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OBSERVATICNS OF THE ADVISORY COMMITTEE ON - -
ADMINTSTRATIVE AND BUDGETARYLQUESiIONS

L. The Advisory Committee on Administrative and Budgetary Questions has

considered the report by Mr. L. Garcla del Solar, & member of the Joint .
Inspecticn Unit, on the use of minutes instead of summary records (E/4802) and

4 the Secretary-General's observations thereon (E/UB02 and Add,1).  The Committee .

- recalled that the questicon of“limiting“the“volumgiofasummagy“records—had;been
discussed very extensively by the General Assembly at:its. twenty-third and - . -
twenty-fourth sessions, ) e _ :
2. Mr. Garcia del Scolar analyses the experience ofrthe_Commission=on-Narqotic.

l Drugs at its twenty-third session to show the savings aceruing from the use of ..
k minutes insteasd of summary records.. However, as. the Secretary-fenerel indicates
r in nis observations, 'while the minutes system suggested by Inspector Garcis is -
m more 'econcmical' than full summary records, complete elimination of.records or

resort to internal minutes, is much more desirable when the nature of the work.

‘ of the body will permit this to-be done". (E/4802/Ads.2,: peras. 6). - Thus, the ...
-4 -—Secretary-Genersl-would -hope- that the minute system proposed.in the xreport would

- ' be -adopted only after these other-two alternatives ﬁé&énbéeh‘carefully-considéred-
~ —and-found unscceptabler—The-Advisory Committee endorses the Secretary-Ceneral’s
conclusion. _ e - 5 o

! 3. . Farther progress-in reducing the‘yplume~of~theAreQOrdﬁuofimeetingg Wi};_bes

—'i! . echieved if it is realized thet different.bodies now call.for records fom : . . _
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different purposee} At one end of the scale are the boedies, such as the main
committees of the General Assembly, Whlch requlre a permenent record of thelr
proceedlngs- thls calls for the provision of full summary records, in both
provlslonal and flnal form, transisted into all the working 1anguages of, the body
_concerned. At the other extreme are bodies, such as expert groups, Wthh need no
more than internal notes to help the Rapporteur or Secretary to draft the body's
report; in such cases the provigion of mlnutes, let alone of summary records, would
be wasteful; and this fact is, as often as not, reallzed by the bodies concerned.
k. Most bodies now in receipt of summary records do not fall into either of the
above categories, and in their eese economies can be achieved by identifying the
reason why they have requested records. TFor example, the smaller delegations which
cennot attend on a continuing basis the.ﬁeetings of' all the bodles of which their
countries are members rely on records to keep abreast of developments much more
Than do the larger delegations. But the. usefulness ef records to the smsller

delegatlons for the above purpose depends on the speed with which such. records--are

' 1ssued, and on Whether they can obtain the same information more qulckly from

the Offlce of Public Information press releases. Hence, a body which uses records
Primarily to keep the smaller delegations fully informed can dispense with them if
adequate press releases are in existence, and can rely on internal notes to help
the Repporteur in his task.. In this connexion 1t migﬁt be noted that resort %o
sound recordings, while unquestionably useful for settling points on which

questions might arise, is of limited value to the smaller delegatlons because  of

“the time consuming nature of the operation. .. . .
5. - Other bodreﬁmnow in receipt of records need them for ready reference, but not

as & permanent record: in such cases the issusnce of records- in a provisional form,

together with corrigends. (should- major 1naccurac1es occur) would suffice, and the

___records need not be. issued in final form.

6, ‘Even in.the case of bodies with a recognized need for summary record coverage,

considerable-savings-are—possible- through” the elimination of materisl of ephemeral

interest. In paragraph 10 (c) of its resolution 2538 (XXIV) the General Assembly

identified several instances of such material. - In the same Splrlt _the record of

a meeting at which the bedy  concerned considered and approved 8 draft report can

more often than not consist of one sentence stating that the report was approved
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subject to drafting changes. The Secretary-General should be invited to consider
other vossgible areas in which the volume of records can be reduced in the above
‘ manner. e e e e e e e e ot o+ opmn e+ oo s
l 7. In his report Mr. Gazrcia del Solar discusses also the problems arising from a
system of mixed records - part minu@es, part summery records, and describes the
drawbacks involved (E/4802, paras. 37-39). As the Secretary-General states in his
.~ _observations "the need for -summary records for the discussion of particular items
should be foreseen well in advance, and the scheduling of those items for
discusgion should provide that they be considered in sequence, rather than with
breaks for items covered by minutes" (E/4802/Add.1, para. 9 ).
f 8, The Advisory Committee attaches particular importance to the Inspector's third
recommendation concerning the form of minutes, and 1n particular to his view that

the minutes should wherever possible be couched in impersonal terms. The Commlttee

¢ rr— ) ———

recognizes the force of the Secretary—General‘s assertion that the drafting of
minutes in this way calls for different aptitudes which may place a temporary
s£faiﬁ on the Secretariat. The Committee trusts, however, ‘that this consideré%gon
will not deter United Nations organs from taking a deeision in principle, where
appropriate, to replace summary records by minutes even though it may not be
possible to implement the decision immediately,

9. Mr. Garcia del Sclar's comments and conclusions together with his snalysis of
the economies accruing from the use of minutes rather thar summary records make 2

useful contribution to the study of the over-all problem of reducing the volume

of United Nations documentation. His recommendaﬁidﬂénéﬁﬁﬁialﬁé;ggpgiQe;eq in

conjunction with General Assembly resglption 25328 (XXIV)'which was adopted after

he had prepared his report.
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Attached is the text of the observations addressed by the Secretary—General

e to the Advisory comuittee on Administrative and Budgelary Guesticns.
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1. There are forwarded herewith copies of a report by

Inspector Luclo Garcia del Solar cn the use by committees, commissions and cther

bodies of "minutes" instead of sumnary records (JIU/REP/69/10 of December 1969).
. Inspector Garcia had giveﬂ the conference servicing_affices ét Head -~
guarters and Genesva an opportunity to comment on the draft of his report; in

its finsl form a number of thege comments have been taken into account, and
thus the observati@ns-by'the"Secretarinéneral'méy"BE"iimitéd'f5ISEvéral
Specific points.
3. The basic recommendation (recommendation 2 (a)) to the effect that
bodies which have not yet seen fit‘ta dispense with summary records should be
invited to consider replacing them with minutes is asddressed to the General
Assembly and the Economic and Sociel Council, and thus, in the wording of the
recommendation, is for congideration by thosge organs. However, attention is
drawn to paragraprh 1 of Genersl Assembly resoluticn 2538 (XXIV) of 11 December
1969, which reads:

"Appeals t> all United Nations ocrgans, bodies and committess to

conslder ways of reducing documentation, and in barticular the

possibility of adopting a form of records less volumincus and

less costly than that being uged.”
Tt might be considered that no further invitation is requifed, but rether
that at the time the provisions‘of resdlution 2538 (XXIV) are brought ta the
notice of the various bodies, the recomﬁendations of the Joint Inspection Unit
could als> be placed before them. TIn this connegipn, note might be taken of
the fact that the Tollowing bodiesg whiéﬁ-ha%éﬁéét at Headquarters in 1970 have
ceondldered their need for summary records and decided to dispense with them:

- UNCITRAL Werking Group on the Internaticnal Sale of
Goods; '

- Ad hce Committee on the Survey Programme for the
Development of Natural Resources.
The Working Group was meeting for the first time; the Ad hoc Committee hag
held a previous segsion in 1967 at which summary records were provided. The

Council Committee on Non-Governmental Orgenizaticns, which had Previously .

o mmm o -
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dispensed with summaery records, rec ngidered the matter and decided to maintein
its previous decision. .

b, Tn recommendation 1, the Inspector expresses the need for a "central
planning point at Headquarters" on matters relating to rationalization of

i - qocumentation for conferences and meétings. It is the responsibility of the
Chief Fditor at Headquarters to pursue gquestions of this neture, in consultation
with the appropriate officers in the Office éf-éﬁﬁféfénéé.éefQiéeé;"énd-Where
necessary, with substantive departments. Further, an attempt is made to keep

the United Nations Office at Geneva informed on steps taken in this area which

might be applicable at that Office. However, oecasions may continue to arise

when ad hoc decisions have to be taken without the opportunity of full study.
ihe Secretary-General will endeavour, within his competence, to avoid such
'\*5ccasions; the manual on documentation - now under preparation purscant to
a previous recommendation of the Joint Inspection Unit - should contribute to
this end.
5. As regards recommendation 3, the Secretary-General agrees that
corrections t> minutes should not be invited. There might be occasiong when
a corrigendum would have to be issued in respect of the reflecticon of an
ettributed view (in the termg of the definition of minates contained 1n
recommendation 3), but such cases would be dealt with in the light of the
specific circumstances.
i%‘~6. ' With further reference to recommendation 3, it is assumed that when
| minutes are to be translated and digbributed, this will be done in the working
_—__1énguages of the body concerned. In this connexion reference is made to the
~Tact that several bodies -~ more offten working groups and groups of experts -
] have not asked for summary records and.have carried out their tasks either
?”*fWith no record at all or with "internal minates" in one language prepared to
1 aessist the Rapporteur in the drafting of the report of the body, but not
distributed. Furthef, a number of bodies which have dispensed with summary
records have done s0 without any slternative form of record or, in two or

three instances, on the understanding that minutes would be Tkepl" by the

S E

Secretariat and availsble for congultation. While the minutes system ‘ - ————

suggested by Inspector Garcia is more "economicael” than full summary reccords,




i e

E/L802/ 484 .1
English
Page L

complete elimination of records, or resaft to internal minutes, is much

more degirable when the nature of the work of the body will permit this to

be done. Thus, the Secretary-Ceneral would hope that the minote systém
proposed 1n the report would be adopted only after these‘othef two alternativeg
have been carefully considered and found unacceptéble.

T Recommendation 4 deals with disﬁributian of the minutes. In regpect of
the restriction of provisional summary fécﬁfﬂémfb-"@értiéipénts.only”, the
practice has been to distribute thesge records to members of the body concerned
and to accredited Observers, whether or not they spoke during the meeting
covered by the record. A similar practice would have to be Followed for the
minutes. To attempt to be as selective ag is suggested in recommendation 4
would greatly complicate distribution brocedures; it would also mgke it very
difficult to establish the number of coples to be reproduced, which might vary
from meeting to meeting. As regards the observation in paragraph 49 of the
Inspector's report to the effect that the distribution of 560 copies Qf the
"for participents only” version of the records of the Commisgion on Narcotic
Drugs "seems much t90 liberal", it is noted that the figure 1s the total number
of copies of the three langusge versgions. Further, once it hag been determined
who are entitled to receive the records, the number of copies required to meet
distribution needs is baged on the needs of the recipients as stated by them.
Comments on this arrangement were made in paragraphs 18 and 19 of the Secretary-
General's observations (A/C.5/12L7) on the report of the Joint Tuspection Unit
°n publications and documentation -sf4the United Nations (4/7576). Tlastly, it
is noted that under recommendation 4, minutes would be distributed in initial
form only, thus no question of delay in disfribution qf the final text - a paint
referred to in paragraph 52 of the report - would arise under the arrengements
propoged.

8. . As regards recommendation 6 relating to sound recordings, Inspector

- Garcia notes in his report (para.l4) that sound recordings are made of the

meetings of United Nations bodies in acesrdance with the arrangements

suggested by the Secretary-General in a report (8/C.5/1187) to the General

Lssembly at its twenty-third session, and approved by the Pifth Committee-es————

its 1271et meeting held on 2 December 1908. Interested parties can listen

, /.
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to5 the sound recordings and buy copies of them 1if they wish; out the faclilities
r£or listening to the recordings are not, for reasons of lack of sgpace, manpower
and eguipment, really convenient. Technical studies are being undertaken to
jetermine the cost of improving the facillities.

9. Tn recommendation 7, the Tnspector indicates that a body which has

G o

adopted the "minutes” system might reserve the right o use summary records
in certain circumstances, and in ¥erommendations8 (a) and (b} suggests-the
conditions under which this option should be exercised. Since organs

sre not in session at the time provigional sgenda ave issued, the gpecific

suggestion that the declsions to have summary records for certain discussions

should be taken at that time dces not seem practical. Neverthelegs, the need
for sammary rec ords for the discussion of particular items should be foreseen
. well in advance, and the scheduling of those items for discussion should provide
that they be congidered in sequence, rather than with breaks for items covered
by minutes. This latber érrangement ig of particular importance for the United
- Waticns OfFfice at Genmeva, in view of the heavy reliance of that Office on
temporary assistance.
10. As regards recommendation 9 (a) relating to the time lag in the
distribution of minutes, the Secretary-General would propose the same schedule
for minutes as applies for summary recosrds; i.e., the minutes in the original

version shounld be distributed within two working days following the meeting;

the translated versions within three working days following the meeting.

-11. The Secretary-General would like %o emphasizeftheﬂpoiﬁt made vy

i

A TInespector Garcila in recommendation 5 (a) to the effect that mihutes are not
official records. Thig has a bearing on the internal arrangements for
writing minutes which, while an Internal matter for the Secretariatj may be
‘me of interest to the Advigory Committee for Administrative and Budgetary

i Questicns. Since minutes are not official records, their drafting is naot a
Y Tesic responsibility of the Office of Conference Services. Rather, the

subgtantive secretariat, which is familiar with the subject matter, should

esteblish the text of the minutes in the original language. It has been

accepted that minutes would be drafted by transiator/précis-writers when

substentive secretariats, particularly in the case of smell onits, are unable

T . /o
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t> do so; however, in such cases, the draft minutes will be givem to the

substantive secretariat which will teke the responsibility for the text.

This prehaps represents a c¢'ight deviation from recommendation 8 (c¢) of the

Inspector, but would not constitute "eirculation” of the minutes in draft

| form.

~

12. TLastly, the Secretary-General would also draw attentivn to the fact

; that, as indicated in paragraph 41 of the report,-drafting minutes is a
"delicate task requiring special skill". If many bodies decided to replace
records by minutgs, and if, despite the position stated in paragraph 10 above,

it was necessary to provide a substantial portion of the coverage from the

| central conference servicing offices, difficulties would arise.. The number

of translator/précis—writers who are adept at minute-writing is limited, and

;_  “' _it might be no easy task t> adapt the others to this kind of work, certainly

not within & short space of time.
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