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1. General

The draft summary records are typed on A.4 paper, original only. The necessaty copies
of the drafr, which are sent out early saech morning to various clearing officers, are made
by a photocopier. Précis—writers who preier to type their own drafts are asked to follow
the puldelines set out in seetion 3.

Please bear in mind that drafts, ane hand-written co¥rectivmns on them, should be clear
envugh o give good photocopies.

Tne first prévis-writer of eaci feam guousd codlect the briefing folder before each
meeting from the editorial assistant; the last précls-writer on each meeting is requested
to bring it back to the editoria. assistant, together with the draft cover page (see
paragraph 10 below).

2. bScenographic servicesg

During sessions of the goveruing podies, the Hnglish stenographie Service (teleplione No.
220172241, WHO building) works on shifts continuously until midaight. Précis-wrliters are
requested to felephone Esds 15 minutes before they wish to start dictating thelr précis.

Précis-writers dictating their work in the evening are asked to do so as early as
possibie, aud Lhose covering the latter part of an afterncon meetlng are advigeg to dictate

straight on to the {ypewriter,

3. Layout of draft summary records

Dratts should be typed in double spacing with wide left= and right-hand margina. AL the
top of each page, In line with the left-hand margin, should appear the précis—writer's
suruame, the summary record number in full (e.g., EB77/5KR/3, A3Y9/A/5K/4, A39/B/SR/5, etc.)
and the page number, which should start from page 1 for each précis—writer's section (for
layout of first page of the summaty records, see section 10). The précis-writers are
requested to make any changes to their texts in dark blue or black ink, within the typed
Walging, to ensure Chat their corrections are clearly and easily reproduced when tie
original is photocopied. The last line of the text, whether typed or taken from a
reproduced document, should be at least Z cm from the buttom of the A.4 page.

4. Collation of material

Eacth précig-writer iz responsiple for ensuriny that nis or her part of che draft is
given tu the précls-writer in the team who is likely te finish last.

The last précis—writer to finish should ¢coliate all tne sections of che draft in the
correct order, and number the pages on the top right—hand corner, in line with the
right—hand margin, from page L chrough to the eund.

On the editorial assistant’'s desk (room 4013) will be found an appropriately labelled
toluaer for each meeting. In thiz folder will be found {(a) the typed cover page, which
should be attached to the front of the draft, and (b) an appropriately labelled enveleope in
whicn should be placed als background materiai. Only tne completed draft giould be placed
ou tup of the background envelope inside the folder. Précis—writers are asked to bear in
mind that the summary records are photocopied by 4 temporary staff member whe cannot be
expected to distinguish between araft summary records and background materiad.
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A+ DPeadline for submission of draft summary record

The latest rimes for passing the completed summary record to reom 4013, WHOQ building,
ares

Morning meeting 18h00 the sampe day
Afterncon meeting 23h0U0 the same day

These times must be observed, since the records are forwarded to the clearing orficers on a
regular schiedule. If a précis—writer's work is likely to be late, the reviser should be
informed as soon as possible.

&. Rota

The roCa is posted on the bulletin board cutside office 4013 (WHO building) as soon as
the schedule of meetings for the next day has been veceived. Précis-writers should check
the order in which members of their team are to cover each meeting: any changes should be
noted ou the rota. They should 2lso check the rime for which the meeting 1s scheduled, both
at the time the rota is posted and before tne meetings (by consulting the bulletin board or
telephoning the editorial assistant).

0 7. Agsigoment of précis—writers

Précis—writers will be assigned to meetings or the Board or of committees of the Health
Agsembly in teams of four or five per meeting — i.e., if rhe normal working times of the
mectings are observed, each précis-wrifer will cover 35=4% miautes,

Précis-writers are requested to overlap at the beglnning and end of their section =o
that they can follow the discussion, and to allow for the possibiliry of an extension ar the
end or the meeting. Should the meeting be extended for a considerable amount of time, the
last précis-writer of the team is requested to stay in tha meating room, and to take a list
o speakers and notes of any change of chairman, etc. fThe editor responsible for the
Recurds Service will decide how the end of the meeting is to be covered.

since the permanent Records Service staff at the headquarters bullding are equipped with
biennophone links to the meeting roows, they are aware of any unscheduled extension of
meetings. Therxe Ls no need, therefore, for précis—writers to leave the meefing room to
telephone tue Records Service.

B, Recording

The meetings are recorded om tapes in 15-minuie cassettes. Three series of cassettes
‘ {marked "0") record the original of all speeches; the other series (marked "T") records the
English original/¥nglish intevpretation of all speeches. The tapes are passed in the first
instance Lo the transcription teams, but are later available to précis—writers, who may
collect them, alonyg with one copy of tne tramscripts, from outside the Lranscription
superviser’'s office. There are a number of listening machiges in the précis-writers'
okfices.

Care snould be taken that tapes are wound back onto their numbered plastie spools, and
that ea¢h spool is replaced im its appropriately numbered box. All tapes must be raturned
to the boxes gutside the supervigor's office every nignt, Any defects in tapes or listening
machinés snouid be reported to Mr Bornmet (8.37) and précis—writers should wait for his
arrival {n their orffices., “Mr Bormet will repily as quickly as possible but may sometines be

- a long way from a telephone; he is on cali from 8hO0 to 18h00.
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9. TIranscripts and texts providea by speakers

Précls—writers will have at tneir disposal - and suould uge — the transcripts of

speeches delivered in French, Ruasian and Spanisb. When possible, thege should be ugsed to
check the notes taken during the meeting, particularly notes taken from the interpreter.

In the Executive Board, requests for speakers' texts during the discussion should be
kept to the minimum necessary to check notes of unusually difficult stvatements. Texts
provided by speakers should be used with caution, as omissions arnd changes are common.

10. Cover page

A supply of blank cover pages will be put in the précig-writer's briefing folder, The
first précis-writer of a team should complete the preliminary parts at the beginning of the
mecting (l.e,, summary record number, meeting number, day, date and time of meeting,
chairman, etc.). This information should be repeated at the top of page 1 of the summary
record.

Each item discussed should be listed in chronological order (against & new serial number
for each item). Lf the numper of the agenda item or subitem is known, only this needs to be
inserted., When a subgect is discussed tnat has no agenda item number, 3 orief indication of
the subject should be given.

The last précis—writer of the team should bring tne completed draft cover page to the
editorial assistant without delay after leaving the meeting. The editorial assistant will
arrange for the cover page to be typed and it wiil tuen be placed inside tne vumbered folder
for the meeting; the last précis-writer to finish is requested to attach the cover page to
the front of the complete drafc gummary record so that it 18 reproduced 1o the correct order.

Précis-writers are jointly responsible for the accuracy of the draft cover page,
including the table of contents, If there is & cnange of chairmanship during a meeting,
this should be indicated on the top of the cover page as follows:

Example

Chairman: Protfessor . CG4LTURK (Turkey)
later; Professor A, M. FADL (Sudan)

For committees of the Health Assembly, the Chairuan's country is added after his ur her
name, lower case in parentheses.

Uniess the meeting has been torwally postponed, the time gaven ou the cover page ghould
be rhat for which the meeting was scheduled, and not when it actually begins. The 24-~hour
elock is used to record the opening and closing times of meetings, e.g., 9030, 12h00, 14n30,
17h30,

1l. Headings

Malu headings are nuubered consecutively in Arabic numerals tnroughout each meeting.
They are in block capitals, flush with the margin, and are not underlined. Usually the
wording will be that of the agenaa item. The number of tbe ltem should be given, with (in
parentheses) reference to the relevant documentation.

Lxample

1. HUMAN ENVLRONMENT; Ttem 2.7 of tue Apgenda (Hesolutions WHAZY, 58 and HB74.R3;
Document A3E/11)

le will be noted that in tne above example the resolutions are referred to by thelr symbols
only! there is no need to mention the REC documents in which they are printed or the page
uumber in the Handbook of Resolutions and PDecislons.

Subheadings are in lower case and underlined. There is ne full stop after a heading or
subheading.
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Wnen 2 discussion is continued from a previous meeting, the heading — and, where
appropriate, any subbeaoings also = should be Foilowed by tne word "continued”, writtem in
lower case in parentheses. Where the discussion is taken up again at the same meeting, the
word "resumed" shouid be used.

Example

3. COLLABORAT LON WITH THE UNIVED NATIONS SYSTEM: Ttem 2.10 of the Agends
{(continued)

Technical cooperation amony developing countries: Item 3,i0 of the Agenda
(continued)

12, Names and titles

Care should be taken to identify each speaker correctly, and to echeck the spelling of
the name against the list of participants. The omission of a name From that ligt, or any
other anowaly, should be brought to the attention of the reviser. Accents should ve ygmitted
from names in capital letters (e.g., names of speakers).

Printed siips for requesring the name of a speaker and/or his speech are available in
the précig-writers' briefing folder., The blocks of slips should be left in the folder at
all timesg,

speakers’ names are in block capitals, except wirere the name is uged a second time in
the course of tune same gpeech. Where the remarks of two speakers are covered by one
paragraph (e.g., question and amswer), both names are in capitals,

"Mr", "™Mrs"™, "Ms", and "Miss" are used in the English text for gpeakers of all
nationalities., A physician is referred to asz "Dr™ unless he nabitually uses another title,
such as "Professor” (which should sever be abbreviated to "Prof."). There is no full stop
after "Me", "Dr"”, ete., Titles may be checied in rhe iist of members/delegates,

(1) Delegates to the Health Assembly

The name of a delegave, a representative oI an Associate Member, or an observer rfor
non-Member state, is followed at the beginning of his speach by the name of his country, in
paventheses,

Mempers of delegations should be rererred to as delegates, not as representatives.

Examples

Dr GALAHOV (Union of Soviet Socialist Repyblics) said that, like other
delegates, he ..,

In reply to a question from My DAS {India), Mr SUGANQ {Japan) said
that ...

(2) Members of the Executive Board

‘Members are desipnated by countries but do nor represent tonem. The membex's country,
therefore, is not given after his name, and at meetings of the Board he should be referred
tu as a "member” and never as a "delegale” or "representative”. Four wembers of the Board
represent it at the Health Assembly and ate referred to as representatives.

Examele

Dr LAW (represeatative of the Executive Board) explained
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{4) HKepresentatives of other organizacions

Members of fne secretariats oI C(he United Natlons or of specialized agencies, of the
International Atomic Epergy Agency, and of Intergovernmental or nongovernmental
organizations attending tne meeting in an official capacity are representatives, not
observers, They should normally be referred to thus:

My ArdlL (Food and Agriculture Organlzation of the United Nations) ...
Dr SCHINDLER (Medical Women's International Association) ...
However, where appropriate, the title of the speaker may be used.

kxamp le

Mr SUY (Director—General of the United Nations Uffice at Geneva) said
that ...

{(4) Members of cthe WHO Secretariat

Dr Maunler, when he gspeaks, is reterred to as "The DIKECTOR-GENEKAL", and Dr Lambo as
“The DEPUTY DIRECTOR-GENERAL", The names of other senior members of the WHO Secretarilat are
foliowed by their titles. For chiefs or members of units, it is sufficient to give the name
of the unlt.

Exampleg
Dr LITVIROV (Assistant Director—General) introduced ...

Dr NAKAJIMA (Regional Director for the Western Pacific ) said ...

Dr FULOP (Director, Divisiou of Health Manpower Development) informed the
Committee that ...

Dr FLAHAULT (Health Team Development) emphasized the importance ...

(%) Officers of the coumittee

When the secretary of a committee speaks during the discussion or an item his uame is
used, followed by the word “Seeretary”.

Example
Mr CHRISTENSEN (Secretary) explained that

Whoen a participant is spesking as rapporteur, either of a committee or of one of its
subtidiary bodies {and pot in a personal capacity), the fact should be indicated.

bxamples
Mr MBOUMBA (Gabom), Rapporteur, stated ...

Dr DUHMR (Luxembourg), Rapporteur of the Working Farty on Asgessments,
gaid ...

¢
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L3, References to documents

When reterence is made to a passape in a document, it is preferable to state the
section, subsection, paragraph, etc. (in that order) and to avoid a reference by page, which
will be valid for ome language only. Tne programme budget iz now the only document far
which the Arabie, English, French and Spanish editions have identical pagination.
Précis-writers should be familiar with and make full use of the documentation provided, and
should check that speakers' references to parts of documents and publications are correct.

Conference papers and other ad hoc working papers are ephemerat, and pr&cis-writers
should use caution in referring to them by number only. They should normally be identified
by titie or contents, Any important material tney contain snould be written into the
record, All draft resolutions circulated im the Conf. Paper series should be written into
the record. When possible, tne Conf. Paper icself should be stapled to the manuscript, with
the heading crossed out, to enable the reviser to verify thar the correct version has been
attached. Draft resolutions that appear in the main document series, however, need only be
reproduced in the record if they are esseantlal for an understanding of the discussion, e.g.,
when amendments are proposed. Resolutions aiready printed in the Handbook of kesolutions
aod Decisions or the REC document serles should be referred to by number,

14, Types of document

Symboi Purpose Languages
A3/, .. To provide infermation on an agenda item All working languages®

as @ basis for discussion. To convey the
report of a committee or other body.

A39/Conf. Paper No. .. To circulate a draft resolution, for All working languages®*
which the need becomes apparent in the
course of a meeting of Committee 4 or B.
Usually prepared In anteroom to meeting.

A39/INF.DOGC. /... To tramsmit lnformation received from English and French only
govermments ot from representatives of
nengovernmental organizations, staff
associations, et¢,; to give supplemen—~
tary intormation on ap agenda icem.

WHA3S/DIV/ ... Miscellaneous documents, e.g., list of Various. Often bilin-
participants, gual (English/French)
AJG/VRS ... A word—for-word transcription of the Multilingual, i.e.,
plenary meeting. speeches reproduced
only in original
languapge
A39/A/ERS ... To cireulate the provisional summary English, French
AZ9/B/aR/. .. records of Committees A and B

Noter The Executive Board has the same types of document, the symbol being, for example,
EB77/...

* Tne working languages are Arabic, Chinese, Bnglish, French, Russian and Spanish., On
the seiectivity principle, ‘however, only certain documents, decided in advance, are
translated info Arabic and Chinese.

*% To the extent feasible.
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15, -Sources of information

Listed below are publications and REC documents, and the Iinformation they contain. In
all cases the latest editionm should be consulted:

Basic Documents

Agreements with other intergovermmental organizations
Constitution of WHO .
Expert advisory panels and committees, and study and scientific groups = regulations
Financial Regulations '
Member States of WHO
Nongovernmental organizations — Working principles governing
admission into official relations with WHO
Rules of Procedure; Health Agsgembly and Executive Board
Staff Regulations
Appendices (Appendix 1 lists Members aud Assoclate Members)

Handbook of Resolutlons and Decisions

Vol. I, 1948-1972 {available from editorial assistant only)
Vol, IL, 1973-1984 {(published in Mareh 1983)

Director—Genexal's blennial report on the work of WHO

Information on programmes

List of nongovernmental organizations in olficial relations with WHO
Structure of WHO

List of organizationai and related meetings

World Health Assembly, REC/1

Resolutions and decisgions of the Assembly, annexes thereto, and
list of participants

World Health Assembly, REC/Z

Verbatim records and reports of committees

World Health Assembly, REC/3

sSummatry records of the General Committee
Summary records of Committee A and Committee B

Lxecurive Board, REC/1

Resolutions and decisions of the Executive Board, and annexes thereto

Report on the proposed programue budget for the financial period ... {this report is
printed arter the Executive Board's examination or the biennial programme budget in
January of odd-numbered years)

Exgcutive Board, REU/Z

Summary records of the Executive Board
List of participants and of committees and working groups

Note: In the case of the Board's snort session following the Health Assembly, the
proceedings appear in a single volume (REG/1).




PUB/ORS
page 9%

1l6. Abbreviations

Yo avoid confusion with the United Nations General Assembly, do not use "Assembly"”
alone, but as far as posgible "Health Assembly”, ov, 1f appropriate, "Thirty-seventh World
tealth Assembly”, etc.

Abbreviations such as FAd, UnkoGO, PAHO, ave used without full stops., A list of the
comaoner ones will be found on page ii of any recent REC document. Others should only be
used ir the full form has been given at tne fizst mention, “United Nations" snould always
be written in full; so should "Economic and Social Couneil”, "ECOS0C” being used only as a
document symbol.

“Unired States of America” should normally be written in rull, but “United States™ may
be uged adjectivally.

Examp les

The contribution of the United States of Amevica ...

The United States eoatribution ... (no apostrophe)
“"Union of Soviet Socialist Republics” and “United Kingdom of Great Britain and Northern
° Ireland” should be written in full after the names of speakers and at firat mention in any

particular context. sSubsequently ‘"Ussi" or “"Soviet Union" and "Ugited Kingdom™ (not "UK")
may be used. .

Exgmples
Dr LIZICYN (Union of Soviet Soclalist Republics) said that in the USSR ...

The CHALRMAN welcomed the proposal of the Soviet Union, which he said would
enable ...

17. Stage directions

(1) Close of meeting

Ihe record of each meeting is concluded by a note of the time or rising (to the nearest
five minutes), centred and underlined, thus;

The meeting rose at lyn(s.

° (2} Buspension of meetings
Routine breaks for coffee or tea ate not recorded in che summary records, Suspension of
the meeting for a particular reasom, e.g., to rearrange seating, count votes, prepare a
draft resofution, or allow for private discussion, is recorded as foilows:

Yhe meeting was sugpended at 11h30 and resumed at 12h00.

(3) Change of Chairman
A change of Chairman im the course of a meeting is recorded as follows:

Ur Fadl tock rha Chair.

The names of both chairmen are indicated on the cover page (see section 10), thus:

Chairwan; Professor Q. OLZTURK (Turkey)
later: Dr A. M. FADL (Sudan)
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A change of Chairman which ¢oincides with a suspension of the meeting is indicated ag
fullows:

The meering was suspended at 15bs0 and resumed at
15045, with br Schindle 1a the Chair.

{4} Tributes to deceased delegates, victims of digasters, etc.

The customary gesture on such gpeeasious is tne observatien of one minute's gllence,
which is recorded thus:

The Committee stooa in silence for one minute.

(2) Private session

Whete part of a meeting i1s held in private (in which case no record of the proceedings
is published}, the fact is indicated in the following manner:

The meering was helo in private from 14h30 to 15h40
and resumed in public session at 16n00,

On the cover page and on page 1, the meeting will be shown as beginning at 14h30.

18. luitial capitats

Member states — both words begin with a capital.

Members of the Executive Board = "member” beging with 2 lower case letter because it
felers to a person designated (as distiner from the designating State).

"Committee”, "Subcommittee”, etc., retain their individual capitals when used 1n the
singular as a shortened form of the full name. Otherwise they are in lower case.

A gimilar rule is followed for "govermments", "regional committees”, and "reglonal

ortfices™; these are written in lower case unless a specifi¢ government, regional committea,
etc., is intended.

Examples

The Subcommitiee on International Quarantine was of the opinion that ...;
the subcommittee rherefore recommended ...

It was agreed to appeint a subcommittee ...

The Reglonai Director wag doubtless aware that some of the regional committees
had ...,

"Ducument ", "resclution” and "agenda” should not have initial capitals, except Lo
headings.

The word "neaaquarters” is written iu lower case; “"secretarial” is written with an
initial capital.
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19, "Meeting" and "session”

A session 15 a complete series of meetings. Initial capitals are not used in reference
to particular sessions of the Executive Board.

Examples
The seventy—sixth session of the Executive puard was to begin ...
The Board, at the second meeting of its seventy—sixth session, had ...
20. Spelling

Tne spelling followed is that of the Oxford Dictionary. Note particularly
"organizations” (exception: International Labour Organisation), and "conmection”.

The following words are written without a hyphen:

coexistence countrywide noncommunicable reopen subregion
cogperation intercountry nongoverumental — reorganization  worldwide
coordination interregional prerequisite radioisotope

Please note also:

brain drain COTEpPONEOY cold coain aging

21. Regolutions

Uratt reselutions that are contained in the main series of documents (A39/..., EB77/...)
need eonly be reproduced in the summary vecord if they are essential for am understanding of
the subsequent discussion; otherwise a cross—reference will surfjce.

When draft resolutions are submitted ovally or in the form of couference papers, they
should be reproduced at an gppropriate point in the summary records (in sinpgle spacing,
indented five gpaces from the margin, and without quotation marks).

Example

Professor CANAPERIA (Italy) formally proposed the adoption of the following
draft resolution;

The Thirty-ninth World Health Assembly,

Having considered the yeports of the Director~General and of the Executive
Board on the re-examination of ...

For the approval of draft resolutions proposed to the Health Assembly in recolutions of the
Exeputive Hoard, a suitable forauwla is given in note (2) below. Examples of various types
of resoluticns will be found in the WHO Manunal, VIIV,&, Annex B.

Note:

{1) The Healtn Assembly in pienary, and the Executive Board, adopt resolutions,
Coumittees of either body approve draft resolutions (drafted in the name of the parent body).

(2) Committees of the Health Assembly often endorse draft resolutions proposed in a
resolution of the Executive Board (see above); in this case the following formula may be

found suitable: "The draft resoiution proposed by the Executive Board in resclution
EB77.R3L was approved’.
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22.-Decisgions

When the discussion on an agenda item leads to tue adoption of a formal decisfion, this
should be recorded in single spacing, indented (five spaces from the margin), and preceded

by the word

"Deecision™. If an advance text is not available to the précis-writer, the

wordlng used by the Chairman when he announces the decision should be recorded.

Examples

Declision: Committee B decided to recommend to the Thirty-ninth Worid Health
Assembly ... ’

Otuer decisions recorded in the gummary records are single-spaced, indented, and

underliined.

Examgles

The draft resolution proposed by the delegation of Burma was approved,

The Chairman's proposal to omit the first paragraph of the draft resolution

was approved.

23, Yoting

(i) by

The resolution, as thus amended, was adopted.
It was so apreed.

show of hands. In recovding the figures of votes by show of hands the principle

followed 1s
decision is
rejected by
against the

(2) By

to give first the larger or prevailing number of votes, no matrer whether the

positive or negative. Hence, in a negative decision - "The proposal was
12 votes to 6, with 3 abstentions” — the meaning is that 12 persons voted
proposal.

toll=catl at the Heaith Assembly. The form used is as follows:

A vote was taken by roll-call, the names of the Member States being called in the

English alphabetical order, starting with Finland, the letter F having been determined by

Tot.

The result ot the vote was as follows:

In favour: Australla, Belgiuw, Dominican Republie, ete.

Against:

Canada, France, Guatemaia, etc.

Abstaining: India, Pakistan.

Absent:

Mouaco, etc.

The proposal was therefore adopted by 17 votes to L2 [moue]|, with 2 (no] abustentions.

Note: English alphabetical order is used in roll-calls in odd-numbered years; and Freach
alphabetical order in even—numbered years.
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{3) By secret ballot, e.g., in connection with the elezctions. The voting should bhe
recorded thusg

Ar the dovitstion of the Chalrman, Dy Ampundgen (Denmark) and Dr Wone (Senegal) acted as

tellers.

A vote was taken by secret batlot

Number of Members entitled to vote . . . . . . . . . . . . 39
N T - 1
AbSEentdons - . .« v 4 v e s s x e e r e e = e a2 3
Papers null and vold . . . . o o & o o v 4 44 4 0 . .. 2
Number orf Members present ang voting . . . . . . . . . . . 34
Simple mAaFoLity + o o 0 v 4 s v 6 4 e v e b e e s e e ow o« 28

Number of vores obtalned

Professor Haleem (Bangiadesh) . . . . . .« + « o . . . 34
Dr Vassilopoulos (CYPYus) + 4 v 4 0 0 v v 2 s+ + + &+ « 20
Having obtained the required majority, Professor Haleem was ... etc.

24, Complipments to Chairmen or to the Becretariat

Congratulations to the Chairmen and compliments to the Secretariat should be cut to a
minimum, They skhould net be omitted if they are the only means of knowlng whether the
speaker approves of a particular report, proposal or programme, but should be raendered by a
suitable phrase indicating approval or agreement. At the closure of a session they can be

replaced by the pnrase: "After the customsary exchange oI courtesies ...".

Compliments to the Secretariat are often equivalent to general approval of the proposals
before the meefing and should be 50 recorded.




