one of the following forms, as appropriate:

Example 1

Afghanistan: name, Director, Department of ...

OR
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Example 2

Afghanistan
Name (title or office)

Name (title or office)

If, on the other hand, the participant is serving in his personal
capacity (e.g. as an expert, whether nominated by his Government or
chosen in some other way), the name should be given first, followed by
the name of the country in parentheses, followed by the affiliation.

Example 3

A. Dupont (France), directeur de ...

M. Tuxen (Denmark), President, ...

es e

. IV. ORDER OF LISTING

If the participants in a meeting are experts attending in their
personal capacity, they should be listed in the alphabetical order of
their surnames. If they are representatives of Governments or bodies,
they should be listed in the standard order shown below. Vice-Chairmen
should be listed in the alphabetical order of their names, not in that
of their countries. The alphabetical order followed should normally be
that of the language of the document save that, where a multilingual
list is used, the English alphabetical order should be followed and
this fact should be stated in a note or footnote.

The following listing is given for general guidance. The
categories included will, of course, depend on the rules of procedure
of the body concerned and on any special decisions taken in respect of
attendance or participation. Although the subheadings will vary
according to the nature of the meeting, the order shown should be

respected.

As the right of a person or body to participate in a meeting often
has legal implications, care should be taken to make sure that all
participants listed are duly qualified. In any case of doubt, the
Office of lLegal Affairs of the United Nations Secretariat should be
consulted.
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Members (of the body holding the session)
«ee [States] (in the alphabetical order of the language concerned)

OR

..o [Names of persons participating in their individual capacityl]
{(in alphabetical order)

States Members of the United Nations represented by observers

«es (in alphabetical order)

Non-member States represented by observers

«e. (in alphabetical order)

Representatives of United Nations Secretariat units

(with names in order of rank or in alphabetical order as
appropriate), e.g.:

The Secretary-General or his representative
Secretariat departments or offices
Regional commissions (by order of founding)

Economic Commission for Europe (ECE)

Economic and Social Comuission for Asia and the Pacific (ESCAP)
Econonic Commission for latin America (ECLA)

Economic Commission for Africa (ECA)

Economic Commission for Western Asia (ECWA)

United Nations Centre for Human Settlements (Habitat) (UNCHS)

United Nations bodies

(in alphabetical order of full names), e.g.:

Centre on Transnational Corporations (CTC)
International Narcotics Control Board (INCB)
United Nations Capital Development Fund (UNOF)

World Food Programme (joint United Nations/FAO programme)

Article D 7



-141~

United Mations councils, commissions or committees represented
bv observers

[To be used in the case of an organ that has designated an officer
or other member as its observer at a session or conference of another

United Nations organ]
(in alphabetical order), e.g.:
United Nations Council for Namibia)

Specialized agencies and other organizations in the
United Nations system 1/, 2/

[The order of listing given here for the specialized agencies is
based on the dates of entry into force of the agreements between the
United Nations and the respective specialized agencies. This is the
normal order for most attendance lists. Other orders (alphabetical
or by seniority in a given context) may be used in prescribed cases.]

International Labour Organisation (IILO)

Food and Agriculture Organization of the United Nations (FAQO)

United Nations Educational, Scientific and Cultural Organization
( UNESCO)

International Civil Aviation Organization (ICAO)

World Health Organization (WHO)

World Bank

[The International Bank for Reconstruyction and Development (IBRD)
is, at its request, designated “World Bank". The term includes
the International Development Association (IDA). If the
International Finance Corporation (IFC) is listed together with
the World Bank and/or IDA, the following form should be used:
wWorld Bank/International Finance Corporation.]

1/ The heaaing "Specialized agencies and other organizations in
the United Nations system" should be used in a list of participants even
if the list comprises one or more specialized agencies and only one or
two other organizations. In an introductory sentence in a paragraph of
a report concerning participation, wording such as the following may be
used:

"The meeting was attended by the following specialized
agencies or other organizations in the United Nations system. "

2/ See also article F 8, chapter VI.
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International Monetary FRund (IMF)

Universal Postal Union (UPU)

International Telecommunication Union (ITU)

world Meteorological Organization (WMO)

International Maritime Organization (IMO) [formerly Inter-
Governmental Maritime Consultative Organization (IMCO)j3
name changed on 22 May 1982]

World Intellectual Property Organization (WIPO)

International Fund for Agricultural Development (IFAD)

* * *

International Atomic Energy Agency (IAEA)

* * *

General Agreement on Tariffs and Trade (GATT)
International Trade Centre (UNCTAD/GATT)
Inter-Organization Board for Information Systems (IOB)

[Note the typographical device used to separate IAEA,
the International Trade Centre and IOB from
the list of specialized agencies.]

Other intergovernmental organizations

s« (in alphabetical order of full names)
[Regional development banks should be listed under this heading.]

Non-governmental organizations

<.+ (in alphabetical order by category)

Other organizations

.«« (in alphabetical order)

[In cases where these are specifically invited, this heading may
be used for bodies such as liberation movements that do not fall
under other headings, care being taken to check the status

({as participants or observers).]

Secretary (or secretariat) of the body holding the
session or meeting

{Only the person elected or specifically appointed to this
office should be listed. Assistant secretaries and other servicing
staff should not be mentioned.]
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I. DEFINITIONS

The term "corrigendum®”, as used in the United Nations, designates
a document issued to correct an error or errors in the text of an
existing document or publication (that is, one that has been
distributed) , whether for substantive or for technical reasons. A
single corrigendum may comprise one or more corrections to an existing
document .

The term "erratum” is used to designate a correction made before
distribution of a publication; it is usually included in, or attached
to, the publication at the time of distribution.

The term “consolidated corrigendum™ is applied to a special type
of corrigendum in which delegation and Secretariat corrections to a set
of summary or verbatim records of meetings of a given body are grouped
together and issued in consolidated form. It is put out to validate
the records concerned, which are issued in final form subject to
correction. This type of corrigendum, which relates only to Official
Records, is not dealt with in this Manual. The rules with regard to
the wording of corrigenda (see chapter II E below) apply generally to
such corrigenda.

"Corrigenda" and "errata® should not be confused with "amendments"
and “revisions":

(a) “"Amendments"™ are changes proposed with regard to a text -
usually a draft resolution or another amendment - by a person or body
other than the sponsor or author of the text. Directions for the
presentation and drafting of amendments are given in article B 2,
chapter VI.

(b) "Revisions®" are texts revised by the sponsor or author
(sometimes with the support of additional sponsors), Directions for
the presentation and drafting of revisions are given in article B 2,
chapter VI,

II. CORRIGENDA

A corrigendum should not be issued merely to correct minor
typographical errors.

As a rule, a corrigendum should not be issued to correct a text
that has been issued in provisional form and is to be reissued in final
form, whether mimeographed, offset or printed. Corrections should be
held for incorporation in the final version, unless it is essential for
the work of a committee or other body that they be issued in document
form. Where feasible, they may be indicated orally at the meeting at
which the provisional document is considered.
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A. Document symbol

l. Form

The document symbol for a corrigendum consists of the symbol of
the document to which it applies, followed by the element "/Corr.” and
an arabic numeral indicating the number of the corrigendum, e.g.
E/1980/32/Corr.l.

In a corrigendum to a bulletin or other publication that does
not bear a document symbol, a short form of the title and any serial
number (volume and issue, for instance) may be used in place of a
symbol, followed by the element "/Corr." and its number.

2. Correction of a corrigendum

If it is necessary to correct a corrigendum, this should be done
by issuing a new corrigendum bearing the next number in the series.

(In other words, there is no such symbol as «.+/COCLecee/COLLecae o)

B. Mast-head and distribution data

l. Documents bearing a mast—head

If a correction is made to a document bearing a mast-head, the
corrigendum should have the same mast-head as the document to which it
Telates, with the following changes: "/Corr...” should be added to the
symbol; the date should be the date of registration of the corrections;
and the language indication should follow the rules laid down in
section C below.

2. Publications and Official Records

A corrigendum to a publication or to a Supplement to the Official
Records, neither of which has a mast-head, should be prepared with a
factitious mast-head (for examples, see chapter IV, examples I
and J (sales publications), chapter 1V, examples K (supplement)
and L (publications with document symbols but no sales numbers) ).

The size and type used should conform as far as feasible to those of
the original.

The distribution data (see article B 1, chapter II) relating to
the corrigendum should appear in the lower right~hand corner of the
first page, under a fulli-measure rule. These data should be in English,
regardless of the language of the corrigendum. They should include the
symbol of the document to which the corrigendum relates (both symbols,
in the case of a corrigendum to a document with a double symbol) and
the language indication, if any, relating to the corrigendum itself.
(For examples, see chapter IV, examples H-L.)
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On the last page of the corrigendum there should appear (as a
tagline) , under a full-measure rule, the following information: on the
left, the process and place of printing; on the right, the job number,
the date (month and year) and the press run, that is, the total number
of copies printed. If the corrigendum covers only one page, all the
printing information shauld be given on the left, and the distribution
data on the right. (For examples, see chapter IV, examples H-L.)

c. Lanauages

If the corrigendum applies to all languages:

(a) For documents bearing a mast-head, except those referred to
in subparagraph (b) below, the language legends in the symbol block
should correspond to those of the original or parent document, the
document to which they apply;

(b) For any component of the Official Records, whether issued
with a mast-head or as a publication with a cover, there should be no
language indication, in accordance with the practice followed for the
parent document. (If the corrigendum applies to one or several
languages only, this should however be indicated.)

(c) For a publication, no language indication should be given.

If the correction or series of corrections applies to one language
version only, the corrigendum is issued in that language only, and the
language indication on the corrigendum shaild be worded accordingly
(e.g. ENGLISH ONLY; FRANgAIS SEULEMENT; ESPANOL SOLAMENTE) .

If the correction or series of corrections applies to more than
one language but not to all the languages of issue of the original
document, all the languages of issue of the corrigendum shauld be
listed, followed by the word “only®". There should be no indication of
the original language of the parent text.

If there is a correction or series of corrections for one
language and a different correction or series of corrections for
another language, a separately numbered document should be issued for
each language, except in the case of a corrigendum to a publication
with no document symbol. Por instance, the symbol .../Corr.l might be
used for the corrigendum in BEnglish, .../Corr.2 for the corrigendum in
Prench, etc.), the corresponding language being indicated on each
corrigendum followed by the word “only”.

If, say, Corr.l was in English only and Corr.2 applied to several

languages, it is not necessary to indicate on Corr.2 that Corr.l
applied to one language only.
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If there are a number of corrections, some of which apply to all
the languages of the parent document and some not, they should as a
rule all be included in one corrigendum, each correction being numbered
and an appropriate notation being inserted where the language of the
document concerned is not affected by a particular correction. 1/

EXAMPLE:
l. Page 2, line 5

For national read international
2. Not applicable to English
(The corresponding notation in a French corrigendum
should be "Sans objet en frangais®™; in Spanish, "No se

aplica al texto espahol™.)

3. Page 10, line 22

Delete global
4. Not applicable to English

It may sometimes, however, be more convenient, if there are a
large number of corrections that do not apply to all languages, to
issue one corrigendum - say, .../Corr.l - containing the corrections
that do apply to all the languages, and a separate corrigendum for
‘each language for which there are other corrections applying only to
that language - say, .../Corr.2 in English only and .../Corr.3 in
Spanish only.

In the case of a corrigendum to a publication with a sales number
but no document symbol, the following rule applies: all the
corrections for the English edition should be issued in one
corrigendum, all those for the French edition in one corrigendum, and
so on, regardless of whether the corrections are identical in all the
languages. (For an example, see chapter IV, example J.)

When a correction submitted to the Arabic, Chinese, English,
French, Russian or Spanish text affects also the German, the corner
notation on the document should not mention the German, which is not
an official language. The German text should be issued separately
with the notation:

GERMAN
ORIGINAL: ...

pv4 This paragraph does not apply to corrigenda to publications
with no document symbol or to corrigenda to provisional meeting
records of the type illustrated in example G in chapter IV.
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D. Dates

The date of the corrigendum, which appears in the masthead, should
be the date of submission of the corrigendum to the Documents Control
Section of the Department of Conference Services.

E. Drafting

The title and subtitle, if any, of the document to which the
corrigendum applies should appear below the mast-head, 2/ followed by a
centred subheading, "Corrigendum”. Note that this heading is
invariable, regardless of the number of changes to be made.

The simplest and clearest method of explaining the correction
should be used. Numerous examples are given in chapter IV to illustrate
suitable methods of presentation. Examples of suitable methods of
presenting corrections to tables are given in section F below.

Quotation marks should not be used to enclose the words that are
to be deleted or inserted. 3/ These words are preceded by a verb or
other introductory word or phrase, which should be underscored. Note
that the introductory words should not be followed by a colon. No
punctuation of any kind should be used, except such punctuation as is
integral to the passage being deleted or inserted. 4/ Thus, there
should be no final period unless it is part of the passage reproduced.

. Where several small corrections are to be made to a passage, it
may be better to give the corrected version of the entire passage than
to detail the separate changes.

When reference is made to line numbers, for example in a text that
does not have numbered paragraphs, the count should not include the
symbol block or page number. It should include headings and
subheadings.

2/ See, however, the exception to this rule in chapter IV,
section C, where the corrected title is given.

3/ Note that in the penultimate example in chapter IV,
section A, the quotation marks are an integral part of the passage
ciced.

4/ Note, for example, the third and seventh examples in

chapter IV, section A, in which the punctuation is an integral part of
the passage cited.
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When reference is made tc a page number and a paragraph identified
by an ordinal number (because the paragraphs in the document are
unnumbered) , note that the count of paragraphs should begin with the
first full paragraph on the pagej; if a correction has to be made to
text preceding the first full paragraph on a page, the reference should
be by line number.

References may be made to sentences rather than to lines.

P. Corrections to tables

In a corrigendum to a table, the entry to be corrected should be
identified as clearly as possible. The correction may cite, as
appropriate, the number of the table, the column heading, the stub
items and the entry to be corrected, normally in that order.

EXAMPLE 13

Table 4, column headed "Cost", against "Travel and assistance"

For 95 read 98

Table 4

In the column headed "Cost", the item for *Travel and
assistance” should read 98 '

EXAMPLE 23
Table 5, column 3 (Exports)
The entry for Chile should read 4,439
The entry for Venezuela should read 5,632
The total sh&uld read 1,580,742

Correction to a heading or legend

The page number and the number of the table should be cited, followed
by the word "heading" or "legend”.

EXAMPLE:

Page 5, table 8, heading

The heading should read ...
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Correction of a column heading

The page number, the number of the table and the number or letter
of the column should be cited, followed by the word "heading".

EXAMPLE:

Page 4, table 3, column 4, heading

For Expenditures read Costs

Correction to the bodv of a table

The page number, the number of the table, the number of the colunmn
~and the title in parentheses, if necessary for clarity, and the lines
should be cited.
EXAMPLE:

Page 6, table 8, column A (Exports), line 5

The entry for France should read 7,984

ITII. ERRATA

If errors are detected at a stage of production of a publication
at which it is not feasible to correct them, thev should be listed in
the front matter, under the heading "Errata™ ("Erratum® if there is
only one correction). Alternatively, a separate sheet containing the
errata may be prepared and attached to the document at the time of
distribution.

The method of presentation of errata shaild follow that described
for corrigenda (see chapter II, section E, above, and chapter IV,
section A, below).
EXAMPLE:
ERRATA

Page 89, paragraph 582, line 1

For Committee read Council

Page 99, paraqraph 644, line 9

For 203 read 204
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IV. EXAMPLES

The principles set forth above are illustrated in the following
examples, some of which are factitious. The examples given are in
English, but the principles illustrated are valid for the other
languages also.

A. Miscellaneous corrections

Paragraph 25, line 1
For overflow read outflow
Paragraph 34, penultimate line
Delete usual

Page 6, footnote 9

Af ter Sweden, insert United States of America,

Page 10

Line 12: for financial implications read administrative and
financial implications

Line 17: delete United Nations

Paragraph 1, line 5
The third name should read V. F. Ulanchev

Paragraph 65

For the existing text substitute

65. As far as solid minerals are concerned, Indonesia requires a
cash bonus when a contract is made for the grant of a combined
evaluation and exploitation right. The United States Outer
Continental Shelf Act also stipulates cash payment requirements.

Page 10, paragraph 24, line 6

Af ter resolution 1979/64. insert The Committee unanimously adopted
the draft resolution.

[Note that even if the paragraph concerned does not begin on the

page cited, the lines should be counted from the first line of text on
the page.]
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Page 12, second paragraph

The last sentence should read
In the foreign sector, all four countries plan to decrease their

heavy dependence on a single source of foreign exchange through a
diversification of their exports.

Page 13, last paragraph
At the beginning of the paragraph insert

All four countries are trying to achieve a balance between
quality and quantity at all levels of education.

Annex II, page 2

Between the entries for Finland and Guyana insert
Guinea 24 March 1979 23 February 1980

Page 8, paragraph 24, table

The fourth entry should read

P=4/1 8 300 13 102 57.9 13.6
&he seventh entryAshould read »
D-2/max. 13 775 22 120 60.6 15.5

Page 21, paragraph 52

The gquoted passage at the end of the paragraph should read

"A mere change of ownership of land and of tenancy rights is
not enough - and will usually not even be undertaken or, if
undertaken, not be given full effect in practice - if other
institutional reforms are not carried out at the same time."”

Page 14
Before paragraph 53 insert a new subheading reading

5. Special measures in favour of the least developed among the
developing countries

and renumber the remaining subheadings accordingly (pages 15, 16, 17
and 19). :
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B. A correction to the mast-head

TITLE OF DOCUMENT IN BLOCK CAPITAILS

Subtitle of document

Corrigendum

In the mast-head, the date in the symbol block should read
18 June 1982.

[Note that the date given in the mast~head of the corrigendum
should be the date of the corrigendum.]

* * *

C. A correction to the title

REPORT OF THE INDUSTRIAL DEVE LOPMENT BQARD

Note by the Secretary-General

Corrigendum
The title ¢f document E/L.0000 should read as above.

* * *

D. Replacement of a first page-

E/AC. cce/e.o/Corr.1

TITLE OF DOCUMENT IN BLOCK CAPITALS

Subtitle of document

Corrigendum

Replace page 1 of document E/AC..../... by the attached text.

[Note that the new first page should bear the symbol and date that
were on the text that is being replaced, that is, the symbol should not
be followed by a "Corr.". The new text should be on a separate page so
that it may easily be substituted for the original text.]

* ® *
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E. A corrigendumn issued to withdraw a document

Afees/ese/Corr.l

e

TITLE OF DOCUMENT IN BLOCK CAPITALS

Corrigendum
Document A/.../... is hereby withdrawn.

* * *

F. A corrigendum issued to correct a symbol

A/AC.105/L.41/Corr.l

TITLE OF DOCUMENT IN BIOCK CAPITALS

Subtitle of document

Cor rigendum

- Document A/AC.105/L.40, dated 31 May 1967, should bear the symbol
A/AC.105/L.41. '

[Note that the corrigendum is to the correct document symbol.]

G. A corrigendum to a meeting record issued in
provisional form 5/

Page 17

Line 1: after I have in mind insert activities of foreign
econonmic interests impeding

5/ This corrigendum is based on corrections sent by participants
to a meeting record in the series A/AC.109/PV. ... . The meeting
records in this and some other series are issued once only, in
provisional formj; corrections submitted are subsequently incorporated in
a corrigendum for each meeting or in a consolidated corrigendum for a
series of meetings held over a given period, with a note indicating that
with the issue of the corrigendum the record(s) may be considered final.

Note that corrigenda are not normally issued to meeting records
that appear first in provisional form and subsequently in final form,
since all the corrections are incorporated in the final version.
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Line 18: delete draft
Page 22

Lines 4, 5 and 6 should read
Committee's meetings last year. However, a number of
delegations have availed themselves of this opportunity and
have taken the floor. This is the reason why my delegation
asked your permission, Sir, also to make a few brief remarks
regarding a

Line 13: for have sovereignty. read are sovereign.

Line 21: for people read a people

Line 22: for other read another

Lines 24 and 25: substitute we believe that the time has come

when these forms of colonialism, regardless of the region to which

the dominating

Lines 33 and 34: delete the last sentence
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H. A corrigendum to a fascicle of the Annexes
to Official Records

UNITED NATIONS CORRI GENDUM

GENERAL Ref.: Agenda item 85

ASSEMBLY

TWENTIETH SESSION ANNEXES

Official Records Pebruary 1966
New York

AGENDA ITEM 85: REPORTS OF THE UNITED NAT IONS
JOINT STAFF PENSION BOAKD

Corrigendum

Page 3, left column, I (a) (i), line 3

For dependant read disabled

Page 3, right column, title of article VII

For Widow's (or dependent widower's) benefit read Widow's
(or disabled widower's) benefit

Litho in United Nations, New York Annexes (XX) 85/Corr.l
2684 8=March 1966-2,100 ENGLISH ONLY
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I. A corrigendum to a publication with a document
symbol and sales number

CORRI GENDUM

Ref.: Sales No. 67.I1I.B.20
(ST/ECA/101)

April 1968
New York

UTILIZATION OF OIL SHALE: PROGRESS AND PROSPECTS

Cor rigendum
Page 9, paragraph 7, line 2

For almost read over

Page 12, paragraph 19, line 3

For toluene and sulphur thiosulphate read toluene, sulphur and
thiosulphate

Litho in United Nations, New York ST/ECA/101/Corz.l
9673~May 1968-4,500 English only
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J. A corrigendum to a publication with a sales number only

CORRI GENDUM
Ref.: Sales No. E.70.IX.1

November 1970
New York

THE UNITED NATIONS AND DISARMAMENT
1945-1970

Corrigendum

Pagesg xiv and 347

The title of part six should read The Question of Chemical and
Bacteriological (Biological) Weapons

to Sales No. E.70.IX.1

Printed in U.S.A. . Corr.
English only

9673-May 1968-4,500
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K. A corrigendum to a Supplement to the Official Records

UNITID NATIONS CORRIGENDUM
@ ECONOMIC AND SOCIAL COUNCIL Ref.: Wg::-,;
Sisty-first sassion Febraary 1973
OFFCIAL RECORDS NEW YORN

RESOLUTIONS AND DECISIONS
Corrigendsm

Page 11, latt-hand colusm, first line

“J:’;ﬁmwmmmmummmu

Printed in US A
uzns—ttgm 19783500 E/g&/c:..;
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L. A corrigendum to a printed publication with no sales numdber

CORRI GENDUM
Ref.: E/4614-ST/ECA/1100

April 1969
New York

TAX TREATIES BETWEEN DEVELOPED AND DEVE LOPING COUNTRIES

Cor rigendum

Page 71

Replace table 2 by the table appearing on the reverse of this
sheet.

E/4614/Corr.l
ST/ECA/1100/Corr.l
English only
[Note that the tagline containing
the printing data appears on the
final page of the corrigendum -
not reproduced here.]
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M. A corrigendum to the Journal of the United Nations

JOURNAL

of the

UNITED {@§ NATIONS
) NS 4

MONDAY, 30 NOVEMEER 1981 ¥o. 81/231/Corr.1

PROGRAMME OF MEETINGS AND AGENDA
SCHEDULED MEETINGS
Monday, 30 November 1981

Corrigendus
GENERAL ASSEMBLY

COMMITTEE ON THE EXERCISE OF THE INALIENABLY
RIGHETS OF THE PALESTINIAN PECFLE

The gchedule of the mhl meetings to commemorate the International Day of
Solidarity with the Palestinian People should read

10,00 a.m. = Trusteeship
1.00 p.m. 73rd (open) meeting Council Chamber
3.30 p.m. - Trusteeship
6.00 p.m. Thth (open) meeting Council Chamber
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ARTICLE D 9. COMMUNICATIONS

CONTENTS
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Il. COMMUNICATIONS FROM THE SECRETARY=GENERAL . o o ¢ « ¢ & 164

III. COMMUNICATIONS FROM CHAIRMEN AND OTHER OFFICERS OF
UNI'I‘ED NATIONS BODIES . L L] L] L L L L] L ] L L] L] L) . - L) L 2 164

IV. REPLIES TO A QUESTIONNAIRE AND SIMILAR INQUIRIES . . . . 165

v' mm“s ® ® e © ® & ® e ¢ 8 e ©® & o e ©° ° o 6 & & ° o 16 5

I. COMMUNICATIONS FROM GOVERNMENTS AND OTHER QUALIFIED BODIES

vhen a communication from a Government, mission, specialized
agency or other qualified body is to be issued as a United Nations
document, the text, or its substantive parts, should normally be.
reproduced without change, save that: :

{(a) The salutation and complimenta:y- closing should be omitted;

{(b) The date should be omitted from the text but given in the
heading or subheading in the form:

Letter dated ... from ... tO ...

(c) Clearly unintentional mistakes in spelling, punctuation,
resolution numbers, the names of organs, document symbols, dates and
the like may be rectified;

(d) The form of dates within the text may be changed to conform
to United Nations style;

(e} Wwhen a communication mentions an attachment that is not
reproduced with the communication, a footnote should be inserted
stating that fact. If the enclosure is reproduced elsewhere, a
reference should be given.
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Although every effort should be made, as time permits, to query
doubtful passages, no changes other than those indicated above should
be made, either by the submitting office or by the editorial unit
concerned, without the concurrence of the sender of the letter,

The signature should be given in the following form in English
and Spanish. 1In French, the official title should come above the name.

(Signed) Nescio NOMEN
Official title
[as on the communication]

when a document gives the text of a letter or note verbale
(usually from the permanent representative of a mission to the United
Nations) containing a request that an enclosed letter, statement or
other similar attachment be issued as an official document, the
document should bear the heading: ‘

Letter [or Note verbale] dated ... from (.. to ...

The text of the enclosure should be given or should begin on a
new page.

To facilitate referencing, the enclosed text, often an important
communiqué, should bear the heading "aAnnex®, normally in lower-case
letters, underlined, above its own title, if any. If there is an
attachment to the enclosed text, it should bear the title "Enclosure"
or "Attachment” (not "Appendix").

II. COMMUNICATIONS FROM THE SECRETARY-GENERAL
When communications from the Secretary-General are.issued as
documents such as bulletins or information circulars, they should bear

his signature at the end only if they are written in the first person,
implying his personal concern.

ITI. COMMUNICATIONS FROM CHAIRMEN AND OTHER OFFICERS
OF UNITED NATIONS BODIES
When a letter from a chairman or other officer to, say, the
chairman of another body is reproduced as a document, it should be
reproduced without change, except as indicated above for
communications from Governments.
The document should bear the titles
letter dated ... from ... tOo ...

The title should refer to the officer by title, not by name.
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IV. REPLIES TO A QUESTIONNAIRE AND SIMILAR INQUIRIES

Documents based on replies from Governments, specialized agencies
or other qualified bodies to a questionnaire or similar inquiry
should, if the nature of the subject and of the document permits, give
an analysis of the replies rather than a series of quotations. Wwhen
the replies are reproduced, in full or in part, they may, at the
discretion of the editor and the substantive office concerned, be
edited for consistency, comparability or conformity to the pattern of
the document. 1In such cases, it should be made clear that the text is
an adaptation of the replies.

V. PETITIONS
When petitions and similar communications are issued as

documents, they should be reproduced as received, without any change
whatsoever,
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V. ADDITIONAL INFORMATION GIVEN IN THE VOLUME OF
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I. DEFINITIONS

United Nations resolutions are formal expressions of the opinion
or will of United Nations organs. They generally, but not invariably,
consist of two clearly defined parts: a preamble and an operative
part. The preamble generally recites the considerations on the basis
of which action is taken, an opinion expressed, or a directive given.
The operative part states the opinion of the organ or the action to be
taken,

The term "decisions” is used to designate formal decisions, other
than resolutions, dealing with non-substantive or routine matters such
as elections, appointments, the time and place of meetings, and the
taking note of reports. They are sometimes used also to record the
adoption of a text representing the consensus of the members of a given
organ on a question.

A "consensus" is a general agreement that emerges in the course of
a debate on a given subject. It is usually formulated by the chairman
at the end of the debate, and in the absence of any objection is
generally accepted as the sense of the meeting. A consensus formulated
in a subsidiary body is sometimes submitted to the parent organ, in
writing, as a "draft consensus", on which the parent organ votes.
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II. SCOPE OF INSTRUCTION

The present instruction deals with some of the questions arising
in the drafting and editing of United Nations resolutions and decisions
and sets down the usage that has evolved. Unless otherwise indicated,
it applies to resolutions and decisions of all United Nations organs.

Numerous examples are given throughout this directive to
illustrate the application of the rules. Where useful, they are also
given in French and Spanish.

Responsibility for ensuring that the texts of resolutions and
amendments thereto shall conform to the style laid down in this
instruction rests with the secretary of the committee or other body
from which the texts emanate. Attention should be given to this matter
at the earliest stage of reproduction of the texts, in consultation
with the sponsors of the draft texts. If any further changes are
required to ensure accuracy of terminology, clarity of meaning, or
proper syntax, they should be made, in consultation with the editors
and the officers of the body in question, at the time of preparation of
the report of the body concerned, in the case of subsidiary bodies, or.,
in the case of major organs that issue the adopted text in the form of
a provisional document (for example under an A/RES/- or S/RES/-
symbol) , prior to the issuance of that document.

II11. SYSTEM OF IDENTIFICATION

A. General observation

United Nations resolutions are identified by the name of the
issuing body, written in full, and a number, according to the systems
described below. Although all resolutions other than those of the
Security Council have titles, these are not used for purposes of
identification.

B. Resolutions and decisions of the General Assembly

The resolutions and decisions of the General Assembly are
identified according to the systems explained below.

l. Regular sessions

Until the thirtieth regular session, the resolutions of the
General Assembly were identified by an arabic numeral followed, in
parentheses, by a roman numeral indicating the session (for example:
resolution 3363 (XXX)). When several resolutions, each complete in
itself, were adopted under the same number, each of them was identified
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by a capital letter placed between the two numerals (for example:
resolution 3367 A (XXX), resolutions 3411 A and B (XXX), resolutions
3419 A to D (XXX)). The decisions were not numbered.

The resolutions adopted at the first part of the first session of
the General Assembly were originally published without numbers. The
numbers were assigned later and listed in the index to the resolutions
of the first session; they were also included in reprints of the
volume of resolutions of the first part of the first session.

Since the thirty-first session, as part of the new system adopted
for symbols of General Assembly documents, resolutions and decisions
have been identified by an arabic numeral, indicating the session,
followed by an oblique stroke and another arabic numeral (for example:
resolution 31/1, decision 31/308). When several resolutions or
decisions are adopted under the same number, each of them is identified
by a capital letter placed after the two numerals (for example:
resolution 31/16 A, resolutions 31/6 A and B, decisions 31/406 A to E).

2. Special sessions

Until the seventh special session, the resolutions of the General
Assembly were identified by an arabic numeral followed, in parentheses,
by the letter "S" and a roman numeral indicating the session (for
example: resolution 3362 (S-VII)). The decisions were not numbered.

Since the eighth special session, resolutions and decisions have
been identified by the letter "S" combined with an arabic numeral
indicating the session, followed by an oblique stroke and another
arabic numeral (for example: resolution S-=8/1, decision S-=8/11) .

3. Emergency special sessions

Until the fifth emergency special session, the resolutions of
the General Assembly were identified by an arabic numeral followed,
in parentheses, by the letters "ES" and a roman numeral indicating
the session (for example: resolution 2252 (ES-V)). The decisions were
not numbered. Since the sixth emergency special session, resolutions
and decisions have been identified by the letters "ES", and an
arabic numeral indicating the session, followed by an oblique stroke
and another arabic numeral (for example, resolution ES~6/1,
decision Es-6/11).

4. Assignment of numbers

In each of the series described above, the numbering follows the
order of adoption. In the case of decisions, which are not issued in
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preliminary form as documents, numbers are assigned only after numbers
have been assigned to all the resolutions. The numbering of the
decisions begins with the next series of hundreds. Thus, if there were
between 200 and 300 resolutions, the decisions would begin with 301
(for example, General Assembly decision 34/301).

C. Resolutions and decisions of the Security Council

Resolutions of the Security Council are identified by an arabic
numeral, representing the serial number of the particular resolution in
the series of all resolutions of the Council, and the year of adoption,
in parentheses. They do not bear a title.

EXAMPLE:
English: . Security Council resolution 479 (1980)
French: résolution 479 (1980) du Conseil de sécurité
Spanish: resolucién 479 (1980) del Consejo de Seguridad

This system of numbering Security Council resolutions was
instituted on 1 January 1965 and was applied retroactively to those
adopted earlier. The resolutions, numbered in the order of their
adoption, are published on a yearly basis in the series Resolutions
and Decisions of the Security Council, in the Official Records of
the Security Council for the corresponding year. 1In this final
form they are grouped under subject headings. The numbers of
resolutions adopted before 1 January 1965 may also be found in
the Consolidated Check List of Resolutions of the Security Council,
1946~1964 (S/INF/1%/Rev.l/add.l).

Decisions of the Security Council are not numbered.

D. Resolutions and decisions of the Economic and Social Council

The resolutions and decisions of the Economic and Social Council
are identified according to the systems explained below.

1. Resolutions

Until 1977 (up to and including the resumed sixty-third session),
the resolutions of the Economic and Social Council were numbered
consecutively and were identified by an arabic numeral followed by an
indication of the session in parentheses (for example: resolution
1733 (LIV), resolution 1915 (ORG-75), resolution 2046 (S-III), adopted
at the fifty-fourth session, the organizational session for 1975 and
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the third special session, respectively). When several resolutions
were adopted under the same number, each of them was identified by

a capital letter (for example: resolution 1926 B (LVIII), resolutions
1954 A to D (LIX)). The last resolution so numbered is resolution
2130 (LXIII), of 14 December 1977. Exceptions to this rule are
resolutions adopted by the Economic and Social Council at its first two
sessionsy; in references to those resolutions, the session number (which
was indicated, for those two sessions only, by an arabic numeral)
precedes the resolution number (also indicated by an arabic numeral).

Since 1978, as part of the new system adopted for symbols of
Council documents, the resolutions are numbered on a yearly basis and
are identified by two arabic numerals separated by an cblique stroke,
the first numeral indicating the year, the second the number of the
resolution in the annual series (for example: resclution 1978/36) .

2. Decisions

Until 1973 (up to and including the resumed fifty-fifth session),
the decisions of the Council were not numbered. From 1974 to 1977 (up
to and including the resumed sixty-third session), the decisions were
numbered consecutively and were identified by an arabic numeral
followed by an indication of the session in parentheses (for example:
decision 64 (ORG-75), decision 78 (LVIII), adopted at the
organizational session for 1975 and the fifty-eighth session,
respectively). The last decision sc numbered is decision 293 (LXIII),
of 2 December 1977.

Since 1978, as part of the new system adopted for symbols of
Council documents, the decisions are numbered on a yearly basis and are
identified by two arabic numerals separated by an obligue stroke, the
first numeral indicating the year, the second the number of the
decision in the annual series (for example: decision 1978/1)

E. Resolutions and decisions of the Trusteeship Council

The resolutions of the Trusteeship Council are identified by an
arabic numeral followed by an indication of the session in
parentheses. (The resolutions of the first session, which did not
include the indication of the session, were subsequently so identified
retroactively.)

Example: Trusteeship Council resolution 2167 (XIV)

Decisions are not numbered.
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F. Resolutions of other United Nations bodies

Other United Nations bodies and subsidiary organs of the General
Assembly and the Councils have developed their own systems of
identifying resolutions. For instance, most of the regional
commissions of the Economic and Social Council number their resolutions
consecutively from session to session in arabic numerals, combining
this serial number with the number of the session in roman numerals, in
parentheses, following the Council's old systemy while the functional
commissions and standing committees identify their resolutions by an
arabic numeral, beginning each session at 1, followed by a roman
numeral in parentheses indicating the session.

1. Resolutions of the Trade ana Development Board

Resolutions and decisions of the Trade and Development Board of
the United Nations Conference on Trade and Development are both
identified by an arabic numeral indicating the number in the total
series, followed by a roman numeral in parentheses, indicating the
number of the session.

EXAMPLES:

Trade and Development Board resolution 216 (XX

Trade and Development Board decision 218 (XX)

2. Resolutions of the Industrial Development Board

Resolutions of the Industrial Development Board of the United
Nations Industrial Development Organization are identified by an arabic
nureral indicating the serial number of the resolution, followed by a
roman numeral, in parentheses, indicating the number of the session.

Decisions are identified by a roman numeral indicating the serial
number, beginning with I at each session, followed by another roman
numeral in parentheses, indicating the number of the session.

EXAMPLES:

Industrial Development Board resolution 52 (XIV)

Industrial Development Board decision V (XI)
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G. References to the whole or to parts of composite resolutions

1. Resolutions grouped under a single resolution number

As indicated above, where twoc or more resolutions, each complete
in itself, are grouped under a single resolution number and title, each
resolution is further identified by a capital letter; it may or may not
have a separate title, provided that, if one has a separate title, all
should have separate titles. (See, for example, General Assembly
resolutions 2522 (XXIV), 2602 (XXIV) and 34/93.)

References to such resolutions are made as follows:

(a) If it is desired to refer to the resolution as a whole
{including all the resolutions), the capital letters identifying the
separate resolutions should be mentioned.

EXAMPLES +

General Assembly resolutions 2522 A to F (XXIV)
General Assembly resolutions 34/93 A to R
General Assembly resolutions 35/10 A to C

(Under an earlier system, only the resoclution number was given in such
cases.) . - ‘

(b) If it is desired to refer to one or more specifically, the
appropriate capital letter or letters should be placed between the
arabic numeral and the roman numeral, under the old system, or after
the number, under the new system.

EXAMPLES ¢

English: General Assembly resolution 2602 B (XXIV)
General Assembly resolution 34/83 B
Economic and Social Council resolutions
1068 B to D (XXXIX)

French: résolution 2602 B (XXIV) de l'Assemblée générale
résolution 34/83 B de l'Assemblée générale
{ésolutions 1068 B @ D (XXXIX) du Conseil
economigue et social

Spanish: resolucidn 2602 B (XXIV) de la Asamblea General

resolucidn 34/83 B de la Asamblea General

resoluciones 1068 B a D (XXXIX) del Consejo
Econdmico y Social
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Cases where such resolutions have been identified by roman
numerals and/or capital letters may be met with, but the practice of
all United Nations organs in this respect has now been standardized,
and capital letters only are used. In references to complete
resolutions that have been identified by roman numerals, the roman
numeral is treated in the same way as the more usual capital letter and
placed between the arabic numeral and the roman numeral indicating the

session (see, however, the different use of roman numerals referred to
in subsection 2 below).

EXAMPLE:

Econonmic and Social Council resolution 159 IV (VII)

In cases where both roman numerals and letters have been used to
identify resolutions grouped under one resolution number, both should
be given, in the appropriate order, between the arabic numeral and the
roman numeral that indicates the session.

EXAMPLE:

Economic and Social Council resolution 159 I1 B (VII)

2. Portions of resolutions

As has been stated, there are a number of resolutions in which
portions of text that do not constitute complete resolutions have been
identified by roman numerals; they may or may not have separate
titles. Such portions of resoclutions should be identified, for
reference purposes, as sections, the word "section" and the identifying
element or elements appearing after the number of the session.

EXAMPLE:
English: General Assembly resolution 34/9 B, section I

French: section I de la résolution 34/9 B de
1'Assemblée générale '

Spanish: seccidn I de la resolucidn 34/9 B de
la Asamblea General

Cases where such portions of resolutions have been identified by
capital letters may be met with, but the practice of all United Nations
organs in this respect has now been standardized, and roman numerals
only are used. In reference to portions of resolutions that have been
identified by capital letters, the letter is treated in the same way as
the more usual roman numeral.

EXAMPLE:
General Assembly resolution 888 (XI), section A
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H. PForms of issuance

Resolutions of the General Assembly, the Security Council and the
Trusteeship Council are first issued individually in provisional form as
documents under the symbols A/RES/~, S/RES/- and T/RES/-, respectively,
combined with the number of the resolution. Until 1979, those of the
BEconomic and Social Council were also issued individually in provisional
form under an E/RES/- symbol. It should be noted that resolutions
should never be referred to by this document symbol. The correct forms
of reference are explained in section C, subsections 1 and 2, above.

From 1979 to 198l the texts of resolutions adopted by the Economic
and Social Council were issued in preliminary form in addenda (by
chapter) to the Council's report to the General Assembly. As of 1982,
they are compiled, by session, together with the decisions, in a Council
document bearing a symbol in the E/.../INF, .., Series.

The resolutions of the General Assembly and of the councils are
later compiled and issued in final printed form in a supplement to the
Official Records of the respective organs.

A provisional compilation of the decisions adopted by the General
Assembly at a given session is issued at the end of the session as a
document in the A/INF/~ series for the session. The decisions are later
included, in edited form, in the volume of "Resolutions and decisions"
for the session concerned. '

IV. DRAFTING AND EDITING
A. Titles

In many cases, the title of a resolution is that of the relevant
agenda item. However, a modification of the wording may sometimes be
required. Where a number of resolutions relating to the same agenda
item have been adopted, they should be given different titles. The
title of a draft resolution is normally given by the sponscr. If no
title is supplied, the editor should consult with the secretary of the
body concerned.

The names of organs, offices and instruments used in titles should
always be given in full.
B. Order of elements
The order of the component elements of resolutions of United

Nations organs should be as follows: (a) the name of the organj
(b) the preamble, if anys (c) the operative part.
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EXAMPLES:

The Trusteeship Council,

Having examined the report ...

1. Draws the attention of the ...

LR N 4

The General Assembly

1. Takes note with appreciation of the report of the
- Secretary-General on the establishment of ...

2. Regquests the Secretary-General ...

Some early United Nations resolutions began with the preamble,
followed by the name of the organ and the operative part. However, the
order described above is the normal one.

The text of the resolution is followed by an indication of the
meeting at which it was adopted and the date of adoption.

EXAMPLE:

English: 82nd plenary meeting
29 November 1979

French: 82éme séance pléniere
29 novembre 1979

Spanish: 82a. sesidn plenaria
29 de noviembre de 1979

The indication of the meeting and the date of adoption should follow
each resolution in the case of two or more resolutions grouped under
a single number and title and identified by capital letters.

In the case of a resolution adopted at a meeting that continued
after midnight, the actual date of adoption should be given. For
instance, if a meeting began on 16 December and finished at 12.45 a.m.
on 17 December, and a resolution was adopted after midnight, the date
of adoption of the resolution would be 17 December.
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C. Mumbering and arrangement of ragraphs

According to the current practice, preambular paragraphs
[French: alinéas du préambule; Spanish: pdrrafos del preimbulo] are
not numbered; operative paragraphs are numbered with arabic numerals,
but a single operative paragraph [French: paragraphes du dispositif;
Spanish: pdrrafos de la parte dispositival is not numbered. Some
early resolutions followed a different style. When it is necessary to
refer to or quote texts following an earlier style, such references or
quotations should conform to the earlier style.

If a paragraph of either the preamble or the operative part is
subdivided, the first degree of subparagraphs should be identified
by lower-case letters between parentheses: (a), (b) etc.; 1/ the
second degree by lower—-case roman numerals between parentheses:
(1), (ii) etc. 2/ The indention to be used in typing is illustrated in
the examples given in section G below.

The word "and" should not be used to link any of the paragraphs or
subparagraphs of a resolution, whether in the preamble or in the
operative part.

Note that an operative paragraph is one that begins with an
operative verb. An operative paragraph that is subdivided after the
operative verb is a single paragraph and the subdivisions are
subparagraphs. '

EXAMPLE:

English: The Security Council
Decides:
(a) To defer consideration of ...
(b) To invite ...

French: Le Conseil de sécurité
Décide :
a) De renvoyer l'examen de ...
b) D'inviter ...

Spanish: El Consejo de Seguridad

Decide:
a) Aplazar el examen del ...

b) Invitar a ...

1/ In French and Spanish: a), b) etc.

2/ In French and Spanish: i), ii) etc.
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It should be noted that in such subparagraphs the words "To" and
*"That" in English should stand at the beginning of the subparagraph,
not at the end of the introductory words.

It is normally desirable that a new idea should be expressed in a
separate paragraph. The example given above might therefore be better
expressed as follows:

EXAMPLE:

The Security Council
1. Decides to defer consideration of ...

2. Invites ...

It is also undesirable to include two operative verbs in one
paragraph. The form shown in the following example should be avoided,
unless the verbs are closely interlinked.

EXAMPLE:

Takes note of the statement of the Secretary-General in
paragraph 54 of his report ... and agrees with the statement of
the Secretary-General that ...

Only the opening operative verb is italicized in such cases (see also
section F below).

The same principle applies to preambular paragraphs. The form
shown in the following example is preferable to a single preambular
paragraph divided into subparagraphs (a), (b) and (c).

EXAMFLE:

The General Assembly,
Noting the report of the Secretary~General on ...

Noting also the conclusions of the United Nations Conference
on o0 ¢

Noting further the views expressed during the debate on the
question in the Commission ...
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D. References to paragraphs

When it is necessary to refer to a particular paragraph of a
preamble, ordinal numbers should be used, e.g. the first, the second,
paragraph of the preamble.

An operative paragraph of an adopted resolution shaild be
identified by its number, e.g. resolution 34/50, paragraph 5. Note
that the word "operative"” shauld not be used in specific references to
numbered operative paragraphs of adopted resolutions: occasionally,
however, a resolution may have a single, unnumbered operative
paragraph, and such a paragraph should be referred to as "the operative
paragraph”.

EXAMPLE:

English: ... as indicated in General Assembly resolution
2091 (XX), paragraph 2

French: ... au paragraphe 2 de la résoclution 2091 (XX)
de l'Assemblée générale

Spanish: ... en el pdrrafo 2 de la resolucién 2091 (XX) de la
Asamblea General

The word “"operative™ may, however, be used with reference to numbered
operative paragraphs of a draft resolution, particularly in the record
of a"debate on the text. It may also be kept in a verbatim record when
it is used by a speaker in the explanation of a vote on a resolution
just adopted.

When a reference is made to the operative paragraph of a

resolution that has only one operative paragraph, the following form
should be used:

EXAMPLE:

In the operative paragraph of General Assembly resolution 34/3
of 4 October 1979, see
When a reference is made in an operative paragraph to another
operative paragraph of the same resolution, it may sometimes be useful
to indicate its position in the text, that is, to state whether it is
above or below the paragraph in which the reference is made.
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EXAMPLES:
English: ... in pursuance of paragraphs 3 and 4 above
Frenchs .+« en application des paragraphes 3 et 4 ci-dessus
Spanish: ... de acuerdo con los pé;rafos 3y 4 supra
* * *
English: ... the study referred to in paragraph 6 below
French: ees 1l'étude visée au paragraphe 6 ci-dessous

Spanish: ... el estudio mencionado en el pdrrafo 6 infra

E. Internal references to the resolution as a whole

A reference in a resolution to the text of the same resolution as
a whole should be to "the present resolution" (French: la présente
résolution; Spanish: la presente resolucién), not to "this resolution”,
which may be ambiguous.

EXAMPLE:

The General Assembly

LI 2R 2

2. Further requests the Secretary-General to report to the
General Assembly at its ... session on the progress achieved in
the implementation of the present resolution.

This practice should also be followed when an internal reference is
made to matter annexed to the resolution, such as a convention or
statute.

EXAMPLE:

The General Assembly

Approves the Convention on ..., the text of which is annexed
to the present resolution.
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F. Use of italics

In resolutions, the following words should be italicized
(in typescript, underlined): 3/

(2) The name of the organ at the beginning of the text;

EXAMPLES:

The General Assembly,

[Believing ceel

The Security Council

[Decides ...]

(b) The word or words at the beginning of each paragraph of the
preamble expressive of the mood or the action, past or present, of the
organp

EXAMPLES:

[The General Assembly,]

Believing e

Convinced of ...
Desirous of ...

Expressing confidence ...

Noting with satisfaction ...

Taking note of ...

Having examined ...

3/ See the terminology bulletin on terms used in the preamble
and operative part of resolutions (ST/CS/SER.F/313).
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(c) The operative verb or phrase at the beginning of each
paragraph of the operative part.

EXAMPLES:

[The General Assembly]

Decides to ...
Recommends that ...

Expresses its apopreciation to ...

Requests the Secretary-General to ...

Further requests the Secretary-General to ...

Expresses the hope that ...

Takes note with satisfaction of the ...

Calls upon the Governments ...

Calls for ...
Note again that only an opening operative verb is italicized; if a
second operative verb occurs in a paragraph, it should not be

italicized.

EXAMPLE:

Expresses the hope that ... and requests the
Secretary-General to report on the question at the ... session.

The use of italics explained above applies to resolutions and
draft resolutions only; decisions are normally presented in the form of
a paragraph, without any italics or underlining.

G. ©Punctuation
Though there may be punctuation within the title of a resolution

or decision, there should be no final punctuation mark. Within a
title, a colon is generally preferred to a dash.
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EXAMPLES:

2369 (XXII). Reorganization of the top echelon in the United
Nations Secretariat: amendments to the Staff
Regulations of the United Nations

35/219. Use of Arabic in the subsidiary organs of the
General Assembly, in the Security Council and
in the BEconomic and Social Council: amendments
to rules 51, 52, 54 and 56 of the rules of
procedure of the Assembly

Resolutions

When a resolution has a preamble, there is a comma after the name
of the organ and a comma after each paragraph or subparagraph of the
preamble; if the resolution has no preamble, there is no punctuation
mark after the name of the organ.

In the operative part, there is a semicolon after each paragraph
or subparagraph and a full stop at the end, which should be the only
full stop in the resolution.

When a paragraph, in either the preamble or the operative part, is
divided into subparagraphs identified by letters or lower-case arabic
numerals, a colon is placed after the words that introduce the first
subparagraph.

The use of punctuation in the various cases described above is
shown in the following examples,

EXAMPLE 1:

The Economic and Social Council,

Recognizing the continuing seriousness of the illicit
traffic in narcotic drugs in the Near and Middle East,

Conscious of the need for close co-operation between
countries having a common frontier,

l. Recommends that the countries in the region ... the
campaign against the illicit traffic in narcotic drugs in the
region;

2. Invites the Secretary-General, within the limits of

existing budgetary resources, to provide any necessary advice
and assistance at such a meeting.
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EXAMPLE 2:

The ‘General Assembly

l. Authorizes the Secretary~General, with the prior
concurrence of the Advisory Committee on Administrative and
Budgetary Questions and subject to the Financial Regulations
of the United Nations and the provisions of paragraph 3
below, to enter into commitments in the biennium 1980-1981 to
meet unforeseen and extraordinary expenses arising either
during or subseguent to that biennium, provided that the
concurrence of the Advisory Committee shall not be necessary
far:

(a) Such commitments, not exceeding a total of
8Us 2 million in any one year of the biennium 1980-1981, as
the Secretary~General certifies relate to the maintenance of
peace and securitys

(b) Such commitments as the President of the
International Court of Justice certifies relate to expenses
occasioned by:

(i) The designation of ad hoc judges (Statute of the
Court, Article 31), not exceeding a total of
$100,000;

(ii) The appointment of assessors (Statute, Article 30),
or the calling of witnesses and the appointment of
experts (Statute, Article 50), not exceeding a
total of $50,000;

(iii) The holding of sessions of the Court away from The
Hague (Statute, Article 22), not exceeding a total
of $150,000;

(iv) The maintenance in office of judges who have not
been re-elected (Statute, Article 13, paragraph 3),
not exceeding a total of $75,000 in 1980;

(v} The payment of pensions and travel and removal
expenses of retiring judges, and travel and removal
expenses of new members of the Court, not exceeding
a total of $130,000 in 1980, and the payment of
pensions of retiring judges, not exceeding a total
of $130,000 in 1981;

2. Resolves that the Secretary-General shall report to

the Advisory Committee on Administrative and Budgetary
Questions and to the General Assembly at ...,
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EXAMPLE 3:

The Economic and Social Council,

Deeply concerned about the volume of documentation and
the consequent delays in its circulation and aware of the
heavy burden therefore placed on the Secretariat and
delegations, as well as the increasing financial costs
involved,

Deeply concerned also at the fact that documents are too
often not issued in due time in all the working languages of
the Council,

Taking into account the provisions of General Assembly
resolution 33/56 of 14 December 1978,

l. Decides:

(a) To keep its requests for documents to the minimum
compatible with the efficient conduct of its work and within
the limits of the available resources of the Secretariatj

(b) To review, at the outset of each regular session,
all its recurrent documents to determine whether they have
become redundant, have lost their usefulness or could be
issued at less frequent intervals;

EXAMPLE 4:

The General Assembly,

Having considered paragraph 5 of resolution 114 (V) on
institutional issues, adopted by the United Nations
Conference on Trade and Development at its f£ifth session,
held at Manila from 7 May to 3 June 1979,

Decides to amend its resolution 1995 (XIX) of
30 December 1964 on the establishment of the United Nations
Conference on Trade and Development, as amended by
resolutions 2904 (XXVII) of 26 September 1972, 31/2 A of
29 September 1976 and 31/2 B of 21 December 1976, by
replacing the word "once" in the second sentence of
paragraph 13 of section II by the word "twice".
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EXAMPLE St

The General Assembly

l. Accepts the financial report ... Board of Auditors;

2. Concurs in the observations ... session.

Decisions

Decisions shanld be presented in the form of a paragraph
introduced by the words:

*at i{its ... meeting, on ..., the [General Assembly]) [, on the
recommendation of the ... Committee,] ..."

If the paragraph has subparagraphs containing action verbs, the
introductory phrase is normally followed by a colon.

EXAMPLE:?

At its ... meeting, on ..., the General Assembly, on the
recommendation of the Fifth Committee:

(a) Took note of ...
(b) Decided to ...

(There is no underlining or ital ics.)

H. Abbreviations

Names of organs, organizations, offices etc. must be given in £full
when mentioned in a resolution. Drafters of resolutions should see to
it that any names that appear in the text are given in full and in the
correct form. However, to avoid excessive repetition, long titles,
thaigh they shaild be given in full the first time they occur in the
preamble and the first time in the operative part of a resolution, may
thereafter be shortened, provided that no possible ambiguity exists.
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EXAMPLES:

The General Assembly,

Having examined the report of the Special Committee on
the Situation with regard to the Implementation of the
Declaration on the Granting of Independence to Colonial
Countries and Peoples relating to this question,

l. Approves the report of the Special Committee on the
Situation with regard to the Implementation of the
Declaration on the Granting of Independence to Colonial
Countries and Peoples relating to this questionj;

2. Requests the Special Committee to continue to study
this question and to report thereon to the General Assembly
at its ... session.

* * *

The General Assembly,

oo e

Taking note of the report of the Secretary-General to
which is annexed the report of the Committee of Trustees of
the United Nations Trust Fund for South Africa,

Noting that the Committee of Trustees has drawn
attention to the need for greater contributions to the
mnd *e e

l. Expresses its appreciation to the Governments,
organizations and individuals which have contributed to the
United Nations Trust Fund for South Africa;

2. Commends the Secretary-General and the Committee of
Trustees of the Fund for their efforts to promote the purposes
of the Fund;
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The Economic and Social Council,

Having considered with appreciation the report of the
International Conference of Ministers Responsible for Social
Welfare, held at United Nations Headquarters from ... to ...

Noting that the recommendations of the Conference
developed ...

1. Notes with satisfaction the findings, conclusions
and recommendations of the International Conference of
Ministers Responsible for Social Welfare contained in its
reports

2. Re commends Gover nments:

(a) To give due attention to the findings ... of the
Conferences

The Economic and Social Council,

Having considered with satisfaction the progress report
of the Secretary—-General and the report of the Ad Hoc Group
of Experts on Tax Treaties between Developed and Developing
Countries set up by the Secretary-General ...

1. Requests the Ad Hoc Group of Experts on Tax Treaties
between Developed and Developing Countries to continue its
work as envisaged in paragraph 1 of Council resolution
1273 (XLIII)s

2. Requests the Secretary-General to convene the Group
early in ...

* * *

Great care should be taken in the abbreviation of names of United
Nations organs. The Security Council, the Economic and Social Council
and the Trusteeship Council, for example, should be referred to as “"the
Council” only if it has already been made quite clear which Council is
References to the General Assembly as "the Assenbly” should be
made only to avoid excessive repetition of the full name and certainly
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not when another Assembly, e.g. the World Health Assembly, is mentioned
in the same paragraph. Generally speaking, the short form is used
whenever the name occurs more than once in the same paragraph.

Acronyms should not be used in resolutions, except when they form
part of an official title - for example, the United Nations/FRO
Intergovernmental Committee of the World Food Programme.

The full title of "the Charter of the United Nations®” should be
used the first time it occurs in the preamble and the first time in the
operative part; thereafter, "the Charter® may be used, unless there is
a possibility that it may be taken to mean some other Charter - for
example, the Charter of the Organization of African Unity. The
expression "United Nations Charter" should be avoided.

I. References to documents

A document mentioned in a resolution or draft resolution should be
referred to by its symbol unless it appears in the printed Official
Records of a United Nations organ or as a Uniteé Nations publication
with a sales number.

As a general rule, when a document is referred to in a draft
resolution appearing in provisional or preliminary form, the document
symbol should be placed in parentheses in the text. The word
*document” should not be included.

EXAMPLE:

The General Assembly,

Takes note of the report of the Secretary-General on
-economic co-operation among developing countries (A/34/546)3

In the final version of the resolution as adopted, the reference is
removed from the text and placed, without parentheses, in a footnote.

In certain exceptional cases, the parentheses enclosing the
document symbol may be dispensed with; the document symbol will then
remain an integral part of the text. This method is used only in cases
where the normal method would not be practicable, as in the example
given below.

Article D 10



-190-

EXAMPLE:

The General Assembly,

Recognizing that the consideration that they deserve
cannot be given ... to the contents of documents A/C.3/L.239,
A/C.3/L.244, A/C.3/L.242/Rev.l and A/C.3/L.243,

Decides to postpone ... consideration of the points
raised in those documents.

If a document referred to in a resolution or draft resolution
appears in the printed Official Records of a United Nations organ or as
a United Nations publication with a sales number, the precise reference
should be given in a footnote.

EXAMPLE:

The Economic and Social Council,

Recalling the recommendations of the World Population
Conference, 43/ ...

43/ Report of the United Nations World Population
Conference, Bucharest, 19-30 August 1974 (United Nations
publication, Sales No. E.75.XIII.3), chap. II.
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J. References to other resolutions and decisions

Whenever reference is made, within a resolution or decision, to an
earlier resolution or decision or to a resolution or decision of
another organ, the date of the resolution or decision should be given
the first time it is mentioned. The correct forms are shown below.

EXAMPLES

English:
The General Assembly,

Recalling its resolutions 31/197 of 22 December 1976 and
32/73 A of 9 December 1977 ...

Recalling also its resolution 33/121 of 19 December 1978 ...

Renews its request to the Secretary-General that, in
pursuance of General Assembly resolution 33/12l1, he should ...

Prench:

L'Assemblée générale,

Rappelant ses résolutions 31/197 du 22 décembre 1976 et
32/73 A du 9 décembre 1977 ...

Rappelant également sa résolution 33/121 du
19 décembre 1978 .ee,

Demande & nouveau au Secrétaire général de redoubler
d'efforts, conformément & la résolution 33/121 de l'Assemblée
générale ...

{In French, when reference is made within a resolution to a
resolution or resolutions together with the name of the issuing body,
the words "en date du" are added after the name of the body. In such
cases, the numbers of the resolutions are often given together and the
dates together, for example, " ... dispositions pertinentes des
résolutions 3202 (S-VI), 3441 (XXX) et 31/172 de l'Assemhlée générale,
en date des 1®%F mai 1974, 9 décembre 1975 et 21 décembre 1976 ...".)

* * *
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sEggishx

La Asamblea General,

Recordando sus resoluciones 31/197 de 22 de diciembre de 1976
y 32/73 A de 9 de diciembre de 1977 ...

Recordando asimismo su resolucién 33/121 de 19 de diciembre
de 1978 ... .

Reitera su peticién al Secretario General de que en
cumplimiento de la resolucidén 33/121 de la Asamblea General ...

It should be noted that when a resolution has been issued in
provisional form in a document bearing a symbol such as A/RES/37/~, it
should never be referred to by that document symbol but rather by the
number assigned to it (e.g.. resolution 37/-).

K. Wording of resclutions

Especial care must be taken, in drafting and editing resolutions,
to ensure accuracy in terminology, particularly in the designation of
persons, offices, bodies, organizations, titles of legal instruments
and the like. ‘ '

If reference is made in a draft resolution to a statement,
specific identification of the statement should be given, including, as
applicable, the name and/or title of the speaker, the meeting number
(if any), the date of the statement, the document number (if any) and
the occasion on which the statement was delivered.

In resolutions, wording such as "15-16 June” or "12-16 June"
should be avoided. Instead, "15 and 16 June” and "from 12 to 16 June"
or, if necessary, "from 12 to 16 June, inclusive" should be used.

A representative listing, in English, French, Spanish, Russian,
Arabic and Chinese, of standard preambular and operative verb forms
used in resolutions of United Nations organs is given in Terminology
Bulletin No. 313 (ST/CS/SER.F/313).

The general rule that numbers under 10 should be written out and
numbers from 10 on expressed in numerals (see article F 3, chapter I)
does not apply in resolutions. With the obvious exception of such
number s as those relating to dates, symbols and amounts of money, all
numbers should be written out in words.
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Reports should not be spoken of as being submitted to a session of
an organ but rather as being submitted to an organ at its session.

EXAMPLE:

Englishs

+«+. requests the Committee to continue to study this question
and to report thereon to the General Assembly at its
thirty-seventh session.

(NOT to the thirty-seventh session of the General Assembly)
French:

..« Prie le Comité de poursuivre l'étude de cette question et

de faire rapport a ce sujet a l'Assemblée générale lors de sa
trente-septieme session.

Spanishs

«+e Pide al Comité que prosiga el estudio de la cuestidn e
informe sobre el particular a la Asamblea General en su
trigésimo séptimo periodo de sesiones.

The expression " [States] Members of the United Nations and of the
- specialized agencies" should not be used. The correct forms are,
according to the construction of the sentence, " [States] Members of the
United Nations and members of the specialized agencies®, "[States]
Members of the United Nations or members of specialized agencies™ or "a
[State] Member of the United Nations or member of a specialized
agency”. The term "Member States”™ may be used when it is clear that
the reference is to Members of the United Nations.

The expression "Member Governments” should not be used. The
following phrases may be used, as appropriate: “Governments of States
Members of the United Nations or members of specialized agencies®,
"Gover nments of Member States", or simply “"Member States”.

L. References to the Secretarv—-General or
to the Secretariat

When reference is made to the Secretary-General or to the
Secretariat, it is not normally necessary to add the words "“of the
United Nations®.

An exception would be made in a text in which there was a

reference to the secretary-general or to the secretariat of some other
organization.
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M. References to money

Monetary units should normally be expressed in figures rather than
words, the type of currency being made absolutely clear at the first

mention.

For example, if the currency is United States dollars and

the first figure mentioned is 25,500, that sum should be represented as
$Us 25,500. Subsequently the abbreviation "US" need not be inserted.
where the sums mentioned are in millions and can be conveniently

expressed in decimal form to not more than one decimal point, the word
"million®™ is spelt out.

EXAMPLE:

English:

The General Assembly,

Noting that ... a development fund of $US 5.2 million ...

Decides in principle to contribute $2 million to the
Development Fund ...

French:

L'Assemblée générale,

Notant cque ... d'un fonds de développment de
5,2 millions de dollars des Etats-Unis,

Décide, en principe, de verser 2 millions de dollars au

Fonds de développement ...

Spanish:
La Asamblea General,

Tomando nota de que ... un fondo de desarrollo de
5.200.000 ddlares de los Estados Unidos,

Decide en principio contribuir con 2 millones de dbélares
al Fondo de Desarrollo ...
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N. Names of newly established bodies

Whenever a body is established by a resolution, the name used to
designate it should be the official name and not a provisional or
descriptive name subject to later change.

EXAMPLE:

The General Assembly,

Approves the idea of establishing a University for Peace
as an international centre of higher learning for post-graduate
studies ... aimed at training for peace ...

O. Annexed matter

If the organ adopting a resolution is thereby adopting or approving
a text other than the resolution itself, that text should, where
appropriate, be annexed to the resolution, not inserted in it.

Matter which it has been decided to annex may be referred to in the
text of the resolution in various ways. Examples of acceptable wording
are given below.

EXAMPLES s

English:
The General Assembly

Commends the Agreement on ..., the text of which is
annexed to the present resolution.

French:
L'Assemblée générale

Se félicite de 1'Accord sur ..., dont le texte est joint
en annexe a la présente résolution.

Sggnish:
La Asamblea General

Se felicita por el Acuerdo sobre ..., cuyo texto figura
como anexo a la presente resolucidn.

*® * *
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English:
The General Assembly

3. Adopts the provisional regulations ... set out in
annex II to the present resolution.

FPrench:

L'Assemblée générale

3. Adopte le réglement provisoire ... qui figure a
1'annexe II de la présente résolution.

Spanish:
La Asamblea General

3. Aprueba el reglamento provisional ... que figura en
el anexo II a la presente resolucidn.

* t. R J

English:

The General Assembly

Approves the annexed Convention on the ces
Prenchs

L'Assemblée générale

Approuve la Convention sur ... qui figure en annexe a la
présente résolution.

Spanishs

La Asamblea General

Aprueba la Convencién sobre ... que figura en el anexo a
la presente resolucidn.
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Matter annexed to a resolution immediately follows the text of the
resolution. (In the final version of the adopted resolution it follows

the number of the meeting and the date of adoption.) It is headed by
the word "Annex" and usually has a title as well.

EXAMPLE:
The General Assembly,
Reaffirming ...

Commends the Agreement Governing the Activities of
States on the Moon and Other Celestial Bodies, the text of
which is annexed to the present resolution;

89th plenary meeting
5 December 1979

ANNEX

Agreement Governing the activities of States on the Moon
ané Other Celestial Bodies

The States Parties to this Agreement,

Noting ...

If there are two or more annexes to a resolution, they should be

identified by roman numerals, so that the headings would read
“"Annex I", "Annex II" etc.
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V. ADDITIONAL INFORMAT ION GIVEN IN THE VOLUME OF
RESQLUTIONS OF THE GENERAL ASSEMBLY

It is of interest to note that the supplement to the Official
Records of the General Assembly containing the resolutions and
decisions adopted at a regular session includes annexes providing
references to (a) the composition of the Security Council, the Ecounonmic
and Social Council, the Trusteeship Council and the International Court
of Justice, and that of organs established by the General Assembly
(annex I)3 and (b) the source of the text of conventions, declarations
and other instruments that appear in the volumes of resolutions and
decisions (annex II). It includes also an annex giving an index to the
resolutions and decisions contained within the volume (annex III) and a
check~list of resolutions and decisions adopted by the General Assembly
during the session, indicating the serial order of adoption, the title
of the resolution, the agenda item, the plenary meeting at which the
resolution or decision was adopted, the date of adoption, the voting
result and the page on which the text appears in the volume. [A
complete tabulation of the results of recorded votes is given in the
verbatim records of the plenary meetings of the General Assembly and in
the annex to the Index to Proceedings of the General Assembly
(ST/LIB/SER.B/~-) for the session concerned.]
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ARTICLE E 1. TABLES OF CONTENTS

CONTENTS

Chapter Page
I.(ENERALPRESENTATION...............-.. 202
A, Main body ¢« « ¢« ¢ ¢ o o ¢ ¢ o ¢ 6 o o o s o s o a 202

B. Annexes and appendices tomain body . « « « ¢ « .« & 203

C. Listof tables . « ¢ ¢ ¢ ¢ ¢ ¢ ¢ o o ¢ o ¢ o o o » 203

D. List of £figures . .« ¢« ¢ « o ¢ ¢ o o o o 2 o o« o o o 203

Es LiSt Of MaPS =+ o ¢ o ¢ o o o o o o o o o o a o o o 204

P. Use of leaders . o« o ¢ ¢ o o ¢ s o o o o o o o o & 204
II. FOOTNOTES TO ITEMS IN THE TABLE OF CONTENTS . « « « « & 204
III. CONTENTS FOR MORE THAN ONE VOLUME . . ¢ ¢ ¢ o « o o o o 204

IV. SKELETON OUTLINE AND EXAMPLES ¢« ¢ « o o « o o ¢ « ¢« o« » - 205

A document of any length or complexity should be provided with a
table of contents (to be headed "CONTENTS" [French: "TABLE DES
MATIERES"; Spanish: "INDICE"]) setting forth the principal headings
and subheadings. This not only acquaints the reader at once with the
scope of the document and the order of its parts but also serves as a
rough index.

A short document or one on a single theme with no major divisions
need not normally have a table of contents.
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I. GENERAL PRESENTATION

The table of contents should come before, not after, the text of
the document, in all languages. In most mimeographed documents, the
table of contents, if any, should follow immediately after the title
and subtitles, except in cases where the document begins with an '
introductory note by the Secretary-General or by the Secretariat, in
which case it should come after the note. In a publication it should
come after the preface or foreword. Front matter preceding the table
of contents should be listed in the table.

On a document the heading "CONTENTS" (not "Table of contents®)
should appear in block capital letters, centred. In a publication the
choice of type is a matter for the copy-preparer.

The table of contents should, as a rule, consist of four elements
arranged in parallel columns: (a) chapter or section numbers or both,
(b) list of headings and major subheadings, (c) paragraph numbers and
(d) page numbers. Annexes and appendices, if any, and other end matter
should be listed.

Chapter numbers, in roman numerals, should appear under the column
heading "Chapter”. They should be aligned on the right.

A. Main body

Headings and subheadings listed in the table of contents should
correspond exactly with those in the text in wording, punctuation and
the use of initial capital letters. The relation of subheadings to
main headings should be shown by the use of progressive indention. 1In
typewritten documents, chapter headings are, as a rule, shown in block
capital letters. The second line and subsequent lines of a heading
should be blocked under the first. Subheadings below the section level
are not normally listed in the table of contents. 2Annexes to chanters
should be listed as subheadings to their relevant chapters.

Paragraph numbers should be given under the column heading
"pParagraphs”". The first and last paragraphs covered by the heading or
subheading should be indicated in the form "1-4". 1If only one
paragraph is covered by the heading or subheading, the number should be
centred in the column. Paragraph numbers are not indicated in the
table of contents of longer reports, particularly those issued in
printed form, unless they would serve a useful purpose.

Page numbers should be given under the heading "Page”. The page
number indicated should be that of the page on which the section or
passage covered by the heading or subheading begins. The contents
should not indicate the page on which the section ends.
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B. Annexes and appendices to main body

If there is only one annex, the word "Annex", in initial capital
letters and lower case, underlined, should appear under the column
headed "Chapter™. :

If there is more than one annex, the word “"Annexes", in initial
capital letters and lower case, underlined, should be centred. The
numbers of the annexes, in roman numerals, should be listed in a column
under the Chapter column. The numbers should be aligned on the right.
Bach annex should be paginated separately, beginning with 1.

The titles of the annexes should be ranged under the headings and
subheadings and should be followed by leaders extending to the Page
column. Paragraph numbers should not be indicated for annexes.
Subheadings should not, normally, be listed for annexes.

Appendices to annexes should be listed under the carresponding
annexes, as shown in the skeleton outline given in chapter IV below.

C. List of tables

If there are only a few tables, they may, if desired, be mentioned
under the appropriate chapter heading or subheading in the table of
contents. If there are many and if it appears useful to do so, all
the tables contained in the document may be listed in the table of
contents. They should be given under a centred heading reading "List
of tables®. The number and title of each table should be given, with
the page reference. Tables should always be listed in the order in
which they appear.

D. List of figures

If a publication has only one or two figures (that is, charts and
the like), these may, if desired, be listed under the appropriate
chapter heading or subheading in the table of contents. If a document
or publication has a considerable number of figures or if they are
relevant to the whole work, they should be listed, by number and title,
in the table of contents, under the heading "List of figures",
following the list of tables, if any.
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E. List of mars

If there are only a few maps, they may, if desired, be listed
under the appropriate heading or subheading in the table of contents.
If there are a number of them or if they are relevant to the whole
work, they should be listed, by number and title, under a separate
heading reading "List of maps”. The list should come after the list of
figures, if any.

F. Use of leaders

leaders should be used to guide the eye from headings or
subheadings to paragraph numbers (or page numbers where paragraph
numbers are not indicated). They should end at the same place in each
line, at least five spaces from the paragraph or page column. If, in
the body of the document itself, a subheading follows a heading without
any intervening text, no leaders should be used after the heading; they
should be used only after the subheading.

II. FOOINOTES TO ITEMS IN TEE TABLE OF CONTENTS

It is sometimes necessary to have footnotes to items in the table
of contents. If there are not more than five footnotes, asterisks
should, preferably, be used to identify them. If there are more than
five, superior letters should be used.

III. COONTENTS FOR MORE THAN ONE VOLUME

In a document of more than one volume, each volume should,
normally, have its own table of contents covering the matter in the
volume. 1In publications, the full table of contents, covering all
volumes, may be given in each volume if this would serve a useful
purpose. In such cases the page numbers of other volumes are not
normally included.
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IV. SKELETON OUTLINE AND EXAMPLES

A skeleton outline of a table of contents is given below, showing
the order and presentation of the elements in a typewritten text to be
submitted for printing. It is followed by examples.
SKELETON OUTLINE:

CONTENTS
Paragraphs Page

Ptefaceoaoocooao-o-oo-.oo-ooo

EXplanatory NOteS ¢ o o ¢ o o o ¢ ¢ o « s o o o o

Abb: eViationB ® ® o e o e ® o ¢ © ¢ © o o oo o o ° o

In ttOduct ion e« e & o © ° o o & © o o ©o o O o o e o

Chapter

.
B &
Av o e e e e e e e e e e e s e e
Be o v o o o o o o o o o o o e s e e e s

IIIQ ® o @ e & e ©® & ¢ & © 9 ° & © © ¢ © & O o o
Ac © e e ® & o e 0 e e & e o o o o e e s o
Bo ® e e @ e © o @ °© & © 9 o © o s ° ° ° o

C. ® e e e & & o © o & & © & © ° © e e O o
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ONTENTS (continued)

ANNEXES

L1ST OF TABLES

1. LX)

2. LN

3. e

LIST OF FIGURES

Bibliography «..

IndexX ce.
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1 (document):
CONTENTS
Paragraphs Page
InttoductiOn.......-.......-..... 1-2 3
STRUCTURAL AND INSTITUTIONAL REFORMS . . ¢« . & 3 4
STATUS OF THE CO-OPERATIVE MOVEMENT, WITH
EMPHASIS ON MULTIPURPOSE AND HOUSING
CO—OPE'RATIVES........-........ 4-18 6
THE ROLE OF CO-OPERATIVES IN LAND AND
AGRARIAN REmRM L] L] [ ] L ] L] L] L] L] e L] o [ ] L ] L] L ] L] 19 - 23 ll
THE RCLE OF CO-OPERATIVES IN THE INTEGRATION
OF WOMEN IN THE DEVELOPMENT PROCESS ¢ ¢ ¢ o o o 24 - 33 12
THE CONTRIBUTION MADE BY CO-OPERATIVES
mDMLomT................ 34-46 15
Ao Equitable ptOfit—Shating e © o ® o e e o o 35 - 37 16
>B. Popular patticipation e o o o o o o o o8 & 38 -~ 43 16
C. Contribution to development « « « o o o o & 44 - 46 18
INTERNATIONAL AGENCIES AND THE.IR ROLE IN
PRG(CI'ING CO‘OPERATIVES e © © © ©®© ® ®» e e ©° o o 47 - 55 19
GJNCLUSIONS.........-..-..... 56-80 22
Annexes
Questionnaire on national experience in promoting
the co-operative movement « o« « o « ¢ o o o o o o« o o o o « 29
Countries that have submitted replies to the
United Nations questionnaire on national experience
31

in promoting the co-operative movement . . ¢ ¢ ¢ o o ¢ ¢ &
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EXAMPLE 2 (publication):
CONTEN1S

P:e f‘ce e ® @ e e © e ® & o e & O s e o s o+ o o
mplanamry notes e o & e @ ., e e e o 8 o o o o
Abbt wiatians . ® ® e ® @& e & e © s o & ¢ & o & o
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Chapter
I. THE DEVEIOPMENT OF INTERNATIONAL SEABORNE

A. General developmentS o« ¢« o o o o o o
B. Developments by types of commodities
C. Developments by griyos if countries .

TRADE

II. THE DEVEIOPMENT OF THE WORLD MERCHANT FLEET . .

A. Changes in the world fleet . . « « o

B. The distribution of tonnage with reference to
developing countries . ¢ ¢ ¢ o o ¢ o o o o

I IIQ & IBUI mING L] L] L] . L d .. L] . - L] L] L ] * L

ANNEXES

I. Classification of countries and territories . .

1973 and 1974 ¢« ¢« ¢ ¢ ¢ o o o o o o o o ®

LIST OF TABLES

d

e @ e o o Vi

L] L] L] L L Vi ii

L] o L] *® o x
Paragr a@ -]
1-2 1
3~-18 3
3-6 3
7-11 5
12-18 6
19-56 8
19-37 8
38-56 17
57=-74 26

* L) L] L . L] L] L 40

II. World seabarne trade according to geographical areas, 1965,
[ ] L] L) L] L L] L] L] 42

1. Development of international seaborne trade, 1965, 1967, 1969
and 1970-1975 L] L ] L d L] L] L ] L] L] ® [ ] [ ] L ] L ] L] -. L L ] L ] L ] © [ ] . * L ] [ ] 3

2. Wworld seaborne trade in 1965, 1970, 1973 and 1975 by type of

cargo and share of groups of countries .

LIST OF FIGURES

L L ) L] L4 L 4 L] 9

1. The course of freight rate indices and laying-up and scrapping

as percentage of world tonnage, 1972-1976:

tankers

® L] L] L] L J 24

2. The course of freight rate indices and laying-up and scrapping
dry cargo vessels 25

as percentage of world tonnage, 1972-1976:
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ARTICLE E 2. TOPICAL HEADINGS AND SUBHEADINGS

CONTENTS
Chapter Page
I. PRESENTATION OF HEADINGS =« « ¢ o o o o o o o o » o o 209
II. mmTUATION OF HEMIN$ L ] .' L * L ] L ] L ] L] [ ] [ ] * L ] L] L * 211

Any paper intended for study or reference gains from the use of
topical headings marking logical divisions of the subject. 1In English,
the heading should not be treated as part of the text. The text should
be complete in itself and the headings should serve only as an
editorial device to indicate the structure of the text. In French, the
headings may be treated as part of the text.

Topical headings should indicate concisely the subject discussed
in the text that follows. They are usually nouns or phrases built
about nouns. Headings and subheadings should be balanced in structure;
for example, interrogative headings should not be interspersed among
noun phrases. A subheading should not repeat the wording of a
heading.

I. PRESENTATION OF BEADINGS

When a document contains several main parts or chapters, each of
these should, if possible, begin on a new page.

In printed documents, the relative value and relation of headings
and subheadings may be shown by the use of different kinds and sizes
of type and, if desired, by the use of numbers and letters
(see article G 2, chapter VI). In documents offset from typescript,
the relative value of headings may be indicated by the use of numbers
and letters and by the indention of headings. The following rules
apply mainly to offset documents. 1/ They are applicable to
publications also, save that in printed publications the letters and
numbers are omitted unless they serve a useful purpose.

pv4 In the case of certain documents and publications, especially
General Assembly documents, recurrent publications and those placed on
sale, exceptions may be made, upon agreement between the editorial
services and the submitting departments, in such matters as the
division of the text into parts, chapters and sections, particularly if
a distinctive presentation has been followed in the past.
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A long text that falls logically into major parts may be divided
into corresponding parts, normally identified by numbers written out in
words with initial capitals: Part One, Part Two etc. (It should be
noted that in cross-references to parts, the words are not capitalized,
e.g. "See part one.”) The words "Part One" etc. are normally centred
on a separate line, above the subject-heading of the part.

Chapter headings should normally be identified by roman numerals,
section headings by capital letters and subsections by arabic
numerals. It is usually unnecessary to have further subheadings, but
if the nature of the text is such that they would serve a useful
purpose, they may be identified by the series (a), (b), (c) etc.s
(1), (ii), (iii) etc.; [French and Spanish: a), b) etc.; i), ii) etc.]
a., b., c. etc.y and i., ii., iii. etc., in that order. 2/

The system of identification is shown in the following example.

EXAMPLE:
Part One (Part, centred and
underlined)

RECENT TRENDS IN INDUSTRIALIZATION (Title of part, centred)

I. PROBLEMS OF INDUSTRIALIZATION (Chapter heading, centred)

A. Principal problems (Pirst-degree subheading,
centred and underlined)

1. Basic materials (Second-degree subheading,
centred and underlined)

(a) Coal (Third-degree subheading,
underlined, at margin)

(i) Sources of supply (Fourth-degree subheading,
underlined, indented five
spaces)

a. QOperating mines (Pif th=deyree subheading,
underlined, indented ten
spaces)

i. Anthracite (Sixth~deyree subheading,

indented fifteen spaces)

2/ Whether they are used to identify subsections or
subparagraphs, the indications (a), (b) etc. and a., b. etc. should not
be underlined in a text that is to be reproduced from typescript.

In a text that is being prepared for printing, however, they should
be underlined.
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If, in a text in which all or some of the chapters follow a
general pattern, there are some chapters in which certain degrees of
subordination are not relevant, it is permissible to skip a degree of
subordination in the headings in order to maintain the comparability.

Where it is necessary to use subdivisions of the fourth, fifth and
sixth degree, indention is an important visual aid in showing the
relation of items to one another and in making clear the co-ordination
or subordination of topics or statements.

Care should be taken to make a clear distinction between the
numbers and letters identifying headings and subheadings, on the one
hand, and the numbers and letters identifying paragraphs and
subparagraphs (see article F 6), on the other. The two form entirely
separate series.

II. PUNCTUATION OF HEADINGS

Although there may be punctuation within a heading or subheading,
there should be no final punctuation mark. This rule applies also
to French, in which such final punctuation sometimes occurs in
non-United Nations texts. Within a heading, a colon is preferred
to a dash.

It should be noted, however, that a run-in side heading is
considered part of the text and is followed by punctuation.

EXAMPLE:

Industrial co-operatives. 1In recent years there has been an
increase ...

On the other hand, a number of key words underlined (or italicized
in print) at the beginning of a sentence do not constitute a run-=in
side-heading proper and are not followed by a punctuation mark unless
it is required by the meaning of the sentence.

LAMPLE:

Multipurpose co-operatives have been set up in ...
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In United Nations documents and publications, the sources of
guoted material and other reference and explanatory information are
given through the use of parenthetical references to United Nations
documents, bibliographical footnotes and consolidated notes of various
types, and reference lists. Guidance in the use of these various forms
is given below.

Brief reference is also made, in chapter XIV below, to the use of
bibliographies. Detailed guidance in the preparation of bibliographies
is given in the Bibliographical Style Manual 1/ in respect of past
practice, and in the Reference Manual for Bibliographic Descriptions 2/
and the Cataloguing Manual 2/ in respect of current practice, all
prepared by the Dag Hammarskj&ld Library.

I. REFERENCE FORMS: DOCUMENT SYMBQLS, FOOCNOTES,
QONSQLIDATED NOTES AND REFERENCE LISTS

A. Document symbols

Documents 3/ that are not reproduced in the Official Records or as
United Nations publications are normally referred to by their symbol,
which is generally given in parentheses in the text. The following
exceptions should be notea:

(a) References in the form of document symbols are put in
footnotes in resolutions and in draft resolutions reproduced in the
text of a decision that formally transmits it to another organ or to
the same organ at ‘a later session for consideration;

(b) References in the form of document symbols are put in
consolidated notes in certain cases in Official Records when they relate
to documents of an organ or session other than the one to which the
Official Record as a whole relates, or to documents that are not directly
pertinent to the subject (often an agenda item) under discussion;

1/ United Nations publication, Sales No. 63.I.5.

2/ United Nations Bibliographic Information System (UNBIS)
(February 1980) (internal document) .

3/ In the strict acceptance of the word in the United Nations,
a "document" is an official paper issued under the authority of a

United Nations organ and bearing an official United Nations document
symbol, regardless of size or form of issuance. A "publication" is a

text issued under the authority of the Publications Board, usually in

printed or near-printed form, as part of the publications programme
of the United Nations. A "publication"™ may also be a "document"
{(see article A 1, chapter III).
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(c) References in the form of document symbols are put either in
footnotes or consolidated notes, as appropriate, when the reference is
indirect and is introduced by a word such as "See" or accompanied by an
explanation.

The word "document®™ should not be used before the symbol in the
cases indicated above.

EXAMPLE:
_/ Por further information on the subject, see A/CONF.87/9.
The word "document” is, however, correctly used before the symbol

of a document included in a fascicle of Annexes to Official Records
inasmuch as documents included therein bear the heading "Document ...".

EXAMPLE:

/ See Official Records of the General Assembly,
Thirty-second Session, Annexes, agenda item 76,
document A/32/423, para. 23.

B. Footnotes

Footnotes may be used to provide information of a substantive or
explanatory nature that would not be appropriate in the body of the text.
With the exceptions noted in section C ("Consolidated lists"), notes
giving source references or acknowledging the authority for statements
made in the text should be given in consolidated lists of notes.

C. OConsolidated lists

In 1982, for technical reasons resulting from the introduction of
electronic ‘word-processing equipment for the production of documents, a
new system of presenting references in all official documents was
initiated.

Under the new system, citations that had, in the past, been
presented in serially numbered footnotes at the bottom of the page on
which the corresponding indicators appeared are consolidated and placed
in sequence at the end of the document, preceding any annexes, under
the centred heading "Notes". 1In the consolidated list, the references

are listed one under the other, each beginning with a paragraph
indention.

Exceptions to this procedure require specific authorization, which
is granted in such cases as footnotes to draft resolutions or decisions
included in a Committee report to the General Assembly or footnotes to
a collection of replies by Governments or organizations to requests by
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the Secretary-General for information or comments (see chapter III,
section B, below under the heading "Main body of text".)

Onlyv notes giving citations or references should be included in a
consolidated list. Notes of a substantive nature and explanatory notes
should be given in footnotes on the page on which the corresponding
text appears. They should be identified by asterisks, beginning with a
single asterisk on each page on which such a footnote appears.

Notes to tables should appear as footnotes to the tables to which
they refer; they are never given in a consolidated list.

Notes to resolutions and draft resolutions and to decisions and
draft decisions should be given as footnotes; they should not be
included in the consolidated list.

Notes to annexes or appendices should appear in a consolidated
list at the end of each annex or appendix to which thev relate.

The rules set forth in this article with regard to the form and
style of footnotes should be applied also, mutatis mutandis, to notes
given in a consolidated list.

It should be noted that consolidated lists differ in some respects
from keved reference lists (see section D and chapter XVI below).

D. Reference lists

Reference lists are used in technical papers, studies and
publications (see chapter XVI below).

II. GENERAL INDICATION OF SOURCES

If a writer wishes to acknowledge a source from which he has drawn
information or ideas but not specific quotations, he should not do so
by making repeated references to the work(s) in question, with
indications of pages and paragraphs. He should rather include a
reference to the source in a bibliography or make a general
acknowledgement, such as the following, at an appropriate place in the
text:

This section is based in part on ... [full reference].
Background material has also been drawn from ... [full reference].

To facilitate the work of translators, writers should, where
possible, limit footnote references to United Nations publications and
documents and to other publications known to be readily available in
several languages.
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III. GENERAL INSTRUCTIONS FOR THE PRESENTAT ION
AND IDENTIFICATION OF FOOTNOTES

A. Presentation

In cases where footnotes are used rather than consolidated lists
(see chapter I, section C), footnotes should appear, both in manuscript
and in print, at the bottom of the page containing the element to which
they refer. They should be separated from the text by a l0-space rule
beginning at the left-hand margin. Footnotes that appear on a short
page should be typed (or printed) immediately below the text, not at
the bottom of the page.

Instructions concerning the placement of footnote indicators in
English, French and Spanish texts are given in section F below,

Footnotes should normally be typed in single spacing. 1In

manuscripts that are being prepared for printing, however, they should
be typed in double spacing. '

When documents are typed in single spacing, the indicator in the
text (the "call-out" [French: "appel de note"; Spanish: "llamada"])
is positioned on the line of type and preceded by a space, as in
example (a). When documents are typed in one-and-a-half or double
spacing, the indicator is positioned half a space above the line of
type with no space preceding it, as in example (b). In English the
indicator in the text follows the punctuation; in French and Spanish it
is generally placed inside the punctuation.

EXAMPLES :

English

(a) ... not only to increase the yield from the property
tax but to prevent land speculation. 12/

"(b) ... not only to increase the yield from the property
tax but to prevent land speculation.lz/

12/ Administrative Problems of Rapid Urban Growth in
the Arab States (United Nations publication,
SaleS NO. 64.11.3.1) v ppo 27-28.
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¥rench

(a) ... classes - ambassadeurs, ministres et chargés
d'affaires en pied - n'est pas applicable aux missions
permanentes auprés d'organisations internationales 75/.

(b) ... classes - ambassadeurs, ministres et chargés
d'affaires en pied - n'est pas applicable aux missions
permanentes auprés d'organisations inte:nationalesZ§/.

75/ Cette classification fait l'objet de l'article 14
de la Convention de Vienne sur les relations diplomatiques.

Sggnish

(a) ... muy evidentemente, se revelan las diferencias en
los medios para la consecucidén de los fines de la
sociedad 7/.

(b) ... muy evidentemente, se revelan las diferencias en
los medios para la consecucidén de los fines de
la sociedadZ/.

7/ Es conveniente observar que en el examen de los
problemas de la sociedad en los paises en desarrollo no
conviene trasladar mecénicamente a estos las normas de los
paises desarrollados de occidente.

When documents are typed, numerals or letters identifying
footnotes should be set off, both in the text indicator and in the
footnote itself, by a frame, thus: 1l/. Reference marks, including
asterisks, should not be set off by a frame.

If it is necessary to have two or more footnote references at the
same point in a text, the reference indicators should be separated from
each other by a comma and a space, and each of the indicators should be
set in a frame, thus: 1/, 2/.

If a footnote is so long that it will not all go on the same page,
it should be continued at the foot of the following page, preceding any
footnote belonging to that page. The break should always be in the
middle of a sentence, even if special spacing is required to achieve
this, and there should be at least two lines carried over.

Each footnote should end with a full stop.
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Footnotes should be typed as shown in this Manual. The first
line, beginning with the reference mark (number, letter etc.), should
be typed with a normal paragraph indention (five spaces), and the
second and subsequent lines should begin at the margin. If the
footnote consists of more than one paragraph, the first line of each
should be indented f£ive spaces.

B. System of numbering and lettering: ﬁ/’special use of asterisks

Preliminary matter

Footnotes in each element of the preliminary matter should
normally be numbered consecutively with arabic numerals, each set off
by a frame, e.g. 1/, 2/, the footnotes in each element being numbered
in a new series beginning with 1 (see also section C below). If
however the footnotes to the rest of the document are numbered
consecutively throughout, the footnotes to each of the elements of the
front matter should be identified by letters or reference marks, each
element beginning with a new series. (This rule does not apply to the
main text of documents printed in the Annexes to the Official Records
of United Nations organs.)

To indicate a footnote to the symbol of a document in the corner
notation, or to the title of a paper or of an article in a periodical,
or a footnote or footnotes to a table of contents, asterisks may be
used instead of arabic numerals, e.g. *, **, If, however, there are
more than five footnotes, arabic numerals should be used.

Main body of text

Footnotes in the main body of a text may bLe numbered consecutively
with arabic numerals throughout or, if there are many footnotes,
throughout each chapter or other major division of the manuscript, each
set off by a frame(_/) (see also section C below). The footnotes in
each chapter or other major division should be numbered in a new series
beginning with 1, unless the document is short or contains only a few
footnotes, in which case a single series of consecutive numbers should
be used throughout.

4/ These rules are not always applicable to statistical
material, which may require special treatment.
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In a document that is made up of a series of replies of
Governments or organizations to requests by the Secretary-General for
information or comments, footnotes should be numbered in each reply
beginning with 1. (This will ensure that the note numbers correspond
in the different language versions, in each of which the replies are
given in the alphabetical order of the names of the Governments or
organizations, which differs for each of the language versions
concerned. )

Annexes and apoendices

Footnotes should normally be identified consecutively throughout
each annex or appendix by lower-case letters, each set off by a
frame (_/), the footnotes in each element being lettered in a new
series beginning with a (see also section C below). If there are more
than 26 and fewer than 53 footnotes in any one element, the series
may be continued by using double letters: aa, bb etc.; alternatively,
arabic numerals may be used throughout. Where there are more
than 52 footnotes, the indicators should be superior arabic numerals,
underlined (to become italic in print).

Where letters are used to identify footnotes in documents that are
issued in English, French and Spanish, they should include only the
letters of the English alphabet. (Letters such as fi would thus be
omitted even in the Spanish text.) The purpose of this rule is to
ensure the concordance of the footnotes in the three texts.

If the annex is a separate document or paper with its own
footnotes, reproduced as is, it may retain its own system of
identifying footnotes.

References that are repeated

When it is necessary to repeat a reference, the repetition of the
number or letter serving as footnote indicator in the text should
normally suffice. 1If, however, the later reference is more than three
double—-spaced typewritten pages away from the earlier one, or if the
document or chapter contains many footnotes, it may be more convenient
for the reader if a new number or letter is used; either the reference
may be repeated, in full or in abbreviated form, or the new footnote
may refer to the earlier one, thus:

_/ See note 4.

"Idem" should not be used to indicate repetition of the text of a
bibliographical footnote. The form "See note ..." may be used, or the
footnote repeated.

It should be noted that these rules apply to footnotes only. In

texts in which consolidated notes are used, the reference numbers may
be repeated wherever they are relevant.
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C. Identification in special cases

Late additions

If extra footnotes have to be inserted in a text after processing
of the manuscript has begun, and it would therefore be impracticable to
renumber or reletter the entire series of notes, the extra footnotes
may be identified by additional letters or numbers, as appropriate.

For example, a footnote inserted after footnote 151/ should be numbered
15la/s one inserted after footnote d/ should be identified gé/ (the
underlined 1 to become italic in print).

Translations

When it is found necessary to add a footnote in the translation of
a text that has already been issued in the original language, such a
footnote should be indicated by an asterisk. In that way, the number
or letter series established in the text issued in the original
language is maintained in the translation, and each corresponding
footnote is similarly identified in all language texts. It should be
stressed, however, that additional footnotes should be inserted only
when absolutely necessary and when the matter cannot be appropriately
included in square brackets in the text.

If, however, a footnote that appears in the original text is not
applicable in a translated version, an explanatory footnote bearing
the same number should appear in the translation, in order that
corresponding footnotes may be similarly identified in all texts.

The explanatory footnote may inform the reader of the existence of the
footnote in question in the original language version, or describe its
content.

If a mistake has been made in the numbering of footnotes in the
original text and it is too late to correct the error, the language
versions should follow the original so that the numbers may concord,
except that, where the error occurs, an adjustment may be made by
adding a letter to the footnote number or giving a footnote a double
number, e.g. l5a/, 14-15/.

Footnotes in statistical publications

It is the practice of the Statistical Office to identify footnotes
by numbers, even those to tables of figures. As many of the
publications of that Office, such as the Demographic Yearbook, have
hundreds of footnotes, it is not feasible to identify footnotes by
letters of the alphabet or by reference marks.
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Reference marks

When, in exceptional cases, it is necessary to depart from the
ordinary system of numbering or lettering footnotes, the following
reference marks may be used, in the order indicated:

» asterisk

+ dagger
$ double dagger

§ section mark

| bparallel
{ paragraph mark

The series may be repeated in duplicate (**, 1 etc.) or triplicate
(***, ++t etc.) if required. Where there are not more than five footnotes, a
series of asterisks may, if desired, be used instead of the series of reference
marks. Reference marks other than asterisks can be used only in texts that are to
be set in type.

Editor's notes such as "Provisional translation"” or "Italics added bv the
author” may be identified by reference marks.

Reference marks may be used in addition to numbered footnotes to indicate
particular traits or circumstances. For example, in a text containing a list, an
asterisk may be used, before or after certain items, to designate a given fact or
feature, e.g.t

® Alternate representative.

If the list is self-contained, the asterisk footnote appears under the list. If
the information set forth in the asterisk footnote relates to elements scattered
throughout the text, the asterisk footnote appears only once, in reference to the
first mention but covering all cases. The asterisk footnote may, alternatively, be
explained in a head—-note.

Reference marks may be used in tables for footnotes explaining unusual
abbreviations or limitations of data. They may also be used in mathematical texts
in cases where the use of numerals or letters as indicators might be confusing.

Where footnotes identified by reference marks and footnotes identified by
numbers or letters appear together, the footnotes identified by reference marks
should be placed above the others.

Asterisks should come above the line; the other reference marks should be
placed on the line.
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D. Footnotes in tables
Grammatical form

In footnotes to tables, phrases rather than complete sentences
should, where possible, be used.

In English, a present participle of a verb, rather than a past
participle or a present tense, should be employed, e.g. *Excluding
livestock®, rather than "Livestock excluded” or “Excludes livestock®.

Indications in tables

In a table, a reference to a footnote should be indicated by a
superior lower-case letter, placed to the right of the item to which it
refers and set off by a frame. The letters should begin with a/ in
each table.

Where there are more than 26 footnotes and fewer than 53 to any
one table, the series may be continued by using double letters: aa,
bb etc. or, alternatively, in a text to be typeset, arabic numerals
underlined (to become italic in print). Such an abundance of footnotes
should however be avoided through replanning of the table. (It is
often possible, for example, to cut a large table into smaller units.)

In tables in statistical texts prepared by the United Nations
Statistical Office, arabic numerals are used for all footnotes.
Asterisks, which are often used to indicate probabilities, should not
be used in footnotes in statistical material.

The letters or numbers should read consecutively across, rather
than down, the columns.

A footnote indicator attached to a column heading or a stub entry
cefers to all the figures in its column or line and should not
therefore be repeated in that column or line.

When a footnote indicator stands alone in a column of a table, it
should appear in a frame, centred in the column.

EXAMPLE:
Total Agriculture Mining Industry
Mexicos
Pre-plan 5.3 3.0 1.1 6.8
Plan 5.4 4.5 2.6 6.9
Uruguay:
Pre-plan 0.9 2.0 a/ 0.5
Plan 4.4 2.2 a/ 6.0

a/ Included in the industrial sector.
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Position on page

Table footnotes should be typed directly below the horizontal line
at the bottom of the table concerned, not at the bottom of the page.

Note to the title of a table

A note relating to the title of a table should normally appear as
a head-note immediately under the title of the table.

Indention

The rules given in chapter III, section A, above apply to all
table footnotes.

Source notes

Although table footnotes are normally lettered, a special
convention exists for footnote references to the main source of data.
The note should begin with the word “"Source" (or “Sources”, if there is
more than one), underlined, followed by a colon (normally followed, in
Prench, by a lower~-case letter); the reference should follow the normal
footnote rules.

EXAMPLE:

Source: Statistical Yearbook, 1978 (United Nations -
publication, Sales No. E/F.79.XVII.l), p. 99.

When the data have been obtained from official sources or compiled from
official or unofficial sources, the facts relevant to the case should
be stated, e.g. "Data furnished by the ..." or "Compiled from ...".

EXAMPLE:

Source: Compiled from figures supplied by the Food and
Agriculture Organization of the United Nations.

If data have been adapted or revised, the fact should be stated.

EXAMPLE:

Source: Calculated from figures in Food and Agriculture
Organization of the United Nations, FAD Production
Yearbook, 1976, FAD Statistics Series No. 7, vol. 30 (1977).
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In exceptional cases, however, where there are a number of
different sources, references to them may be given in separate
footnotes indicated by letter or symbol rather than in a global source
note.

Order of notes

Notes to tables should always appear in the following order:
source notej other notess regular footnotes.

Source notes and other notes should be complete for each table so
that each table with its notes may be self-contained.

E. Footnote to a footnote

When a footnote contains an element that would itself normally
require a footnote, it is usually desirable to put in parentheses the
information that would otherwise appear in a footnote.

EXAMPLE:

8/ At its 36th plenary meeting, on 2 August 1979, the
Council decided to take note of the decisions adopted by the
Governing Council of the United Nations Development Programme
at its twenty-sixth session (Official Records of the Economic
and Social Council, 1979, Supplement No. 10, chap. XXI).

1f, however, the information is such that it cannot conveniently
be enclosed in parentheses, it may be given in a footnote to the
footnote. The secondary footnote may be identified by an asterisk or
other reference mark. It should be printed in smaller type than the
primary footnote.

F. Placement of footnote indicatots in text

The number, letter or symbol referring to the footnote should be
Placed immediately after the word or words denoting the thing or
describing the action that requires reference, except as otherwise
indicated below. When a full nanme or title is given, the indicator
should be placed at the end of the name or title.

A footnote indicator referring the reader to a footnote giving the

source of a quotation should come at the end of the gquoted passage, not
after the words introducing it. (For examples, see section G below.)
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In the case of explanatory footnotes, the indicator normally comes
at the end of a phrase or sentence.

EXAMPLES ¢

+++ in the report of ‘the Secretary-General _/ submitted in
pursuance of Council resolution ...

«.+ Of this question the Committee had before it a study _/
and various background papers prepared by the Secretariat,
including ...

Referring to the reports of the Economic Commission for
Europe, _/ the Economic Commission for Latin America _/ and
the Economic Commission for Africa, _/ she called attention

At the 345th meeting, _/ ...

After considering the report of the Secretary-General on
salary scales for the Professional and higher categories _/
and the related report of the Advisory Committee on

Administrative and Budgetary Questions, 4

When there are punctuation marks at the point in the text where
the footnote reference is to be made, the footnote indicator should
appear after the punctuation in English and before it in Prench and
Spanish.

English:

e+ to augment the low supply of certain kinds of services in

the rural areas (for instance, training of medical
auxiliaries to work with fully trained doctors); 1/

Prench:

... afin de suppléer au manque de certains services dans les
zones rurales (par exenple, formation d'auxiliaires medicaux
pour travailler avec des médecins dipldmés) 1/

Spanishs

«+e CONn Objeto de aumentar la baja oferta de ciertos tipos de
servicios en las regiones rurales (por ejemplo, formacidn de
auxiliares médicos para que colaboren con doctores plenamente
capacitados) 1l/3
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When the indicator refers to one element enclosed in parentheses
but not to the whole parenthetical element, it should come within the
parentheses, after the element to which it relates.

EXAMPLE ¢

+es in two reports (DP/328 and E/1978/53/Rev.l 1l/)

When the footnote refers to matter set between dashes, the
indicator should come within the dashes.

EXAMPLE:

Referring to the target for the proposed international
development strategy for the third United Nations development
decade -~ including in particular the mobilization and
integration of women and youth in development mentioned in
the report 14/ -~ he stressed ...

G. Footnotes related to gquoted matter

A footnote indicator, whether a figure, letter or symbol, which
refers the reader to a footnote giving the source of a quoted passage
should come after the passage, not after the words introducing it.

EXAMPLE:

Concerning measures to bring about structural adjustment, the
Survey stated: )

The boundaries between measures to deal with short-
tern problems and those designed to bring about longer-
term adjustments of productive structures are somewhat
blurred.” 15/

15/ Wworld Economic Survey 1981-1982: Current Trends
in the World Economy (United Nations publication, Sales
NO. E.BZCII.C.I)' Cbap. IV' po 86‘

When guoted matter includes footnotes that must be reproduced,
these footnotes should be typed directly below the quoted matter and
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should be separated from it by a straight line three quarters of an inch
long (10 spaces in typing) beginning at the left-hand margin of the
quotation.

EXAMPLE:

He referred to the comment he had made on the subject at
a previous session 39/ and quoted the following statement from
the report:

"The gross domestic product of the developed market
economies as a group increased at an annual trend rate of
3.7 per cent in the 1950s. 8/

"8/ This trend r