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SECRETARY GENERAL'S BULLETI N

ORGANI ZATI ON OF THE DEPARTMENT OF GENERAL
ASSEMBLY AFFAI RS AND CONFERENCE SERVI CES

The Secretary-Ceneral, pursuant to Secretary-Ceneral's bulletin
ST/ SGB/ 1997/ 5, entitled "Organi zation of the Secretariat of the United Nations”
and for the purpose of establishing the organizational structure of the
Departnment of General Assenbly Affairs and Conference Services, pronul gates the
fol | owi ng:

Section 1

Ceneral provision

The present bulletin shall apply in conjunction with Secretary-Ceneral's
bulletin ST/ S@EB/1997/5, entitled "Organization of the Secretariat of the United
Nat i ons"”.

Section 2

Functions and organi zati on

2.1 The Department of General Assenbly Affairs and Conference Services:

(a) Provides technical and secretariat support services to the Genera
Assenbly, its General Conmittee and Main Conmittees and vari ous subsidiary
or gans;

(b) Provides technical and secretariat support services to the Econom c
and Social Council and nost of its subsidiary bodies, and ad hoc bodies and
speci al conferences dealing with econonic, social and related matters;

(c) Provides neeting and docunmentation services to all intergovernnental

organs and expert bodi es neeting at Headquarters, and in other |ocations for
which it is responsible, as well as other translation and publishing services;
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(d) Provides advice to the Secretary-General and to Secretari at
Departments and OFfices on matters relating to the work of the bodies it
servi ces;

(e) Prepares studies on relevant articles of the Charter for the Repertory
of Practice of United Nations Organs.

2.2 The Department is divided into organi zational units as described in the
present bulletin.

2.3 The Department is headed by the Under-Secretary-CGeneral for CGenera
Assenbly Affairs and Conference Services. The Under-Secretary-Ceneral, the
Assi stant Secretary-CGeneral and the officials in charge of each organizationa
unit, in addition to the specific functions set out in the present bulletin,
performthe general functions applicable to their positions, as set out in
Secretary-Ceneral's bulletin ST/ SGB/ 1997/ 5.

Section 3

Under - Secretary-Ceneral for General Assenbly
Affairs and Conference Services

3.1 The Under-Secretary-General for Ceneral Assenmbly Affairs and Conference
Services is accountable to the Secretary-CGeneral

3.2 The Under-Secretary-General is responsible for all the activities of the
Department, as well as its administration, and represents the Secretary-Cenera
in meetings related to the functions of the Departnent and in intergovernmental
organs and expert bodies as required.

3.3 The Under-Secretary-Ceneral is also responsible for directing the

devel opnent of conference-servicing policies, procedures and practices for the
United Nations worl dwi de, and coordinating their provision and the allocation of
resources therefor.

3.4 The Under-Secretary-Ceneral chairs the |Inter-Agency Meeting on Language
Arrangenents, Docunentation and Publications.
Section 4

Assi stant Secretary-Ceneral., Deputy to the Under-Secretary-
Ceneral for Ceneral Assenbly Affairs and Conference Services

The Assistant Secretary-Ceneral is accountable to the Under-Secretary-
Ceneral and has the follow ng functions:

(a) Assisting the Under-Secretary-General as Deputy in the perfornmance of
hi s/ her functi ons;
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(b) Acting as the Oficer-in-Charge of the Departnent during the absence
of the Under-Secretary-General

(c) Producing some of the planned outputs of the Departnent.

Section 5

Ofice of the Under-Secretary-General and
the Assistant Secretary-CGenera

5.1 The Ofice of the Under-Secretary-CGeneral and Assistant Secretary-Cenera
i s headed by a Chief who is accountable to the Under- Secretary-CGeneral

5.2 The Ofice supports the Under-Secretary-Ceneral and the Assistant
Secretary-CGeneral in the discharge of the responsibilities of their posts. It
provi des assistance in the devel opnent of nanagenment strategi es and policies and
is responsible for preparing the progranme of work, nonitoring programre

i npl enentation as well as coordinating programe eval uations. The Ofice

provi des overall coordination in the preparation and revision of the
departnental inputs to the nediumterm plan and progranmme budget. It also
provides coordination in the Departnent's continuous efforts to devel op and

i mpl ement ef ficiency measures.

Section 6

Central Pl anning and Coordination Service

6.1 The Central Planning and Coordination Service is headed by a Chief who is
accountabl e to the Under- Secretary- Ceneral

6.2 The core functions of the Service are as foll ows:

(a) Devel opi ng and coordi nating the biennial cal endar of conferences and
nmeetings of the United Nations; and planning and servicing neetings at
Headquarters and coordi nating the servicing of neetings at other |ocations;

(b) Planning and nonitoring the production schedul e for docunentation at
Headquarters in accordance with the requirenments of neetings, and ensuring
conpliance with instructions and guidelines on control and limtation of
docurnent ati on;

(c) Mintaining statistical records of conference-servicing activities;

(d) Providing substantive and technical secretariat services for the
Conmi ttee on Conferences;

(e) Providing secretariat services for the Inter-Agency Meeting on
Language Arrangenents, Docunentation and Publications.
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Section 7

Division of General Assenbly and Economnic
and Social Council Affairs

7.1 The Division of General Assenbly and Economi c and Social Council Affairs is
headed by a Director who is accountable to the Under- Secretary-CGeneral

7.2 The core functions of the Division are as foll ows:

(a) Providing secretariat services to nmeetings of the General Assenbly,
its General Committee and its First, Second, Third and Fourth Conmittees, as
wel | as various subsidiary bodies;

(b) Providing secretariat services to the Econom c and Social Council and
nost of its subsidiary bodies, and ad hoc bodi es and special conferences dealing
with econom c, social and rel ated subjects;

(c) Providing secretariat services to the Trusteeshi p Counci l

(d) Planning and organizing activities and services related to sessions of
t he organs and bodi es nentioned above;

(e) Providing assistance to the President of the General Assenbly, the
President of the Economi c and Social Council, the President of the Trusteeship
Counci|l and the presiding officers of the other bodies nentioned above in al
matters relating to the conduct of their work

(f) Advising del egations and Secretariat units and officials on the work
of these organs and bodies, and regularly providing analytical briefs to the
Secretary-CGeneral on major devel opments in the deliberations of these bodies;

(g) Providing secretariat services to the Special Conmttee on the
Situation with regard to the I nplenentation of the Declaration on the Granting
of I ndependence to Col onial Countries and Peopl es.

Section 8

Translation and Editorial D vision

8.1 The Translation and Editorial Division is headed by a Director who is
accountabl e to the Under- Secretary- Ceneral

8.2 The core functions of the Division are as foll ows:
(a) Translating all official United Nations docunents, neeting records,
publications and correspondence at Headquarters fromand into Arabic, Chinese,

Engl i sh, French, Russian and Spani sh;

(b) Translating selected materials into Gernan;
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(c) Arranging for contractual translation and text-processing where
appropriate and cost-effective;

(d) Editing drafts of parlianentary docunments, and editing and preparing
for reproduction the official records of neetings and sessions;

(e) Issuing drafting and editorial guidelines for the Secretari at;
(f) Providing reference and termi nol ogy services for authors, drafters,
editors, interpreters, translators and verbati mreporters.
Section 9

Interpretation, Meetings and Publishing Division

9.1 The Interpretation, Meetings and Publishing Dvision is headed by a
Director who is accountable to the Under- Secretary-Ceneral .

9.2 The core functions of the Division are as foll ows:
(a) Providing interpretation services fromand into Arabic, Chinese,
English, French, Russian and Spanish for neetings held at Headquarters and those

at other l|ocations which the Departnment is responsible for servicing;

(b) Preparing verbatimrecords of neetings of the General Assenbly, the
Security Council and other bodies entitled to them

(c) Preparing docunents and other materials for printing using
t ext - processi ng or desktop publishing nethods;

(d) Printing and bindi ng docunents, publications and other materials;
(e) Distributing and storing docunents, publications and other materials,
and managi ng the archiving of such material on the optical disk systemand its

retrieval fromit;

(f) Processing and dispatching official correspondence.

Section 10

Executive Ofice

10.1 The Executive O fice is headed by an Executive O ficer who is accountable
to the Under-Secretary-GCeneral.

10.2 The core functions of the Executive Ofice are set out in section 7 of
Secretary-CGeneral's bulletin ST/ SGB/ 1997/5.

10.3 An informati on managenment and technol ogy function is assigned to the
Executive O fice.
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Section 11

Fi nal provi si ons

11.1 The present bulletin shall enter into force on 15 Septenber 1997.
11.2 Secretary-CGeneral's bulletin of 1 May 1983, entitled "A description of the

functions and organi zati on of the Departnent of Conference Services"
( ST/ S@B/ Organi zation, Section Q@ Rev.2), is hereby abolished.

(Signed) Kofi A ANNAN
Secr et ary- Gener al



