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Joint Inspection Unit suggested limiting the use of ve
summery records to s specific number of bodies: ss pnointed out in
of 7 I-

that docuaent (para 127), 1f recommendstions 16-1& were out into

ns Langusge services would

order of half & million dollars per year.

. In response to such recommendations, eighteen bodlies have,

(N

ceording to the information submitted by the Committes on Conferences

I

saper no. 30 of October 7, 1969, slready taken declslon

.
[83]

in working 0
dispensing with summsry records with a reservation by some that they
may revert Lo summary records for particuler discussions as and vhen

needed.
bye But the following sixteen bodies, after considering the request,
have concluded that they will continue to require swmmary records of

thelr meetings ¢

- the Geonomic and Technical Sub—~Committee on the Peaceful Uses
of the Sea-~Bed and the Ocean Floor beyond the limits of
Ngtional Jurisdiction
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tegal Sub=Committee on the Peaceful Uses of the Sea-Bed snd
Ocean Flcor beyond the limits of National Jurisdiction
scientific and Technical Sub--Committee of the Committee on
Peaceful Uses of Outer Space

legal Sub=Committee of the Committee or the Peaceful Uses of

Outer Space

= phe

-~ the

Commission on Human Rights
Sub=Commission on Prevention of Discrimination and the Protec—

tion of Minorities

= the

Committee for Programme and Coordination

= the
- the
- the
- the
= the
- the
- the

beenomic Commission for Africa

Zconomic Commission for Asia and the Far East (plenary)
Econonic Committec of the Council

Social Committee of the Council

Coordination Commititee of the Council

UNITAR Board of Trustess

Preparatory Committee for the second United Nations Development

Decade
- the Meeting of State Parties to the International Convention on

the
- the
its

Elimination of all Forms of Racial Discrimination
Committee of Experts established by the Security Council at
1506th meeting.

5. Four bodies have decided to adopt the alternative procedure that

was suggested in resolution 2292 and 2478 of the General Assembly : the

replacement of summary records by minutes. They are the Commission on

the Status

Commission

of Women, the Committee on Programme and Goc“dlnatlon, the
m

on Narcotic Drugs and the Commission on Population. In actual

practice, only the two latter commissions have already tried out the

system. The Commission on the Status of Women proposes to do so at its next

session and the Committee on Programme and Coordination has shifted its

poegition back and forth.

6. The Beonomic and Social Council, in its resclution 1379 (XLV),

welcomed the decision of the Commission on Narcotic Drugs to use minutes

and in operative paragraph 2 of that resolution called to the attention

of its subsidiary organs the decision taken by that Commission "to replace

summary records by shorter minutes, while reserving the right to ask for

summary records in respect of any discussion which required exceptional

treatment!,
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: I h seibility of adopting
s form of records less voluminous and less costly than thit currently being

VINUTES AS COMPARED TC_SUMMARY-RECORDS

10. The difference between summery records end minutes is clearly
explained in tue circular sent out Dby the Office of Confereuce Services

the heads or a1l Departments and Offices of the United Netions, pursuant

o+
(@)

o

O

General Assembly resclution 2472 (XXIIT), in February 1969.

11. The circular gave the following imstructions on the preparation of
minutes for internal use:

"Whereas summary records provide a speech=by-speech summary of the
important parts of the proceedings of a meeting, minutes consist =7
very brief notes of discussions and decisions. A summary record will
show not only the conclusions reached at a meeting, but the steps by
which those conclusions were reached, and it will state which speakere
expressed what views. Minutes should not do this, or only in the
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briefest possible manner... In preparing minutes, the msjor psints
of discussion should be represented logically rather that chronclo-
gically. Views should be attributed to those holding them only where
there are unresclved differences of copinion or where & particul
point of view may be important for later reference.

2

22, It should be made clear therefore, that minutes should in nc sense
be regarded as abbreviated summary records in which the statements by
representatives are merely set down more briefly; their preparation,

aze can be seen, is based on different principles, many of which are not

appropriate for the recording of some types of procedures including

a) deliberations in major bodies such as the Committees of the
General Assembly;

b) major statements of general policy at the opening stage of plenary
meetings;

c) discussions on the drafting of major legal instruments.

13. In all other cases where summary records are still not eliminated,
utilisation of minutes could be an appropriate and economical device to
cive toror o debates sood an excellent guide to help the rapportsur

to draft reports in which an account of the deliberations is officially

recorded.

1. The above=mentioned circular of the Office of Conference services
mekes an extremely important additional point which has not been suffi-
ciently stressed when inviting deliberative bodies to dispense with
summary records altogether or to replace them by minutes : namely that
sound recordings are made of the meetings of all United Nations bodies in
accordance with the arrangements outlined in document A/C.5/1187 and
approved by the Fifth Committee of the General Assembly at its 1271st
meeting, held on 2 December 1968. In theory, therefore, any delegate

who wishes to do so can go through any statement word by word : in actual
practice, however, because of the lack of adequate facilities, this is

still a cumbersome and time-consuming process,



the report,

LI W o R o Y ~ 3 H -~ ¥ e
t te constitute adequate scurceg for those de_egestes who wish to refer
K £ - at = DL -
he detzils of past proceecings.
COMMIGSSION OF HARCOTIC DRUGS ¢ COMPARATIVE DATA

R I S S e F o S T P
ring in mind thet minutes firet came intc official

L room will be installed in UNESCO in 1970 where sound recordings
will be adeguately stored, with booths where those who wish o
consult them cen readily listen to the band and meke notes. To aveid
risks of accidentsl erasurs, tapes will be handled by a lechnician.
Delegations or others requesting c.vies would be charged a rebe of

¢ 5 per hzlf-hour of recording, which covers both the cost of the
tepe and the time of the techniclan,

The initial cost for the operabicn was $ 23.700, including purchase
of new machinery - and then § 13,035 for the 196970 biennium;
hereafter costs will be minimal. The operation sppears to be highly

economicel, since the elimination of summary records brings = saving
of & 70,000 per seseion of the Genersl Conference (UNESCO, Internal

memo CFS/68/305),



18. The experiment will be analysed from the fcllowing points of view :

©

Production and use of minutes;

o

) Precis-writing, revision, translation and typing;

(@]

Reproduction and distribution.

a)  Production and use of Minute

w

19. Since the Commission reserved and exercised the risht to ask for
a sumnary record of any discussion which required exceptional treatment,
some meetings were covered exclusively by minutes, others by summary

records and a few partly by minutes and partly by summary records.

20. Comparative figures

Twenty=-second session Twenty-third session
Meetings 26 31
Summary records produced 26 15
Minutes produced - 13
Mixed records (both
summary records and
minutes) - 3
Total number of pages
produced (summary records
plus minutes) 338 300
Average length per meeting
(pages) 13 9.3

21. On comparing the average number of pages produced per meeting at the
twenty-second session, at which minutes were not used, and at the twenty-
third session, at which minutes were used for part of the time, we find a

reduction of 28.5 per cent at the latter session.

22. A comparison of the summary records and minutes produced at the

twenty-third session alone gives the following result

Sunmary records Minutes

Average length per meeting (pages) 13.3 5.5

The average reduction achieved by using minutes is_§§:7 per cent per

meeting,
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translieted intc two additicnal languszges, reproduced in two stages, distri-
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Pated to participants in the meeting and outside the meeting, and were
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drefting their repcrts. Once minules are adopted to replace summary
records, it stends to reason that, unlike internal minutes, they should

be subject o revision, transletion and di
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tions, however, we feel they should not be encouraged, since minutes do

not for the most pert ldentify ths speakers.

26, Zut there was a more questionable difference between the minutes we

¥

are considering and some of the instructions given in the circular,

hose relating tc the principles that should govern the

ct

particularly
drefting of minutes. Generally speaking, instead of representing - as

they should = a highly compressed summary, bringing out the major points
of discusgion and summarising. individual stetements only where there were

unresolved differences of opinion or wherc a particular point of view



might be impertant for later reference, the minutes of the twenty-third
session emounted to a veriteble "mini-summary record" in that, on many
pages, they gave a chronological record of the statements made. Further-
more, some statements were clearly given unduly full treatment, covering

in certain ceses, more than one page.

27. Be this as it may, the experiment as carried out at the twenty-third
session can be consgidered successful., No complaints were made either by
represenvatives or by the Division of Narcotic Drugs to the effect that

the minutes failed to constitute an adequate record of the procecedings.

28, It should be noted, however, that the Division of Narcotic Drugs
requested that the draft minutes be submitted To the Secretary of the
Commission for approval - a procedure not _usually followed with summary
records and which frequently d-layed the issuance of the provisional
version. Perhaps this was due to the fact that the experiment was a nowvel
one, The precaution does not, however, seem to warrant perpetuation,
considering that only thre: corrections were submitted throughout the

sesgion.

b) Precis-writing, revision, transiation and tvping

29. It is at this stage of the production cycle that greater savings in

. . . . . 1
expensive manpower are achieved in replacing summary records by m1nutes={

30. A& meeting of normel duration, i.e. two and & half hours, using threc
working languages and covered by a summary record would normally require,
on an average, 3 precis-writer/days, /4 translator/days, 1& reviser/deys
and 9 typist/days. A meeting covered by minutes, on the other hand would
normally require 2 precis-writer/days, 2 translator/days, 3/4 reviser/days

and 3 typist/days.

1/ The terw "savings" does not, of course, neccssarily mean direct
economy of manpower, It means that persons released can be utilised
in other related activities, and helps to reduce the backlog in the
language scrvices, which at times is considerable.



Provision

=1l Version

Summiary Records (15 pegos per meeting) Finubes (5 puges per nmeeting)
210 trensletor/rrocis—writer days = $10,640 105 translstor/precis—writer dsys = ¢ 5 34!
45 reviser/days = $ 3,070 30 reviser/days = % 2,03
270 typist/days =& 4,770 90 typist/days =& 1,59
Total Total = & g 06
90 editor/dsys = $ 4,110 45 editor/days = § 2,08
90 typist/deys = $ 1,590 30 typist/days =& 53
Totel = & 8,700 Total = 6 2, 61
Totals provisional + final version=% 27,180 b11.57:




3

5. This could mean, should minutes be adonted for the whole session.
s = J

(OS]

indirect saving of 5.5,605, i.e. 57.4 per cent. But since we will

M
3
-

recommend the suppression of the final version of minutes, the overall

indirect savine in such a given segsion would smount to 13,215,

i.e, 67

per _cent.

36, Turning back to the twenty-third session of the Commission on Narcotic
Drugs; it was noticed that the sizeable saving in manpower described above
was, however, affected by the fact that in some cases the Commission made
use, atl very short notice or no notice at all, of the right provided in
General Assembly resolution 2477 (¥XIII) to ask for a swmmary record of

any discussion which requires exceptional treatment.

3'7. It is natural that bodles dealing with a difficult subject or the
drafting of articles of a legal instrument should prefer that the relevant
discussilcns be recorded in greater detail. The experience of the twenty-
third session showed, however, that the use of this method gave rise to
some difficulties, mainly because the language services did not always

know in good time what the exact staff requirements were.

38. [or instance, the Commission had decided before the twenty-third
sesgion that item 5 of its agenda, dealing with a draft protocol, was to be
covered by summary records. The Director of Gonference and General
Services was informed in good time and the lLanguages Division made the
necessary arrangements, inter alia to provide three precis-writers per
meeting for the duration of the discussion on the item in question.
However, at the 615th meeting, which was to have been covered by minutes
and which was consequently attended by a single precis-writer, the
Commission suddenly decided to take up a new item and to have it covered
by summary records. The Languages Division had to send in two additional

precis~writers immediately.
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special skill; should meny bodleg decide L¢ replace summary
recorde by minutes, an effort will have to be made by the Secretariat in

order to adapt the precis-writers to this kind of work.

c) Reproducticn and distribution

42. Reproduction and distribution, for summary records and minutes alike,

are carried out in two stages - one for each of two categories:

<
/

(8)  the provisional text, which should be given a restricted

only", and which beging
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a)
cr
il

circulating while the secsion is in progress;

(b) the final text, which incorporates any necessary corrections;
it is placed in "General" - i.e. a wider - distribution and
ig circulated some time after the end of the session.

The texts in both categories are reproduced by the "Roneo!" mimeograph

process, although the final versions are in some cases printed.



43. The twenty-second session included three closed meetings; sinca the
ecords of these meetings werc, of course, circulated in cnly restricted

numbers, they will not be taken intc account,

Lidye (2) Provisional text "For participants only"
Twenty—second session  Twenty-third session
Public Meetings sesesecerecncrsnnnes 23 31
Total number of coples reproduced
and distributed in three languages (SR) (SR + minutes)
for public meetings viveevvnvesse. 11,500 17,360
Numbcr of copies per public meeting 500 560

45. The number of copies reproduced and distributed per meeting increased

by 12 per cent from the twenty-second to the twenty-third session.

46. (b) Final text for "General! distribution

Twentv-second scssion Twenty-third session

Public meelings vesevevenncnnncsoons 23 31

Total number of copies reproduced and

distributed in three languages for (sr ) (SR + minutes)
public meetings viveeevivrersranes 32 430 " 46,035 )

1 5

Number of coples per public meeting 1,410 Ly 485

7. The number of coples reproduced and distributed per mceting likewlsge

increased - by 5,32 per cent from the twenty-second to the twenty-third

session,

8. Although the use of minutes yilelded sizeable savings on precis-writing,
translation and related activities, in this final stage of the production
cycle an additional 60 copies of each provisional text and an additional

75 copies of cach final text were distributed per meeting of the twenty-
third session., This entailed some additional expenditure on paper (to cover
an increase of some 30,000 page units) on shipping expenses and on manpower

to reproduce and handle the documentation involved.



continuc

50. kincther factor related to this last phese of the production cycle is
the time-lag in the distribution of summery reccrds and minutes, Thus

. - . s e - 3 : . S R . ~ 1= TTTn - e
during the twenty-third session The provisicnal LeXt ol The gWrmmery recor
& ’ I J

g da
even longer. These intervels tend to increzse somewhat when the session 1s
over and the psychologicel pressure of the delegaticons! presence is removec
51. As =2 resull, those representetives whe have Lo lsave as scon as the
session is over heve no oppertnity to consult, in trenslation, The summary

provisional text docg not altogether fulfil ite purpose. It would be usefvu

The "Genersl" distribution of the finsl text of the records cof the
twenty-second session began about two months after the end of the session.
The records of the twenty-third session, for their part, tock es much as fo
and a half months to appear; and the final text of the report was issued
nearly four months after the cloéing of the session. Such delays call for

serious reflexion.



iv CONGLUSIONS

53, The use of minutes at the twenty-third session of the Commission on
Narcotic Drugs produced sizeable indirect ssvings in precis-writing
manpower and even greater indirect savings in translation and related
activities (see paragraphs 29 to 36);: the system did not give rise to

complaints and was considered acceptable by the members cf the Commission

oo

corrections were minimgl and, as requested, factual. The experiment was
a positive one and bearing in mind certain necessary excepticns and
subject to rules based on our recommendations as listed below - 1f they

are considered acceptable - the method could be adopted by as many

organs as possible until such time as a decision 1s taken to eliminate

summary records altogether. In the meantime minutes should be

considered as working papers, readily distributed in a provisional form
during the deliberations for the convenience of the delegates and
participating observers; thus the only official record of the deliberations
would be the reports, as recommended in resolution 2292 (XXII) of the

General Assembly.

5/4. However, it is clear that even the use of minutes represents merely
a transitional stage in the simplification of a system that has proved
not only wasteful but out-moded. Indeed, the process of transcribing
oral proceedings on paper and storing them in bulky volumes belongs to
an antiquated technology that is being replaced everywhere by more
modern methods and in the first place by sound recordings. Any drastic
decision, therefore, to do away with written records altogether, and any
intermediate decision to replace them by minutes, should be closely
associated with arrangements = along the lines of those being introduced
by UN&ESCO - to ensure that representatives have prempt and easy access
to the recordings of any meeting - for listening purposes or for their

purchase.
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IMERDATIONS

Recommendstion 1:

a)

Any measure or series of measures designed to rationalize some
sspect of documentation for conferences and meetings should be
thoroughly planned at a centrasl point at Headquarters.

Such measures should be examined in gll their aspectis, so as to
ensure that nc phase of the production cycle is overlooked.

Bodies should avoid trying out methods of ratiomalization of

documentation which have not been recommended by rescolutions of
the Genersal Assembly and the Economic and Social Council on the

basis of specific studies carried out at a central planning

point.

The General Assembly and the Economic and Social Council might
consgider inviting organs, bodies, ad hoc committzes and working
parties which have not yet seen fit to dispense with summary
records, to consider replacing them by minutes.

When this invitation is extended, the bodies concerned might
have before them the favourable conclusions reached by the Joint
Inspection Unit regarding the use of minutes.

The Secretariat of the United Nations could incorporate in
working rules such descriptions of minutes and recormendations

made in this report as are considered practicable.

Recormmendation 3:

Minutes should not represent abbreviated summary records. Instead

of 2 speech-by-speech chronological summary of bLhe proceedings they
should take the form of brief notes on discussions and decisions.
Views

The subjects of discussion should be presented logically.
should be attributed to thosc holding them only where the nature of
the matter is so delicate as to justify it; or where there arc

unresolved differences of opinion; or where a particular point of

view may be useful for later reference. They should not be subject

to corrections, but unlike internal minutes, they should be revised,

translated and distributed.
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provisionel text of the report considered and szpproved during the
proceedings.

b) The final text of the report could be distributed to interested
parties who were not entitled to receive the minutes.

Recommendation 6:

s) A1l interested parties should have an 2dditionsl pogsibility of

L

By way of excep®ion, organs which adopt the minutes sysbem might

reserve the right tco use summasry records where:

)
e

nzjor statements of general policy in plenary meetings are delivered;
& E o & 3
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c)

N

the discuseion of a particular agenda item involves drafting the

P
@

arbicles of z set of international regulations or other international
instruments; and
the unususlly delicate nature of some metters makes it essential

to reflect the discussion in greater detail.

oM
~

Organes should give sdequate notice to the conference services of
their decision to make such exceptions, at lesst at the time the
provisional agenda is issued;

i switch, on grounds of exceptional necessity, from standard minutes
to detailed minutes or summary records at one and the same meeting
should be avoided wherever possible.

The provisional text of minutes should not be circulated in draft
form but should be given the same treatment as summary records in

this respect.

Recommendation 9:

z)

b)

An effort should be made to reduce the time-lag in the distribution
of minutes during the sesslon.

The bime—limit for the distribution of the final text of a report
should not exceed six weeks after The closing date of the session

of the body concerned.



