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issuance of documents and publications

From: The Under-Secretary-General for Conference
Services and Special Assignments

Subject: REGULATIONS FOR THE CONTROL AND LIMITATION OF DOCUMENTATION
Addendum

USE AND DISPOSITION OF PAPERS AND REPORTS OF
SEMINARS AND SIMILAR AD HOC MEETINGS

Scope of the directive

1. This directive relates to papers prepared for ad hoc meetings such as
seminars, meetings of expert working groups and workshops organized by the United
Nations Secretariat within the approved programme of work and to th: reports of
such meetings. 1/ It relates to the documentation of all such meetings, whether
financed from the regular budget or from extrabudgetary funds.

Types and definitions

2. The principal types of ad hoc meetings are described below.

(a) Meetings of groups of experts (or expert working groups) are small
meetings of recognized experts in a given field, convened by the Secretary-General,

1/ It does not relate to meetings of ad hoc bodies such as zd hoc committees
or to meetings of "groups of governmental experts" such as those ectablished from
time to time in the field of disarmament; nor does it necessarily épply to certain
types of meetings organized by the United Nations Development Programme, in
particular ad hoc meetings relating to operational activities, for which special
arrangements are made in agreement with the parties concerned.
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sometimes at the request of a legislative body, for the purpose of obtaining
advice, information and an exchange of experience on a clearly defined topic.
Although the experts may be nominated by Governments, they normally

attend in their personal capacity, without governmental responsibility. 1/, 2/

Such meetings are normally financed from the reuglar budget and are convened for a
brief period, usually from one week to 10 days. The recommendaticns of such groups
should relate only to technical matters such as processes or to substantive matters
on which they have been asked to advise; they should not relate tc matters within

the competence of legislative bodies such as the convening of meetings. (See also
paras. 6 to 9 below).

(b) Seminars are meetings of persons qualified in a particular field,
convened by the Secretary-General for the purpose of studying new techniques,
sharing experience and exchanging views on a clearly defined subject. As a seminar
is not a legislative or advisory body, the participants should not formulate
recommendations unless they are requested by a legislative body tc do so. 3/ A
seminar may, if it so wishes, record its conclusions in its report.

(c) Workshops are meetings of qualified persons convened by the
Secretary-General for the purpose of intensive study of a given tcpic. They often
include the discussion of practical sample projects. They may, if so requested,

make recommendations to the Secretary-General with regard to practical or technical
aspects of the subject studied.

(d) Training courses are courses arranged for the theoreticel and practical
instruction of participants, often for the purpose of training persons in certain
skills to be used in developing countries. The report on the course, prepared by
the officials responsible for organizing it, should be a factual cstatement of the
methods used and of the results achieved. It should not contain :ecommendations

but may contain an assessment of the success or failure of the methods used and
suggestions for methods to be used in future courses.

(e) Symposia are major meetings of high-level experts convered by the
Secretary-General, usually at the request of a legislative body, :nd directed to a
discussion of policy and developments in a particular field. Like a meeting of
experts, a symposium may, if so requested, formulate recommendaticns, addressed to
the Secretary-General, on technical matters within the purview of the participants.

2/ This statement does not, of course, apply to "government.al experts" whose
mandate is clearly to present the expert views of their respective: Governments.

3/ As, for example, in the case of seminars organized under the Programme of

Advisory Services in the Field of Human Rights, established by General Assembly
resolution 926 (X).
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Status and financing of meetings

3. Ad hoc meetings in the sense of this directive 1/ fall into tw> categories:

(a) Meetings organized by the Secretariat pursuant to a specific mandate from

a legislative body or as part of the approved work programme, and normally financed
from the regular budget;

(b) Meetings organized by the Secretariat, sometimes in co-operation with
Governments, often as part of interregional projects under the United Nations
Development Programme, and normally financed from extrabudgetary funds.

4. Except for meetings organized pursuant to a specific mandate from a
legislative body, ad hoc meetings in these two categories are not rart of the
regular conference and meetings programme, and are not covered by the conference
servicing budget. Specific provision must therefore be made in the relevant
project budgets for all documentation required for the meetings, ard Documents
Control, Department of Conference Services, must be informed in good time of the
requirements.

Types of documentation

5. The main types of documentation for ad hoc meetings are as fo _lows:

(a) Discussion papers prepared by United Nations staff membe:s or by experts
commissioned to prepare such papers;

(b) Background papers, usually prepared by the United Nations Secretariat;

(c) Country papers (that is, papers presenting the experience of various
countries) prepared by persons {often fellows) designated by Governments;

(8) A final report of the meeting.

Reports and papers of expert groups

6. Reports and papers of groups of experts may be issued in several different
ways, subject to the considerations set forth below.

7. Expert groups appointed by the Secretary-General fall essent - ally into two
categories:

(a) Advisory and other expert groups appointed by the Secre:ary-General at
the specific request of a legislative body:

(b) Advisory and other expert groups appointed by the Secre:ary-General to
advise him on, and assist him in, implementing the various parts >f the work
programme of a given Secretariat unit.
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8. The recommendations, advice and suggestions of expert groups are generally
directed to, and primarily for the use of, the Secretary-General. Unless the
legislative body which requests the Secretary-General to appoint :such a group
specifies that the report of the group should be made available to a legislative
body, the report is submitted to the Secretary-General; only a concise report by
the Secretary-General setting forth his recommendations for action is normally
submitted to a legislative body.

9. When a legislative body requests that the report of a group nf experts should
be submitted to it, the report is issued as a document bearing th: symbol of the
body concerned or of its parent organ, as appropriate, and is considered to be part
of the regular documentation for meetings.

Reports and papers of seminars, workshops, training courses and s/mposia

10. Reports and papers of seminars, workshops, training courses, symposia and the
like are usually issued as internal papers without a document sym>ol but with an
identifying number. If they are considered to be of wide interes:z, a request may
be submitted to the Publications Board for their publication, and subject to the
Board's concurrence, they may be issued as publications with an aocpropriate symbol.

Acquisition of authorship rights

11. The United Nations may acquire authorship rights in papers for ad hoc meetings
in any of the following ways:

{(a) It may request staff members to prepare papers;

(b) It may engage experts or consultants to prepare papers under a special
service agreement;

(c}) It may invite experts to a meeting and ask them to submit papers under an
arrangement by which they would not receive remuneration but their travel costs and
per_diem would be paid;

(d) It may request Governments to submit "country papers", that is, papers

stating the experience of a given country in respect of the subject of the meeting.

Attribution of authorship 4/

12. Discussion papers prepared by staff members are normally attributed to the
United Nations Secretariat. Policy papers prepared by staff memters and submitted
to meetings of expert groups convened at the request of a legislative body may be
attributed to the Secretariat or to the Secretary-General. Unde: staff rule 112.7
all rights to such papers are vested in the United Nations. The rule reads as
follows:

4/ See also ST/AI1/189/Add.6/Rev.l.
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"All rights, including title, copyright and patent rights, in any work
performed by a staff member as part of his or her official du:ies shall be
vested in the United Nations."

13. Discussion papers prepared by experts or consultants may be a:tributed to the
consultant by name; however, when such a paper has been heavily resised by a United
Nations staff member, attribution to the consultant should be givex in an oblique
way, for example by a statement in a foot-note or preface that the paper was
prepared by the Secretariat with the assistance of the consultant »r that the
consultant prepared the original draft which served as the basis for the paper.
Similar formulae may be used to indicate the relative degree of participation by
staff members and consultants in various studies and publications.

14. when a consultant is engaged to prepare a policy paper which is to be issued
as a report of the Secretary-General, usually in response to a request from a
legislative body, the question of rights in or to the paper, including title,
copyright and patent rights, should be dealt with in the agreement or contract
under which the consultant is engaged by the Organizations. Normally, authorship
of the paper should not be attributed to the consultant, but a reference may, in
appropriate cases, be made in a foot-note to the consultant's contribution to the
paper. Upon submission of the paper to the United Nations, the Organization should
acquire and hold all rights to it. The standard agreement provides in this respect:

“The United Nations shall have the right to all property rights,
including but not limited to patents, copyrights and trademarks, in material
which bears a direct relation to or is made in consequence ol the work
per formed under a contractor's contract with the United Nations. At the
request of the United Nations the contractor shall do the necessary to secure
such property rights and to transfer them to the Organization in compliance
with the requirements of the applicable law. The United Nations shall not be
bound to publish any manuscript or materials delivered under this contract.”

15. Country papers prepared by fellows or other persons designated by Governments
are normally attributed to the Governments concerned, with or without the name of
the author, as the Government chooses. 1f it is desired that the United Nations
should acquire rights to or in such papers - for instance, when tie papers are
issued for a meeting organized by the United Nations - this fact should be clearly
stated in the letter or other communication by which the United Nations reguests
the Government in question to submit a paper. Preferably, a specific agreement
regarding title, copy-, patent- or other rights should be entered into between the
parties concerned, namely the Government, the author and the Unit=d Nations.

Disposition of reports and papers

16. Reports of meetings other than those referred to in paragrapah 9 above are
usually issued as unofficial papers without a document symbol but with an
identifying number. As indicated in paragraph 10 above, they may., subject of the
agreement to the Publications Board, be issued as publications with an appropriate

symbol.
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17. 1In accordance with General Assembly resolution 2292 (XXII), annex,

paragraph (a), papers prepared for seminars and similar meetings are not as a rule
issued as part of the report or annexed to it. In exceptional cases, they may be
included in the report or annexed to it, subject to the agreement of the Chief
Editor.

18. Subject to the agreement of the Publications Board, the report and papers may
be published by a third party. In such cases, the Board should be informed of the
status of the papers; it should be told in particular whether the United Nations
has exclusive right to the papers, oOr whether any of the papers are copyrighted by
the authors or subject to the agreement of Governments. The Boar< should be
informed also of the way in which the papers have been acquired ard whether an
honorarium has been paid to the authors.

Permission to reprint 5/

19. Permission to reprint is usually given freely by the United Hations, its
policy being to facilitate dissemination of the contents of its documentation.
Each case must however be considered on its own merits and in the light of the
considerations set forth in paragraphs 20 to 27 below.

20. Papers prepared for expert group meetings organized at the request of a
legislative body and financed from the regular budget, and the rejorts of such
meetings, are normally issued under an official United Nations do:cument symbol and
given general distribution. Once issued, they are in the public jomain and cannot
be copyrighted. If the United Nations wishes to retain copyright, it should issue
them only to a small and clearly defined group of recipients and nark them
"Restricted".

21. Other papers do not normally bear an official United Nations symbol and do not
receive general distribution. They are intended to be internal rapers and are
normally distributed only to the participants and essential services. They do not,
by reason of their distribution at the meeting, enter into the public domain. 1In
order to emphasize the restricted nature of such papers, however, it is advisable
to have them marked "For participants only". Such papers may not be reproduced or
reprinted, even by the authors, without the express permission of the United
Nations.

22. A paper given even minimal distribution beyond the group for which it is
prepared enters into the public domain and may therefore be freely quoted and
copied, provided only that due acknowledgement is made to the Un: ted Naticons.
Therefore, if the United Nations intends to take out copyright ir all or some of
the papers included in a book or other publication, it should male arrangements
with the authors of individual papers so they will neither have their papers
reproduced elsewhere, even in the name of the United Nations, no transfer the

5/ See also ST/AI1/189/Add.9, paras. 13-15.
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papers to any other person until after the copyrighted United Naticons publication
has appeared in print. If, on the other hand, the United Nations does not intend
to publish the paper, it may grant the author permission to have it published
elsewhere in his own name.

723, If the United Nations does not intend to publish papers to wh.ch it holds
title, it may grant an external publisher permission to do so and the Organization
is not obliged to seek the consent of the author. In the case of »apers submitted
by Governments, however, the United Nations may deem it desirable o inform the
Governments concerned of its intention and to respect any reservation they may
express on the subject.

24. TIf the United Nations decides to permit an external publisher to publish
papers submitted to ad hoc meetings without remuneration to the aucthors, the United
Nations should, as a courtesy, inform the authors of its intention; should any
object to commercial use of papers they have given to the United Nations free of
charge, the papers should be withdrawn and the matter discussed fucrther with the
authors with a view to a mutually agreed solution.

25. wWhen a seminar or similar meeting is organized jointly by the United Nations
and another body or Government, all relevant questions concerning title and other
rights to or in the report and papers of the seminar or other meeting should be
addressed and clearly settled in an agreement between the parties concerned. As a
general rule, the United Nations shall acquire and hold all rights, including title
and copyright, to and in the report and papers, and it is usually agreed that the
United Nations shall issue them. If the United Nations wishes to consider the
possibility of external publication subsequent to the meeting, it is incumbent upon
the United Nations to consult with the other body or Government ccncerning the
arrangements which must be made before any of the papers or the report are issued.

26. Although the papers are in the public domain, no individual or legal entity
may publish a collection of them in his or its own name, even if the individual or
entity adds original material such as an analysis of the papers o1 of the meeting.

27. An expert who has accepted an invitation from the United Nat:ons to
participate in a meeting does not necessarily thereby give permission to the United
Nations to publish any statement he may deliver. If the agreemen: refers to a
lecture and not specifically to a written paper, the United Nations should obtain
written permission from the expert before publishing or granting i third party the
right to publish the lecture.

Translation rights 6/

28. Papers issued by the United Nations without copyright, being in the public
domain, may be translated into other languages by outside persons provided that
appropriate acknowledgement is made to the United Nations. Requests for permission

6/ See also ST/AI/189/Add.9, paras. 8-12.
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to translate or for confirmation of the right to translate are often, in such
cases, submitted to the United Nations as a courtesy. 1In replying to such
requests, the Secretary of the Publications Board states that the translated
version should bear an indication that it is a translation from the original
lanqguage and that it is not an official translation by the United Nations. He also
asks that a copy of the translation be sent to the United Nations.

29. A paper to which the United Nations holds copyright may not be translatzsd by

an external body without the written permission of the United Natioas. Requests
for such permission should be addressed to the Secretary of the Publications Board.

Deposit of reports and papers in the United Nations libraries

30. In accordance with the instructions contained in document ST/AI1/189/Add.12,
copies of papers and reports of the ad hoc meetings described in paragraph 2 above
are to be deposited, in each langquage edition, in the Dag Hammarskijold Library at
Headquarters and the United Nations Library at Geneva. All papers, including those
intended only for internal use or issued under the RESTRICTED classification, are
to be deposited. When permission is granted to an external publisher to publish a
manuscript or text provided in any form (including microform) by ths United
Nations, or a translation of a document or publication of the Organization into an
unofficial language, the publisher should be requested to provide two free copies
for deposit in the United Nations libraries. The material deposited will be made
available under the conditions described in paragraphs 6 to 8 of ST/AI/189/Add.l2.



