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ADMINISTRATIVE INS'rRUCTION

To: Members' of the Starf .

. Subject: NIGHT AND ifEEKEND :PCCUMENTS SERVICE IN THE 'DEPARTMENT
OF CONli'TI;r{E~1CE SERVICES DURING TID~ Cn1:NERAL ASSEMBIJY

During the pet-ied of the tenth sesS ion of the General Assembly, the

following arrangomeuts will be in force.

I4 For do·cument.arY services afte:t' 6 p.m._._---' .... - -_..- --
(a) Q.9.~~j._:::tons...of. acc:~zt~e I

Lengthy documents "rill not normall;yr be accepted for tra...'1slation

aua.rq;rr.ocluCtior.. overnight. Secretaries of Councils, Commissions and

COTIT.nittees are ur6ed to bear this in mi)1d in dl'a1'ring up agenda for the

follovJing day.

(b) !:!,otHica,tion

Notification or l.:.rgent work to be su'pmittedafter 6 p.m. for

);l1'81:)&ration and. issue by tbe 'LauE:uage 81ld Meetings Service and the

Publishing 'Service for the following day must be given by L,. P .111. with

an indication of' the time at ,vhich Documents Control will receive the

work.

Since the reproduction and translation capacity will normally have

been allottdd by 1+ P .m.} any documentary 'mrlc submitted late will be

dealt with under the general pOIvers of Documents Control concerning

priorities.

(c) Arrangements for the Language and Meetings Se1:'vi.<:..~

A night· shift ,·rill be organized in the Language and Meetings

Service to deal with urgent work necessary for the next day's meetings.

No work, however, for which priority is requested in such circumstances,
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i. e ., ,'1Ork to be translated. and reproduced for the follol.in[; mornirJg,

can be accepted by Docutnents Control .ror the Lm1Gi.t8{je and.. l'leetings

Service after 7.30 p.m. Committee Secretaries sl-.ould !{eep a strict

control on work sent for night tl'B'J.slation to ensure tl~3.t onJ.y dccwnents

which are really necessary for the folloH::'ug day's n:eet bgs are sent.

Should. the amount of 'fOrk sent to DocumentG Cont~:ol for niGht shifts

exceed the capacity of such shifts} Documents Control i.;:i.ll d.ecide, in

consultation with the Committee Secretaries al1Cl/cr t:'le Executive Office

of the Secretal'y-Gene:r'31, ~lhich are to 'be fon.":Ctl'ded fo:l' translation

the S&'lle night and wJ:dc~: are to be held until the next, day.

Non-priority work elreacly in hand for ,·:h:lcll i)ri;::)~.·::.ty is slicldeuly

requested will, for th~ purpose of arrangioG for niGht work} be treated

as haVing been received at the time at which request is made for priority

treatment.

Cd) ~angements for the re:procl1,.lction and distribution of clocur.:.cnts

Urgent ifork '"hieh involves typinf3; and reprocluctiGD only may be

submitted lurtil 9 p.m.

11. Doc\.unentary services for i>ree:cends

(a) Notification

Notification of m'gent r,mrk to be translated and/or reprcduced

after Saturday morning meetings for the folloHing Monday morninc; !uust

be given to Documents Control by 12 noon on Saturday.

(b) Arrangements for the Language and r.'leetings Service

Reduced shifts \·rill be provided on Sundays. No niGht shifts vilI

operate on either Saturday or Sunday.

Cc) Arrangements for the Publishing Service

A weekend staff \·rill be on duty to deal "'ith reproduction of the

i.ork resulting from requests for translation and/or straight reprnouctj.on

work which ha.s been du.ly notified to Doc\unents C,:>Utrol.
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Submitting officers sho~ld ensure that all staff engaged on the

draf't"lng of dccumentsfo:t' their depa:rtments do not alJuse the arrangements·

made for emergency services. Overtime work at night and at the weekend must

be limited to the minimum.

Since the Secretariat has an e'lual responsibility to ensure that all

the '>forking versions of Assembly or Committee documents reach delegates early

enough for them to prepare .. themselves for debate, all language versions will

be distributed simultanem:.sly vlhenever possible.

Tne submission of' drafes to Documents Control in sufficient time for

the original, but not the translations, to be thus deliverecl.. beforehand to,,_.= ~ ...... ..._--.
a.elegp~tions does not meet this responsibility.

It is therefore imperative that re'luests for the r~production of the

origineJ. drafts should be accompanied by requests for all the necessary

. translations into the "lorking langnages, and that a se·pal'ate CO}?y of the

.d:taft should be supplied with ea.ch reCluest.

The Whole of this combined submission should) moreover, be so timed ill

:celation to the debate concerned as to allo"\>f for the work of translation)

rellrodnction and distribution as we1.1 as for the margin of time required by

del~gations for the study of the document.

}legistratiop officer"smhave been instru~,~ed to reject work which is not

so 1?te·sented
~-- ,-

Allowance should always be made for reasonable time to be spent by the

Editorial Control to scrutinize neW documents in accordance with the terms of

:ceferen~e laid dovrn for them in Chapter 12-3-1 of the Administrative Manual,

Volume 1, Organization, and the Secretary-General's Instructions in

ST/AFS/AI99 and Add.l) "Regulations for the Control of Documentation11
•

Submitting officers are advised to mal.;.e advance contact with the Editorial

tontl'ol in respect of aJ.l lengthy document's and particularly in respect of

those which may affect night or weekend arrangements. Questions of' an editorial

Qat.JJre should be rei'erred in the first instance to the Chief of the Editorial

Control> te1.e-phone e:xteus iQn 121.
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Request fOrlliS accompauying la(;e uight or weeJ:cend worl~ should. indicate

the name and both office and home telephone DUlIiber of the person 1'Tho should

be consulted by the translator or revj.ser in case of difficul"cy.

The day telephone extension on which to notify all night and weekend

work. is 422
After 6 p .m. all calls to Documents Control should be made on

extension 434.

B. R. T1..lrner

Controller
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