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	PLENARY MEETING

Report by the Secretary-General

REDUCTION OF THE VOLUME AND COST �OF DOCUMENTATION FOR ITU CONFERENCES

1	Introduction

1.1	Rationalizing document production (volume, cost, timely distribution) has always been an important concern in ITU's work. The issue was addressed, for example, in Council Resolution 847, and appropriate provisions have been included in the texts governing the working methods of the Sectors. The ongoing rationalization effort takes on even greater importance with the significant growth in the size of the membership (Member States and Sector Members) and increased participation in ITU conferences and meetings, which necessarily increase the volume and cost of documentation.

1.2	Following its discussion on follow-up to the report of the WRC-97 Budget Control Committee (Documents C98/11 and C98/DT/10), Council�98 requested the secretariat to submit an initial report on the question of documentation to the Plenipotentiary Conference, and a final report to Council-99 (cf. summary record in Document C98/93, §§ 2.1-2.17).

1.3	Measures to reduce documentation must address two issues, namely volume (number of documents and length of each document submitted to conferences) and cost (cost of reproduction and distribution of the documentation). These issues are reviewed in turn below.

2	Reduction of the volume of documentation

2.1	For a number of years, organizations in the United Nations family have been examining ways and means of reducing the volume of documentation prepared for their conferences. An overview of the results obtained is contained in Annex A to Document C98/11. Efforts in this respect are ongoing and the issue was once again addressed at the recent Inter-Agency Meeting on Language Arrangements, Documentation and Publications (IAMLADP) held in the United Nations Office at Vienna from 29 June to 2 July 1998.

�2.2	It is clear from the discussion which took place in the Finance Committee of Council-98 that a number of Member States of the Union are concerned about the volume of documents prepared for ITU conferences. It was also clear from the discussions that took place in IAMLADP that a similar concern is shared in all of the organizations of the United Nations family, where various means of reducing the volume of documentation are being implemented and/or studied. Some initiatives have been taken under the authority of the executive heads of the various organizations; others have been taken after discussion in their governing bodies, with the assistance and at the insistence of their Member States.

2.3	In ITU, certain measures could be applied to all documents submitted to conferences, in close cooperation between the membership and the secretariat. However, some documents are primarily the responsibility of governments, while others are prepared by the secretariat at the request of the membership; only the latter can be controlled by the secretariat in terms of length and number.

2.4	The secretariat proposes to institute internal guidelines for authors of documents for submission to ITU conferences, including guidelines concerning the number of pages that each document should ideally contain. It is proposed in the first instance to limit documents for discussion by conferences to a maximum of four pages, except such documents as the strategic plan and the financial and budgetary documents required by major ITU conferences. Additionally, it is proposed to study ways of encouraging the timely submission of documents by the author departments, which would help to ensure that all documents are available at the required time in the working languages of the Union. Guidelines to improve the quality of the documentation through editing and careful referencing will also be included in the secretariat action plan. Already, pre�session documents produced in the secretariat, for Council-98 and for the 1998 Plenipotentiary Conference, have been systematically edited (unfortunately, due to time pressure, it was not possible to continue this exercise for preparatory documents received just before or during the Council session).

2.5	In addition to these qualitative and quantitative goals, the secretariat continues to study technological innovations at all stages of document processing and management in order to reduce the volume of documentation produced for each meeting and to reduce the requirements for new translations.

2.6	For documents submitted by the Members of ITU it is recommended that, if acceptable for the membership, the Council study ways and means of reducing the number of pages in each document submitted to the secretariat in order to find possible ways of conveying Members' recommendations with a minimum number of words/pages. It is also proposed that a study be undertaken by the Members, in cooperation with the secretariat, on ways to ensure timely submission of preparatory documents to the secretariat so as to facilitate and ensure timely processing and issue. In this respect, it is proposed that Members submitting their documents should indicate on them whether or not they wish the secretariat to assist in attaining these goals by editing the texts received, in cooperation with the submitting Members.

2.7	In all instances, it is proposed to make a clear distinction between documents which are for information only and those which are for discussion and decision by ITU conferences, by giving them a separate symbol (e.g. Document PP-98/INF/1). Such documents would include reports from the Secretary-General which have been requested for information only, and documents identified as being for information only by the submitting Members. It may also be worthwhile considering whether information documents need to be made available in more than one working language or could be issued in the original language only (on the understanding that if a conference decides to take up discussion of a document which has been issued as an information document in one �language only, the document in question would be translated into the working languages of the body concerned).

2.8	It is also proposed to consider not including in the agenda preparatory documents for a conference that have not been submitted before the beginning of the conference concerned. If that were agreed, the processing of late documents would no longer interfere with the processing of in�session documents, thereby ensuring a faster and smoother servicing of the conference concerned. The implications of such a decision would be that issues or opinions received late would not be addressed by the conference at that session but would be taken up at a later session for discussion and decision.

2.9	Other means of controlling the volume of documentation might be considered in terms of the type of documents produced for conferences. This would entail categorization of the documentation currently being produced, which might fall into the following categories:

•	reports requested by the Members and originating in the secretariat;

•	reports not originating in the secretariat such as reports from study groups, preparatory meetings, working groups, etc. These reports cannot be controlled by the secretariat on its own;

•	communications from Member States; 

•	draft resolutions and draft decisions;

•	treaty texts.

2.10	It is proposed that the secretariat analyse the documentation produced before the Council and the Plenipotentiary Conference under these five categories and submit a full report on its findings to Council-99.

2.11	Another area worth exploring is the possibility of linking the number of pages of documentation to the duration of the meeting for which the documentation has been produced. This effort is at present being made in various organizations of the United Nations system, in particular at the United Nations headquarters in New York and the United Nations Office at Geneva. Other organizations are looking at the same possibilities. It is proposed that a study be undertaken on this aspect in cooperation between the Members and the secretariat. 

3	Reduction of the cost of documentation

3.1	The cost of documentation is not only influenced by the length and volume of the documents that have to be processed. The number of copies that are requested by Members and distribution methods also have an impact on the cost of the documentation to the Union and hence the membership as a whole. 

3.2	The secretariat has already introduced a computerized delegate registration system which will closely monitor the arrival of delegates to conferences. A pigeonhole will only be opened for those delegates who are actually present, thus ensuring production of only the number of copies of documents truly required. At the same time, the secretariat has reviewed its own requirements in terms of stock of documentation for future use and has greatly reduced the internal consumption of documents. It is estimated that the use of the new system may reduce the volume of in-session documentation by approximately 20%.

�3.3	In-session documentation could be further limited to a certain number of documents per delegation, as suggested in § 5 of Document C98/11. The membership is invited to discuss, in consultation with the Sector advisory groups, what would constitute a reasonable number of in�session documents required per delegation, and the possibility of introducing a cost�recovery mechanism for additional copies as proposed in § 6 of Document C98/11. In addition, the desirability of posting in-session documentation immediately on the Web for easy and selective downloading by delegates should also be examined in cooperation between the Members and the secretariat. The cost implications of various options in this respect should be submitted to Council�99 for decision.

3.4	The secretariat proposes to limit the re�issue of documents under discussion to those in which major changes have been proposed and accepted; documents with only minor or few changes which could easily be noted by delegates during the debate would not be re�issued. In addition, the secretariat is investigating ways and means of providing on-screen editing services during negotiations so that delegates can follow the progression of the documentation electronically rather than on paper.

3.5	For pre-session documents, the question of distributing large numbers of each pre-session document to administrations should be reviewed in view of the advances made in electronic distribution media. The actual number of copies sent out by the secretariat could be reduced to one for those administrations that have access to ITU documents over the Internet or the GDCnet approved by the Council (Document C98/70). The Council has already decided to post all pre�session documentation for Council-98 and the 1998 Plenipotentiary Conference on the ITU website. The distribution of one hard copy of each document to the Members would enable them to double check that they have in fact been able to access all the documents issued on the Internet, and to forward copies as necessary.

3.6	The Plenipotentiary Conference may wish to discuss and decide whether access to documents prepared for ITU conferences should be granted only to Member States, Sector Members and other TIES users, or also to the general public and media. For those administrations which do not have access to e-mail at the present time, consideration should be given to distribution of the documentation on diskette or CD-ROM, rather than on paper which still entails the highest mailing costs. The savings derived from these measures can only be calculated once a decision has been taken on the actual number of copies to be mailed and the distribution pattern in general. It is however estimated that considerable savings in reproduction and communication costs could be achieved through these means.

3.7	It is also proposed to follow the same distribution pattern for post-session documentation, such as reports, Final Acts, and so forth, i.e. to distribute electronically on the Web with one hard copy to each Member.

3.8	Every effort will be made by the secretariat to compile the version of the Final Acts adopted by conferences on diskette or CD-ROM for delegates to take home, rather than providing boxes for them to pack paper copies and mail them through the post, as at present. The distribution of post�session documentation on diskette and/or CD-ROM would be done in the format requested by the Members themselves, based on the technology available to them.

�4	Conclusions

4.1	Although the secretariat is in a position to implement some measures itself to reduce documentation both in terms of volume and cost, the active cooperation of the ITU Members in this exercise is an absolute necessity in order to achieve a substantial reduction in the volume and cost of documentation. Such reductions could only be introduced with the full cooperation of the Members.

4.2	Substantial reductions in the cost of document production could be used to enhance certain services related to the efficient and timely production of documentation, such as editorial services. The process would then reinforce itself by improvements in the quality of the documentation and by opening up opportunities for additional measures to achieve even greater reductions of the volume of documentation.
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