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1, The Journal, for which you have new aosumed responslibillity,
haa bean thoe subjast of much disonssion and sriticism, and haz under-
zone a moecession of changes of beth fowm and contend,

2. £s you tazke over, ii is perhaps aporepriate that 1 should
suwmparize tho pressnt position amd thereby provide you wlth a general
drestlys for your woik.
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3, The firat, in oxder of gaocassion, of the purposss which the,
Journal serves is to provide a statanent of the meatings to be held on
the day of sublieatlon, together with thelr agmdas, and, oacasionally,
s atatemont of mestings which are plamnsd for the next faw daya. Thls
anableos both delepations and Segretariab W be ready te deal with the
day'a meatings and to prepere for thoge that dre to follow. Tou will
sporeciate that this part of the Jeutnal is a very importent instrument
oy the Seeretary-lemeral and hias cffice, dalegationa pecretariss and
henda of Searebariat Departmenta.

L. The secend purposs is to provide a guids as to places and
yimes of meotinzga.

5. ) The third purpose of the Joaynal im to zive a maccinet accouwnd
af happened at the previous day's meetinga. This part af e Jomraal,
spain, must bs visuallaed ag an insyrpmant Lo bo uged by delagations snd
jecrstariat for the bLmsedlate purpases of the carrent WorkK, 2.i.,
delegaidon diseussions snd briefing meetings in which the line o be
follownd ia detarmimad md reguesta for instructions are decided,
Mscusalons in the Seorstariat as 0 oreparations, dooumentation, etf.
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F 6.} Iv da trus that the provisional "bluc" resords aype out
withd 3 hours, % the answer recuired is to the qwat;.:'{,%n fyuhera

do we stend new?. Therefore, the lmedlacy of the Jomrnal record

is of lts essmce, The answer to the above quostion w11l no deubt
somgtimes require, in additlion ie the reading of this immediate
dournal record, a survey of past devalopmenks, bubt, altheugh the

3.B. or P.V. saries will provide for thls if dstail is roguirped,

the ¢olleotion of Journals has the advantage of much greaier handiness
vhenever a gmaeral outline will suffise.

7. The fourth purposa of the Jonmal 1s to annowce sigrakures
and ratifleations of, and accesalons to, international comwventions
and like instyumenta drawn up undsr the auaplces of the United Hatdons,

8, The f1fth purposs wnich the Jomrnal 1a avalladble to serve
17 occasion arlses 1o that of the promulgating organ for any Headguartar
olte regulations. Publieation in the Journal effeets thils promulzation
within the Headquarter alte itself.

9. However, vhen, for practical and legallatic reasons it is
dasired to make this promulgation confarm also focthe requirementa
of Unlted Stetes elvil law, that is when the Unlted Natlons anthoritiea
wizh o maks cartain that the bext congermed la regarded as having besen
made available to the publis at large, that bexh is also published in
come cubolde orgen. An example is alforded by the Safeby Regulations
wnich were promulgated In this fwelold manner.

19. The sixth purpvse is the publigation of mmwouncementa. For
thosa vhlch ard addregseed to the Scoretardsd zlone othar vehilcles are
availsbla, Hormally, therpefore, though anncuneements concerrlng
Seoretarist mattors are nob excluded, they mat be such as to be of
interest to delegations,

Hasronsibdlity for conhents

11. Rasponalbllity for bhe contents of the Journal should be
comaldered In two stages,

12. Primary responsibllity for the accuracy snd vemplatensss of
the programie of mestings resta with the Conference Planning Sectlen.
That 3eetion ls alse respensible for sisuring that the matexdal is
supplied in good time, mubject only to those albsrztlons which may have
to be mada belatedly becanse of changes whloh were themselves belatad.

13, cCiailarly primary responsiollity for the accuraey and prompt
delivery of wunmorles rasts with the substantive Departmonts or other
Units aoting as sedrebarlats Lo {he bodles reported on. They are alao
required to conform L0 exdisting rulse® limiting the amount and ldnd
of materdal that 2an bHe ineluded. -

W These mles may nov requlre some reviow, Thisz matker is,
howewey, discupsed further on. _



14, HNevarthelasa, the Fditar's rseponalbdlity for exercising all
possdble vighlancs pemaing,

15. In raspest of the materia} received from thae Confersnce
Plannlng Yervice he hag, of gourse, no agsured means of detes
orrors of omlislons by serating and eould only be expasted to quary
somebhing that loalad ratenbly wrong,

16, Wit rospest o Meeting sumnarles on the other hand he should
keep himaolf as fully informed 43 ha ean of eurrent proceedings and
developments, in order fhat ha zay ba abla to detact, ag far as pogsibie,
any Inadvertent errowms or Inadequnolen fa the meterta] supplied to him,
By way of vackground, he ahould also seek ko A8quire a sompatent gragp
of procedural probleans,

17, The Fditor's sexutiny should not, nowevor, Ye limited to the
mare detestdon of errors. Hae mtist qualily himagl? to plak out in the
material supplisd to him any passages which may be inadvertently tactlessy e
or otheryise objectisnable or Impolitie,

18, That sach Pasgages may gocur ig Perhaps hard to oredit and
d2ienlt for the Departwents concerned to admit. But the verdiat of
exporienos 1s clsar, rush conditions elding, thoy do coeur ab times,

19, It is specifically the Edltar!s responsibllity to maindain
& reasomuble unifomity of atyles and texminology. In this connaatlon
ne muzt bear in mlsd that whareas verbatim records reflaet both the

of the Joumul 1% 13 the Seeretariat that speaks, It ghves the plurpert
of statements, nobl tha words; it glves the barve facts, dispasaionsbly

and uzlng the recognizad porlonees of tha Orgonlzation, This is speglally
true of tddlen For instance,

Uischagga of Editortsy rr:gganaih:glim

20.  thenaver the Qopy supplisd contatina arrors, mdaqmﬂas, op
unfortunately worded Paxanges, or IF it iz toe voluminous, the Editop
ahould refsr back to he aulhors in ths fipst Place and sesk thedp
agresumant for a changs, unless indoeed sn orror 1s so patent that he can
correed Lt without furthep ado.

2l  Zrronesus or 111-worded Fatbor s unlikely o eause any
diffimulty when tima roferred back. The mather of velums may be mers
i ffleuit. The Zditor should therefors dmow that ha hag both the duly
and the powar o press fer reductlons snd, 17 the reduations are not
fertheoming or 1f (Geneva cables) ha eannot pefep baclk, wndertake thom
himzelf to thae best of his abllity,
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232, In making thess declsionas, ne must have dune regard to
maintadndng a suitaile over-all proportlon 88 between t“he reporta
on organg of different importance and sxbernding equal treatment
o bodles of equivelent atatng, as well a3 to lhdeing the size
of the Journal as a whola,

23+ Should the Edltor find himsels confronted with one of these
diffieulties at o late hour apd sheuld he he unable despite a@very offart
to reach the officer concernied in the mabber, he must then make his own
decision. In dealing with materia] which appears impelitie or otherwise
ebjsctionable, or with matter whieh appears on tho {ace of it grrongous,
where he himself does nob knew the faots, he must do the beat he ean te
seck salely in omlssion or vagusness. However, in thesa dif fieult
¢ircumstances, it 1s net 1o be expected of him that he can invardzhly
avold making soms mistake himsel?, I& mgk bo clearly understood
therefors that no complaint can lle agadrist him 8o Llong ss he fuifile
two cendltions, Hia solutdon must have baen both cautious and
ressonably intolligent according to the facks us he knuw thes,

Hreanization of information spply

2. It is ihe reaponeibllity of the Nditer to ensurs that all
those who are required to supply infomation are agprised In zoed
tlme of the naturs and Umlts of theiy oblikationa,

23+ fApart from vhe Conferenca Planning Service with whish there
is a staading arrangement, thosuz comprizes :

(a) the secretaries of a1l Unitod Nations orgms
helding their sessions at Headquarters,

() the seeretariss ef all, Headquarter-based orgsnns
holding their seeaions outside Headimaytors,

(e) the secretaries of regional comsissions,

26, As regards the kind of #atarisl which la required, the Eaitor
posneases ai premont g stock of elreulars,* glving the necesaayy
indlcations, which can ba remitied bo those not already familiap with
the procedurs. '

47, The Tditor must make the necessary arraigements as saoh organ
aesslen beglna, ualng these elrculars as needful, .

# These also may necd some review. Soe further on under
Y8ind and amount of iInformation",
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28. In the cass of Hoadguarter<-based organs holding sesalona
outalds, he muat ascertain which officar 1e 48 he gent oud as
scrabary and make nll armmgements with him before that of ficer
leaves,

29, duch arrenzegents inelude the deiding of & dailly cable
to the Jourmal, This can Frequently be combined, for the ssakae
of sconomy, with the cable which 15 sent moys or less daily by the
Orgen ssoretary to the Headguarter substantive Department,

0. Arvangements ars in exlatence with the Lable 3ervige fap
the Jowrnal $6 recoive an immedints SOpy of such dual-purposa gablss.
e SeoretaryLonaral ! s Exaouiive Officey has, on the othsr hand,
expredsly directed thnt $he Journal ¢able shall not ba morged with
the "Cmniprass? one,

31l. ‘there are at prazent no definite arrangemente foyp raportlng
ECAFE and BELA, but thers is 8 standing arrangement for the Gabling
to uz of reperta on ECE sesuions at Genava,

2. Wa ought to consider diether we should, and ean, bring
these other two reglosal Comaiseione inte line In some more ragular
WAy, Flanse, therefors, let me ses a collection of the eabled
sumnaries received fpom oL together with any comments op mazestions
Jau may have on this poing.

33. Yor the submizsion of the rogular material Prom New York
sesslons, time limits aps 1nid down in dhe eirculars. The quéstion
how these work sut in practice nas a besring on the matiar af the
ovarlap between the werk of the séltors and thet of tha Beproduction
shop and hence upen ediborial prectice 83 regerds "patting the Joumal
to bed". fhe 8uitability of thess time limits and the provles of
posslile changes are therofore dlseugsed under Productlons Limits
of Editorts Tespensibility,

Langus £o_editiong

Jh.  The Journal appears in a bilingual (Fnglish-Freneh) editdon
oxcept during the Genaepsl Assaibly when 1t 1a ismgad in thres separate
monolingual editions (nglish, French and Spanlah),

Sre of Joumal and kind and amourd, of i’mf&@ﬁg

33+ The elements whieh silisr eonslderation for pblisation 4in
the Journal have already been emmerated 8t the outaet. A1l aze
praghleslly self-delimi dng exceph for the azendas and sunmardes of
maetings, az Lo whish furkhas indications awe requlred,

5.

e



26, Agendna - An 2 measurs of egonony, Journal pelicy 1s to
publish tha whole sossion agenda at the beginning, Thisy makes it
posaible In many cases te eliminate a #eparste serles of mimsogrmphed
agemdas, Since dalsyates have o have the ssselon agenda at _the very
sutask, when 1t le discussed aa such, the drs?h 2genda will be
published for the apeming day or before, Fortunately for the Jourmal,
draft egendas are rarely medified in any mubstsntial dogres exvept
vy agenda conmibtess properly so called, whoss debate and conelnsions
are of courae reported on as such. Howover, if luportunt changsa are
made whlch altor the whole numbering nequence of a complex opdgiml
droft, there may be a case for rapublishing the complsta agonda, awg
amended, In order to save confusion,. This 1s & possibliity for the
Fditor 1o consider, but to uss very aparingly.

37. The gonewnl agenda.having been published in thils way, ths
daily agendas which arve published theveafter can then be limibed
strictly te the expacted day's business, wlithout %he intellipibll ity
und eoherence of the whole sessional record of progesdiags belng in
any wny sacrified, mnd the Editer can and stould insist on their bedng
20 Hmited.

38. The snnotation of these agandas, i.s. the indlcatisn of the
main docamentatlen yequired for the discusaion of each item, i3 an
esgentlal reguirement from the peind ef vlew of tho committes ascretary
whose afforts £0 1un an offeetlive debate will be frustrated if dal egates
arrive without the nesdful papsrs.

39. From time to bime such documentasion inevitably inciudes
papers stdll under active dlscussion, which have been carried forvard
from a previous gession and should therefors net have o be distributed
again.

40. The mention of these particular papera should he avoided if
this 1s at a1l pesaible. If, however, it 1a insisted on, then the
Editor dhould lend himself to any devloe that 1% way be poasible to
vork out with Distribution (e.g., asterlaking couplad with a note
Already distributed") in arder te check the flow of repeat requosts.

4l. Under perfeot conditions of servieing, all vital documsniation
ghould be out in time. If, unfortunately, toms paper hasx besn delayed
and 15 not avalleble for izsus when required it will help Bisteilutlon
Af 1ts wontlon cen be monmtardly aveidad.

42. However, if ib 1s the vlew of the orgmn seerebary thai

Delegeticna have to be advised, even thoush they must be asked to
walt, the secretary's wishes ruat prevsil,

fons
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43. Un the other hand, if the amnotabions extend to all +ths
badkuround documanta, the Disiodbublon Servicen have complalned that
they are floeded wiih requests for docwments which ars in short supply.
Thay feel that relisnoe upen the spenda annotatdons and the prmeuring
of decumeints ont bthe spob ihen bDecomes an all too gagy sliermntive to
proper dotumentatlon and brdefing arraongements within delegations.
They also feny the fype of Indllvidusl with a coliector's bent, sho is
thersby offered = gulde to the asgembly of whole dogalers of papers
he doss ned need, abould not have; and will merely wmabe.

e Acecordingly, 1t ia the aim of esditordal polley to sensare
that the anmptations on the Mll sgendss publlshed in the Journmal
should be adequate, but noi so élaborate as Lo Include old baeksround
docurenta and papera already discussed and dispesad of,

45, (n the othar hend, such sgendas being mvst vsluable instruments
far Preductisn Contrel, they sheuld centain s relferencs o all documents
which are currently produced for the session, subjaset only to the
omigaions mentloned above.

4o, This is not a mabbor with which the Bditor is likely to ba
abla to deal ombright chemin fatsant., He should however keep #n aye
on thls matler, taks note of any oriticlama recelved, from the
Dsuribublen Servics 1n pertimalar, and refer speslfle cases of apparent
bad pructics to the Director of Documenis Conbtrol for discussion with
the Department concemed.

Summardes of meetings

47. This 15 the most dLfficuldi of bhe materdal to bo handled
sspecially #ince; if one took all ithe posaibls components, the resuld
might be quite excesalvaly elaborats,

48, There are in fack no less then seven of thape, viz,

(1) 4n indicatdlon of the agenda iiem when the
debate on it 1s opened or resumed at subsequend
meatinge;

(2) 4n indieation by symbol numbar of the paper

oT pAapers (2menduents) under diseusadisn spd
of thelr authors;

(3) An Indieation of the text or mbsience of
Mich papers

() i indleation of the countrles which speak
in tho debate;

ofven




8,

{5) An indization of the goaltlon each or any
group of thea Bakes up;

(4} &n indhestion off the deelsion reached on
each pointi

(7) sn indicstion of the voidng on esach point.

49, Except possibly when certain highly lapertant moetings of
madn orgens are reported, the Joumal must alm a% someibing mush mors
modast than a full treatrment of theao elementa.

5G. For instanee, oven in the longsr svnmardsa, item (5) 1s
ugually reduced to a mentlon only of authers of resolutions who
angapt smandnenta.

51. Farthermors, the details siven under (3) depend wpon the
meount of detall and eleberation of the texd vonsidered as well as
upon its politieal lwpertancs, wWhare the aceount would becoms
untecessarlly long, various devliges must be brought inko play te
shorben this materisl. One method 13 to dalete the preambuiawy
paragraphs and quots only the opevativa clausea. A atdll further
slimplification lies in not even quoting these but glving in reported
aprech the essentlal purport of the propusal,

52, In the accounts of the debabes of the Assesbly, Assambly
Comilitees and Covmedls, the above simplificatisns judleloudly spplied
should yilsld satisfactory resiibs.

53, The same 1z Srue of orgenie gowmissions. Although in thelr
easze, as woll a3 in that of leaser hodles, still further puesibilitles
af simplifieation may offeor themaelvea, vis.

(a) Hot reporting on some er 21l of the draft
amendmenta to main proposels, and indlcatlng
enly the [inal resulb;

{b) ©On some oy all poinka net reporting the debats
at all, but simply atating what result the
cesmitise or mb-copmities reachsd;

(¢) Cmitsinz the veting on wolnts of detail,
or gven on the whole, md merely reporting
the declsion.

5. The above ensiderations ars dlrected malnly ab achdeving
a certain sliding scalae of reportding according to the lmporiance of
the body concerned., Thls scale ix however valld enly for the serles
of reports an a whole, and net fer any onw report, for the lmportance
of the day's proceedings mmat also enter inko the sppraisal. Even a

e
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powncil may have a meating shont whish bhere ia litdle to say whilat
same portdoulsy duy's work in & lasser Gody may be ¢iffieult %o edcupress
within yery naerow llmits.

g5, Zinea the roperks of the proesedings of rodies meeting oubslde
Headguarters de not 20Fve &3 A4 tpactical! guide fov Delegations partl edpating
17 the debabes, they gan and should ha made as sugolnet as possible.

56, Hownver, especlally where the peport concamsa 8 Headguarter-
besed bady, it wust still comvey tn few Tork rsaders an adecquate asaount
of the procesdinga, and tnid aonsiderabtion will prociuds the pondensation
of Counoll meeting snmaries 18 pertiaulay bayond a Gerta i himdd,

i T —

flener imita of size

57, Apart from those ariteria a genarsl polliey hsa baen pramal gobed
congerninz the sizs of the Joumal. It is that, save during tho saxaions
of the Asaembly or of the Ecenomic and social Council, the bi-Yingual -
3 nol ahould be kept within the limite of four pages - going @ elx or [
oirht only in exceptional clreunstances.

58, Pressure for a reduction in slze has come partly from the
Publ lshing Divisien bscauge of the fear of everburdening their stalf
eopagially at alghb, This diffiealiy, bheugh rsal, gannot howevar be
allowsd to stend in the way of the sublication of the matayial which
is adjudgad negeasary, and tha immediate declaion on this pelut resta
with the Iditor, whe msy coneulb his supervioor 17 he thinks nedessary.

59, The general policy &8 Lo AVErsge Jowrnal size resta with his
guperlora ia the Division, Buresu, Department and Hlgher Fdmintatration.
It mush be admibted that, in the past, aritdoises have come down thla
vary line ef authorliy, indecd frem the Sceretary-General himadlfs and
4% 1s this whlch haz led, im the wain, to the imposition of geneval llmite.

40. Altheugh it must be conceded that there have been gome DVere
generous aoccounts of dabates, 1} may nevsrtheless be sald that tha
intent of sditeriel polley has bem throughout bo producs brlafer gaconnts
ghan thoso which, regretbably, caught the sye of our eritics.

41. That we have thersby inenrred ganara) restrictions is unfortunabe
begaise tha Tixed limitatlon of space which has resilted impomes a aeverse
hamdicap.

42. Tno reason is the following. As will alrcady have appeared,
although we are able te simplily snd condemse in the memner explained
the bype of raport we dye on bhe losesT JFZals, thia doss not maAn
that wo can keep &vory individual daily report sven about the procesdings
of a aub-commitbtee within set 1imibe. Sueh a body may apeiid many meetings
on inconolusive debates which nasd yidld us no repers at s11l. AL the end
of its sesadon 1t may, however, apend a whole day making ome final degialon
aftor mmother. In such an svenk, tle Jewrnal veport, even 1f rsduced to
wheal abon terng, WAy 54111 amer three guarders af a column QF MOra.
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63, The ¢lash between thesa negessitles and the general 1imit
of size has led us at times %o defzr publishing part of owr reports
antil the next day. This 14 deployable booauss it saorifices that
jmmediacy of reportdny which, a8 already stated, 1l of tho esssnce
of the Joumal. The Lditor's polloy, if he la driven to this necessity,
ehould ba to saerifice for later raportlng those maetings which are
hold outside Headquarters (exesph, ebvionsly, councdl meeting reports,
whose presence In the Journal nlongside material from other organs is
alwsys lmportent md ons of the justifications for an geggsional six or
elght-pags Jenmal). ;

44, However, it would be better all round if sufficient confidance
in the editorial policy ond prastice of the Jemrnal eould be restored
to securs ua some relaxatlem of this pather riglid rule about pize.

£5, I om therefore anxious that the Fditor should carefully
serutinize the materlal he receives and, whenever necessary wrge
modi fisatlons end reduetlona of such a kind that we arrive at an
sdequatas and reguler pathern of raporting for organs of differsnt
aize and importence. I the mithorities of the Secretarial are
given the feeling thab bhis has been achleved, weo may Uien be allowed
a freor hand (subject to the passibllities of Reproducklon) to let the
Journal vary a little in slza, with larger isswes offged by ihe smaller
pnes, whilst sbill keeping 1% betwaen reagonable avarage Iimiba.

66, The upsheobt of sach a atandardipation of-method may then be
a revision of the instructional eirenlara the Jeumal supplies to
newcomers ia the rsnks of yeaporting seerstaried. Tha existlog ones
ghonld in ony case bo exaulned as already notad above. They were drewn
up mors then twe years ago, and may no longsr be strietly gonformable
to cur practice as 1t now ia. R

Productlon: Limibs of 5 tor's responslbility

&7. 'The cquestdon vhethar tae £4iter and his staff should hand
over responsibility for the productlon ef the Journal to the Reproduction
shop aa saon as bhey fBve prapured final copy, or whather they ehould
walt bo check ths final proofs, has been a mabter of debate in the past
snd poses somewhat ol @ dil cmna.

43, The prefarences of Lhe Printing shop hava properly lain in
the direction of assuming full responsibility for the ageurate reproductlon
of the covy anel of sliminating supervision by the Fdltor or Assiatant Editary
ghouzh in actusl pracilce the pditorial staff will etill have the unsacy
Peeling that the unrefleoting resder may wrangly hold them responalible
even Tor any wmistalkes tnal may ocour in the Printlng shop.
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49, Furthemmore, the materisl is necessarily supplied te the shop
over a period of hours snd in an erdar different from thst of ita
presentation. Feeding of maberdol, compositlion, stripping up, and the
twe precf-readings ars therefore owerlapping operationa, in the course of
which mueh of the proof-reading (in French at least) has in pracitice
heen dune by the Zdltorial staff.

70, &ince, moreovar, the totsl bulk af tre material cannet always
ha determined umtil a late phame of the mocsedings and last-mlnute cous
- occasionally of material slready sab up = have to be made to bring the
whole within desirable limlts of spaee, 1% i3 sometimes dlrfioult for
the Tditerlal staff to exirloabs thumselves antirely from this phase of
produc tloan.

71. ©Cn the ether hand, and hera is the ofhier horn of the dllewma,
the strain on our small skaff if they were to out, the Journal teo bed!
avery night, would be excesaive.

72, I should like you to study this siwuation.

73. PFirst, there 1z bthe receptlon of material to conglder. Your
vesords already ohow, I understand, the times at which swmarles and
infomation on progrommes of meetings aro recelved ench day. A= soon as
you have collected a cubstanilal nunber of these daily racords during the
coming committee season, I should llke 4o go through them with yeu in
order to deteraine whether there 1s any need (and peasibilivy) eof
representations to individual departments and unite with a view to prempter
—ubsdssion. Amd generally we should consider whether, by mean of prasaure
of this kind, we can do anything substential te improve existing practics
snd bring the submission phage withln narrower snd mors faveursble 1lmits
of time.

7. Secondly, I should 1ika you, in eonfomity wlih the dlscusslons
we have held with Hr. de Well, to wake a trial of leaving the firnal proof-
peading to the Printlng shop. thls will require two thlngs:

(a) in effart to moke the submitted copy as
slean and perfect as possible;

fh) Safegnarding yuarself by always takdng heme a
complete sat of dupllieates of the copy, so thai
the shop can, if negussayy, consulb you by phone.

75, ¥ill you then plsase vepork bo me on the result. With the ald
of these daia we may perhmps be abls to answer the question how far our
burden ean be lighbensd by organising a more compactly timed operation,
and how far if at all we can extricata ourselves from the proof-reading
and other on-the-spot jobs we do in the Printing shope

Sors
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13.

The Tditer's fuanctions - Adminishrarive aspects

76. Administratively the Edltor of the Journal 1s respopsibls for
erganizing the supyly of information snd fer establishing and maintaining
1ialscn to that end with all the psrtles congerned, that 1s to say the
Sseretary-General's Fzecutive Offlee, the Gemersl Assesbly Co—ordimation
Committas (by personsl attendanca), the Confermce Flanning Saetion,
asarebaries of United Hatlons Orgens, responsible of fleera in reglenal
commlsalons and the Cabls larviaa,

7. He is alwo responsibls for the liadson and working arrangements
with the Beoroductien shop.

78, Wikthin his own Unit he supervises the work of translatien,
ro-drafting, vevislon, typing, and ensures that the eopy ia adequate

angd complete,

79, inder the general guldance of his supervisor, he has administrative
responsibility for hls staff, orgsniges the hemrs and schedules of work,
plans leave, replacements, ete., znd mekes any neceszary proposals concerning
the reamaitment of new staff, wers particularly during perdods of expanaslon,
such as Genersl Aasenbly sessions. He 1a also responsibla for submitbtlng
periodic raports on thelr work,



