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. CONDI TIONS OF DEPOSI T*

1. Al'l designated depository libraries are expected to place the materia
received in the care of qualified library staff, to keep it in good order and to
nake it accessible to the public, free of charge, at reasonable hours. They are
al so expected to nmake deposited itens available through interlibrary |oan or
photocopy to users within their area who cannot easily visit the depository

i brary concerned.

2. Depository libraries are al so expected, upon request of the

Dag Hammarskj ol d Library at United Nati ons Headquarters, to provide it to

bi bl i ographi cal assistance and simlar services within the limts of their
ability and to supply publications that they nornmally distribute free of charge
or on exchange.

3. The United Nations may inquire into the observance of the conditions of
deposit by questionnaires or by visits. United Nations information centres and
libraries in the United Nations system have been requested to arrange periodic
visits by their personnel to the depository libraries. The Publications Board
reserves the right, when evidence is presented that the conditions of deposit
are not being satisfactorily nmet, to withdraw depository status or transfer it
to another library in the sane area.

1. EXTENT OF MATERI AL DEPGSI TED

4. Depository libraries are entitled to receive, through automatic
distribution, according to their needs and to the type of deposit, materials

i ssued under the GENERAL category of distribution, in the |anguage the
depository chooses - English, French or Spanish. 1/ Material issued under the
LI M TED category of distribution is not included in the deposit. Also not
included is material issued under the RESTRI CTED category of distribution, or
originally so classified and which may | ater be reclassified. Wen

recl assified, such material may be consulted in libraries of the United Nations
system but the original small stocks preclude its being nmade avail able for
deposit or for purchase.

5. Not all of publications appear in Arabic, Chinese, German or Russian
Depositories where the national |anguage is Arabic, Chinese, German or Russian
may t herefore choose either English, French or Spanish as a | anguage of deposit,
but they will also receive one copy of each publication available in their

nati onal | anguage.

6. The deposit commences with the date of designation, is not retroactive and
islimted to one copy.

* The conditions of deposit are covered in the principles governing
United Nations depository libraries (S/ Al/189/Add. 11/ Rev. 2).
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7. There are two types of deposit under the system partial and full deposit.
Partial deposit
8. A partial depository is entitled to receive the follow ng nmateri al

(a) The Oficial Records of the main organs of the United Nations; 2/

(b) Publications that carry a sales code - whether printed or masthead -
regardl ess of place of issuance;

(c) Periodicals available on subscription;

(d) The United Nations Treaty Series.

9. Normal |y, a partial depository also receives the masthead docunments of the
regi onal comm ssion covering the area in which the library is located. The
printed publications of all regional conmm ssions are included in the category of
material carrying a sal es code.
10. The partial deposit does not include:

(a) Publications of the International Court of Justice (1CJ); 3/

(b) Reports of projects carried out by organi zati ons as executi ng agenci es
of the United Nations Devel opment Programme (UNDP); 4/

(c) Publications of the United Nations Popul ati on Fund (UNFPA); 5/
(d) Publications of the United Nations Children's Fund (UN CEF); 6/

(e) Publications of the United Nations Devel opment Fund for Wnen
(UNTFEM ; 7/

(f) Publications of the United Nations Institute for Training and Research
(UNITAR); 8/

(g) Publications of the United Nations Research Institute for Social
Devel opnent (UNRI SD); 9/

(h) Publications of the United Nations Institute for D sarnmanent Research
(UNIDIR); 10/

(i) Publications of the United Nations International Drug Control
Programe (UNDCP); 11/

(j) Publications of the United Nations Interregional Crinme and Justice
Research Institute (UNICRI); 12/

(k) Publications of the United Nations Environment Programe (UNEP); 13/
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(1) Publications of the United Nations International Research and Trai ning
Institute for the Advancement of Wonen (I NSTRAW; 14/

(m Publications of the Latin Anerican Denographic Centre (CELADE); 15/

(n) Publications of the Latin Anerican and the Caribbean Institute for
Econom ¢ and Soci al Pl anning (ILPES); 16/

(o) Publications of the United Nations University (UNU); 17/

(p) Publications of the United Nations Centre for Regional Devel opnent
(UNCRD) ; 18/

(gq) Publications issued in only one (e.g. English) or two (e.g. French and
Spani sh) of the official |anguages, if the depository does not receive materials
in those | anguages and no specific request has been nade for such materials to
be included in the deposit; 19/

(r) Publications issued prior to the date of depository designation (see
para. 6 above);

(s) Material not clained before the |apse of two years after the date of
publication (see para. 27 bel ow);

(t) Additional copies of publications deposited; 20/

(u) Reprints of docunments already distributed to depository libraries; 21/
(v) Publications earmarked for sale only at the tine of issuance; 22/

(w) Sales publications issued and distributed by a trade publisher; 23/

(x) Publications on mcrofiche (with the exception of the annua
curmul ation of UNDOC. Current Index) or in electronic fornat.

Full deposit

11. Libraries that, in the opinion of the United Nations Publications Board,
are able to handle a larger volunme of material will receive, in addition to the
material included in the partial deposit, all other generally distributed
docunents and publications of the United Nations - whether printed or nasthead -
if available in the | anguage chosen by the depository.

12. The full deposit does not include the material in paragraph 8 above, nor
does it include:

(a) Prelimnary nasthead versions of verbatimrecords of plenary neetings
of the Security Council, which will appear in printed final formas part of the
Oficial Records; 24/

(b) Docunents in the LIMTED and FOR PARTI Cl PANTS ONLY cat egori es of
di stribution;
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(c) Press rel eases;

(d) Epheneral material issued during sessions of United Nations bodies
(e.g. orders of the day, journals, conference room papers, working papers);

(e) The nasthead docunents of the regional conm ssions covering areas
other than the one in which the depository is |ocated; 25/

(f) The publication Permanent M ssions to the United Nations
(ST/SGE SER A -); 26/

(9) The Tel ephone Directory (ST/OCSS/ SER E/-); 27/

(h) The Journal of the United Nations; 27/

(i) The Daily list of docunents distributed at Headquarters; 27/

(j) Material issued nore than two years prior to the date of claimng
(see para. 29 bel ow).

Reduction in the deposit entitlenent

13. Depository libraries so requesting may receive selected series only from
anong those included in the deposit as described in paragraphs 8 to 12 above.
The selection can be made at the tine of designation or at any time thereafter.

14. Sel ection by subject, which involves the selection of individual documents
fromdifferent series, is not allowed under the depository system

Materials of specialized agencies and other organizations in the United Nations
system

15. The United Nations Publications Board designates depository libraries for
United Nations material only.

16. Materials issued by specialized agencies and ot her organi zations in the
United Nations systemare distributed separately by each agency and

organi zation. Also, each organization is autononous with regard to the
designati on of depository libraries for its own docunents and publications.

I nqui ries concerning depository designation, the purchase and exchange of

mat eri al and subscription to periodicals should be addressed to the organi zation
concerned. These organizations are:

Food and Agriculture Organization of the United Nations (FAO, Rone
International Atom c Energy Agency (|AEA), Vienna

International Bank for Reconstruction and Devel opnent (1BRD),
Washi ngton, D.C.

International Cvil Aviation Organization (I1CAO, Mntreal, P.Q
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I nt ernati onal Devel opnent Association (I1DA), Washington, D.C
I nternational Finance Corporation (IFC), Wshington, D.C
International Fund for Agricultural Devel opment (IFAD), Rone
I nternational Labour Organization (I1LO, Geneva

International Maritime Organization (I M), London
International Mnetary Fund (I MF), Washington, D.C

I nternational Tel ecomunication Union (ITU), Geneva

United Nations Educational, Scientific and Cultural Organization (UNESCO,
Pari s

United Nations Industrial Devel opnment O ganization (UNIDO), Vienna
Uni versal Postal Union (UPU), Berne

Wrld Health Organi zati on (WHO), Geneva

Wirld Intellectual Property Organization (WPO, GCeneva

Worl d Meteorol ogi cal Organi zation (WMD), Geneva

Wirld Trade Organization (WO, GCeneva

[11. CHANGES I N DEPCSI TORY STATUS

17. Depository libraries desiring a change in deposit entitlenment, a transfer

of the depository status to another library in the same area or withdrawal from
the system shoul d address the request to: Head Librarian, Dag Hammarskj 6l d

Li brary, United Nations, New York, N. Y. 10017, (Tel ephone No.: (212) 963-7443,
Fax No.: (212) 963-0077). Such changes are subject to approval by the United

Nat i ons Publications Board.

V. PAYMENT OF THE CONTRI BUTI ON
18. Following the review of the depository library system the United Nations
Publ i cations Board decided, in 1975, to limt free deposit for United Nations

material to two libraries in each country or territory:

(a) The national library or another major research library |ocated in the
capital city;

(b) The national parlianmentary library, if open to the public.
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19. O her existing depositories and those to be designated in the future are
required to pay a contribution towards the maintenance of the system*

20. Subject to paynment of the contribution, depository libraries will receive,
at the beginning of each cal endar year, an invoice for the period from

1 January to 31 Decenber. The invoice, nailed by the Sales Section, is
identified by a nunber conposed of the depository mail code. Paynent is due
upon receipt of the invoice. Remttance in U S. currency shoul d be addressed
only to: United Nations Sal es Section, Room DC2-0853, New York, N Y. 10017.

21. Depositories so wishing may pay the contribution in local currency to the
United Nations Information Centre or to the office of the UNDP resident
representative in the country, at the United Nations rate of exchange prevailing
on the day of paynent. The contributing depository using this node of paynent
need not advise the Dag Hammarskj ol d Library that the invoice has been pai d:

the Centre, or the UNDP resident representative will advise the Accounts
Division, Ofice of Programme Pl anni ng, Budget and Accounts, at United Nations
Headquarters that paynment has been received.

V.  CORRESPONDENCE

22. Correspondence concerni ng changes of nane and address of depository
libraries, requests for changes in depository status and for bibliographical and
ot her types of advice, and concerning all other matters related to the deposit,
except clains for material not received, should be addressed to the Head

Li brarian of the Dag Hammarskjold Library at United Nations Headquarters, United
Nations, New York, N Y. 10017 (Fax No. (212) 963-0077).

V. CLAI M

23. The Ofice of Conference and Support Services, in consultation with the Dag
Hammar skj 61 d Library at United Nations Headquarters, has laid down rules for
claimng material not received through automatic distribution, or received in
def ecti ve copi es.

24. In accordance with the aforenmentioned rules, depository libraries are
required to submit all claims on the formPS. 16 "Request for docunents" (see
annex), which is supplied free of charge by the Distribution Section
Room NL- 314, United Nations, New York, N Y. 10017 (Tel. No. (212) 963-7345).
Clainms subnmitted by letter, postcard or in any other manner are returned to the
sender, unprocessed. Before the supply of formPS. 16 is exhausted, a new supply
shoul d be requested on the formitself.

25. Before preparing a claim a depository should consider the follow ng:

* The rate of contribution is covered in the principles governing United
Nations depository libraries (ST/Al/189/Add. 11/ Rev. 2).
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(a) Date of the depository designation (see para. 6 above);
(b) Extent of the material deposited (see paras. 8-14);
(c) Availability of the docunent for deposit (see para. 26);

(d) Availability of the document in the |anguage of deposit (see
para. 26);

(e) Point of distribution (see para. 29 bel ow).

26. Before filling in the formPS. 16, a depository should consult the United
Nati ons docunents indexes (UNDOC. Current |ndex (ST/LIB/SER M-), UNDOC
Current Index Cumul ative Edition on mcrofiche (ST/LIB/SER M Cum) and UNBI S
Plus on CD-ROM), as well as the Catal ogue of United Nations Publications, to
verify whether or not the itens to be clained have been issued in the | anguage
of the deposit and if they fall within the deposit entitlement. Requests for
items not received should be nade to the appropriate distribution centre (see
para. 31).

27. The follow ng information should be included on the form

(a) Nane of library, address and depository nmail code nunber. The nane
and address in the "Address for delivery" box should duplicate the mailing | abe
used by the United Nations, including the depository mail code nunber that
appears in the lower right-hand corner of the |abel (e.g. DL-300, PL-7). The
Head Librarian of the Dag Hammarskj6ld Library at United Nati ons Headquarters
shoul d be notified i medi ately of any change of name or of address;

(b) Listing:

(i) Items should be listed in sequence within each category, one itemto a
line;

(ii) The language or |anguages required should be indicated in each case.
Languages shoul d be abbreviated as follows: A, Arabic; C Chinese; E
English; F, French; G German; R Russian; S, Spanish;

(iii) a. Docunments should be |isted as foll ows:
- If a sal es nunber exists, by sales nunber only,
- If there is no sales nunber, but an Oficial Records designation

(debat es, annexes, supplenents) by that designation only (see b
bel ow) ;

- I f none of the above, but a symbol, by synbol only;

- Peri odi cal s without synbol or sales nunber, by title, volune,
year, issue nunber;
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- Vol unes of the United Nations Treaty Series, by series, title and
vol une nunber;

b. Oficial Records should be listed as foll ows:

- I ndi cation of organ (GACR, ESCOR, SCOR TCOR, TDBOR), followed by
sessi on nunmber or, in the case of the Econom ¢ and Soci al Counci
since 1978 and the Security Council, by year; followed by:

- Vol unme title and ot her necessary information (e.g. plenary
meetings, First Conmttee, etc., followed by neeting
nunber); or

- I ndi cation of the annexes, followed by agenda item nunber;
or

- I ndi cation of the supplenment, followed by nunber.

When an itemis unavailable for distribution, an explanation is given in the
"Remar ks" colum of the PS.16 form generally by the use of code letters
referring to the phrases at the bottom of the form

28. A carefully prepared claimw |l result in speedier service (for a nbde
request, see annex |). Forms which do not include all the information requested
in paragraph 29, in particular, sales nunber or synmbol, will be returned

unpr ocessed.

VI|I. ADDRESSI NG CLAI M5

29. Neither the United Nations Information Centres, nor the Dag Hanmar skj 6l d

Li brary at United Nations Headquarters is responsible for handling clains for
material not received. Al clainms should be addressed to the Distribution

Secti on, Room NL-314, O fice of Conference and Support Services, United Nations,
New York, N.Y. 10017, with the exceptions indicated bel ow

(a) For Publications of the International Court of Justice, address clains
to:

The Regi strar

I nternational Court of Justice
Peace Pal ace

The Hague, 2012

The Net herl ands

Fax No. 3170-364-9928

(b) For docunents and publications of organs situated at Geneva, nanely:

(i) Econom ¢ Commission for Europe (ECE) (series E/ECE -, ST/ECE -, sales
codes Il.E.- and II.EfMm- and ECE periodical s);
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(ii) Publications of the United Nations Library at Geneva, such as the
Mont hly Bi bl i ography;

(iii) Docunents and publications on human rights (series CCPR/ -, E/CN. 4/-,
E/CN. 4/ Sub. 2/-, ST/HR-, HRI/-, sales code XV, as well as series
CERD - and CRC/ -);

(iv) Docunents and publications on transnational corporations (the forner
United Nations Centre on Transnational Corporations (series E/ C 10/-,
and CTC Reporter and ST/CTC -);

(v) Docunents and publications of the United Nations Conference on Trade
and Devel opment (UNCTAD) (series TD/-, TD/B/-, ITC - and sal es
code I1.D). Address clains to:

Chief, Distribution and Sal es Section
United Nations Ofice at Geneva

Pal ai s des Nati ons

CH 1211 Ceneva 10

Swit zer| and

Tel . No. 41-22-740-0931

(c) For docunents and publications of organs situated at Vienna, nanely:

(i) Docunents and publications on narcotic drugs (series E/CN. 7/-,
E/INCB/ -, E/IT.-, EZNL.-, EZFNR -, E/NS.-, ST/SQA SER J/-,
ST/ SOA/ SER K/ -, ST/ SQA/ SER S/ -, sales code XI and the Bulletin on

Nar coti c Drugs);

(ii) Docunments and publications of the International Trade Law Branch
(series A/CN.9- and certain itens in sales code V);

(iii) Docunents and publications on outer space (series A/ AC 105/-);

(iv) Docunments of the United Nations Scientific Committee on the Effects of
Atomi c Radiation (series AJAC. 82/-.). Address clains to:

Chi ef, Docunents Unit
Vienna International Centre
P. 0. Box 300

A- 1400 Vi enna

Austria

Fax No. 43-1-237-102

(d) For docunents and publications of the United Nations Environment
Programe (UNEP) (series UNEP/-), address clains to:

Chi ef, Docunents and Reproduction Unit
United Nations Environnment Progranme
P. 0. Box 30552

Nai robi, Kenya

Fax No. 254-2-226-890
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(e) For docunents and publications of the United Nations Centre for Human
Settlements (Habitat) (series HS/-), address clains to:

Chief, Distribution Section

United Nations Centre for Human Settlenments (Habitat)
United Nations O fice at Nairob

P. 0. Box 30030

Nai robi, Kenya

Fax No. 254-2-624-262

(f) For docunents and publications of the regional comm ssions, as
descri bed bel ow, depositories in the geographi cal area where a regional
comri ssion is located - and only those depositories - can claimdirectly from
t he conm ssi on concerned, nanely:

(i) Econom ¢ Commission for Africa (ECA), (series E/ECA/ -, ST/ECA - and
sales code Il1.K). Address clains to:

Docunents and Publishing Section
Econom ¢ Conmmi ssion for Africa
P. 0. Box 3001

Addi s Ababa, Ethiopia

Fax No. 251-1-514-416

(i1) Economc and Social Comm ssion for Asia and the Pacific (ESCAP),
(series E/ESCAP/- (previously E/CN. 11/-), ST/ESCAP/- (previously
ST/ ECAFE/ -) and sales code Il.F.). Address clains to:

Docunent s Reproduction Unit

Econom ¢ and Social Commission for Asia and the Pacific
Raj dammer n Avenue

Bangkok, Thail and

Fax No. 66-2-282-9602

(ii1i) Economc Commission for Latin Arerica and the Caribbean (ECLAC)
(series LC/- (previously E/ CEPAL/- and E/CN. 12/-), ST/ CEPAL/-
(previously ST/ECLA/-) and sales code Il.G. Address clains to:

Docunents and Sal es Publications

Econom ¢ Conmi ssion for Latin Anrerica and
t he Cari bbean

Edi fi ci o Naci ones Uni das

Aveni da Dag Hammarskj 6ld S/'N

Vi tacura

Casilla 179-D

Santiago, Chile

Fax No. 562-208-0252
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(iv) Economc and Social Conmi ssion for Western Asia (ESCM) (series
E/ ESCW - (formerly E/ECWN -), ST/ESCWMA (fornerly ST/ECWV -), and
sales code I1.L) address clains to:

Docunents O ficer

Econom ¢ and Soci al Comni ssion for Western Asia
P. Q. Box 927115

Amman, Jordan

Fax No. 962-6-694-980

(g) Depositories in areas served by a United Nations Information Centre -
and only those depositories - should request fromthat Centre material issued by
it.

VIIl. AVAILABILITY OF OLD DOCUMENTS AND PUBLI CATI ONS AND
OFFI G AL RECORDS

30. Stock of United Nations material is kept for limted periods of tine. If a
depository wi shes to maintain a conplete collection, itens not received in due
course nust be clained pronptly. The approxinmate retention periods are |listed
bel ow, but masthead docunents often go out of print before the expiration of
these retention peri ods.

(a) Masthead docunents, including meeting records that are not reprinted
inthe Oficial Records, are nornally available for two years after the origina
date of issue;

(b) Oficial Records (verbatimand sunmary records, annexes and
suppl enents) and docunents issued in final formare normally available for five
years, with the exception of resolutions, which are stocked on a conti nui ng
basi s;

(c) Sales publications, with few exceptions, are usually depleted after
t hree years;

(d) Yearbooks are available as long as there are copies in stock

(e) Continuing series relating to a main publication are available on a
continuing basis, and are reprinted if need be.

31. If the material claimed is found to be out of stock, or if additional or
repl acenent copi es are needed, they nay be obtai ned as foll ows:

(a) By purchase froman authorized sales agent or fromthe Sal es Section
at United Nations Headquarters or fromthe Distribution and Sal es Section of the
United Nations OFfice at Geneva. Prepaynent is required for purchase fromthe
Uni ted Nations;

(b) Exceptionally, by gift fromthe United Nations Information Centre in
the area. The Centres provide conplinentary copies of some docunents and
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publications on an ad hoc basis, but a continuing supply cannot be assured by
t hi s net hod,

(c) By ordering a photocopy fromthe Dag Hammarskjold Library at United
Nati ons Headquarters, at a cost of US$ 0.20 (or equivalent in other currencies)
per page, prepaid, cheque nade out to United Nations. Oders for photocopies
shoul d be addressed to:

The Chief, Collection Unit,

User Services Section, Room L-221C
Dag Hammarskj ol d Library,

United Nations, New York, NY. 10017
(Fax No. (212) 963-1779).

I X. DOCUMENTATION I N M CROFORM

32. The United Nations Publications Board has approved the conversion to

m crof orm of the docunmentation deposited originally in paper copy, provided that
such a substitution will in no way limt or inpede the public use of the
docunments or defeat the principles according to which United Nations docunments
and publications are nmade avail abl e on deposit.

33. The Oficial Records of the main organs of the United Nations, the United
Nations Treaty Series, yearbooks, UNCTAD docunentati on and ot her inportant
series of docunents and publications are at present available in mcrofiche.

34. The text of the mcrofiches offered for sale is in negative (i.e. clear
text on opaque background) with the title in positive (i.e. opague text on clear
background); enlargenments will show the text in positive form Each fiche is
105 mmx 148 nm (4 in x 6 in) in size; it contains 60 frames at a reduction of
1/20 and is housed in an individual protective envel ope col our-coded accordi ng
to the | anguage of use of the text. Mbderate tenperatures and a normal degree
of humdity are required for safe preservation

35. Indexes giving specific cross-references between United Nati ons docunent
and m crofiche nunbers are not available yet. However, mcrofiches show the
synbol of the docunent in the first line of the title in addition to the

m crofiche nunber. For research purposes, the indexes prepared by the United
Nations, which are available in hard copy (with annual cunulations in

m crofiche), as well as the indexes to the United Nations Treaty Series
(avail abl e both in hard copy and mcrofiche) should prove useful. The |atest
price list of mcrofiches can be obtained upon request fromthe Sal es Section at
United Nations Headquarters and the Distribution and Sal es Section at the United
Nations O fice at CGeneva.

36. Partial sets or individual documents in mcrofiche can be obtained by
purchase from UNI FO Publishers Ltd., P.O Box 37, Pleasantville, New York 10570
or P.O Box 245, London, N6 5SU
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X, QUESTI ONNAI RES

37. The Dag Hammarskj 6l d Library may inquire into the observance of the

condi tions of deposit by questionnaire. Questionnaires are sent every two years
in February. It is the obligation of each depository library to return the
conpl eted questionnaire pronptly. Failure to do so will result in suspension of
docurent s distribution.

XI. WVISITS TO DEPCSI TORY LI BRARI ES

38. The United Nations Information Centre personnel and staff of libraries in
the United Nations system have been requested to visit the depository libraries
periodi cally during hone | eave and/or official travel, with a viewto reporting
to the Head Librarian of the Dag Hanmarskj 6l d Library on the conditions
observed, as well as to assisting those in need of finding solutions to pressing
difficulties. During the visit, a questionnaire is filled out by the visiting
staff. The programme of visits began in 1975.

39. The visits provide personal contact between the depository and the Dag
Harmmar skj 61 d Library at United Nations Headquarters and afford an opportunity to
di scuss current problenms, explore possible solutions, and request and obtain
assi stance, if needed.

40. The depository being visited is advised in advance of the inpending visit.

XI1. ORGAN ZATI ON OF THE COLLECTI ON

Ar r angenent

41. There are no set rules for the arrangenent of the material deposited. A
depository library may choose any systemit prefers, as long as the collection
is kept in good order and under adequate control. However, for additiona
information of a practical nature concerning United Nations docunents,
categories of distribution, neaning of synbols assigned to docunents and i ndexes
publ i shed by the United Nations, see document ST/LIB/34/Rev.2, entitled "United
Nati ons docunentation: a brief guide", issued in 1994 in Arabic, English,
French and Spani sh.

42. A partial depository, however, may choose to arrange the collection of
sal es publications by sales code, thus achieving a broad subject classification
The arrangenment by sal es code nay be as foll ows:

(a) By year, and within year by subject category, then by individua
publication code. This arrangenent brings together all sales publications
i ssued during the year;

(b) By subject category, and within category by year, then by individua
sal es publication code. This arrangenent groups all publications by broad
subjects. The United Nations Publications Catal ogue can be used as a guide for
this type of arrangement. It may be nore conveni ent, however, to file recurrent

/...
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publications, periodicals and volunes of the United Nations Treaty Series by
title, rather than by sal es code.

43. The Oficial Records should be arranged by organ and session (those of the
Security Council by year); the extraordinary and special sessions after the
ordinary sessions. Wthin the session, or year, they should be arranged in the
follow ng order: neeting records (-/PV./-, -/SR/-), annexes, supplenents,
speci al suppl enents, committees (-/C1l/-, -/C2/-, -/C.3/-, etc.). A detailed
br eakdown of the arrangenment of the Oficial Records or the main organs of the
United Nations is given in the docunent entitled "United Nati ons documentation
a brief guide" (ST/LIB/ 34/ Rev.?2).

44, A full depository may prefer to arrange the collection al phabetically by
series synbol, then nunerically by the individual docunent nunber. As nost

sal es publications also carry a synbol, the depository may choose to disregard
the sales code and file sales publications by synbol. United Nations docunent
series synbols, 1946-1977 (ST/LIB/ SER B/ 5/ Rev. 3-Sales No.E.79.1.3) and 1978-1984
(ST/ LI B/ SER B/ 5/ Rev. 3/ Add. 1- Sal es No. E.85.1.2) can be used as a guide for
filing.

45. If a conbination of arrangenent by sal es code and by synbol is chosen, a
cross reference placed in the synbols file should indicate where in the sales
publications file the particular docunment is filed.

46. From 1946 to 1975, the docunents and neeting records of the Ceneral
Assenbly and its Main Commttees were nunbered consecutively. Starting with the
thirty-first session, in 1976, their synbol includes the ordinal nunber of the
session in Arabic nunerals, followed by the individual docunent nunber, starting
with nunber one. Thus the synbol of the GENERAL SERIES of the forty-seventh
session of the General Assenbly is A/47/-, that of the First Conm ttee begins

A C 1/47/-, and so on. The synbol for the LIMTED SERI ES begins A/ 47/L. -,

A C 1/47/L.-, and so on. This system when continued for docunentation of
subsequent sessions of the General Assenbly, logically results in the basic
synbol A/ 48/- for docunentation of the forty-eighth session, A 49/- for
docunmentation of the forty-ninth session, and so on

47. In the series of main docunments of the thirty-first session of the Genera
Assenbly, nunbers 1 through 40 were assigned to the supplenents to the Oficia
Records for the session; thus the first docunent issued in the GENERAL category
of distribution bears synbol A/ 31/41. 1In those for the thirty-second session
nunbers 1 through 50 were assigned to the supplenments; thus the first main
docunent issued for the thirty-second session bears the synmbol A/ 32/51.

48. Synbols for docunents of Econom c and Soci al Council sessions changed as of
1978. They are made up of the synmbol for the parent body (E/) followed by the
year the docunent was first submitted for consideration, followed by a
sequential nunber (for the general series) or, up until 1993, by the synbol for
a sessional commttee (C. 1, C 2, etc.). Resolutions and decisions are nunbered
on a yearly basis, resolutions beginning each year with 1 and deci si ons

begi nni ng each year with 100 (e.g. resolution 1990/1, decision 1990/100, etc.
The foll owing are sone exanpl es of document synbol s:
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(a) The Council: E/1990/1, E/ 1990/L.1, E/ 1990/SR 1;

(b) The Economic Committee: FE/ 1990/C. 1/1, E/ 1990/C 1/L.1 (until 1993);
(c) The Social Committee: E/1990/C.2/1, E/1990/C.2/L.1 (until 1993);
(d) Information docurments: E/ 1990/1 NF/ 1.

49. The changes in the structure of the synbols apply to the General Assenbly
and its Main Commttees and the Economic and Social Council and its Min
Committees; there are no plans to change the synbol structure of other bodies in
the foreseeable future.

50. A docunment that carries two or nore series synbols can be filed according
to the first synmbol, and cross references can be placed in the other series to
i ndi cate where the text of the docunent is filed. |If the docunment is also a
suppl enent to the Oficial Records, it can be filed with the Oficial Records
and a cross reference can be placed in each of the synmbol series.

51. A sinple classification scheme can be devised for publications carrying
neit her synbol nor sal es number. Assistance in working out such a schene can be
provided by the staff of the Dag Hammarskj 6l d Library at United Nations
Headquarters. Advice and assistance can be obtained by witing to:

Head Li brarian

Dag Hammar skj 6l d Library
Uni ted Nations

New York, N.Y. 10017

Fax No. (212) 963-0077

Bi ndi ng

52. The Oficial Records should be bound in the follow ng order: neeting
records arranged by neeting nunber, annexes by agenda item nunber and

suppl enents by nunber. The special supplenments nmay be bound separately, and if
so desired, also arranged by nunber. The docunents of committees should be
bound by committee, each in one volune. The suppl enment containing the
resol uti ons may be bound with the other supplenents to the Oficial Records, or
separately; if separately, a cross reference in the proper place in the bound
vol ume of the supplenments should indicate where the vol une containing the
resolutions is located. The Oficial Records of the special and extraordinary
resumed sessions can foll ow the same pattern

53. Docunents in |anguages other than that of the deposit may be bound in
sequence with those of the | anguage of the deposit. |If the deposit consists of
nore than one | anguage, each | anguage version may be bound in separate sets.

54. Gaps in a bound vol une should be accounted for either by listing the

m ssi ng docunents on a page placed at the begi nning of the volune, or by a note
at the appropriate place within the sequence of nunbers. For nasthead docunents
di scarded because they have been reissued in the Oficial Records, the note




ST/ LI B/ 13/ Rev. 5
Page 17

shoul d i nclude informati on on the session of the body and on the volune of the
Oficial Records where the texts are reproduced.

55. Atitle page and a table of contents of the Oficial Records of the Cenera
Assenbly is found in the prefatory fascicles; the |list of delegations and
check-1ist of documents are published in separate fascicle; and a check-1list of
the contents of annexes is published in a separate fascicle, which should be
bound with the annex fascicles.

56. The O ficial Records of the Econom c and Soci al Council consist of the
summary records of the plenary neetings (incorporating corrections requested by
del egati ons and any necessary nodifications), the supplenments and the |ist of
del egati ons.

57. In order to ensure the conpl eteness of the docunentation pertaining to a
session of a main organ, the Index to Proceedings to that session of the organ
shoul d be consulted. Each index contains a nunerical |ist of the docunents of
the session with information on their republication. A list of the Index to
Proceedings series is contained in the United Nations Publications Catal ogue,
which is issued annually by the Sal es Section

Di scarding
58. The following material can be discarded:

(a) Masthead versions of docunents that are reproduced in the Oficia
Records or in printed proceedings;

(b) Once a revision is issued, the basic docunent and its addenda,
corrigenda, amendnents and excerpts;

(c) Duplicate copies of docunments bearing nore than one synbol (only one
copy needs to be kept if a cross reference is placed under the other synbols);

(d) Masthead docunents of conferences, neetings, synposia, etc.,
subsequently rei ssued as sal es publications;

(e) Weekly, nonthly, quarterly, etc., issues of publications for which a
yearly cunul ati on has been issued;

(f) WMasthead docunents that are subsequently reproduced, such as docunents
of the International Law Commi ssion (series A/CN.4/- and A/CN.4/SR -) later
appearing in the Yearbook of the International Law Conmi ssion (A/CN 4/SER A/ -).

X1, TRAINING SEM NARS ON UNI TED NATI ONS DOCUMENTATI ON

59. Recognizing the need for training on United Nations docunentation, the
United Nations Publications Board decided that seminars for staff of depository
libraries should be held at regular intervals in New York and/or in the regions.
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60. The sem nars are organi zed by the Dag Hammarskjold Library at United
Nati ons Headquarters, as well as by the libraries of the regi onal conm ssions
and by United Nations Information Centres in consultation with the

Dag Hammar skj 6l d Library.

61. The Dag Hammarskj 6l d Li brary does not have the funds to pay for trainees
travel expenses. Depository libraries should arrange for the funding.

62. Inquiries concerning training semnars shoul d be addressed to:

Head Li brarian

Dag Hammar skj 6l d Library
Uni ted Nations

New York, N.Y. 10017

Fax No. (212) 963-0077

Not es

1/ In addition to docunentation of the United Nations itself, the deposit
al so includes materials issued by the United Nations Conference on Trade and
Devel opnent, the United Nations Devel opnent Progranme, the United Nations
Envi ronnent Progranmme and the regional comi ssion covering the area in which the
depository library is |ocated.

2/ Under the systemin effect since the beginning of 1976, the verbatim
records of the Trusteeship Council, the First Committee of the General Assenbly
and the Trade and Devel opnent Board of the United Nations Conference on Trade
and Devel oprment, as well as the summary records of the other Main Conmittees of
the General Assenbly are issued in masthead formonly, for general distribution
Corrections, if needed, are issued in a single corrigendumafter the end of the
session, at which tinme the records are considered final. From 1976 to 1991, the
verbati mrecords of plenary neetings of the General Assenbly and the sunmmary
records of plenary nmeetings of the Econom c and Social Council were issued in
nast head form subject to corrections and nodifications, and later reissued in
final form Since 1992, they have been issued as described above. Only the
verbati mrecords of plenary neetings of the Security Council are still issued in
provisional formthen reissued later as Oficial Records. Partial depositories,
therefore, will receive the Oficial Records of the bodies nentioned above in
mast head form even though they are not entitled to receive nmasthead nateri al
Since 1985, no sunmary records have been issued for the plenary neetings of the
Trade and Devel opnent Board of the United Nations Conference on Trade and
Devel opnent .

3/ Publications of the International Court of Justice (ICJ) are

di stributed, on request and as required, free of charge by the Registry of the
Court to the CGovernments or public services of all States entitled to appear
before the Court and to major law libraries throughout the world. |1CJ reports
annually to the General Assenbly. |Its report is issued as a supplenment to the
Oficial Records of the General Assenbly and as such is included in the deposit.
The Registry of the Court is autononobus with respect to depository arrangenents
for its publications. Libraries desiring to beconme depositories should address

/...
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their request to the Registrar, International Court of Justice, Peace Pal ace,
The Hague, 2012, Netherlands. |1CJ publications can be acquired by purchase from
the Sales Section, United Nations, New York, N. Y., 10017, or fromthe
Distribution and Sal es Section, United Nations O fice at Geneva, Pal ais des
Nations, CH 1211 Geneva 10, Switzerland; they can al so be obtained from any
booksel | er handling United Nations publications. A chapter on the publications
of the Court appears each year in the International Court of Justice Yearbook.
The Catal ogue of Publications of the International Court of Justice, which is

i ssued in English and French and is brought up to date each year as of 1 January
ei ther by an addendum or revised version, may be obtained free of charge from

t he above-nenti oned of fi ces upon request.

4/ O the reports generated during the lifetime of a project, only two
types are likely to be available to libraries: the technical report and, when
it contains technical information of public interest, the agency term nal
report. The reports are listed in UNIPUB's International bibliography,
informati on, docunmentation and in the indexes of the specialized agencies. They
can be obtained fromthe responsi bl e executing agency. They are also avail able
t hrough University Mcrofilm 300 N. Zeeb Road, Ann Arbor, M chigan, 48106, and
UNI PUB (see note 5 bel ow for address).

5/ Wth the exception of the UNFPA newsletter Populi and the UNFPA flyer
UNFPA: what it is, what it does, which are avail able free on request from UNFPA
Public Information and NGO O fice, 220 East 42nd Street, New York, N.Y.,
10017-5880, all other UNFPA publications are avail able by purchase through
UNI PUB Inc., 4611-F Assenbly Drive, Lanham NMD 20706-4391 or from UNFPA, 220
East 42nd Street, New York, N. Y. 10017-5880.

6/ UNI CEF publications can be acquired by request, or by purchase from
the United States Committee for UN CEF, 331 East 38th Street, New York, NY.,
10017. United Nations publications in the series E/ICEF/ -, and the annual
report of the Executive Board of UNI CEF, which is issued as a supplenent to the
Oficial Records of the Economic and Social Council, are included in the
mat eri al s deposited.

7/ UNI FEM publ i cati ons are avail abl e by purchase fromthe Sal es Section
(Room DC2- 0853), United Nations, New York, N Y. 10017, or from UNl FEM
304 East 45th Street, New York, N'Y. 10017.

8/ UNI TAR publications are avail abl e by purchase fromthe Sal es Section
(Room DC2-0853), United Nations, New York, N. Y., 10017, or fromthe Distribution
and Sal es Section, Palais des Nations, CH 1211 Geneva 10, Switzerl and.

9/ UNRI SD publications are avail abl e by purchase fromthe Sal es Section
(Room DC2- 0853), United Nations, New York, N. Y. 10017, or fromthe Distribution
and Sal es Section, Palais des Nations, CH 1211 Geneva 10, Switzerl and.

10/ UNIDIR publications are avail abl e by purchase fromthe Sales Section
(Room DC2- 0853), United Nations, New York, N. Y. 10017, or fromthe Distribution
and Sal es Section, Palais des Nations, CH 1211 Geneva 10, Switzerl and.
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11/ UNDCP publications are avail able by purchase fromthe Sales Section
(Room DC2-0853), United Nations, New York, N. Y. 10017, or from Vi enna
International Centre, P.O Box 500, A-1400 Vienna, Austria.

12/ UNICRI publications are avail able by purchase fromthe Sales Section
(Room DC2- 0853), United Nations, New York, N Y. 10017, or from UN CRI,
Via Gulia 52, 00186 Rone, Italy.

13/ UNEP publications are avail able by purchase fromthe Sales Section
(Room DC2-0853), United Nations, New York, N. Y. 10017, or from UNEP
Headquarters, P.O Box 30552, Nairobi, Kenya.

14/ | NSTRAW publications are avail able by purchase fromthe Sales Section
(Room DC2- 0853), United Nations, New York, N.Y. 10017, or from I NSTRAW
Cal l e César N col as Penson 102-A, Santo Dom ngo, Domi ni can Republic.

15/ CELADE publications are avail abl e by purchase fromthe Sales Section
(Room DC2- 0853), United Nations, New York, N Y. 10017, or from CELADE,
Apartado Postal 6-718, 06600 Mexico, D.F., Mexico.

16/ ILPES publications are avail able by purchase fromthe Sal es Section
(Room DC2-0853), United Nations, New York, N. Y. 10017, or from I LPES,
Casilla 179-D, Santiago, Chile.

17/ UNU publications are avail able by purchase fromthe Sal es Section
(Room DC2-0853), United Nations, New York, N. Y. 10017, or from UNU,
53-70 Ji ngumae 5-chone, Shi buya-ku, Tokyo 150, Japan.

18/ UNCRD publications are avail abl e by purchase fromthe Sal es Section
(Room DC2-0853), United Nations, New York, N. Y. 10017, or from UNCRD,
Nagono 1-47-1, Nakamura-ku, Nagoya 450, Japan.

19/ The Yearbook of the United Nations, for instance, is published only in
English and is available to depositories receiving material in English on
automatic distribution. The Yearbook, however, may be included in the nmaterials
sent to depositories that receive material in other |anguages if the depository
specifically requests it. Such requests should be addressed to the Head
Li brarian of the Dag Hanmmarskj ol d Library at United Nations Headquarters.

20/ Duplicate copies or replacenent for |ost copies nmust be acquired by
pur chase.

21/ For instance, the publication entitled Econon c and Soci al
Consequences of the Arms Race and of MIitary Expenditures (Sal es
No. E.72.1X 16) is a reprint of docunent A/ 8469, a report of the
Secretary-General on the econom ¢ and soci al consequences of the armanments race
and its extremely harnful effects on world peace and security, discussed by the
Ceneral Assenbly at its twenty-sixth session under agenda item 32. Equally, the
publication Econom c and Social Consequences of Disarmanent. Report of the
Secretary-General transnmitting the Study of his Consultative Group (Sales
No. 62.1X 1), is a reprint of docunent E/ 5393, which was discussed by the
Econonmi ¢ and Social Council at its thirty-fourth session under agenda item5.

/...
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The above docunents had been al ready deposited when the texts were reissued as
sal es publications and, therefore, they were not available for deposit any
| onger. Depositories wishing to obtain themcould do so by purchasing them

22/ Certain publications, owing to the high cost of production or to other
factors, cannot be nade available in any other manner except for purchase. The
report of the United Nations Conference on Environnent and Devel opnent, held at
Ri o de Janeiro from3 to 14 June 1992, for instance, was earmarked for sale
only.

23/ An exanple of this type of publication is the World Trade Annual ,
whi ch, although prepared by the Statistical Ofice of the United Nations, is
publ i shed and distributed by \Wal ker and Conpany, 720 Fifth Avenue, New York,

N. Y., 10019. The Wrld Trade Annual is issued in five vol unes.

24/ The provisional records of the plenary nmeetings of the Security
Council, as well as the records of the plenary and First Commttee neetings of
the General Assenbly (all subject to later correction), are also available on
subscription for US$ 125 per year each set (or equivalent in other currencies).
Depositories that subscribe to the three sets will be charged a conbined price
of US$ 300.

25/ \When the nast head docunents of a regional comm ssion are included in
the deposit, it is expressly stated at the time of the depository designation

26/ Avail able on subscription only, at a cost of US$ 30 per copy.

7/  Not avail abl e outside the United Nations.
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ANNEX



