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Addendum

NEWSLETTERS AND OTHER | NFORMATI ON MATERI ALS
I N PRINTED OR ELECTRONI C FORVAT

1. The foll owi ng standards and guidelines are |laid dowmn for all persons
concerned with the preparation of newsletters in printed and el ectronic formats.
They relate to newsletters on technical subjects and also to newsletters and
other informational materials prepared for w de dissemnation irrespective of

t he means of dissem nation. The present instruction therefore supplenents

admi nistrative instruction ST/AI/189/Add. 28, entitled "CQuidelines for publishing
in an electronic format", as concerns the preparati on and di ssem nation of
unofficial information on a regular basis, including "hone pages" on a public-
access el ectronic network such as the Internet. Such information materials may
be prepared by substantive units or by public information units of the
Secretari at.

2. Current newsletters and electronic information services that do not conply
with the present instruction should be brought into conformty with it in
consultation with the Publications Board. Requests for authorization of
exceptions to the regulations contained in the present instruction should be
subnmitted to the Chairman of the Publications Board for consideration. The
Publ i cations Board is responsible for nonitoring adherence to the present

i nstruction.
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Ceneral rules

3. For all newsletters, including electronic information services containing
unofficial informational materials on the work of the Organization, the advice
and approval of the Publications Board should be sought and they should be

i ncluded in the publications programe adm ni stered by the Board where
appropriate. Pursuant to administrative instruction ST/Al/189/Add. 28, the
Department of Public Information should be consulted concerning the presentation
of newsletters on public access networks, such as the Internet Gopher and the
Wrld Wde Wb. The Sal es and Marketing Section, Departnent of Public

I nformati on, should be consulted to review the revenue-generating possibilities
and potential inpact on sales revenues of newsletters. The Board shoul d be
informed of the justification, purpose for newsletters, the responsible office
or programe, the budgetary provision and the proposed editorial content and
format and intended audi ence.

4. Pl ans for newsletters and simlar informational services in printed and
electronic formats related to any international year or conference should be
included in the initial planning for the event. They should be drawn up in
consultation with the Departnment of Public Information and should, as a matter
of standard procedure, be submtted to the Publications Board for approval

GQuidelines for the preparation of newsletters

Aut hority

5. Newsl etters shall not be issued in any printed or electronic format w thout
the authorization of the Publications Board.

6. VWhen a request for the institution of a newsletter is made by a | egislative
body, the same procedure for approval as given in paragraph 4 above shoul d be
foll owed. \Wherever possible, the advance approval of the Publications Board
shoul d be obtained, a statenent of the administrative and financial inplications
submtted to the body concerned and the necessary funds for production and

di ssem nati on ensured.

Contents

7. Newsl etters, including Internet sites prepared by substantive units, may
i nclude the follow ng types of nmateri al

(a) Information on major developnments in the field concerned, including
action taken or planned by the United Nations or its rel ated agenci es;

(b) Excerpts frompublicly avail able, unrestricted texts, such as
decl arations and resol utions on the subject;

(c) References or electronic links to full text of materials in the
Optical D sk System

(d) Reviews and appraisals of progress in the inplenentation of
resol utions and ot her decisions on the subject;
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(e) Information on related neetings and activities of Governnents and
bodi es outside the United Nations system

(f) Excerpts from copyrighted publications of the United Nations, in
consultation with the Sal es and Marketing Section, Departnment of Public
Information, provided that an appropriate copyright notice in the nane of the
United Nations is given.

St at us

8. Newsl etters prepared and issued by the Departnment of Public Information or
by other public information units have the same status as other public
information material and may bear the United Nations enmblem Newsletters and
related information sites on the Internet or other public el ectronic nmedi um
prepared and di ssem nated by departments and offices of the Secretariat may

di splay the United Nations enblemas part of a standard identifying "hone page"
for the departnent or office concerned, provided the follow ng conditions are
met :

(a) The Publications Board has approved the newsletter or hone page;

(b) The display of the enblem neets the design standards set out in
admi ni strative instructions ST/Al/189/Add. 2 and Anend. 1 and ST/ Al/189/ Add. 21

(c) The title of the author departnent or office is given along with a
di sclainer as to the unofficial status of the material provided;

(d) Copyright notice in the nanme of the United Nations is given, as
appropriate, in accordance with the applicable provisions of admnistrative
instructions ST/Al/189/Add. 9/ Rev. 2 and Rev. 2/ Add.2 and ST/ Al/ 189/ Add. 28,
par agr aph 25.

Editorial review

9. The texts of newsletters and electronic informati on services should conform
to all United Nations editorial policies and practices. Substantive units are
responsi ble for ensuring that newsletters in print and el ectronic formats neet
hi gh standards of editorial quality appropriate to publications and documents of
t he Organization.

10. Every newsletter issuance should contain the nane and address and if
applicabl e electronic address of the responsible substantive unit under the
rubric "lssued by ...", and, at the discretion of the substantive unit, the nane
and el ectronic address of the editor. Al newsletters dissem nated on public
net wor ks such as the Internet should carry an el ectroni ¢ address to which
inquiries and comments may be sent. Newsletters and electronic information
servi ces should not refer to individual United Nations staff menbers except as
editors and authors of the material presented, in accordance with adm nistrative
instruction ST/Al/189/Add. 6/ Rev. 4.

Docunent identification and archiving

11. Al print and electronic newsletters, home pages and simlar information
materials should be issued with an approved series title and identifying nunmber
and should be dated. Staff of the Dag Hammarskj 6l d Library can provide
assistance in designating an appropriate identifying nunber for newsletter
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series. Each update of a newsletter in print and electronic formats shoul d be
provi ded a consecutive issue nunber. Two copies of all printed and el ectronic
newsl etters should be deposited with the United Nations libraries pursuant to
adm ni strative instruction ST/AI/189/Add. 12/ Rev.1, and one copy with the Dag
Hammar skj 6l d Library for its archival collection. Copies may be provided in
either a printed or electronic fornmat.

Lengt h

12. Printed newsletters should be limted to 40 standard manuscri pt pages per
year.

Languages

13. Printed newsletters are nornmally issued in one | anguage only or in one

pol yl i ngual version, the |anguage chosen being, if possible, the working

| anguage best suited to the intended readership. Electronic newsletters should
contain as rmuch basic information as possible in at |east two | anguages and al
of ficial documents included or referred to should be marked as to availability
i n ot her | anguages.

14. The Ofice of Conference and Support Services does not translate

newsl etters that do not have intergovernnmental nandates and for which budget
provi sion has not been made in the programe budget and publications programe.
Where a translation or "rendering" is prepared by the office responsible for the
newsl etter, the text should bear the disclainmer, "Unofficial translation”

15. In sone cases, outside institutes, organizations or other bodies offer to
transl ate newsletters at no cost to the United Nations. All such cases should
be referred to the Publications Board.

Distribution

16. Distribution of printed newsletters is the responsibility of the author
department unl ess other provision is nmade in the approved Publications
Programme. Likewi se, distribution lists for printed newsletters should be drawn
up and mai ntai ned by the author departnment on its own responsibility, consistent
with the | egislative nandate or other approved purpose for the newsletter,
resources nade avail able for distribution and approval of the distribution
arrangenents by the Publications Board in the Publications Progranme. Print
runs and distribution of printed newsletters should be limted to a defined
target audi ence and mnimzed through regul ar review and pruni ng of obsol ete and
unnecessary addresses by the author departnment and through maxi mum f easi bl e use
of el ectronic comrmuni cations. Author departnents should al so consider with the
Di stribution Section, Ofice of Conference and Support Services, whether sone
distribution should be nade to official recipients such as permanent m ssions,
depository libraries and libraries and docunentati on centres of the United

Nati ons system

17. If the originating office envisages secondary distribution of nmaterial of

wi de public interest through the United Nations information centres, it should
provi de special funds for that purpose; w thout them such distribution cannot be
made.



