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DEPARTMENT OF CONFERENCE SERVICES

I. Functions

Establishes policies, procedures and practices for, and co-ordinates the
provision of, conference services in the Secretariat,

Co-ord inates the pUblish ing progr amme of the Un ited Nations and exerc ises
editorial control over United NatLons documents and publications,

In consultation with the secretariats of United Nations bodies and with
other conference-serv ic ing un its, prepares the calendar of Un ited Nat ions
meetings and conferences for the approval of the General Assembly and
co-ordinates its tmplementation,

Provides conference services, including interpretatLon, verbatim
reporting, translation, official records and other documentation services for
United Nations conferences and meetings held at Headquarters and elsewhere as
authorized by the General Assembly,

Reproduces, distributes and manages sales of United Nations documents and
publicat ions,

Gathers and analyses statistical data on all United Nations conference
serv ic ing act iv it ies,

Provides library serv ices.

11. Organizotion

UNDER-SECRETARY-GENERAL

Directs the development of conference-serv lc lng policy in the Un ited
NatLons,

Undertakes special assignments as directed by the Secretary-Genera],.

1. OFFICE OF THE UNDER-SECRETARY_GENERAL
(including the DEPUTY to the UNDER-SECRETARY-GENERAL)

Provides supporting services to the Under-Secretary-General for his
var ious funct ions.
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2. EXECUTIVE OFFICE

Performs the standard
functions for the Department,

planning, perlOnnel and programme-budgeting

Collects and co-ordinates the pre.entation of inform.tion to the Budget
D iv is ion regard ing confereDce-serv ic ing requ iremente for statements of
f inane tal impl icat ions of proposed conferences and meet iogs at Headquarters
and other locat tons,

Co-ord inates tbe presentation of budgetary data for the Department of
Conference Services, tbe conference services, United Nations Office at Geneva
and tbe conferenee services, United Nations Office at Vienna,

Reviews, .s required, budgetary implications of conference servicing at
other locations.

1. EDITORIAL AND OFFICIAL RECORDS DIVISION

(a) OFFICE OF THE DIRECTOR AND CHIEF EDITOR

Provides policy guidance and executive direction to the division,

~erves as Executive secretary to the Publications BOard.

(b) EDITORIAL SERVICE

(i) EDITORIAL CONTROL SECTION

Administers resolutions of tbe General Aaseably on the control and
1111itat ion of documenta t ton,

Reoo1lllll8nds measures for tbe control and 1 ill itat lon of documentat ton,
1aprov8llent of the related processes and the ach ievement of economies in
docwaentat ion,

Edits and processes drafts not sUbject to edit ing by other un its in the
Secretar 1.at,

Bstablishes editorial standards ana issues drafting and editing
instructions to ensure uniforllity of united Nations style and practice.

ST!SGB!Organlzatton
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(ii) OFFICIAL RECORDS EDITING SECTION

Edits and prepares for reproduction tbe official records on conferences
and meetings and related materialsJ

Checks transcr ipt ions of simultaneous interpretat ion from and into
Arabic, English, Frencb, Russian and Spanisb for establishing final versions
of verbatim recordsJ

Concords in four lang uages the texts of resolut ions adopted by the
General Assembly and tbe three councils and processes them, edits reports of
the commissions of the Economic and Social Council and prepares the quarterly
supplements of the Secur ity Counc il J

Consults with other departments and offices to determine the final
disposition of sessional documentation.

( Hi) UNITED NATIONS JOURNAL UNIT

Compiles, edits and issues the United Nations Journal.

(c) DOCUMENTS CONTROL SECTION

Plans tbe product ion schedule in accordance with the document
requirements of meetings and publishing programmes of the United NationsJ

Rece ives all manuscr ipts froll or 191nat ing departments, ensures that they
meet technical standards, registers tbem and assigns tbem symbols, and
transmits them to appropriate units in the department for processing,

Ass igns pr ior it ies
categories of documents
d istr ibut ionl

to,
and

and arranges production schedules for, all
mon itor s the ir process ing to ensure t illlely

Ma inta1ns stat ist ical records of conference-aerv ic ing activ it ies in the
United Nations.

ST/SGB/Organization
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(d) STENOGR.tPHIC SECTION

(i) ARABIC TY PI~G UNIT

(H) CHINESE TyPING UNIT

(Hi) ENGLISH TYPI~G UNIT

(iv) FRENCH TYPING U~IT

(v) RUSSIAN TYPING UNIT

(vi) SPANISH TYPING UNIT
(vH) CORRESPONDENCE UNIT

4

Keys (us ing typewriters or word processors) from dictation or
manuscr~ts, cuts and proof-reads stencils or fair copy,

Provides stenograpb ic, typing and transcr iption services for verbat ia
repprtersJ

Checks, types and dispatches mUltiple correspondence and notes verbales,

Compiles directories of Government and mission addresses.

4. INTERPRETATION AND MEETINGS DIVISION

(a) OFFICE OF THE DIRECTOR

Prov ides policy guidance and execut ive direction to the d iv ls10n and
co-ordinates its operations with other dlvlsionS, offices and departments as 'I

required,

Co-ord lnates the plann ing and the prov ls ion of conference serv ices for
spec ial conferences of the Un ited Nat ions and for Illeet lngs of Un ited Nat ions
bodies held away frolll Headquarters,

Prov ides techn ical and substant ive secretar iat serv ices to the Commlttee
on Conferences,

Maintains liaison wlth permanent missions concerning the provision of
services to reg ional and informal group meetingsJ

Makes recommendat ions for the recruitment of interpreters and verbatim
reporters, and advlses on their placement.

ST/SGB/Organization
section Q/Rev.2
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(b) PLANNING AND MEETIt'4GS SERVICING SECTION

(i) PLANNING UNIT
(H) MEETINGS SERVICING UNIT

Develops, plans and co-ordinates the calendar of conferences and meetings
of the United Nations and, after approval by tbe General Assembly, publicizes
and adjusts it, as necessary,

Bstablishes and co-ordinates the meetings schedule at Headquarters,
allocates conference rooms and arranges for the provision of meetings services,

Services meetings held away from, but arranged by Headquarters.

(c) INTERPRETATION SERVICE

(i) ARABIC INTERPRETATION SECTION
(H) CHINESE INTERPRETATION SECTION

(Hi) ENGLISH INTERPRETATION SECTION
(iv) FRENCH INTERPRETATION SECTION
(v) RUSSIAN INTERPRETATION SECTION

(vi) SPANISH INTERPRETATION SECTION

Provides sUlultaneous interpretation into Arabic, Chinese, English,
French, Russian and Spanish for conferences and meetings at United Nations
Headquarters or elsewhere,

Trains interpreters.

(d) VERBATIM REPORTING SEClION

Provides authorized verbatilll reporting services in Arabic, Chinese,
EngliSh, FrenCh, Russian and Spanish,

Trains verbat1lll reporters.

s. TRANSLATION DIVISION

(a) OFFICE OF THE DIRECTOR

Provides policy guidance and executive direction to the division and
co-ordinates its operations with other divisions as required,

5T/5GB/Organization
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Directs tra in in9 of translato r sand co-ord inates the ir placement
throughout the Secretariat,

Arranges contractual translation for all departments and offices of the
Secretar lat.

(b) ARABIC TRANSLATION SERVICE

(c) CHINESE "rRANSLATION SERVICE

(d) ENGLISH TRANSLATION SERVICE

(e) FRENCH TRANSLATION SERVICE

(f) RUSSIAN TRANSLATION SERVICE

(g) SPANISH T.RANSLATION SERVICE

(h) GERMAN TRANSLATION SECnON

Translates and revises
correspondence and publicat ions,

Trains translators,

documents, official records, official

The English, French and Spanish Services prepare summary records of
conferences and meetings as' required.

( i) DOCUMElnATION, REFERENCE AND TERMINOLOGY SECTION

Provides reference servic~s for tranSlators, interpreters and editors,
and ma inta ins spec ialized language collect ions for the purpose,

Conducts terllinolog teal research to ident1£y termioo109y appropr iate to
United Nations requirements,

Issues terminology notes and bulletins, and provides terminology guidance.

6. PUBLISHING DIVISION

(a) OFFICE OF THE DIRECTOR

Provides policy CJuidance and executive direction to the division and
co-ordinates its operations with other divisions as required,

Administers the publishingprogramlles authorized by
Board,

ST/8GB/Organ izat ion
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Provides necessary inlorution concerning the printing, reproduction and
sale of United Nations documents and publications,

Establishes press runs for documents and publications.

(b) PRINTING SECTION

(i) COSTING AND PLANNING UNIT
(11) COpy PREPARATION AND PROOF·READING UNIT

(11i) GRAPHIC PRESENTATION UNIT

( iv) CARTOGRAPHIC UNIT

Prepares cost estimates tor external printing, binding and related work,
obta ins bids internat ionally, prepares contracts and ver if ie8 and approves
invoice8 for submis8ion to the Off1ce of Pinancial Services for payment,

Plans layout and undertakes copy preparation of manuscripts submitted for
pr int ing, reads and proofs and schedules work for external product ion and
follows up on production of publlcat ions reproduced internally,

Prepares mape, charts, designs, artwork, diagrams and displays for United
Nations dooullentation and publ1cations.

(c) REPRODUCTION SECTION

(i) PRotUCTION CONTROL UNIT
(11) COMPOSITION UNIT

(11i) MEdtANICS UNIT
( iv) RE~RODUCTION PLANT

Executes internal printing and operates and maintains machinery and
equ~nt used at Headquarters for tbe reproduction of meeting8 docullentation,
pUblications, press releases, aap8, charts, foras and stationery,

Operates equipllent for the composition of final meetings records and the
Un itec1 Nations Journal.
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(d) DISTRIBUTION SECTION

( i)

( 11)
( i11)

( iv)
(v)

(vi)
(v 11)

(viii)
( ix)

(x)

MECHANICAL ADDRESSING UNIT

INI,TIAL DISTRIBUTION UNIT

DELEGATION DISTRIBUTION UNIT

SECRETARIAT DISTRIBUTION UNIT

LANGUAGE SERVICES DISTRIBUTION UNIT

INFORMATION CENTRES DISTRIBUTION UNIT

SECONDARY DISTRIBUTION, PACKING AND STORAGE UNIT

SALES DISPATCH UNIT

STOCK CONTROL UNIT

DOCUMENTS RECORDS UNIT

Distributes documents and pUblications in accordance with policies
established by the Publications Board and maintains sbock,

Prov ides d istr ibut ion serv ices to the Department of Public Infor1ll8t ion,

Maintains distribution substations and conference room document services,

Services the Sales Section operations and maintains sales stock.

(e) SALeS SECTION

Arranges and promotes the
th

sale ldot United Nations documents on a ~
self-supporting basis throughout e wor ,

Maintains current sales distribution lists,

Supervises the United Nations Bookshop at Headquarters and its sales unit
at the United Nations Off1ce at Geneva.

7. DAG HAMMARSKJOLD LIBRARY

(a) OFFICE OF THE DIRECTOR

Plans the Library's work progra_e and monitors ,its implementation,

Co-ordinates library policies, including the introduction of technical
innovations, with United Nations libraries away from Headquarters and
co-operates with them and other libraries within the common system on projects
and activities of mutual interest,

ST/SGS/Organization
Section Q/Rev.2
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Ma inta ins lia ison "ith the Un ited Nat ions depos itory 1 ibrar tes and
advises the Publications Board on related matters.

(b) USERS' SERVICE

Is responsible for development and management of the collections and the
prov is ion of loans serv ices and other user s' serv ices,

Provides reference services and prepares bibliographies,

participates, as required, in systems development for application of
computer technology to Library operations.

(i) COLLECTION MANAGEMENT SECTION

Develops all collections, co-ordinates acquisition and retention policies
\

and the selection of library materials,

Conducts surveys and evaluat ions of the collect ions in the 1 ight of
users' needs,

Acquires and maintains United Nations and specialized agencies materials,
and maintains the general and United Nations-related collections, the
collections of documents of the League of Nations and the gazette and
per iodicals collections,

Provides circulation (including interlibrary loan) and photocopying
services,

Prepares United Nations materials for microfilming and microfiching,

Services the Periodicals Reading RoOm,

Adv ises on the establishment and ma intenance of departmental reference
collections in the Secretariat and trains the staff in library proceduresJ

Provides binding service for the Library and related collections.

(11) REFERENCE AND BIBLIOGRAPHY SECTION

PrOVides reference and information services on documents ana pUblications
relating to the United Nations and specialized agencies, as well as
n~n-United Nations materials, using both conventional tools and on-line access
to United Nations and commercial data bases,

ST/SGB/Organ hat ion
Section Q/Rev. 2
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CoIIpUes sUbetanUve bibliograpb ie., reading lists and ~ !!2£
b:Lb11ograpbies fro••anual and coaputerized resources, as appropriate,

CoIIPUes indexes to selected United Nations legal publications,

Prov ides spec ialized rehrence serv ices on legal, pol it ical, stat ist ical
and cartographic .ubject.,

Selects articles fro. periodical., including those of tbe United Nation.
and the spec ialileCS agene ies, and processes thell for input into computer bed
or ..nually maintained file.,

Part 10 ipates in tbe foraulat ion of acqu is it ion polic ies and in the
select1Dn of library uterials.

(c) TECHNICAL OPERATIONS AND PUBLICATIONS SERVICE

Is reaponaible fori

Acqu is it ion and tecbn ical process ing of 1 ibrary mater ials and prov is ion
of pr tnted output,

Syatems develo~.nt, in co-operation with the Electronic Data proceasing
and 1nforaation Syate•• Div la1on, for application of collputer tecbnology for
library operat Ion.,

Ma intenance of cOllputer-based f ilea for the Un ited Nations B ibl iograph ic
Informatlon Syatea (UN81S).

( i) ACQUISITION SECTION

Acqulres docu..nt. of Governments and intergovernllental and
non-governmental organizations, as well as commercially published books,
aer ials and otber library uter ials through purchase, gift and exchange,
orders such uteriala for other units within the United Nations,

Maintains control over disbursements under budgetary allocations,

Part ic lpatea in the forllulat lon of acqu is ition polic ies and select ion of
library mater ials.

(11) PROCESSING AND PUBLICATIONS SECTION

a. UNITED UTlOIlS MATERI ALS PROCESS I NG UN IT

Prepares b ibliograph 10 delcr ipt ions and SUbject analyses of documents and
publications of tbe United Nations and enters these data into computer-based
files,

ST/SGB/Organization
Section Q/Rev.2
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COmpiles indexes to the United Nations documents, indexes to resolutions
and other special publications printed from computer-based files,

COmpiles indexes to proceedings of the General AS8elDbly and the three
Councils in official languages, as relevant, from computer-based or manually
maintained files,

Maintains and updates computer-based files for the on-line retrieval
system and for ad boc bibliographies.

b. €XTERNAL MATERIALS PROCESSING UNIT

Prepares bibliographic descriptions and SUbject analyses of ~nograpbs,

ser ials and selected spec ial bed agenc ies mater ials in the Roman alphabet and
enters these data into computer-based files,

Prepares bibllograpb ic descriptions and subject analyses of monographs
and ser ials in non-Roman alphabets and f ile8 the cards in the pub1 ie card
catalogue,

COmpiles Current Bibliograph ieal Inforaation and other output froll
computer-based files or manually maintained f11es,

Ma intains and updates computer-based f 11e8 for the on-l ine retr leval
system and for ad hoc b ibl iograph ies,

Exercises control over all authority files for input into computer-based
files.

ST/SGB/organization
Section Q/Rev.2
Page 11
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